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 1.0 Introduction

This Quality Plan is prepared in compliance with The Institute of Electrical and Electronics Engineers (IEEE) standards, ESC Product Development Life Cycle Methodology and ISO9000 guidelines. Within the scope and objectives of all releasable software, this Quality Plan has a two-fold purpose: 

In a general sense, it defines the activities and deliverables designed to provide ESC management with adequate confidence that the work adheres to ESC established standards, procedures, and practices. It proceeds towards specific milestones, measurable objectives, identifies risks and incorporates steps to mitigate them. Additionally, it manages the software quality of the products effectively and meets the needs and expectations of ESC management.

More specifically, the Quality plan focuses on insuring that ESC infrastructure and components encompassed by the project achieve excellent results with maximum efficiency and reliability. The certification of the software products will be the end-result of the project’s quality effort performed by ESC, Jacksonville and SVI. The purpose of this effort will be to define, to enable, and to ensure that all Software testing processes are repeatable, measurable, and reliable.

2.0 Quality Objectives

The goal of the Quality Assurance effort for testing the software projects is to provide the framework or context for Quality Control activities. With that objective in mind, this Quality Plan will focus both on strategic preparation for the tactical testing effort (test planning, coverage, and repeatability) and on ensuring that the testing coverage fully addresses the software certification requirements that ESC Alameda will perform on all Third Party deliverables to certify the products. Note: It is recommended that SQA assess the current release schedule and determine if the time to complete all testing with the existing SQA resources is sufficient.  It is a good practice to concentrates on all high-risk business functions first and then proceeds with the rest of the system functions/features. This approach will give SQA better chance to test the product from a user’s perspective and to complete all planned testing rather than follow a plan with no goal.

The Quality Plan will therefore encompass all of the following:

3.0 Scope

The main objective of this plan is to cover software standards and guidelines that will be implemented with product development and software testing. This document covers areas of the development phase and all of the testing phase for new projects, enhancement projects and patch releases. However, only new projects require the implementation of all plans listed in the appendices. Enhancement and patch releases, require that existing plans for the projects be updated to reflect the requirements of the projects being under development. This plan does not cover Feasibility Study, Business Requirements, and Software/Hardware requirements phases. (See Diagram Below)
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4.0 Reference Documents

	Source Document  
	Document  Title
	Location

	ESC PDLC
	Product Development Life Cycle
	StarTeam

	ISO 9000
	
	StarTeam

	IEEE
	Software Testing
	IEEE Library

	
	
	


5.0 Test Planning

The use of ESC standard templates for all testing deliverables will ensure that the testing effort accurately reflects the strategic test planning that will precede it. Not only does successful testing depend in large part on this planning, but the architecture of the test plan and definition of test cases and test Builds have a significant impact on organizational efficiency and system quality. SQA Alameda will provide Test Plan and Test Strategy Templates to Jacksonville and all Third Party software development to be used with all ESC products. See attachment for sample Plan. 

5.1 Test Strategy

The Test Strategy identifies all the system components and requirements to be tested, as well as the detailed approaches to be followed, so that the testing of components and requirements is effective.

A Test strategy Plan provides the mechanism to the approach of testing the product requirements and components. It gives SQA an attack plan to test the product within the time allocated. See attachment for sample of Test Strategy. 

5.2 Test Report

The test report is a document prepared for management by the SQA manager or also summarizes all defects discovered and coverage statistics for the product.  See Attachment for sample of Test Report



5.3 Requirements Validation Matrix

A Matrix that provides a cross reference between the system requirements and the test case specifications.  The requirements validation matrix makes sure that test cases have been developed to test all requirements.  This ensures good coverage for the system requirements See Attachment for a Template
5.4 Quality Metrics

Metrics are an important quality measurements during the testing phase of a product. They are collected during all levels of software testing.  Metrics provide an overall picture of how the testing is progressing and the quality of the software.  Examples of Metrics:

· Number of defects logged per test cycle

· New open defects per week (rate of incoming) ); closures per week; reopens per week

· Number of Test Cases executed for each function/feature 

· Number of Test Cases failed

· Number of Problems found and reported

6.0 Defect Management

As a stand-alone strategy, defect management will be concerned with the prompt and efficient detection, assessment, correction, and re-test of fixed defects. SQA has the responsibility to assess the severity of the defect being logged into StarTeam. SQA is required to enter some Configuration Management details, including the Build number and the component or module in which the defect was found. Additionally, the following activities must be carried out during all levels of SQA testing:

· Usage of StarTeam to document all defects found in all test levels (Integration, System, regression and Acceptance)

· Conduct Defect Triage Meetings at the beginning of SQA testing.  See Attachment for Process
6.1 Check lists

Checklists help SQA ensure that everything that should have been completed is completed, and prompts for risk assessment and justification information for software deliverables.  SQA and the project manager use the checklists to assist in properly managing and verifying testing activities throughout the project. Check lists must be tailored to fit the project being developed and tested. 

7.0 Success Criteria

SQA Success Criteria, for the testing to be completed and the product to be released to customers, is listed below:

1. All test cases have been executed, unless an exception is noted in the test plan or the test strategy.

2. User’s Interfaces, screens and GUI  are consistent with Modules of the applications 

3.  Third Party deliverables must interface correctly with the overall applications of the system  

4. Each test case “Expected results” and  “actual results” must match. Any discrepancy must be examined to isolate the root cause of the problem.  

5. No Defects severity level “Critical”, “High”, or  “Medium” will be left unresolved prior to deployment. QA and development must approve all defect deferrals and/or resolutions.

6. Any discrepancy(s), as a result of testing, must be triaged by QA and development 

7. Performance criteria, response time, as specified in the requirements document, have been satisfied.

8.0 Test Automation and Test Tools 

As a part of ESC quality standards, it is a requirement that test cases are fully automated using WinRunner version 7.0 or higher. This applies to all software development locations including Third Party software development.  

9.0 Risk Management

Managing the risks associated with software development and testing activities require  development and SQA to involve the setting and documentation of milestones and planning contingencies to mitigate risks to the successful completion of testing and certification activities.  See section 13.0 for risks and contingencies.

10.0 Builds

Software Builds occur as needed. However, it is highly recommended that Release Management or Development create a Build Plan prior to the first Build. The Plan defines the frequency of Builds, whether the Builds are discrete or incremental and other information related to the Builds. Development Builds must undergo a smoke test by development to ensure Build stability and testability before SQA begins testing. See Attachment for a Build Plan Template. Build released to SQA for testing must include the following:

· List of all fixed defects with their CR numbers 

· Readme file stating any known issues, new enhancements, exceptions, and information SQA must know to test effectively. 

· Any deviation from the Build Plan


Initial testing begins when development delivers the first Build to SQA. Defects must be logged in StarTeam with first Build delivered to SQA. 

11.0 Regression Testing

Regression testing occurs when a new Build is available for testing.  SQA will verify all fixes per the Build notes that accompany the new release. SQA will focus on areas that may have been impacted by code changes. This will provide a degree of assurance that no new software defects were created by the modifications. Any new side effects that are found will be logged in StarTeam as new problems. 

12.0 Deliverables

All deliverables from Third Party to Alameda will be ready for certification and release. Quality of the deliverables must comply with section 5 of this plan. Deliverable will

include the following items:  

· Known problems

· Special instruction needed for successful installation

· Test automation scripts, its location and any instructions to execute them

· Test Summary Report 

13.0 Risk Analysis and Contingency

Risks and Contingencies are specific to each project. The author of the Test Plan or Test Strategy must assess the risks associated with the project and list them with their contingencies. Below is a sample of some of the risks and their contingencies.

13.1 Risks


Example

1. Release schedule not met as planned by Third Party  House

2. Quality of deliverables does not meet criteria in section 5

3. Test automation not completed and available for Alameda to run during certification of deliverables

13.2 Contingencies


Example

1. QA Alameda will consider the availability of its staff to assist the Third Party to meet schedules.

2. ESC QA will escalate issue to management

3. Third Party will complete all automation within 24 hours after delivery  

14.0 Release Procedures

Release of the product to production must include Release Notes covering the following:

1. New enhancements to the product

2. Corrections of defects from previous release 

3. Errata sheet listing known defects and the work around them

4. Any special instruction useful to the user to conduct the daily operation without interruption

5. Installation notes 

15.0 Testing Schedule 

Sample

	QA Engineer
	Task
	Weeks
	Start
	Finish

	 
	 
	 
	 
	 

	 
	
	
	
	


16.0 Appendix A 

The Templates listed below are only an outline of what needed to be covered. It is recommended that the templates be customized to fit the projects being under development or testing. E.g. if additional sections are needed the author should insert the required sections to make the Plan complete.   Attachments included:

Test Plan Outline

Validation Requirements Matrix

Test Strategy Plan

Release Procedure

Test Summary Report

Defect Triage Process

Design Reviews

Code Reviews

PAGE  
___________________________________________________________________________

Version 1.1

 01/26/05

_1046247125.ppt


Product Development

Life Cycle (PDLC)

Feasibility

Study

Business

Requirements

Product Management

Documentation

& Training         

QA Testing

UAT Testing

Deployment

Prototyping

Maintenance

Project

Approval

Development

S/W & H/W

Requirements







MTC Steering Committee



MTC End Users Group



ESC Infrastructure



Non - MTC End Users



Design Review

Beta

Release



Test Case Review



System Review



Functional

   Review



AFE Completed





Approved by Technology Steering Committee



Prioritized / Budgeted











Prod.

Release















Functional Specification

(Business)



Design Specification



System Specification

(Architecture)

User Documents



Training Manuals



Installation Guide



Feasibility Study















The End







Product Development

LifeCycle (PDLC)

Feasibility

Study

Entry Criteria:



Responsibility:



Deliverable:



Exit Criteria:



Approval By:

Problem, Statement or Opportunity

User or Technical Champion - May be ESC, MTC or other

Presentation to Steering Committee - Includes:

Presentation to Steering Committee

Champion

Feasibility

Study

Project 

Proposal

Main



MTC Steering Committee



MTC End Users Group



ESC Infrastructure



Non - MTC End Users







Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study1

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study`

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study1

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study

Feasibility

Study`

Feasibility

Study

Feasibility

Study

Executive Summary:

Problem Description:

Current Process:

Proposed Solution:

Solution Analysis:

Implementation Schedule:

Management Approval:

Contents:

Feasibility

Study

Main







Executive Summary:

Problem Description:

Current Process:

Proposed Solution:

Solution Analysis:

Implementation Schedule:

Management Approval:

Contents:

Feasibility

Study

In this section, you should summarize the problem, findings, and recommended solution. The executive summary provides the reader a recap of what the study provides in detail. It should not introduce any statement of fact or conclusions not covered or supported in the detail of the study.  It should be kept to one page. An example of an executive summary explaining the purpose of a feasibility study is provided below:

When complex problems and opportunities are to be defined, it is generally desirable to conduct a preliminary investigation called a feasibility study.  A Feasibility Study is conducted to obtain an overview of the problem and to roughly assess whether feasible solutions exists prior to committing substantial resources to a project.  During a feasibility study, the systems analyst usually works with representatives from the department(s) expected to benefit from the solution. 

By intent, the feasibility study is very rough analysis of the viability of a project.  It is, however a highly desirable checkpoint that should be completed before committing more resources. The feasibility study answers a basic question: Is it realistic to address the problem or opportunity under consideration?  The final product of a successful feasibility study is a project proposal for management consideration.

The primary objective of a feasibility study is to assess three types of feasibility: 

·	Technically feasible - Can a solution be supported with existing technology? 

·	Economically feasible - Is existing technology cost effective? 

·	Operationally feasible - Will the solution work in the organization if implemented?
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Executive Summary:

Problem Description:

Current Process:

Proposed Solution:

Solution Analysis:

Implementation Schedule:

Management Approval:

Contents:

Feasibility

Study

As answers depend upon the questions asked, so, too, do solutions depend upon the problem statement. Otherwise, you will not know if the solution is an appropriate and adequate way to fix the problem. Your job here is to write a concise statement of the problem to be solved, opportunity available to you, or mandate to which you must respond. 

2.1	DESCRIBE THE PROBLEM, OPPORTUNITY, OR MANDATE

2.1.1	Identify if you have a problem, opportunity, or mandate

2.1.2	Describe the problem

2.2	SUPPORT YOUR STATEMENT 

2.2.1	 Explain who or what prompted the action

2.2.2	 List affected parties 

2.3	VALIDATE THE STATEMENT 

2.3.1	 Test the statement. 

	2.3.2	 Critique for accuracy.

2.3.3	 Obtain support or agreement.
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Executive Summary:

Problem Description:

Current Process:

Proposed Solution:

Solution Analysis:

Implementation Schedule:

Management Approval:

Contents:

Feasibility

Study

Providing a "snapshot" of your process allows others to understand your environment. Things that may appear obvious to you may not be obvious to others (even in your work group). Documenting the important features of your organization, work processes, products, and clients will bring the pieces together in an understandable format. Your job in this part of the study is to identify how things are being done now and what resources are available as they relate to the problem description. 

3.1	DESCRIBE HOW THINGS ARE BEING DONE

3.1.1	 Describe the current process and methods used

3.1.2	 Explain the purpose of each process or function

3.1.3	 Describe the information flow

3.1.4	 Your assessment

3.2	EXISTING RESOURCES AND COSTS

3.2.1	 People, skills and capability

3.2.2	Tools

3.2.3	 Materials
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Executive Summary:

Problem Description:

Current Process:

Proposed Solution:

Solution Analysis:

Implementation Schedule:

Management Approval:

Contents:

Feasibility

Study

Chance dictates the future when you don't have information about your choices.  During a feasibility study, chance and doubt are replaced with control and confidence. You will know what's in each box and can make an informed choice. Your job in this part is to list practical solutions, describe them in a consistent format, and select the best alternative. For comparison always include retaining the current system for a baseline. 

4.1	IDENTIFY POSSIBLE APPROACHES

4.1.1	 List the approaches - Retain vs. Reorganize. Expand or Modify...

4.2	DETERMINE LIFE CYCLE 

4.2.1	 Determine life cycle 

4.3	ESTIMATE COSTS

4.3.1	New costs

4.3.2	Use of existing resources

4.3.3	Describe adverse impacts

4.4	 ESTIMATE  BENEFITS 

4.4.1	 Tangible Benefits

4.4.2	 Intangible

4.5	 EVALUATION

4.5.1	 Assessment

4.5.2	 Special consideration - Assumptions

4.6	 SELECT APPROACH 

4.6.1	 Reduce your list of approaches to a manageable number

4.6.2	 Compare the costs and benefits

4.6.3	 Recommend approach

	4.6.4	Give Reasons - Support your final choice
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Executive Summary:

Problem Description:

Current Process:

Proposed Solution:

Solution Analysis:

Implementation Schedule:

Management Approval:

Contents:

Feasibility

Study

5.1	Impact analysis

5.1.1	 Describe impacts of  the recommended approach

Your review should include any changes or new requirements for the following: 

·	Changes to Infrastructure

·	Changes to Hardware or Software Standards

·	Impacts to manual or automated systems 

·	Changes to existing Applications

·	Modifications to space and facilities 

·	Staffing effects (+ or -) 

·	Changes in procedures 

·	Changes in forms 

·	Individual resistance to change 

·	Organizational changes 

·	Security 

·	Training

· 	Procurement requirements 
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Executive Summary:

Problem Description:

Current Process:

Proposed Solution:

Solution Analysis:

Implementation Schedule:

Management Approval:

Contents:

Feasibility

Study

Your job in this part is to identify critical implementation elements and establish reporting milestones. 

6.1	Project Plan

6.1.1	 Identify activities

List the major tasks. Include checkpoints for review and approval. Consider tasks relating to procurement, development, testing, deployment, and training. 

6.1.2	 Add logic

Rank the tasks in the order they must be performed. A diagram is useful for more complex plans (MS Project Plan). 

6.1.3	 Assign resources

 Identify who is responsible for completing each task. 

6.2	SCHEDULE

6.2.1	 Estimate the duration

Determine if hours, days, weeks, or months are the appropriate time unit. Estimate duration for each activity. Milestones will not have duration. 

6.2.2	 Schedule the activity

Review the logic and duration of each activity against your target completion and the availability of each resource. Assign forecasts for activity starts and compilation. (MS Project is recommended for complex schedules.) 
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Executive Summary:

Problem Description:

Current Process:

Proposed Solution:

Solution Analysis:

Implementation Schedule:

Management Approval:

Contents:

Feasibility

Study

Your job in this part is to obtain key players' endorsement and your management's approval. 

1.1	ENDORSEMENT

Review your findings with end users, operations managers, information technology managers, and financial manager to verify they agree with your recommendation. Example of a formal authorization is shown below. 

1.2	FORMAL AUTHORIZATION

We have read through this feasibility study and concur with its recommendations. We believe this project can be and should be done. 

------------------------------------------------------------------------------------------------------

Requestor:

------------------------------------------------------------------------------------------------------

Director of Development:

------------------------------------------------------------------------------------------------------

Chief Technical Officer:

------------------------------------------------------------------------------------------------------

Director of Operations:

------------------------------------------------------------------------------------------------------
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Project 

Proposal

Once the feasibility study has concluded that the project is technically, economically, and operationally desirable, it is up to the technical and business champions to “sell” the concept and obtain approval.  The majority of proposals are judged on the basis of the feasibility study, so it is of great importance that it is well written.  However, there will be occasions when it is necessary to give a live presentation of the idea to the Steering Committee. 

If you are asked to give a live presentation, nothing other than practice, practice, practice is going to help you in your delivery.  No matter how well written a presentation may be, if it is to be presented live, the delivery counts for everything.  The more careful planning and practice you give to your presentation, the better. 

Make sure that you are well aware of the time allotted for your presentation, as the time will vary.  Remember to outline and develop the major ideas of the proposal while highlighting key elements.  Practice, planning, promptness, and preparation are the four P’s of presentation giving. 

Proposal Preparation

1.1.1	What Makes Good Proposal?

1.1.2	The Structure Of A Good Proposal

1.1.2.1	Introduction

1.1.2.2	Condition

1.1.2.3	Problem

1.1.2.4	Solution

1.1.2.5	Validation
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Project 

Proposal

Once the feasibility study has concluded that the project is technically, economically, and operationally desirable, it is up to the technical and business champions to “sell” the concept and obtain approval.  The majority of proposals are judged on the basis of the feasibility study, so it is of great importance that it is well written.  However, there will be occasions when it is necessary to give a live presentation of the idea to the Steering Committee. 

If you are asked to give a live presentation, nothing other than practice, practice, practice is going to help you in your delivery.  No matter how well written a presentation may be, if it is to be presented live, the delivery counts for everything.  The more careful planning and practice you give to your presentation, the better. 

Make sure that you are well aware of the time allotted for your presentation, as the time will vary.  Remember to outline and develop the major ideas of the proposal while highlighting key elements.  Practice, planning, promptness, and preparation are the four P’s of presentation giving. 

Proposal Preparation

1.1.1	What Makes Good Proposal?

1.1.2	The Structure Of A Good Proposal

1.1.2.1	Introduction

1.1.2.2	Condition

1.1.2.3	Problem

1.1.2.4	Solution

1.1.2.5	Validation

Reinforce the major understandings reached in the oral presentations.

Confirm not only the cost and major benefits, but also target specific priorities of the Steering Committee.

Have only information relevant to making a decision by the Committee. 
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Once the feasibility study has concluded that the project is technically, economically, and operationally desirable, it is up to the technical and business champions to “sell” the concept and obtain approval.  The majority of proposals are judged on the basis of the feasibility study, so it is of great importance that it is well written.  However, there will be occasions when it is necessary to give a live presentation of the idea to the Steering Committee. 

If you are asked to give a live presentation, nothing other than practice, practice, practice is going to help you in your delivery.  No matter how well written a presentation may be, if it is to be presented live, the delivery counts for everything.  The more careful planning and practice you give to your presentation, the better. 

Make sure that you are well aware of the time allotted for your presentation, as the time will vary.  Remember to outline and develop the major ideas of the proposal while highlighting key elements.  Practice, planning, promptness, and preparation are the four P’s of presentation giving. 

Proposal Preparation

1.1.1	What Makes Good Proposal?

1.1.2	The Structure Of A Good Proposal

1.1.2.1	Introduction

1.1.2.2	Condition

1.1.2.3	Problem

1.1.2.4	Solution

1.1.2.5	Validation

Reach out and totally win over the committee.  They should always have the five sections outlined to the left.

Keep in mind these are not the literal titles of the sections, but describe the overall story flow of your proposal.  In steps 1,2 and 3 you build interest, involvement and agreement by establishing an understanding of the issues and requirements.  You make your issue very clear in these three sections.
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Once the feasibility study has concluded that the project is technically, economically, and operationally desirable, it is up to the technical and business champions to “sell” the concept and obtain approval.  The majority of proposals are judged on the basis of the feasibility study, so it is of great importance that it is well written.  However, there will be occasions when it is necessary to give a live presentation of the idea to the Steering Committee. 

If you are asked to give a live presentation, nothing other than practice, practice, practice is going to help you in your delivery.  No matter how well written a presentation may be, if it is to be presented live, the delivery counts for everything.  The more careful planning and practice you give to your presentation, the better. 

Make sure that you are well aware of the time allotted for your presentation, as the time will vary.  Remember to outline and develop the major ideas of the proposal while highlighting key elements.  Practice, planning, promptness, and preparation are the four P’s of presentation giving. 

Proposal Preparation

1.1.1	What Makes Good Proposal?

1.1.2	The Structure Of A Good Proposal

1.1.2.1	Introduction

1.1.2.2	Condition

1.1.2.3	Problem

1.1.2.4	Solution

1.1.2.5	Validation

Depending on the length of your proposal, this may be a single bullet point, or a full slide.  It tells the prospects what you are going to tell them.

Example:

We would like to thank you for this opportunity to present our proposal for improving maintenance system at MGM facilities.  On the following slides we will review...
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1.1.2.4	Solution

1.1.2.5	Validation

This part of your proposal summarizes your understanding of the company’s overall goals in the area you will address.

Example:

MTC is in the second year of a five-year re-engineering of its AS400 software platform.  The goals of this re-engineering are to...
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In this section of the proposal, you build on the condition by describing one or more issues that wither to prevent the company from achieving its goal, or provide an opportunity for improvement.

Example:

In recent months, it has become clear that the software re-engineering process is running behind schedule.  The planned schedule is in danger of slipping out to three or more months,  As a result...
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Once the feasibility study has concluded that the project is technically, economically, and operationally desirable, it is up to the technical and business champions to “sell” the concept and obtain approval.  The majority of proposals are judged on the basis of the feasibility study, so it is of great importance that it is well written.  However, there will be occasions when it is necessary to give a live presentation of the idea to the Steering Committee. 
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Proposal Preparation

1.1.1	What Makes Good Proposal?

1.1.2	The Structure Of A Good Proposal

1.1.2.1	Introduction

1.1.2.2	Condition

1.1.2.3	Problem

1.1.2.4	Solution

1.1.2.5	Validation

First describe the specific changes or additions to the process that will be applied to solve earlier identified problems.  Each solution should include:

   1.)   All major service and product  components

   2.)   Major delivery / implementation stages and time 		frames. 

   3.   Cost.  If there are multiple options, show multiple 		costs.

Some proposals include more than one solution, giving the Committee the opportunity to make a  choice between them.  If you are building that type of proposal, repeat the process above for each of them, thereby enabling the Committee to approve a complete package.
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Once the feasibility study has concluded that the project is technically, economically, and operationally desirable, it is up to the technical and business champions to “sell” the concept and obtain approval.  The majority of proposals are judged on the basis of the feasibility study, so it is of great importance that it is well written.  However, there will be occasions when it is necessary to give a live presentation of the idea to the Steering Committee. 
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Proposal Preparation

1.1.1	What Makes Good Proposal?

1.1.2	The Structure Of A Good Proposal

1.1.2.1	Introduction

1.1.2.2	Condition

1.1.2.3	Problem

1.1.2.4	Solution

1.1.2.5	Validation

With the preceding sections, the proposal is done.  You have now told your story, but you need to validate the facts you presented.  This validation can include brief description of how similar solution in other areas of the company or at other companies have achieved the desired results.
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1. MTC Steering Committee

2. MTC/ESC Steering Committee

To obtain proper approval, the project proposal must be given to the appropriate Steering Committees.  The scope and ownership of the solution deliverable, will determine which Committee has approval responsibility

The MTC Steering Committee is responsible for reviewing , approving, and prioritizing all IT related projects with the following criteria:



		Requires an approved AFE   



		Costs and benefits will be  primarily borne by MTC



		The proposal idea was developed and championed by MTC. 



The MTC/ESC Steering Committee is responsible for reviewing , approving, and prioritizing all IT related projects with the following criteria:



		Requires an approved AFE.



		Costs and benefits will be  primarily borne by MTC or ESC.



		The proposal idea was developed and championed jointly by MTC or ESC.



		In some cases, ESC will market to outside companies, in which case the proposal idea is championed by that outside company.
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Requirements

   1.0   Introduction



   2.0 Project Overview



   3.0 Risk Management (Optional)



   4.0 Roles and Responsibilities



   5.0 Product Management



   6.0 Quality Plan (Optional)

The Functional Requirements Document in the Business Requirements Phase outlines the customer’s concept in terms ESC can both  understand and fulfill.  This is the first document supplied  from the developers side, usually by the product manager.



Business Requirements are those items required by the USER of the product from the business aspect, not the technical aspect.  They discuss function as told from the business side, restated by the developers side.  This ensures the intent of the project is not lost in the development.  This also makes the functional requirements the most crucial document, as it defines what will actually be built in terms the business user can accept.  Depending on the complexity of the project, some of the portions of this document may or may not be used.  For example, the Risk Management or Quality Plan my not need to be outlined in every instance.
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   1.0   Introduction



   2.0 Project Overview



   3.0 Risk Management (Optional)



   4.0 Roles and Responsibilities



   5.0 Product Management



   6.0 Quality Plan (Optional)

There are three headings under INTRODUCTION:



1.1   Purpose

In the purpose portion, the project name should be identified, the client named, and a statement of what the purpose of the document is, for example:

The purpose of this document is to describe the MTAMS2001 project for MTC and how ESC plans to complete it according to agreed upon objectives.



1.2   Description

Here is is important to capture address information about the company or location for whom the work is being completed.  The start and end dates acceptable to the customer, a reference to a feasibility report and the AFE giving approval and a short description of what the project is about.



1.3   References

This would send the reader to appropriate attached or existing documents, like the feasibility report, the AFE, Attached information requests and any documentation added to the end of the document.
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