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0
Preface – please read first

0.1
Purpose of this document

#1 This document is a generic document for use by IDA projects. It provides guidance and template material which is intended to assist the relevant management or technical staff, whether client or supplier, in producing a project‑specific document. It is also useful background reading for anyone involved in developing or monitoring the IDA Management System (IDA‑MS).

0.2
Overview

#2 This preface is for information only. 

#3 The preface is therefore not meant to be retained in the project‑specific document.

#4 The remaining sections (numbered 1, 2, 3,…) constitute a template that should be used to construct the project-specific document. 

· Text in normal case is in the most part “boilerplate” that can be retained, amended or deleted in the document.

· Text in italics provides instructions on how to complete a section and should be removed once the section is written.

#5 The template should be used pragmatically, that is - where a section is not relevant it should be omitted. Conversely, the material contained in this document is not necessarily exhaustive; if there is a subject that is relevant to the project, but is not included in this document, it should still be included.

0.3
Purpose

#6 The purpose of this writing guide is to define the structure and content for Project Management and Quality Plans (PMQPs) to be used by IDA projects and their suppliers (internal or external) of software, equipment, services, studies or consultancy.

#7 By producing a PMQP that adheres to the format defined in this writing guide, suppliers and IDA achieve the following objectives: 

· responsibilities and general principles are defined for managing the relationships between IDA projects and the suppliers (internal or external) to these projects of equipment, software development, services, studies and consultancy.

· a basis for quality assessments of the procedures employed by suppliers to fulfil their contractual obligations to IDA is defined.

#8 This document consists of:

· Mandatory instructions on sections to be included in the PMQP – which are indicated by the presence, in bold, of the word ‘must’

· Clarification and refinement of the instruction - shown in italic text.

· Text which could be used and included in the actual PMQP – written in normal font.

#9 The structure of this document must be used as the structure of the Project Management Plan, except where indicated in section 1.3 Deviations from the PMQP. The text, which describes how to fill in each section, will obviously be replaced by the appropriate descriptions.

#10 This section must of course be omitted from the deliverable PMQP.

#11 The supplier’s Project Manager must produce the PMQP. An initial draft of the PMQP must be introduced for review at the project kick-off meeting, which normally occurs within 2 weeks of contract signing. The first issue of the PMQP must be delivered within two weeks after the kick-off meeting.

0.4
Benefits of the Project Management and Quality Plan (PMQP)

#12 Experience shows that the most successful relationships between suppliers and purchasers are those which are defined precisely, clearly and completely, and in which there is agreement on these points before the start of the project.

#13 The benefits of an agreed PMQP are those resulting from the fact that:

· there is effective communication between IDA projects and their suppliers of computer equipment, services, software, studies and consultancy,

· all business and management transactions are properly directed and authorised between IDA and its suppliers, within the scope of a contracted project, 

· all changes to project plans, specifications, etc. are adequately controlled in a specified and agreed manner,

· both the IDA project and its suppliers have a clear understanding of project objectives, of the progress towards attaining these objectives and any impediment to their attainment,

· there is clear agreement between the IDA project and its suppliers on the standards, procedures and methods employed to meet project objectives,

· procedures are in place for ensuring that the IDA project receives all items specified by the contract, to agreed standards of quality and timeliness.

· the PMQP is used by the IDA project and its suppliers as a basis for agreement (rather than conflict).
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0.5
Scope of the PMQP

#14 This PMQP must be produced in all cases of contractual relationships with suppliers initiated by an IDA project. The PMQP is equally applicable to situations in which computer and communications equipment, computer software, services, studies and consultancy or any combination of these are to be provided.

#15 When the contract is agreed, the life of the PMQP will continue until the supplier has satisfactorily completed all of its obligations under the contract.

#16 The PMQP will define the relationship in terms of:

· Organisation and Communication;

· Project Time Plan;

· Progress Monitoring and Reviews;

· Change Control Management;

· Risk Management;

· Standards, Procedures and Methods;

· Deliverable Products;

· Roles and Responsibilities.

#17 In addition this document provides an outline of a Quality Assurance process which the IDA project may elect to prescribe in any of its relationships with suppliers.

0.6
Applicability to Various Types of Projects

#18 The PMQP described in this document must be tailored to each specific instance of contractual relationship between an IDA project and its suppliers.  

#19 Should the supplier uses its own PMQP template then there must be a cross-reference table, included in that PMQP, to demonstrate how the supplier’s PMQP meets the requirements of this PMQP. 

#20 The template should be used pragmatically, that is - where a section is not relevant it should be omitted. Conversely, the material contained in this PMQP is not necessarily exhaustive; if there is a subject that is relevant to a particular PMQP but is not included in the guide, it should still be included in the PMQP.

#21 In the context of this document the term "project" is to be interpreted to mean “the set of activities by which the Supplier satisfies its obligations to the Commission under the contract.” In some cases, the project will refer to a continuing service provided by the Supplier. For example, provision of consultancy services to the Commission would constitute a project in this sense. The PMQP described in this document is applicable to any of these situations, although the specific PMQP must be tailored to the particular circumstances.

0.7
Relationship of the PMQP to Other Documents

0.7.1
Contract 

#22 The PMQP must refer to the contract between the IDA project and the Supplier. When agreed by both parties, the PMQP will have the force of the contract. It is intended that a model PMQP and this Writing Guide be sent to each prospective Supplier as a part of the Invitation to Tender (or Request for Proposal). In any case of conflict between the PMQP and the basic contract, the contract shall be the senior document.

0.7.2
IDA-MS

#23 The present PMQP template and guide is a component of the IDA Management System (IDA-MS), a policy framework and “toolkit” to assist IDA and its suppliers with the management and execution of projects. There may be other components, the use of which is agreed between IDA and a supplier as obligatory, recommended or worth considering. These should be identified in the PMQP.

#24 The IDA project must provide access to the relevant parts of IDA-MS as needed to enable Suppliers to meet their contractual obligations.

0.7.3
Standards and guidelines

#25 All work undertaken must be reviewed against the appropriate sections of the following:

· IDA-MS

· IDA Architecture Guidelines.

1 Introduction

1.1 Purpose of the Project Management Plan (PMQP)

#26 Reproduce, and if necessary extend, the text below.

/1 This PMQP document, which will form part of the contract, describes the processes for management of the relationships between an IDA project and its suppliers. 

/2 In addition, this document also provides an outline of a Quality Assurance process, which should assure user confidence in the quality of the work that the Project Team will perform, by showing how the project will be carried out, measured, monitored, accounted for and safeguarded during and after the events.

#27 The amount of detail to be included in the PMQP must be tailored according to the complexity, size and duration of the project. Clear statements are necessary to ensure that ambiguity and assumptions are minimised so that everyone understands what controls are in place for the smooth progression of the project.

/3 This PMQP contains details on: 

 definitions of the roles and responsibilities, for each member participating in the project, with emphasis on the required skill sets to address the complexities and risks of the project,

 indications of how the processes relating to changes and problems should be identified, reported and managed,

 requirements for the content, format, sign-off and review processes, and identification of clear acceptance criteria for each deliverable,

 descriptions of all the means that are and will be applied to meet the user's technical and quality requirements,

 information on quality assurance and quality control activities that are to be applied to the project activities and deliverables,

 statement of the procedures, rules, and applicable methods to be adopted.

1.2 Scope of the Project

#28 /1
Describe here the scope of the project, possibly referring to the Terms of Reference (ToR). This section must clearly demonstrate which activities this PMQP is applicable.

1.3 Deviations from the PMQP

#29 In the case of deviation from this PMQP writing guide, the following information must be given in this section:

· an introductory text explaining the structure of the PMQP

· the precise reference of the standard to which the PMQP adheres

· a reference to appendix (A) containing a cross-reference table to demonstrate how the PMQP meets the requirements of this guide. 

1.4 References and applicable documents

1.4.1 Reference documents

#30 All reference documents must be listed, giving for each its name, its identification, version number and issue date and a sequential number to use as reference in the text (R1,...Rn).

#31 Typically, among reference documents are:

· internal guides, studies document

· organisational notes

· technical notes

· legal documents

· working documents.

1.4.2 Applicable documents

#32 All applicable documents must be listed, giving for each its title, its reference, the version number, the issue date and applicable sections or sub-sections and a sequential number to use, if necessary, as reference in the text (A1,...An).

#33 It is recommended that the applicable sections of a document be specified precisely, as sometimes only part of a document is applicable.

#34 Typically, among applicable documents are:

· the IDA-MS methodology (or agreed components thereof)

· the IDA Architecture Guidelines

· the Invitation to Tender document

· the Proposal submitted by the supplier / subcontractor

· the Terms of Reference for the project and annexes

· the signed Contract

· specific standards to be adhered to

· documents that exist and cover the contents of some sections (e.g. Development Plan, Configuration Management Plan, Change Control Plan, Security Plan, Test Plan, Specifications etc.).

1.5 Terminology

1.5.1 Abbreviations and acronyms

#35 All abbreviations and acronyms used in the PMQP must be expanded and explained.

#36 Mention both the expansion and the acronym on first use in the text. Excessive use of abbreviations and acronyms makes reading difficult. That is why it is recommended that their use be limited to a few words commonly employed in the field.

#37 It is possible to combine this section and the following one into a unified glossary. Depending on the size of the glossary, creation of an appendix to contain it may help the “usability” of the PMQP.

1.5.2 Definitions

#38 All terms, the meaning of which may lead to incomprehension, misunderstanding or ambiguities, must be defined.

#39 Please refer to the IDA Glossary first, to find out if the term is already defined.

#40 This section is very important, as words are often interpreted in very different ways and thus can seriously affect the understanding of quality requirements. 

2 Overview of the Project

2.1 Project description

#41 The purpose of this section is to give a feeling of what the project is about. A short presentation of the project must include:

· a brief description of project phases and key activities in relation to the overall project

· the objectives and expectations of this project (this should include the business and user objectives and expectations, and system objectives) i.e. what the project is aiming to achieve and why it is important to achieve the stated aims

· an explanation of the overall environment of the project to include:-

i a brief specification of all constituent parts of the system which are the subject of this project. Include not only the parts for which the Project Team is directly responsible (either developed by itself or by others), but also the relationship with other systems (or sub-systems) 

ii an overview diagram showing the structure of the system as viewed by the user, giving system, subsystems and main parts

iii the elements of hardware and software to be developed and those which are to be bought by the Project Team 

· the constraints that may adversely affect the progress or result of this project e.g. the dependency on third-parties, untried technology, restricted protocols / platforms, user co-operation and readiness etc.

· any limitations of the system i.e. give a brief statement of which features will be limited, as a result of the constraints identified

· the assumptions that need to be indicated here to ensure the smooth running of the project e.g. availability of relevant reference documents / information in a timely manner, data from users for test purposes etc.

· the name and identification of the deliverables that will be produced.

2.2 Deviations since the ITT

#42 There could sometimes be a delay of more than 3 months between the issue of the Invitation to Tender and the project kick-off, and it is possible that during this period some components of the project may have been changed.

#43 This section must list all the changes. If there are no changes, then the statement “No deviation identified” must be included in this section.

#44 If the changes that have been identified result in having an impact that cannot be accepted in the approved framework, the change control procedure must then be used.

2.3 Global Project Time Plan

#45 The initial global project time plan must to be presented in this section. It can be presented either as a simple Excel spreadsheet table (for smaller projects) or in the form of a Gantt Chart using a more sophisticated project management tool such as Microsoft Project or Project Workbench, for inclusion in the appendix.

#46 The subsequently revised and updated project time plans are to be provided separately so that this PMQP need not be re-issued each month, when the project time plan is reviewed and updated. 

#47 As a minimum requirement, these details must be included (for each of the project phases and the key activities and milestones) into the project time plan:

· start date for the activity

· delivery dates

· overall contractual deadline 

· intermediate dates linked to quality assurance type activities such as validation, reviews, project progress meetings etc.

· events linked to user’s obligations such as providing equipment, interfaces, data for testing, approval of documents etc.

2.4 Contractual Work Units

#48 For each work unit defined in the contract (or the work in its entirety if it is not divided in the contract), the following information must be provided.

· description of the unit (brief description if it is already detailed in the contract)

· estimation of production deadlines: it should correspond to deadlines mentioned in the contract for that unit

· estimation of the amount of man-months

· estimation of necessary resources in equipment (where applicable)

#49 Information can usefully be presented using tables. Information about the workload and resources (listed above) must be consistent with those the supplier already knows through the proposal or commercial negotiation.

2.5 Deliverables and Project Documentation

#50 Several types of deliverables exist:

· products bought by or created under the responsibility of the Project Team,

· products provided to the Project Team by the IDA project or other involved groups.

#51 Those products
 may comprise:

· hardware

· software

· project related materials

· training

· system documentation and manuals

#52 All deliverables must be identified here. They could be categorised as: -

· Business deliverables provided by the supplier, which will satisfy the business needs. The list should be developed and refined to ensure that it contains a complete and correct specification of both the final products and also the main immediate ones, which have to be developed as stepping-stones to the final products.

· Project Management deliverables, provided by the supplier, which are produced to help manage, control and monitor the progress of the project, as well as fulfilling the obligations demanded by the methodology and standards adopted e.g. Design Specification, Development Plan, Configuration Management Plan, Test Plan, Security Plan etc.

· Deliverables provided by the client, which are usually related to: 

information in the form of documents

software that needs to be integrated or tested with the main business deliverable
hardware that needs to be interfaced to the final product

test data for acceptance testing

· Deliverables provided by other parties, which are usually related to

specific information in the form of documents

specific piece of software

specific hardware

#53 For easy identification, the deliverables may be listed in a matrix table.  An example is given below.

Deliverables
Provided by Supplier
Provided by IDA Project
Provided by Other Groups
Target Delivery Date

























3 Project Organisation and Responsibilities

3.1 Higher level project organisation structure

#54 A formal project organisation structure (with role titles) must be identified here, which would allow for channels of communication to decision-making forums between the IDA project and the supplier. 

#55 Each role title identified must be backed up by a role description which would specify the responsibilities, goals, limits of authority, relationships, skills, knowledge and experience required of the role.  These detailed role descriptions would best be included in the appendix.

#56 The project organisation structure would best be presented in a graphical or chart form, showing:

· the hierarchical dependency between the management group overseeing the project, 

· the Project Manager and the different team leaders (when this level of organisation exists), and also 

· the organisational environment of the project with entities external to the development (e.g. expert group, technical committee, quality assurance, the client).

#57 Specify the highest authoritative level of the project organisation which represents at managerial level the Business, User and Supplier interests of the project.  This usually  takes the form of either a Project Board or a Project Steering Committee.  The composition of the Project Board or the Project Steering Committee should therefore comprise of at least - 

· a Senior Executive who looks after the business interest of the project (e.g. a senior IDA representative), 

· a Senior User who champions the desired outcome required by users and ensure that the project delivers it (e.g. senior Member State Representative,  User Group representative, or  Expert Group representative),

· a Senior Supplier member who has the authority to provide the necessary resources to deliver the contractual products.

3.2 The Commission’s obligations and responsibilities

#58 List here the Commission’s obligations and responsibilities. These may relate to:

· Resources (personnel, premises, hardware, software and any other equipment) put at the project's disposal

· Co-ordination of activities involving expert and user groups, technical committees 

· Providing the deliverables required for use by the supplier

· Providing all documentation and information necessary for the project within acceptable delays. This includes sufficient availability of the users and other involved persons

· Procedures and timetables for the acceptance of deliverables which have to be respected by the IDA project.  Approval of a deliverable imply the approval of the users concerned with the content of the deliverable. A deliverable cannot be considered accepted until the IDA Project Manager has signed it off.

· A fast feedback from the IDA project to the Supplier. This is a necessary condition to diagnose quickly any possible misunderstandings between the partners. It is therefore important that the IDA Project comment on minutes of meetings and drafts of documents as soon as possible.

3.3 Obligations and responsibilities of other Involved Groups

#59 Reproduce, and if necessary extend, the text below.

/1 The groups identified as having involvement in this project must: -

 Provide documentation and access to specialist information. Members of expert groups and technical committees have to provide all documentation and information necessary for the project within acceptable time-scale

 Ensure attendance at meetings to provide expert input. Members of expert groups and technical committees have to be available to attend those meetings that require their presence in furthering the project’s progress. 

3.4 Key project personnel and representatives

#60 Use the example table below to list all key project personnel involved with the project. 

#61 Reproduce, and if necessary extend, the italic below.

/1 All the key personnel from the main contractor, sub-contractor, IDA project, Users Representatives, Quality contractor, Expert Groups and Technical Committees are identified in the table below.

Role Title
Name
Company /

Organisation
Contact Details (email / tel.)
















#62 This mandatory sentence must follow the table:

/2 Any change to the Supplier’s Project Manager shall be subject to the Commission's written agreement.

#63 Each of the role title identified must be fully described as to why they are involved in the project and what their responsibilities, contributions and expectations are. If there are many roles involved then the descriptions would be better placed in an appendix to the PMQP.

3.5 Subcontractors

#64 All the subcontractors that the supplier intends to use in performing its obligations on the project must be listed here. This list shall specify the name and address of the subcontractor organisation, the nature of the products or services that it will provide as a part of the project, the contact person and the start / end dates for the requirement.

#65 Reproduce, and if necessary extend, the text below.

/1 The supplier, as prime contractor, has full responsibility for the products or services provided by the subcontractor. Below is a list of the subcontractor(s) to be used.

Subcontractor
Nature of Services Provided
Contact Person
Date Required

Organisation


Starts
Ends



















3.6 Escalation Process

#66 A description of the process by which project problems and other exceptions are taken to progressively higher levels of management attention within the Commission and the supplier organisations must be included here. 

#67 The criteria for deciding when these escalation actions are to take place must be specified. 

#68 Reproduce, and if necessary extend, the text below.

/1 This procedure would apply when:  

 Project exceptions meet the specified escalation criteria

 agreement cannot be reached on Project Issues or Problems
4 Project Process Controls 

#69 The PMQP must include a number of control measures to manage, monitor and communicate the project activities and deliverables. This section shall specify the use of plans, the production of reports that help to measure and monitor project progress, and the controls and measures adopted to ensure the success of the project.

4.1 Plans

#70 All the client-focused plans that will be produced and implemented for this project must be listed here. Include the target available dates for each of these plans. The precise list of plans to be included must be agreed with the Project Officer for the specific project. 

#71 The following list, which is not exhaustive, should be tailored and used according to the needs based on the size and complexity of the project: 

· Acceptance Plan

· Configuration Management Plan 

· Change Control Management Plan

· Installation Plan

· Migration / Conversion / Transition Plans

· Product Support Plan

· Project Operational Quality Plan 

· Requirements Management Plan

· Replication, Delivery, Installation and Servicing Plan

· Resources Plan

· Risk Management Plan

· Security Plan

· Service Implementation Plan

· Test Strategy Plan

· Test Plans

· Training Plan

4.2 Progress measurement and monitoring

#72 The means and the types of information that would be needed and used to assist with measuring and monitoring the progress of the project must be described here. The following list, which is not exhaustive, should be tailored and used accordingly based on the size and complexity of the project: 

#73 Information about work progress. The means by which the Supplier Project Manager monitors progress and informs IDA, the Project Owner, his management and the project team about the project progress must be stated here. The progress of a project is usually reported in the form of a Project Progress Report, which is produced by the Supplier's project manager and sent to the Project Officer before the progress meeting, along with the meeting notification and agenda.  

#74 A suggested table of contents for the Project Progress Report is given in section 7.

#75 The frequency and the format of the Project Progress Report must be agreed in conjunction with the Project Officer.  

#76 Other documents that provide details for monitoring purposes are:

· A first version of the project time plan. This must be provided at the beginning of the project. It will need to be updated monthly until the final acceptance. The updating of the project time plan should take place before each progress meeting and would usually contain several milestones, at least one per work unit. The progress should be evaluated with respect to the milestones.

· During the guarantee and maintenance periods, progress will be measured on the basis of the Observation Reports and Change Requests produced, and the Actions taken. The major points will be the response time to, and the importance of, reported problems or required modifications.

#77 Project progress meetings.  The project progress meeting must be held at least monthly until the final acceptance. The Supplier is responsible for preparing and sending the meeting notification and agenda to all the expected participants 5 working days before the meeting. It is, however, up to the Commission to make sure a meeting room is available. Minutes of the meeting are to be provided by the Supplier after each project progress meeting within 5 working days.

#78 Technical and informal meetings.  These may be held more frequently, especially at the beginning of the project, to maintain a good co-ordination between the Supplier's team, the Commission and other involved parties. The participants to these meetings will vary according to the meeting's objectives. In all cases, minutes of the meeting must be written by the Supplier's representative and distributed to the meeting's participants and both project managers (IDA and the Supplier).

4.3 Process Controls

#79 The purpose of adopting controls is to ensure that the project: -

· Is producing the required products which meet the defined Acceptance Criteria

· Is being carried out to schedule and in accordance with the resource and budget plans

· Remains viable

#80 The level of controls to be applied to the management of the project must be described here.

#81 The following list, which is not exhaustive, should be tailored and used according to the needs based on the size and complexity of the project:

#82 Quality reviews and approval process. Indicate the frequency and types of quality reviews, the approval process and other verification activities that will be adopted throughout the life of the project and its development life-cycle.  If there is a need for a project audit to be performed during the life-span of the project, then it must be indicated here.

#83 Risk Management. It must be specify how the identified project and business risks would be monitored and managed. It may be useful to list them in the form of a Risk Matrix table that could be easily updated with the actions taken to minimise or reduce them.

#84 Change Control.  The change control mechanism must be defined for managing changes to the contractual and agreed requirements, including the authorisation level for the approval of changes, and the interfacing between the supplier and the Commission

#85 Standards and protocols. Codes of practice, Guidelines, Standards, rules and conventions that are used in the project and applied to the production of documentation or to other development work must be listed here. 

#86 Project file. The creation and indexing of all project documents must be detailed here and performed to an agreed standard. This is so that the project file contains all the relevant documents that could use not only to manage the project but also for future evaluation purposes.  The use of standard reports or forms should also be detailed here. 

#87 Monitoring of subcontractors. To monitor the effectiveness of subcontractors the supplier, who is effectively, the prime contractor must consider addressing:

· verification and checkpoints processes with an indication of:

the authority responsible for the action

a short description of what is going to be verified e.g. sub-system, documentation, etc.

when it will take place e.g. stated frequency or at the end of a phase (completion of a document, end of production, etc.)

· the type of action to be taken e.g. inspection, walk-through, review, audit, etc.

· the type of records that will be produced and kept (inspection report, test results acceptance sheet, audit report etc.).

5 Acceptance and Payments

#88 The acceptance and payments processes, that are agreeable to the Commission, must be described here. The following list, which is not exhaustive, should be tailored and used accordingly based on the size and complexity of the project. Reference may need to be made to Commission procedures: 

#89 For simplicity, list all the products that have to be formally accepted by IDA (deliverables, intermediate deliveries, documents, etc.) and when this process is to occur (end of phase or final acceptance).  Indicate when approval is required, the time allowed for comments, and where the decision is to be recorded. 

#90 The example table below could be used to clearly identify the products requiring formal acceptance.

Project phase
Deliverables
User &

IDA Reviews
Final IDA Review
Target 

Approval Date
Approval (Y or N)





























#91 Approval and disapproval must be formally notified and recorded. 

#92 If an acceptance is linked to a payment, a copy of the formal acceptance by IDA must be annexed to the invoice.

5.1 Use of delivery notes

#93 Confirm here the supplier’s adherence to the Project Officer’s delivery note usage practice. This means that all deliverable items are to be delivered by the Supplier to the designated contact point for deliveries. Since in most cases deliverables are capable of being e-mailed the normal practice is that a covering e-mail should be sent with the deliverable and the Project Officer’s designated contact will acknowledge receipt of the deliverable by means of a return e-mail.

#94 The covering e-mail should include the following details:

· Reference to what is delivered:

iv reference and version number of document

v product identity name and number with version number and serial number

· Reference to the deliverable as planned in the PMQP

· Recipient information,

· Format of deliverable.

#95 This return e-mail shall not necessarily imply acceptance of the deliverable, however it will confirm the ability to open the attached files. A deliverable cannot be considered accepted until the IDA Project Manager has signed it off.

5.2 General acceptance procedure

#96 The general acceptance procedure that is agreeable to the Commission must be described here. Some of the points to consider are:

· Dates of submission of deliverables for acceptance. These must be agreed in advance by IDA (see section 2.3). Bearing in mind that the review process may involve users and expert groups, a realistic turnaround time-scale for comments to be fed back to the supplier should be 20 working days. At the end of the 20 working day period, the deliverable shall be deemed to be accepted if no comments are made to the Supplier.

· Where comments from user and expert groups are invited, it should be the Project Officer’s responsibility to collate and decide on the overall acceptability of the comments before transmitting the final comments back to the supplier.

· When the final comments are fed back to the supplier, by the Commission, an agreed revision shall be produced by the Supplier within 20 working days. Formal signing off by the IDA Project Manager shall constitute acceptance.

· The acceptance of software modules will normally be based on the successful run of tests described in the Acceptance Test Plan. Representatives of the Commission, with support from the Supplier’s representative(s), will perform this operation. The results must be logged in the Acceptance Test Report.

5.3 Payment

#97 Describe the payment schedule with a clear definition of the trigger for each payment. (This may be a re-statement or a clarification of the relevant contractual clause). The triggers could be:

· A given date

· A certain event

· Acceptance of a set of deliverables

5.4 Final acceptance and closure of the project

#98 This processes for these important final steps must be described here so that the final acceptance and project closure is performed effectively. The following list, which is not exhaustive, should be tailored and used accordingly based on the size and complexity of the project: 

· check the extent to which the objectives set out in the PMQP have been met

· confirm to what extent all expected products have been handed over and accepted by the customer

· indicate whether maintenance and operation arrangements are in place (where appropriate)

· make recommendations for any follow-on actions and lessons learned resulting from the project

· detail the handling of reservations

· communicate with the Project Board / Project Steering Committee on closure of the project and to notify all involved parties

#99 It is the Project Officer’s responsibility to send a final acceptance note to the Supplier to signify project closure. 

6 Control of the PMQP

6.1 PMQP Production

#100 For large projects, identify the role titles responsible for preparing and producing the various sections of the PMQP. A table may usefully summarise this information. This is not necessary for smaller projects or those that do not involve multiple parties.

6.2 PMQP Approval

#101 Confirm here the adherence to the standard PMQP approval process which is:

· The supplier’s Project Manager prepares the PMQP. 

· An initial draft is introduced for review at the project kick-off meeting, which normally occurs within 2 weeks of contract signing. 

· The user representative, the any designated Quality Assurance authority, and the Project Officer review the PMQP.  Collated comments are then fed back to the supplier within the specified turnaround period.

· Comments are integrated into the PMQP in order to produce the final version which has to be approved by the IDA Project Manager. 

· The first issue is delivered within two weeks of the kick-off meeting.

6.3 Lack of adherence to the PMQP

#102 Define a process that would allow the supplier’s and the Commission’s quality authorities to:

· identify the lack of adherence to the PMQP

· evaluate the impact and consequences as a result of the non-adherence

· initiate corrective actions.

#103 Either describe, in detail, the procedure to be followed or make reference to the applicable Quality System procedure if available.

7 SECTIONS for a project progress report

#104 A project progress report must be structured as defined below.

1 
Introduction


1.1
Purpose of the document


1.2
Intended readership


1.3
Overview of the document


1.4
Definitions, acronyms and abbreviations


1.5
References

2
Project activities

Summarise activities in the previous reporting period. 

List deliverables produced, presentations given and meetings attended.

3
Work package status

Describe the project work packages started, continuing or completed during the reporting period. Summarise their status (e.g. in progress, suspended, completed etc).

4
Project deliverables status

List all the Project deliverables and summarise their status (not started, started, delivered, accepted)
5
Comments on the project 


5.1 
General

Discuss the issues arising from the activities performed in the reporting period.

5.2
New risks

Tabulate all risks to the project that have arisen in the reporting period.

5.3 
Continuing risks

Tabulate all risks to the project raised in previous reports that still exist

6
Project work plan

Forecast what progress is expected in the next period.

Highlight any changes of plan with respect to the PMQP and last progress report.
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�	Product: Result of activities or processes.  A product may include service, hardware, processed materials, software or a combination thereof.  A product can be tangible (e.g. assemblies or processed materials) or intangible (e.g. knowledge or concepts), or a combination thereoff.  ISO 9001: 1994
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