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1. Purpose 

The purpose of the document is to ensure that the process followed by the NST development team for Clarify project is in compliance with the process defined by Motorola .Also this process document shall ensure that the process followed is a standard process throughout the team.
2 Entry Criteria
2.1 Receiving of the Tracker
A tracker would be sent by the Team Leader of the team from Client site .This tracker shall contain a valid Tracker ID and a Tracker description.

3. Roles & Responsibilities 

3.1 Business Analyst: 

· The Business Analyst shall be responsible for raising the tracker and sending it to the Team Leader .

3.2 Team Leader
· The Team Leader shall be responsible for assigning the work to the team.

· The Team Leader shall be responsible for any technical help and mentorship needed by the development team.
3.3 Project Manager
· The works start and work completion approvals shall be taken from the Project Manager.
4. Tasks 

4.1 Request for Tracker
A request for tracker is received by the development team from the Team Leader in the form of email. This shall consist of a) Tracker ID and b)  Tracker Description.
4.2 Initial Approvals
The Trackers are then sent for approval to the respective Business Manager and the Project Manager 
4.3 Execution of Work
Once the approval is received from the Business Manager and the Project Manager, The team contacts the Business Analysts and fetches more details regarding the particular tracker. This communication could be in the form of telephonic discussion, Net Meeting or email exchange .The Minutes of meetings are stored in the Configuration Management tool i.e (Clear Quest) for future reference and the work is started after the final discussion with the Team Leader.
4.4 UAT \Testing  
Once the work is completed by the development team, the tracker shall be sent for testing to respective Business Analysts. In return it shall be the responsibility of  the Business Analyst to send the approval once the testing is complete.
4.5 Final Approval \Release
Finally approval email shall be sent to the Business Manager and the Project Manager. Once the approval is received the documentation shall be done .The document should be then uploaded in the common repository and the tracker shall be moved to the Production after intimating the Team Leader regarding the same.
5. Output:
5.1 Process Documents
The seven process related documents shall be complete by the end of the process. 

5.2 PM Approval \ Production Environment  

The final approval email from the PM shall be received and the tracker shall be moved to the Production environment.
6. Validation:

· Final approval from the Project Manager and the Business Manager.
7.  Exit Criteria 
· Tracker moved to the Production environment.

8. Reference Documents 
· Configuration Item List Template.

· Release Readiness Review Checklist.

· Quality Assurance Plan.

· Project Document Template.

· Peer Review Template.

· PM Workbook.

· Project Categorization Worksheet
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