
articles that you have writ-
ten. 

Just a note, when you re-
spond to an individuals 
article you can choose to 
either post for everyone to 
see or just for the author of 
the article. 

We will be monitoring all 
posts and policing for ap-
propriate material, i.e. no 
offensive language, etc.. 

We hope you choose to 
participate, as we have 
learned much from you in 
the past and hope we grow 
together in the future. 

Google Groups, a new 
service that helps individu-
als meet to discuss issues 
relevant to their lives, has a 
new member. The DTI 
Quality Assurance News-
letter is now a discussion 
site where professionals 
and novices alike can dis-
cuss issues relating to the 
QA field. This forum, 
sponsored by DTI is a 
place to get the latest cop-
ies of our newsletter and 
read serious and not so 
serious stuff that might 
enlighten and amuse you.  

Additionally, this will a 
place where you will be 
able to help your fellow 
QAR’s and let us all know 
the experiences you’ve had 
on the job. 

We are also looking for any 
articles you may wish to 
write and post . Your ex-
pertise will make us all 
better QAR’s. 

Now, to tell you the truth, 
we’re not experts on how 
to use this forum and will 
gladly accept any tips you 
might have. 

The way it works is you can 
either go to our website 
and fill in the request to 
join the discussion group, 
or you can respond to an 
invitation from us to join. 

Once you are a member, 
you can read all the articles 
on the site and comment 
on any of them. You can 
also submit your own re-
quests for information or 
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What is a Quality Assurance Plan?  

( This article was contributed by a discussion group member) 

A quality assurance 
plan is a document, 
constructed by the pro-
ject team, meant to 
ensure the final prod-
ucts are of the upmost 
quality. A quality assur-
ance plan contains a 
set of documented ac-
tivities meant to ensure 
that customers are sat-
isfied with the goods or 
services a company 
provides. There are 
four steps of the quality 
assurance process: 
Plan, Do, Check, and 
Act. The focus of this 
article will be on what 

items go into a quality 
assurance plan. The 
quality assurance plan 
should define objec-
tives, roles and respon-
sibilities, coordinate 
with other plans, and 
define tasks and the 
schedule.  
 
Defining the Quality 
Objectives  
 
No matter what system 
you use, you will need 
to be sure that the ob-
jectives have been de-
fined for the pro-
ject. Six Sigma uses a 

predefined algorithm 
for determining quality 
objectives. Part of de-
termining the objec-
tives for the quality 
plan project involves 
identifying the require-
ments of the custom-
ers. For example, if a 
particular store gener-
ates many complaints 
about the level of cus-
tomer service, more 
employee training may 
be required. Second, 
the level of quality must 
be defined. Is your 
company going for zero 
defects? Or is one in 
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the start date out. Each has 
their own benefits. You may 
wish to contact us to get the 
free quality assurance tem-
plate. 
 
Throughout a project, man-
agers can help their teams 
focus on the right actions by 
developing the distinction 
between risks and effects. 
Making the project late or 
failing to meet quality guide-
lines might look like risks to 
new team members. How-
ever, both of those events 
are actually effects caused 
by unmitigated risks. When 
brainstorming potential risks 
with team members, leaders 
should use probing ques-
tions to discover the root 
causes of potential negative 
effects.  
 
Without risk, a project offers 
little potential for reward. 
Effective risk managemen-
trequires identifying risks, 
measuring their potential for 
harm, and creating plans to 
deal with the threats. Al-
though very few project 
managers have the skills to 
defuse all of the time bombs 
lurking within their initiatives, 
effective leaders marshal 
resources to help their 
teams overcome risk.  
 
 
One of the ways that effec-
tive project managers en-
gage their teams is a proc-
ess of identifying risks at the 
start of a new initiative. For 
many teams, this assess-
ment occurs during the iden-
tification and preparation 
phases of the project cycle. 
According to risk manage-
ment experts, the brain-
storming period of a project 
is a perfect opportunity for 
colleagues to “shoot holes” 
in an idea, before those 
ideas become tied to a par-
ticular stakeholder or team 
member. 

one hundred okay? Make 
sure your objectives are well 
written and specific.  
 
Defining Roles and Responsi-
bilities  
Once the quality objectives 
have been defined and 
stated, the next important 
part of creating a quality as-
surance plan is to define the 
roles and responsibilities of 
team members. In doing 
this, you will want to list 
each role that will be re-
quired. Once you have listed 
the roles, then you can item-
ize the responsibilities of 
each role. Be specific. You 
want the person who is as-
signed the roles to under-
stand completely what is 
meant by each responsibility 
written for them. 
 
 Coordinate with Other Plans  
No project plan occurs in a 
vacuum. This is even more 
true with the quality assur-
ance plan. Make sure you 
are on the same level as 
those working on the risk 
management plans, 
the resource management 
plans, and the change man-
agement plans. It would be a 
terrible thing to work hard on 
a quality assessment plan 
that contradicts something in 
the risk management plan. 
Talk to the other people and 
project managers in your 
department.  
 
Define Tasks and Schedule  
Once the objectives and 
roles have been defined, 
and the other teams have 
been coordinated with, you 
can then begin to define 
tasks and create a schedule. 
Each and every task should 
relate directly to the quality 
objectives. Once each task 
has been defined, using the 
objectives as a reference, 
then you can begin to set 
the schedule. You can 
schedule two ways: either 
from the deadline in or from 

One method of identifying 
threats is to request a list of 
ten potential risk items from 
each member of the early 
planning group. Commonal-
ities among participants can 
highlight risks that everyone 
worries about, but may not 
actually be the most perilous 
risks facing a team. Project 
managers may need to in-
ject their own agenda items 
into the group list to make 
sure all possible risks are 
identified. 

For teams that struggle to 
generate large lists of risks, 
scenario planning principles 
can be used for brainstorm-
ing as a group. Instead of 
simply asking participants to 
identify risks, leaders can 
guide team members 
through exercises that ask 
them to envision what pro-
ject success and failure look 
like at specific points in the 
future. This abbreviated 
form of scenario planning 
can help highly successful 
groups connect with the idea 
of failure in a way that does-
n’t make them self-
conscious. 
 
Although companies use the 
phrase “risk management” 
to refer to numerous initia-
tives, project management 
professionals focus their 
efforts on predicting the 
events that might cause pro-
jects to fail. Appointing a risk 
officer, tracking risk, and 
reporting risk contribute to 
overall effectiveness.  
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