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	Project Quality Management Plan Template

	This template guides you through the production of a Quality Management Plan that communicates to your stakeholders, project team and third parties the importance you place on producing quality products and services. This plan ensures that you prepare a detailed and well thought out approach to quality management.

It enables you to clearly indicate the quality requirements and boundaries of acceptance for all products and shows how you with measure quality assurance and control to guarantee your project’s success.

	Front Cover
	Description: this page details the typical items found on the cover of quality management plan. Amend its contents to reflect the needs of your specific project and organization’s culture.

	Displays a top-level summary of essential information relating to the Quality Management Plan.
	· Project Manager is listed as its author along with their contact details.

· Project Name that this plan relates to.

· Version of Quality Management Plan

· Version history will be shown in relevant appendix.

· Approval:

· Lists the names and job titles of each person who as given approval and sign-off of this plan.

· The date and version they have approved accompany their signature.

· Circulation List of who (name, location & organization) has received stated version.

	Project 

Working Title:
	Project Description:
	Version:

Date:

	Project                                  Contact tel:

Sponsor:                               email:
	Plan                                    Contact tel:
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	Quality Management Plan Approval

	Printed Name  & Job Title
	Project Role
	Signature
	Date Approved
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	Introduction: describes the purpose of the quality management plan is to define how quality will be managed within the project lifecycle. Its aim is to make sure that all the stakeholders, members of the project team and third parties are familiar with the process and procedures that plan the management of quality ensuring proper controls are in place and quality can be assured. 

	


	Quality Management Approach: every organization has their own way of managing quality and this section of the plan describes how quality will be managed during the lifetime of the project. It will describes quality from the aspects of ‘product’ and ‘process’ so that time wasting, higher costs, rework ad wastage are kept to a minimum or eradicated completely. This approach must be agreed and approved by all stakeholders.

	

	Quality Standards: this section of the plan is concerned with defining and documenting the quality standards required for the project. This is communicated to all members of the quality and the project team.

	Project Requirements:

Product Quality:

Process Quality:



	Quality Assurance: an essential part of quality management is the process of auditing and measuring the quality of the work package. This is for both the initial project requirements and the resulting products or services produced. This section of the management plan defines the operational and quality standards plus the metrics to be used during the project to everyone involved. Reporting formats and contents will be defined here to monitor standards of work packages and the interval between assessments of work will be stated 

	

	Quality Control: is vital to a successful project and this section outlines the monitoring process that will be used during its lifespan. It also describes how these results will be documented so that an assessment of performance can be done and adjustments made where necessary. Quality control applies to the ‘products’ of the project only it is not applicable to the processes.

	

	Project Phase
	Product Description
	Assessment Interval
	Physical Requirements
	Performance Standards


	Project Phase
	Product Description
	Assessment Interval
	Physical Requirements
	Performance Standards

	Quality Control Measurements: this section defines how the quality logs should be used and they provide the documentation for the quality control (Appendix D) and quality assurance (Appendix C) measures. It states what action must be taken if standards of performance do not meet requirements and the reporting format and meetings that will be conducted as part of this process. It outlines how these logs feed in their data to the project status meetings.

	


	Appendix A – Version History

	This appendix records the version history of this plan. For each new and approved version the reasoning behind its creation are described below

	Version

Number
	Name of Implementation Author
	Date Revised
	Approved by
	Date Approved
	Reasoning behind new version

	1.0
	
	
	
	
	

	Appendix B – Glossary of Project Terms

	Each project uses standard acronyms and develops their own for the ease of communication. It is important to record them in this plan to ensure clarity of description and terminology is consistent in every communication.

	Acronym / Term
	Standard or Project Definition

	PMO

CRB
	Project Management Office

Contract Review Board


	Appendix C - Quality Assurance Log 

	This appendix shows a sample quality assurance log that can be used as part of quality control measures. It feeds into the regular project status meetings. 

	Date
	Product
	Required Value
	Process Measured
	Actual Value
	Acceptance Level
	Recommendation / Action
	Date Resolved

	
	
	
	
	
	
	
	


	Appendix D – Quality Control Log 

	This appendix shows a sample quality control log that can be used as part of quality control measures. It feeds into the regular project status meetings. 

	Date
	Product
	Required Value
	Process Measured
	Actual Value
	Acceptance Level
	Recommendation / Action
	Date Resolved

	
	
	
	
	
	
	
	


	Appendix E – Documentation References

	Any professionally managed project has extensive documentation the purpose of this appendix is to record which documents (plus the version used, if applicable) have been used in the production of and conjunction with of the communications management plan. 

	ISBN / Reference / Version
	Document
	Author
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