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Project Kick off Meeting Minutes
	Client
	
	Project
	


	Date
	20th Nov 2012
	Time
	3- 4 pm
	Place
	NST, Conference Room


	Participants
	Present
	
	No.
	Agenda Items

	
	
	
	1
	Introduction of Project Context

	
	
	
	2
	Project Management Plan

	
	
	
	3
	Quality Assurance

	
	
	
	4
	Time Reporting

	
	
	
	 5
	Meetings & Communications

	
	 
	
	6
	Updates

	
	 
	
	7
	

	
	
	
	8
	

	
	
	
	9
	

	
	
	
	10
	


	
	Topic
	Discussion

	(
	Background
	Describe the user/customer relationship.

Explain the events that led to an agreement.

Briefly explain about the Project details.

	(
	Project Description
	Provide the Project plan, list of deliverables with dates, and description of the project. (PMP)

	(
	Scope
	Define the boundaries of the project.

Review the Project Charter and other relevant documentation.

	(
	Project Execution Approach
	Briefly explain how we are going to execute this project?

	(
	Procurement & Subcontracting
	Identified all client procurement and subcontracting requirements that might apply to this project.

	(
	Schedule
	Schedule the start and end dates, major milestones, deliverables.(MPP)

	(
	Roles and Responsibilities

QA Activities in SDLC Phase
	Introduce the members of the team (both contractor and the user/customer), their roles and responsibilities, and any area of expertise they may have.

Explain approval procedures and decision-making procedures.

	
	
	Discuss Role of QA activities in all the phases of SDLC?
SDLC Phase: Analysis
QA: Attend the meetings with the project team, should have business knowledge & domain understanding. Prepare some initial QA plans with respect to the customer's needs.

SDLC Phase: Requirement
QA: 1) Software Requirements Specification Document (SRS) 
prepare Test plans, checklists, test cases based on the use cases. RTM

SDLC phase: Design
QA: 1) Map design to requirements, RTM

SDLC phase: Testing 
QA: 1) execute the test cases and evaluate the output accordingly

2) Ensure that all tests are run according to test plans and procedures and that any non-conformances are reported and resolved
3) Prepare bug report

4) Certify that testing is complete and software and documentation (if any) are ready for delivery.

SDLC phase: Deployment
QA: 1) Ensure that all deliverable items are ready for delivery.

2) Change Request form (CRF) for approval.
3) Installation guides as well as user manuals, if any.

	(
	Customer
	Provide information about the user/customer, key contacts and current relationships.

	(
	Change Management
	Established the procedure by which project changes will identified, managed and tracked (Change Management Plan)

	(
	Risk Management
	Project team collectively identified potential risk associated to this project. Develop action plan to mitigate those potential risk.

	(
	Administrative Issues
	Introduce the administrative assistant (if applicable).

Review travel expense guidelines.  Review other administrative procedures.

	(
	Communications
	Describe the method used for status reporting, including frequency, format, transmittal method (email, fax, etc.), Define and confirm Team Communications (What, How, and When).

	(
	Standards
	Describe any methodology that will be followed, i.e. project management, user/customer standards, contractor standards, etc.

	(
	Supporting Documentation
	Include any other supporting documentation that may be relevant.

	(
	Project File and Review
	Explain the process for keeping the Project File up-to-date and deciding its location.

Communication to the team the critical metrics and targets for tracking project performance.

	(
	Additional Issue for Discussion
	


	Action Items
	Person in Charge
	Deadline

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Signature:   ________________________________

	PMP Deliverables

	

	SDLC Phase
	Document Name
	Applicable

	Initiation Phase
	PIN
	(

	
	Project Kick Off
	(

	
	SOW
	(

	
	Project Estimation Module wise/Release Wise
	(

	Planning Phase
	PMP
	(

	
	Project Schedule
	(

	
	Risk Management Plan
	(

	
	Change Management Plan
	(

	
	Communication Plan
	(

	
	Resource Plan
	(

	
	Project status Report(PSR)
	(

	
	Level4 & 5 Process like, Data Normality What if, Target Setting Exercise, 2T Test, CP, CPK, F Test, Annova


	(

	Requirement Analysis
	SRS
	(

	
	RTM
	(

	
	SRS Review- Internal/External
	(

	Design Phase

 
	System Design Document-HLD
	(

	
	Design Review
	(

	Development Phase
	Code
	(

	
	Unit Test Case & its Testing
	(

	Review
	Code Review, Design, SRS, Test Case Review, Defect/UAT Defect Log Review
	(

	Test Phase
	Test Case-Integration/System
	(

	
	Integration/Functional/Security Testing
	(

	
	Defect Log/Test Report
	(

	
	 System Testing 
	(

	Implementation Phase
	Release Notes
	(

	
	Timesheet
	(

	
	User Document/User Manual
	(
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