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Checklist for Project Audit Meeting 

1. Introduction

1.1 Purpose

This document is designed to assist CS330 quality engineers in conducting a quality audit of a CS330 software development project.  The purpose of the audit is to determine if the project team has followed the CS330 procedures for management of software development projects.  Once completed, the audit checklist will be used by the project team to undertake any process corrections identified in the checklist.

1.2 Scope

The scope of this document is limited to software development projects conducted by CS330.  The practices followed in this checklist are consistent with current CS330 organizational processes described in the CDP, and where the checklist departs significantly from current CS330 practices this fact shall be noted.  This checklist shall be used by CS330 quality engineers when conducting an audit of the project's assets.  It is anticipated that any “best practices” identified during the conduct of a project audit shall be recommended to CS330 for incorporation into organizational software process standards.

1.3 Definitions, Acronyms, and Abbreviations

	Term/ Abbreviation
	Definition

	CDP
	CS330 Development Process

	CS330
	UCCS CS330 Software Engineering Course

	CM
	Configuration Management, or Configuration Manager role if the meaning is clear and unambiguous in the context where it is used.

	CMP
	Configuration Management Plan, that is, this document

	Org CM
	Organizational Configuration Manager role, may be further abbreviated just to CM if the meaning is clear and unambiguous in the context where it is used.

	Project CM
	Project Configuration Manager role, may be further abbreviated just to CM if the meaning is clear and unambiguous in the context where it is used.

	PL
	Project Lead role

	PM
	Project Manager role

	PP
	Project Planning (usually refers to meetings)

	QE
	Quality Engineer role

	RMP
	Requirements Management Plan

	SCM
	The discipline of Software Configuration Management.  Should be used in preference to the abbreviation CM where possible to avoid ambiguity.

	SDP
	Software Development Plan

	SE
	Software Engineer role

	SPG
	Software Process Group.  The organizational group responsible for coordinating process improvement activities within CS330. 

	SRS
	Software Requirements Specification

	TBD
	To Be Decided

	TL
	Technical Lead role


1.4 References

	Reference
	Document

	[XXXXX]
	Document Title, Author, Version, Document Identifier, Date, Organization.


1.5 Evolution of this Checklist

This Checklist shall be used by CS330 quality engineers at an audit meeting of a CS330 project.  It shall be used as a record of the quality audit, and an edited version of this document (the "project copy") shall be kept by the project as minutes of the meeting.  Any suggestions for improvement to the Checklist shall be submitted to the SPG for consideration.

2. Documents for audit

2.1 Project Kick-off Meeting

The project must have held a kick-off meeting, and properly recorded minutes of the meeting must be available.  The minutes should be recorded as an edited copy of the CS330 kick-off meeting guidelines.  The project must supply a copy of these minutes to the quality engineer.

2.2 Project Planning (PP) Meetings

The project team must have organized and held regular project (PP) planning meetings, and properly recorded minutes of the meetings must be available.  The normal frequency of these PP meetings is weekly.  The project team must supply the quality engineer with copies of their PP meeting minutes.  A CS330 organizational template for these meetings is not required, but the minutes must show evidence of dates, locations, members present, duration, and an agenda of activities.

2.3 Project Manager (PM) Meetings

The project team must have organized and held regular meetings with their project manager (PM), and properly recorded minutes of the meetings must be available.  The normal frequency of these PM meetings is weekly.  The project team must supply the quality engineer with copies of their PM meeting minutes.  A CS330 organizational template for these meetings is not required, but the minutes must show evidence of dates, locations, members present, duration, and an agenda of activities.

2.4 Customer Meetings

The project team must have organized and held regular meetings with their customer representative, and properly recorded minutes of the meetings must be available.  The normal frequency of these customer meetings is weekly, but they can vary.  The project team must supply the quality engineer with copies of their customer meeting minutes.  A CS330 organizational template for these meetings is not required, but the minutes must show evidence of dates, locations, members present, duration, and an agenda of activities.

2.5 Configuration Management Plan

The project team must have produced a Configuration Management Plan (CMP) and the current version of this plan must be available.  It is assumed that this planning artifact has been through a number of versions, but only the most recent version must be supplied to the quality engineer.  A CS330 organizational template for the CMP is required, and this planning template must be used correctly.

2.6 Software Development Plan

The project team must have produced a Software Development Plan (SDP) and the current version of this plan must be available.  It is assumed that this planning artifact has been through a number of versions, but only the most recent version must be supplied to the quality engineer.  A CS330 organizational template for the SDP is required, and this planning template must be used correctly.

2.7 Software Requirements Specification

The project team must have produced a Software Requirements Specification (SRS) and the current version of this document must be available.  It is assumed that this artifact has been through a number of versions, but only the most recent version must be supplied to the quality engineer.  A CS330 organizational template for the SRS is required, and this document template must be used correctly.
As an Appendix to the SDP, the project team must have produced a Requirements Management Plan (RMP).  It is assumed that this planning artifact has been through a number of versions, but only the most recent version must be supplied to the quality engineer. 

In addition to the audit document, you should directly embed comments/corrections into the SRS, producing a new “version” of it to be returned to the requirements team. 

2.8 Other Planning Artifacts

If there are any additional planning artifacts used at this phase of the project then they must be reported.

2.9 Other Issues

Points arising from the meeting not already covered in the Checklist shall be recorded here, and issues shall be tracked to resolution.

3. Audit Results

3.1 Artifacts Audited

	Artifact Name
	Result (Satisfactory, or Not)
	Action to be taken

	Kick-off Meeting


	
	

	Project Planning (PP) Meetings


	
	

	Project Manager (PM) Meetings


	
	

	Customer Meetings


	
	

	CMP


	
	

	SDP


	
	

	SRS


	
	

	Other Artifacts


	
	


3.2 Other Issues Arising

	Issue Description
	Person Responsible
	Action to be taken

	
	
	


4. Record of this Activity

This section records who attended the Audit Meeting, the duration of the meeting, and the time spent in this meeting by each participant.

Project Name:

Project Identifier:

Quality Engineer:

Date:

Start Time:

End Time:

Meeting Duration:

Participants:

Name





Time Attended (Minutes)
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