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Project Monthly Audit Checklist

	Sl. No.
	Checkpoints
	Work products
	Work Areas  Brief
	Findings

	REQUIREMENTS STAGE



	1. 
	Does an extensive statement of work exist for the project
	
	Proposal, Contract, Contract Review & Work Order
	

	2. 
	Has the project proposal been prepared as per guidelines?
	
	Proposal, Contract, Contract Review & Work Order
	

	3. 
	Has Contract been prepared?
	
	Proposal, Contract, Contract Review & Work Order
	

	4. 
	Has the contract been reviewed & approved? Is the Scope of the work clearly defined along with the acceptance criteria?
	
	Proposal, Contract, Contract Review & Work Order
	

	5. 
	Are changes to requirements updated in the proposal/contract?
	
	Proposal, Contract, Contract Review & Work Order
	

	6. 
	Have changes to requirements been communicated to the project team
	
	Proposal, Contract, Contract Review & Work Order
	

	7. 
	Are the activities for estimation as per process?
	
	Work Estimation & Schedule
	

	8. 
	Is the Estimation reviewed? Has the estimation been revisited, if required?
	
	Work Estimation & Schedule
	

	9. 
	Is the latest Estimation Sheet available in the project repository?
	
	Tools Usage
	

	10. 
	Are the project risks identified in the Risk Analysis document? Does the Risk Analysis document reflect the follow-up done on the risks?
	
	Risk Identification & Management
	


	START-UP STAGE

	11. 
	Is there a kick-off meeting held? Has it been recorded?
	
	PMP  related
	

	12. 
	Has Knowledge Transition been reviewed? Is there a review sheet for that?
	
	PMP  related
	

	13. 
	Has PMP  been prepared for the project as per the project standard system and tailoring guidelines?
	
	PMP  related
	

	14. 
	Has PMP  been reviewed & approved? Do review records for the same exist?
	
	PMP  related
	

	15. 
	Does PMP  reflect the activities to be carried out in the project and does the same match with the activities being executed in the project?
	
	PMP  related / Documented Standards, Procedures not followed
	

	16. 
	Is the PMP  updated if there are any mismatches in the activities defined vs. the activities executed?
	
	PMP  related
	

	17. 
	Are the Quality Goals for the project identified and are benchmarks for the same been defined?
	
	Quality Goals, Benchmarks, Metrics & Metrics Analysis
	

	18. 
	Are all the mandatory metrics covered? If not, are the reasons justified?
	
	Quality Goals, Benchmarks, Metrics & Metrics Analysis
	

	19. 
	Are Benchmarks defined taking into consideration contractual requirements, if any?
	
	Quality Goals, Benchmarks, Metrics & Metrics Analysis
	

	20. 
	Are the Projects Quality Goals & Benchmarks available in the project measurement sheet and recorded on monthly basis
	
	PMS sheet
	

	21. 
	Is the PMP  for the project prepared and is the same reviewed by QA and approved by PM? Do review records for the same exist?
	
	PMP  related
	

	22. 
	Is the PMP  periodically reviewed and updated 

· for deliverables met

· revised schedules are to be drawn for deliverables to be met (approved by the PM/PL)

· if contractually required, the above has to be approved by customer also

· this has to be brought under version control

and for all sections as stated in the PMP .
	
	PMP  related
	

	23. 
	Are the Roles & responsibilities in the projects (for all QA related activities like reviews, audits and tests) verified by PM and mentioned clearly in the PMP ?
	
	PMP  related
	

	24. 
	Are the Roles & responsibilities for reviews as stated in the job description are consistent across the PMP  and in the actual reviews?
	
	PMP  related
	

	25. 
	Is a work schedule for the project available? Does the work schedule reflect the current project stage?   
	
	Work Estimation & Schedule
	

	26. 
	Are project specific training requirements documented?
	
	PMP  related
	

	27. 
	Have QA activities and training planned been scheduled or made part of Project schedule?
	
	PMP  related
	

	28. 
	Have the actual on Training conducted been captured?
	
	PMP  related
	

	29. 
	Is the Tool Utilization report available?
	
	Tool Usage
	

	30. 
	Are all deviations from standards / templates documented & approved?
	
	Process Control
	

	31. 
	Are evidences of requests placed to Training, HR, and other activity available in terms of Resource Allocation / Release and training needs?
	
	Inter Departmental relationship follow up
	

	32. 
	IS the design activity defined covering interface, data flow and all other requirements as per defined procedure in design document
	
	Design
	

	33. 
	Is the coding standard followed for development activity?
	
	Development activity
	

	34. 
	Is integration plan prepared and covers criteria, test procedure , methodology etc as per defined procedure
	
	Integration
	


	FOR THE WORK PRODUCTS OF EACH STAGE 

	35. 
	Are the Work Products identified in the PMP  available for all the issues as per the task list?
	
	Documented Standards, Procedures not followed
	

	36. 
	Are the Work Products identified for each stage developed & delivered as per schedule? Do the work products comply with the documented standards and meet the specified objective?
	
	Documented Standards & Procedures not followed
	

	37. 
	Are all the work products reviewed and approved before moving to the subsequent phases?  Are reviews done as defined in PMP ? Do review records for the same exist?
	
	Reviews / Testing
	

	38. 
	Has any training been conducted for the reviewers.  
	
	Training 
	

	39. 
	Is there a checklist available for the work product review done by the peer.
	
	Review/Testing  
	

	40. 
	Are the reported review defects tracked to closure?
	
	Reviews / Testing
	

	41. 
	Are evidences of comments / defects found during reviews / testing available (to fulfill adequacy of reviews) in each phase of SELC activities?
	
	Reviews / Testing
	

	42. 
	Has the work product been sent for re-review for changes done after review comments have been accepted?   .
	
	Review/Testing  
	

	43. 
	Are the defects for the stage logged?
	
	Review/Testing  
	

	44. 
	Have preventive actions been identified based on the common errors of the current stage?  Has the action proposal been documented?
	
	Defect Prevention
	

	45. 
	Have preventive actions identified in the previous stage been carried out?  Has the action proposal of the previous stage been tracked to closure?
	
	Defect Prevention
	

	46. 
	Have causal analysis meetings been conducted on a periodic/event-driven basis?  Have the same been minute?
	
	Defect Prevention
	

	47. 
	Have changes to schedules been communicated to the Steering Committee?
	
	Work Estimation & Schedule
	

	48. 
	If the reported bug/enhancement is not cosmetic in nature, has Program specification been prepared?
	
	Documented Standards, Procedures not followed
	

	49. 
	Have the test analysis report been reviewed and approved?  Is it prepared in a phased manner, has it been reviewed at every stage of pupation? Do Review Records for the same exist?
	
	Reviews / Testing
	

	50. 
	Have any of the reported bugs triggered change in the existing design? If yes, is the Program Specification updated?
	
	Process Control
	

	51. 
	Are the updated Program Specification reviewed and do review records for the same exist?  
	
	Reviews / Testing
	

	52. 
	Do Test Procedures exist for the fixed units? Is the test coverage sufficient?
	
	Reviews / Testing
	

	53. 
	Are the Test Procedures reviewed and do review records for the same exist?
	
	Reviews / Testing
	

	54. 
	Is Code Review done and do Review Records for the same exist?
	
	Reviews / Testing
	

	55. 
	Are all action points from reviews (Test Procedures/Code/Program specs) closed?
Do the review records reflect this?
	
	 Reviews/Testing
	

	56. 
	Has testing been carried out as per the Test Procedures? 
	
	Reviews / Testing
	

	57. 
	Are test logs with the test results available? Are results of multiple runs (if any) logged?
	
	Quality Records
	

	58. 
	Are the bugs reported during testing (if any) resolved?
	
	Reviews / Testing
	

	59. 
	Is a Software Release Notice detailing the deliverables, their version, etc. prepared and is the same reviewed and approved?
	
	Documented Standards & Procedures follow up
	

	60. 
	Has client acceptance been obtained for all the units that have been fixed and delivered?
	
	Proposal; Contract
	

	61. 
	Is the mechanism for handling post shipment complaints/queries defined in PMP  followed?
	
	Documented Standards & Procedures not followed
	

	62. 
	Is the effort spent logged in the Time Sheet System / equivalent tool? Is the data for actual effort taken from the tool?
	
	Tool Usage
	

	63. 
	Are there any new tools developed in the project? If yes, is the same validated before use and is it evident?


	
	Tool Validation
	

	64. 
	Is the validated tool updated in Repository?


	
	Tool Usage
	

	65. 
	Are the tools identified for use in the project, used effectively? If not, are the reasons updated in the Tool Utilization Report?


	
	Tools not used effectively
	

	CONFIGURATION MANAGEMENT RELATED

	66. 
	Is the CM coordinator for the project identified & is the same depicted in the organization chart of PMP ?
	
	CM  Related
	

	67. 
	Are the CM activities detailed in configuration plan in terms of :-

· Configuration Items being identified

· Properly named and acquired, with location (server, directory etc.) (SOFTWARE CONFIGURATION STATUS FORM)

· Evidence of configuration control  for all configuration items (maintenance of change request form)

· Revision Notice

· Change request form and logs being maintained in the project for making changes to baseline item

· Clear definition of Base lining mechanisms & Version Control mechanisms of the CI’s
	
	Software Configuration Management
	

	68. 
	Is the version control mechanism for Work products in line with that stated in CM plan?
	
	Documented Standards, Procedures 
	

	69. 
	Is the Software Configuration Status Form updated with the current status of the cm item list?
	
	Software Configuration management
	

	METRICS RELATED



	70. 
	Has Monthly Metrics data been collected and is the same reported in Project measurement sheet?
	
	Quality Goals, Benchmarks, Metrics & Metrics Analysis
	

	71. 
	Are all metrics data captured based on the Unit Of Measure defined for the project?
	
	Quality Goals, Benchmarks, Metrics & Metrics Analysis


	

	72. 
	Has corrective action been specified & is necessary follow-up done if there is a deviation that is more than allowable limit?
	
	Quality Goals, Benchmarks, Metrics & Metrics Analysis
	

	73. 
	Is Analysis of Metrics Data due in the current month (Ref. Periodicity as per Metrics Plan in PMP )? If Yes, is the same carried out?
	
	Quality Goals, Benchmarks, Metrics & Metrics Analysis
	

	74. 
	Do the results of Metrics Analysis trigger revision of Project Level Benchmarks? If Yes, is the same carried out? 
	
	Quality Goals, Benchmarks, Metrics & Metrics Analysis
	

	75. 
	Have the revised benchmarks been reviewed and approved? Do review records for the same exist?
	
	Quality Goals, Benchmarks, Metrics & Metrics Analysis
	

	Defect Prevention related 

	76. 
	Are the defection prevention activities in the project carried out as per the Software Defect Prevention Plan?
	
	Process Control
	

	77. 
	Is the status of the defect prevention activities in the project being reported to the Project group?
	
	Intergroup communication
	

	78. 
	Have defects been identified and analyzed to determine the root causes and categorized under different root causes?
	
	Quality Goals; Benchmarks; Metrics & Analysis
	

	79. 
	Has causal analysis been carried out?
	
	Quality Goals; Benchmarks; Metrics & Analysis
	

	General 

	80. 
	Has traceability matrix been prepared and maintained?
	
	Documented Standards & Procedures not followed
	

	81. 
	Feedback (customer complaints, appreciation mails etc.) from the customer on Project team performance registered and action taken? Lotus notes updated / Customer complaint form available?
	
	Customer Complaints
	

	82. 
	Are software release notices detailing the deliverables, their version, etc. been prepared for all releases to customer?  Have the same been reviewed and approved?
	
	Documented Standards & Procedures not followed
	

	83. 
	Are the associated documents sent with the deliverable, reviewed and approved? Do review records for the same exist?
	
	Reviews / Testing
	

	84. 
	Has client acceptance been obtained for all the units that have been fixed and delivered?
	
	Proposal; Contract
	

	85. 
	Is the mechanism for handling post shipment complaints/queries defined in PMP  followed?
	
	Documented Standards & Procedures not followed
	

	86. 
	Does PMP  update occur for any change in the allocated resource, scope of work, schedule?
	
	PMP  related
	

	87. 
	Are updates to PMP  reviewed and approved? Are review records of the same maintained?
	
	PMP  related
	

	88. 
	Is there any slippage in the delivery schedules? If yes, reasons for the same.
	
	Work estimation and schedule
	

	89. 
	Have the status reports been sent to the customer as per the defined periodicity?
	
	Work Estimation & Schedule
	

	90. 
	Whenever the client is intimated regarding 

· Revision of Project Schedules

· Changes to Functional Specs. mutually agreed

· Requirements Changes (mutually approved)

Is the same documented and approved by authorized personnel and is an official communication sent to the customer?

Has the same been communicated to the Steering Committee?
	
	Work Estimation & Schedule
	

	91. 
	Does the top management is reported and all necessary project related points are discussed with higher management? IS there any actions emerged and closed in timely manner?
	
	Monthly management review meeting
	

	92. 
	Have Handover/Takeover documents and Resource Release forms been prepared if manpower resources are released from the projects?
	
	Process Control
	

	93. 
	Have all quality records including the Status Reports, Minutes of Meetings, etc. addressed in the Master list of quality records?
	
	Quality Records
	

	94. 
	Are the previous Audits NCs (including appraisal audit) closed by Auditor/QR after verifying the corrective /preventive action taken by the auditee?
	
	Previous NC’s not closed
	

	95. 
	Have the Quality Reviewers undergone the training on QSM, SELC and Quality tools?
	
	Training
	

	96. 
	Is QR activity effectively carried out in the project

· Project Startup audit done

· Project Monthly audits taking place
	
	Internal Quality Audits
	

	97. 
	Is the QR activity report updated & maintained and maintained current in Lotus Notes – SQA Database?
	
	Tool Usage
	

	98. 
	Is the achievement of Quality Goals evaluated by QRs at the end of project stages or project milestones?
	
	Internal Quality Audits
	

	99. 
	Traceability Tracking in the project’s Life cycle. Taking one customer / user requirement and tracking the same till testing, in terms of how it has been addressed in requirement document, design document and test cases id.
	
	Process Control
	

	100. 
	Are training records like Project specific training form [Skills Certification Form], Training Requisition Form etc. available?
	
	Training
	

	Customer Communication related

	101. 
	What is the action plan based on the customer feedback?
	
	Customer satisfaction
	

	102. 
	Are the action items tracked to closure and the customer intimated regarding the same?
	
	Customer satisfaction
	

	103. 
	Is the senior management intimated about the satisfaction level of the customers on a periodic basis
	
	Customer satisfaction
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