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[

Define how the project will meet applicable quality requirements and demonstrate acceptance.
o o

) %

(1) PURPOSE & VALUE  |[(2) HOw TO APPLY  |((3) INPUTS & EVIDENCE |

The quality management plan Develop and document the plan with REQUIREMENTS:

sets out how the project will these key steps: Approved scope, product and

deliver products, services and o : service requirements, standards

L . Define quality requirements and eomeliande nésds

results that meet requirements @ and measurable acceptance P ! "

and are accepted blj stakeholders. criteria. REFERENCE INFORMATION:
— (CLARITY: 2 B Saslawd © Organizational quality policies,
—| Defines quality criteria, @ é‘h rw;%:s:-huihi?e: for quality Frocedures, templateys I;nd lessons
——)  methods, roles and evidence. activities. rom past projects.

KEY EVIDENCE:

Inspection and test records, review
checklists, defect logs, acceptance
records and approval signatures.

OWNERS:
Project manager, quality lead,
technical experts and product

owner as appropriate.

STAKEHOLDER INPUT:
Customer and user expectations,
regulatory requirements and

0 ALIGNMENT: 0 Plan assurance activities,
D0 Links quality activities E inspections and reviews
[ ) with ﬁ?jﬂd objectives and with timing and resources.
_ Ml = Set defect handling and
CONFIDENCE: correction process.
Provides a basis to

demonstrate acceptance. @ q Plan improvement reviews

: to capture lessons and
‘E CONTINUOUS IMPROVEMENT:

update the plan.
Enables learning and better r m=—mrm === 1
CONTROL: ,
L e L s ek I & A plan without scheduled work |
‘ and resources does not create quality. |

Ok voE

| P Keep it realistic and [fs."‘i'.";“?_ ot supplier information. |
= — a N & "
PRACTICAL EXAMPLE | [(B) PITFALLS & LMITS | [{(6) ACTIONS & OUTPUTS
Illustrative data migration project: NO SCHEDULED WORK: INTEGRATE PLANNING:
1. MAPPING REVIEW: A plan without defined activities, Include quality activities in the
Riview ditafialds and tim_ing and resources does not si:pe, schedule, cost estimates
transformation rules against _ deliver quality. and resource plan.
requirements. UNCLEAR RESPONSIBILITIES: ASSIGN & COMMUNICATE:
Leads to missed activities mumm | Confirm responsibilities and
and gaps in evidence. mmms | share the plan with the team

and key stakeholders.

EXECUTE & MONITOR:

Carry out reviews, inspections
and tests. Track defects and
agreed corrective actions.

REVIEW & IMPROVE:
Hold regular improvement reviews
and update the plan as needed.

KEY OUTPUTS:
Approved quality management
plan, records of cmlitg activities,

VAGUE CRITERIA:

Unclear or unmeasurable
acceptance criteria cause
disputes and rework.

4. SIGNED ACCEPTANCE: EVIDENCE NOT COLLECTED:

3. CORRECTION:

Investigate and correct

identified discrepancies.

< 2. TRIAL RECONCILIATION:
. Run a trial migration and
: reconcile source and target data.

Gistimir covions! rastlts Without records, acceptance
and signs acceptance record cannot be demonstrated.
once criteria are met.

1/ RESULT:
3 Data is migrated, reconciled and
accepted in line with the plan

TOO MUCH BUREAUCRACY:
Excessive documentation can
slow delivery. Keep it practical

el ¢ [

and fit for purpose. defect log, acceptance records
(illustrative example). JA J % st
s Creatad by WikiFrea. com L and improvement actions.
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v

ACCEPTANCE CRITERIA NATRIX

r F r
(1) PURPOSE & VALUE  |{(2) HOW TO APPLY (3) INPUTS & EVIDENCE
The acceptance criteria matrix List each deliverable and deﬂne‘ the PROJECT DOCUMENTS:
connects each deliverable with acceptance details in a table with —— | Scope statement, requirements,
objective conditions for acceptance || these elements: — | work packages and project plan
and the evidence required. @ —— Deliverable: to identify deliverables and intent.
— Name or description o B el Tfp TS TR NS ER SRR
CUNATE ol | dithemtpmhct, 1 2 REQUIREMENTS & STANDARDS:
Sets out what must be v—=] Acceptance criterion: ] Approved specifications, templates
achieved for acceptance. v=|  Objective condition ; - i
v o and quality standards to set criteria.
OBJECTIVITY: e i <, S o st | S S W T F e ol e
Uses measurable or @ Q mfiﬁ:t::?teﬂi 7 EVIDENCE SOURCES:
verifiable criteria. =/ N vill be checked. Test results, inspection records,
ALIGNMENT: Reviewer: data files, meeting sign-offs and
Ensures agreement @ m Person or role who user confirmations.
among the project team ponlpmaasecotae. . M e - o PR FF BRIV,

and stakeholders. = || o N Approval authority: OWNERS & ROLES:
QUALITY ASSURANCE: @ @ Role authorized to Project manager, product owner,
accept the deliverable. - quality reviewer and approval

Reduces rework and s A

SQPPOTtS consistent decisions. @ E_’ E Reqmred e-:vidence:. 2 authuril;g for each deliverable.

Recordstortantifacts.  MNESss@F=@-Fr3a - "~~~

SRQZVQ

SCOPE CONTROL: oole K 10y L (NS ThERex S
Helps prevent unplanned @ il Review timing: %ﬂeﬂ:hsﬁs, thSt scr;pts, "?thd?tm"
: : When the check ols and document repositories
1 requirements and disputes. JL E is performed. )1 to collect and store evidence.
(@) PRACTICAL EXAMPLE  |{(5) PITFALLS & LIMITS ||(E) ACTIONS & OUTPUTS
Ilustrative acceptance criteria SUBJECTIVE CRITERIA: ~ AGREE EARLY:
for a project report deliverable: Vague or opinion-based Develop and agree the acceptance
p— Deliverable: Monthly project criteria invite disputes. criteria matrix with key stakeholders
—A T S P MOVING TARGET: before work starts.
A Criterion: Totals reconcile = | Adding requirements after = COMMUNICATE: St
@ to the approved source and :“ work has started, without Share criteria with the delivery
all required fields pass validation. change control, can cause team and ensure common
e delays and rework. understanding.

different interpretations that demonstrates each criterion
lead to inconsistent decisions. has been met.

' ity: MISSING EVIDENCE: || FORMAL ACCEPTANCE:
2 @___A_ufhfrl.t.:{_sfinfo..rf ________ @ Acceptance cannot be ° Confirm and document the

Evidence: Reconciled report file defended if supporting decision, including the approver
B and system validation log. an

MEUDE Compsie repont® tebals. ||| S s===cpiat=Commaabanacs Y o e e aw Sl o
Q with the ap?raved r:nf:arce jata INCONSISTENT APPLICATION: COLLECT EVIDENCE:
¥ and run field validation checks. Different reviewers using @ Gather and retain the evidence

evidence is not retained. Aee goandidate Wy ¥ LY 0
T el | LIMITATION: il (= OUIPUTS: M
Il Timing: At the scheduled | The matrix cannot cover ever ] — Completed acceptance criteria
E monthily Feviell I situation. Criteria and thresholds are | l]l matrix and a set of signed
4 ' L _project-specific and may vary by deliverable. : g evidence records for each
= """ - - accepted deliverable.

Created by WikiFree.com > —
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CHECK SHEET

Collect observations consistently at the point where work occurs.

O

(1) PURPOSE & VALUE

A check sheet is a simple, structured
form used to collect and tally
observations in a consistent way

at the point where work occurs.

PURPOSE:
Capture the frequency
of defined events, errors or

defects as they happen.

VALUE:

Turns observations into
reliable data for analysis and
decision making.

HELPS WITH:

Identifying patterns,
frioritizing problems and
racking improvements over time.

BEST USED FOR:

Repetitive work, quality issues
and process observations where
consistent data is needed.

y [ %i?&o@

(2) HOW TO APPLY

Design a simple form and clear rules
so everyone records observations
the same way.

®

F Tndin . st
list the categories to be
recorded.

 Write operational
definitions for each
category.
Set the time window,
location and who will

@ collect the data.

ne>  Specify recording rules
e (for example, one tally
W& per occurrence).

@ Pilot the form, check

clarity and make adjustments
before full use.

-

(3) INPUTS & EVIDENCE |

PROCESS INFORMATION:
List of categories, operational
definitions and recording rules
agreed with the team.

'EVIDENCE COLLECTED:
Completed check sheets with
tallies, notes and the defined

time window.

Process documents, current
Erocedures and a clear purpose
or data collection.

OWNERS:

Process owner to approve

[) categories, team members to
collect data, and quality lead
to review and consolidate.

SUPPORTING EVIDENCE:
Instructions, training materials
and any observations about
unusua'l’ events.

-

(4) PRACTICAL EXAMPLE

Ilustrative example from a document
review. A reviewer uses a check sheet
to record the types of data issues
found in a defined sample.

% Missing fields: 10 tallies

(TOTAL OBSERVATIONS: 20 )

Incorrect codes: 6 tallies

Duplica.{a entries: 4 tallies

-

<! , INTERPRETATION:

and plan corrective actions.

.‘

7

s L, NOT A CHECKLIST:
A check sheet collects data.
It does not automatically list

the actions that must be taken.

UNCLEAR DEFINITIONS:
Vague categories lead to
inconsistent data. Use clear,
operational definitions.
INCONSISTENT RECORDING:
Different people may interpret
categories di ferent'fy. Provide

instructions and, if needed,
training.

LIMITED CONTEXT:
A check sheet shows what
haprened, not why. Further

analysis is needed to find
root causes.

.

'@' Most issues were missing fields.

Use this information to investigate
E

&0

—
r.“
- \.- —

-
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(5) PITFALLS & LIMITS |

A
((6) ACTIONS & OUTPUTS |

REVIEW DATA QUALITY:
Check for missing observations,
ambiguous categories or
inconsistent recording.

VALIDATE COMPARABILITY:
Confirm the same definitions
and rules were used across
people, locations and time
periods.

AGREE NEXT STEPS:

Discuss results with the process
owner and decide on actions to
investigate and address the
main issues.

OUTPUTS:

Completed check sheets,
consolidated summary of
observations and agreed actions
for further analysis and

—— Created by WikiFree.com —

improvement.
800
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PARETO ANALYSIS

Prioritize categories that contribute the largest observed share of a problem.
O O

(1) PURPOSE & VALUE

Pareto analysis identifies the vital
few categories that contribute the
most to a problem, so effort is
focused where it matters most.

PRIORITIZE EFFORT:
Focus improvement work
on the largest contributors.

USE RESOURCES WISELY:
Direct time, budget and

people to high-impact areas.

MAKES PATTERNS VISIBLE:
Shows which categories
contribute the most.

SUPPORTS BETTER
DECISIONS:

Provides a simple, data-based
way to set improvement
priorities.

-,

\

"I

(2) How TO APPLY

Use consistent counts, cost or impact
across categories, then sort and show
the cumulative contribution.

Define the problem and

the measurement basis
(e.g., count, cost or time).

Collect data for each

category using the same
basis and time period.

(((0)

Sort categories from
highest to lowest
contribution.

Calculate the cumulntivé i
contribution for each
category.

. [dentify the vital few &5
categories to investigate
further.

| CONTROL: I
H Use consistent data and a clear |
\

(3) INPUTS & EVIDENCE |
=]

PROBLEM STATEMENT:
Clear description of the issue
and scope of analysis.

DATA & EVIDENCE:

Counts, cost, time or other
consistent impact measure for
each category, from a defined
and reliable period.

DATA SOURCES:

Defect logs, service tickets,
inspection records, customer
feedback or other project records.

OWNERS & ROLES:
Data owner to provide verified
data and a facii'tator to prepare

and review the analysis.

TIME PERIOD:

Specifiy the period covered and
any ﬁ'gl;ers, such as project phase,
product or location.

BB I O

-

(4) PRACTICAL EXAMPLE
Tllustrative analysis of defect categories

in a software release:

Coding defects: 40
Missing fields: 30
Other defects:

30

Total defects = 100

Coding defects have the largest
contribution (40%), so they are the
first area to investigate. Missing fields
and other defects are also significant.
RESULT:

Coding defects are the largest
category, but this is not an automatic
80/20 pattern. All categories are

reviewed based on data, severity
and risk.

\l/

80/20 IS A HEURISTIC:

A Pareto pattern is common
but not a law. Do not assume
exact percentages.

SMALL CATEGORIES MATTER:
Rare but severe failures ma
still require priority, even i?
they are not among the largest
categories.

DATA QUALITY:
Incomplete or inconsistent

data can lead to wrong
conclusions.

CHANGING CONDITIONS:

Contributions may change
over time, so review and
update the analysis.

SINGLE-METRIC FOCUS:

Do not rely only on counts.
Also consider severity, risk,

y
@ |

customer impact and “cost.

Created by WikiFree.com —
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ACTIONS & OUTPUTS |

INVESTIGATE MAJOR
CONTRIBUTORS:

Analyse the top categories to
find root causes and improvement
opportunities.

&3

CONSIDER SEVERITY & RISK:

Prioritize actions using impact,
severity and risk, not just volume.

ASSIGN ACTIONS:
Give each action an owner,
deadline and expected effect.

IMPLEMENT & MONITOR:
Apply changes and track results
~ to see if the contribution reduces.

OUTPUTS:
Pareto analysis table and chart,
list of prioritized categories,
recommended actions and an
agreed follow-up plan.

J
- -
td
o W
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> CAUSE-AND-EFFECT DIAGRAM
EH
(1) PURPOSE & VALUE |[(2) HOw TO APPLY  |[(3) INPUTS & EVIDENCE

A cause-and-effect diagram : === PROBLEM STATEMENT:
ff :
helps a team organize and @ @ %;::Elet:; ffeb‘:F:n :IH ::5 Clear description of the effect,
explore possible causes of a L scope and boundaries.

defined pr‘oblem (effect). @ Brainstorm plausible causes r TEAM KNOWLEDGE: _
CLARIFIES THE PROBLEM: with the team. Tnput from people who do the work

Keeps the team focused on and understand the process.

s evis @ @ Gwanrene || =) wewmone
STRUCTURES THINKING: process, tools, materi;ls, ® Process data, records, observations,

Groups causes into logical information, environment). complaints and other factual

Organize possible causes of a defined problem for investigation.

O

R R R o | Y i _ ¥ information.

BUILDS AGREEMENT: @ T Ask for evidence and REQUIRED OWNERS:

Captures team knowledge := | discuss how each cause Process owner, subject-matter

and different perspectives. could lead to the effect experts and data owner to
(causal mechanism). provide information and validate

GUIDES INVESTIGATMON: 00— o __ causes.

g ol or @ Review, refine and @B SUPPORTING INFORMATION:
data collction and testing. prioritize the most lkely Procedures, work instruction.s

causes for further investiation. system logs and recent changes
that may explain causes.

\ J \ J\ J
(4) PRACTICAL EXAMPLE  ||(5) PITFALLS & LIMITS |[{(6) ACTIONS & OUTPUTS
Illustrative project: deliverables NOT PROOF: SELECT CAUSES:
are not approved on time. A fishbone diagram lists Choose the most likely and
hgpothesgs, not proven testable causes from t diagram
Effect: Late approvals | root. causes. | for further analyss.
= INCOMPLETE LIST: GATHER EVIDENCE:
ﬁe.o[?le J [ Process | [ Information | Important causes may be Verify selected causes using
Unavailable ~ Unclear Incomplete missed if the right people observations, data, interviews
reviewers criteria submissions o arend involved._ " ~ or document review.
7, T0O VAGUE: CONFIRM OR DISPROVE:
approvals Broad or unclear causes Assess whether each cause
are hard to test and fio contributes to the effect and
Ervitonmait g _ not lead to useful actions. | | ") understand the causal mechanism.
System  Competing Queueing —\ NOEVIDENCE: DEFINE ACTIONS:
issues priorities and delays = Relying only on opinions Plan and implement actions to
gl P , : Caﬂdlﬁj_d to the wrong address confirmed causes.
A INTERPRETATION: - oo =) OuTPUTS: Eie
@ These are possible causes to CONTEXT SPECIFIC: Documented fishbone diagram,
investigate, not confirmed root \(.r:::se;ya;::ﬂ:: mf:j“::ould list of tested causes, evidence
causes. Each cause needs evidence. , P %he ted s, i :mﬂm'il;:i i ';f:j ;:fgﬂs

® —— Created by WikiFree.com —— 55
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. FIVE WHY

EEERT) 1o it oyt g b

(o

o
4 \ [ = = =)
(1) PURPOSE & VALUE  |{(2) HOw TO APPLY  |((3) INPUTS & EVIDENCE
Five Whys explores a causal chain <) Start with a clear, ===na PROBLEM EVENT:
by repeatedly asking why a specific @ =— | factual statement of Clear description of what
problem occurred, until an actionable, -—J the specific problem. happened, when, where and
supported cause is identified @ || ------—----------—-c-———-

" ¥ its impact.
Ask “Why did this g, B VN . Y
FIND ROOT : y did thi
@ LohtllEsRI:{:)egonﬁAsuysnEstoms @ @ happen?” and write RELEVANT EVIDENCE:

to the underlying cause. || ____ T t_hf ik R FE Project records, timelines, data

____________________________ RN, — logi, emails, Eneetmg notes and
SIMPLE METHOD: @ p evidence. If unclear, SR T T
ks plaiil quession ask why again. PROCESS INFORMATION:

and evidence, not complex

_________ L Sl B-ranch when diFFer-ent.-
~la  IMPROVE SYSTEMS: @ plausible causes emerge.

Procedures, work instructions,
dependencies and resource

Explore each path Al
Highlights procel:skdgta LA | S S . . b = é """ KEY STAKEHOLDERS:
resource Issues penin .
the event. Stop when you reach X @ Team members, process owners
a cause that is actionable m and subiiget mabtes auoerts
T _BéE_VEBﬁ_R_EEl_JhFEE_N}:_E_ TR and suppurted hg evidence. o J e o f B
Helps definechangesthat | | GRSFESFERET e 3 OWNERS:
recﬁce thle chancg of the { CONTROL: | Facilitator to lead the analysis
problem happening again. I Do not stop at a symptom. | and relevant owners to provide
1 Confirm the cause with reliable ewdener data and validate findings.
L Vo et e e el el v

\

(4) PRACTICAL EXAMPLE  |((5) PITFALLS & LIMITS  |((6) ACTIONS & OUTPUTS |

Illustrative example of a late report: NOT ALWAYS FIVE: VALIDATE CAUSES:
A It may take more or fewer Confirm the root cause(s)
The report was late. than five questions to reach « with evidence and stakeholder
Because review began late. a supported cause.

input.

————————————————————— SINGLE STORY RISK: ASSIGN CHANGES:
Why did review begin late? Avoid one convenient Define and assign actions that
) Because the required dataset explanation. Explore multiple address the system behind
was unavailable. plausible causes when needed. the event (e.g. update process,

sodoiade e n s ® DO NOT BLAME PEOPLE: ~ improve data flow, clarifg_ roles).

N Why was the dataset Focus on process, data, IMPLEMENT & TRACK:
Why 3:]  ynavailable? Investigate this

dependency (e.g. data owner ~ not individuals. and monitor completion.

not provided it, system delay, UNVERIFIED ANSWERS: o T B oy e i ey W
or unclear requestyl Eﬂ Boined Soback Dewie 4‘ PREVENT RECURRENCE:

tools or system issues, Apply changes, set owners

without evidence. Update procedures, checklists

| : PN e ik ok oy AR or training as needed.
A Q SYMPTOM NOT CAUSE: BT T i

= Gather evidence, identiF? Stopping at a symptom can — Documented root cause(s),
the actual cause and define a change leatf to ineffective solutions II agreed actions, owners and
to prevent recurrence. ) and repeat problems. ) zpdates to relevant project
8 ; T ocuments.
—— Created by WikiFree.com —*% J
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‘s PROCESS FLOWCHART <

Show the actual sequence of work, decisions and handoffs.

o o]

(L) PURPOSE & VALUE |[(2) HOw TO APPLY  ||(3) INPUTS & EVIDENCE
A flowchart h ) EXISTING INFORMATION:
work s done from start to nd, || @) P> Sfeghe et || F=Th et proceres, o
making activities, decisions and . : ,P ' = instructions, system screens

handotfs visible. @ S List the activities in the == and policy documents.
VISUALIZE WORK: actual order they occur. REAL WORK EVIDENCE:

Show the real'sequence @ || -==--=-=--------—----c---- Actual cases, emails, tickets,

of steps and handoffs. @ 0 Add decision Eoints with J approval records and handoff logs.
IMPROVE UNDERSTANDING: clear yes/no branches. "o PEOPLE & OWNERS:

Create a shared view across Include rework loo Process participants, st
p ps participants, step owners
the team and stakeholders. @ l and handoffs between |  and decision makers.

FIND IMPROVEMENTS: || =@ roles or teams. SYSTEMS & TOOLS:
Reveal delays, rework Identif : Applications, forms and

and unnecessary steps. @ g eaiﬂ Ltipownars e f:ammunication channels used
SUPPORT CONSISTENCY: Al = =0 8 KNG W Ml

Validate the flowwith —)  DEPENDENCIES:

Clarify who does what and @ —

when, reducing confusion. — | people who do the work —_l Upstream and downstream
and update as needed. =V/|  processes, external parties

USE:

G R g

Project delivery, operations, I CONTROL: : : P i
onboarding and change initiatives. | A Use observed practice, not an ; m Confirm the flow and evidence
i

idealized process. with people who perform the

L J A e -l T 4 work in practice. |

(4) PRACTICAL EXAMPLE | ((5) PITFALLS & LIMITS | ((6) ACTIONS & OUTPUTS

Illustrative invoice approval process: IDEALIZED PROCESS: ‘E:'J%Lé THROUGH ACTUAL
i Discuss real examples with
users to confirm each step,

-

Recaive ifvoice A neat diagram can hide real

i delays, workarounds and

informal steps. 13
Validate invoice details P decision and handoff.
¥

MISSING PERSPECTVES: | | = et improvemeyts:
. Relgmg on documents only Look for unnecessary loops,
Any exception? = may miss what actually happens unclear decisions, duplicate

Correct
and resubmit

¢ iﬂ_PfaCtice- approvals or handoffs that

B

e . _— 7 Ny ey bB SII?'IP[I‘FIEd
A invoi UNCLEAR DECISIONS: AN e e

P R @ Vague decision criteria lead

* ASSIGN OWNERS:

Agree responsible roles for
each activity and decision.

'l' to inconsistent outcomes.
Send to payment team e Co et et e L L

IGNORING REWORK:

for processin
b ) Leaving out loops understates

______________________________ A "'{iPFpATE '&EHARE: r
s L/ INTERPRETATION: the true effort and cycle time. e el

= = The flow shows the normal path, g, CONSTA A y s g e
L : NTLY CHANGING: OUTPUTS:
@ & jeus:on bﬁmh L"r ;xt;aptﬁs’t. Frequent changes can make A clear, validated process
R N . AR the flow outdated. Review and flowchart with activities,

This makes handoffs and ownership

decisions, handoffs and owners,

\ clear. J & Update regiecly J L plus a list of improvement actions.
B —— Created by WikiFree.com — T ‘
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= SIPOC MAPPING

| c Define a process at a high level through Suppliers, Inputs, Process, Outputs and Customers.
O

O

(1) PURPOSE & VALUE  |{(2) HOW TO APPLY (3) INPUTS & EVIDENCE

SIPOC provides a high-level view

, _ Agree the process boundaries. PROCESS INFORMATION:
of a process, showing Suppliers, @ Baline ile ibaili anliand E Existing process descriptions,
Inputs, Process, Outputs and points and what s in scope. $0P5{and. rellant. doumentatioh
Customers, to align understanding RN B T L, iy W i to understand how work currently
before detailed analysis. @ —1 ldentify the key suppliers operates.

@ E{I:-ARITY: Ei'e:tes T Sha'i ed view and their main inputs. [ INPUT EVIDENCE:
scope and key elements. RIS RS e e E List of key inputs from suppliers,
———————————————————— 3 Wl WY VS Describe the high-level = ' including gequ?rements andPP
ALIGNMENT: Helps stakeholders process with a few major acceptance criteria.

agree on boundaries and : : == ——eea

nterfaces g || = ourpur evivence:

TR ST R = |dentify the main outputs Description of main outputs,
ops s ko | @ [ oy || IS BRI
R el woRwe w0 £ i kO STAKEHOLDERS & OWNERS:
BETTER ANALYSIS: Identifies key |dentify the customers ﬂ Process owner, key suppliers
areas for deeper investigation. m'neo retceiie and use and key castomers. 1 review
e outputs. '
COMMUNICATION: Simpl format | | -=-—————————- P____________I e W e
easy for diverse stakeholders i CONTROL: i ADDITIONAL SOURCES:
to understand. : Keep the map hiih-level. | Procedures, interface agreements,
! Contirm scope with key stakeholders | meeting notes and any relevant
1

before moving to detailed analysis.

i process metrics or records.
L ] R S S s S T R T T e e

7 J

(4) PRACTICAL EXAMPLE ||(B) PITFALLS & LMITS  |((&) ACTIONS & OUTPUTS
Illustrative SIPOC for the test execution : NOT A DETAILED WORKFLOW: . CONFIRM INTERFACES:

process at a high level: SIPOC is a scoping view and Review and validate suppliers,
- inputs, outputs and customers
with key stakeholders.

iy Ty e does not show e\.f?rg activity,
SUPPLIERS | Test n?ana ement. Sl .demswn SN

U Provide bullds and test cases. NOT PROOF OF CAPABILITY: || a~@). USE THE MAP: '
—————— " Aoproved builds, It does not confirm that the A5V [ ldentify gaps, unclear areas
INPUTS APF:zzed t:;t scases, process is effective, efficient o\al o miss?ing inputs and outputs
est environment access. _____ Oor meeting quality requirements. to focus Further analysis.

————\ Prepare environment, RISK OF OVER-SIMPLIFICATION: | | == AGREE NEXT STEPS:

PROCESS Eer::tte test cases, Too much detail can make the =y Decide which parts of the process
Record and analyze results. map complex; too little detail —_ need more detailed mapping or
Sk s i ot || = el

K
H

n_1is§ing_ elemel_qf:s. S understanding and confirm scope.
Use results to make S e SOEESES .

Defects (iSSUES), BO'UNDJ&RY leCERTAINTY: Ly ; COMMUNIC.“TE & A_LIG'_N_' ________
ey e TR Unclear start or end I“i"ts m Share the SIPOC map with

Delivery team, to scope confusion an stakeholders to build a common
CUSTOMERS | Product owner.

t CONTEXT DEPENDENT: - :
gt B TREME AT Thresholds, terminoldgy and J.I.I.I. Ec:m{;ﬂsﬂ?mc map showing
- [LLUSTRATIVE ONLY: ~ level of detail will vary b Suppliers, Inputs, Process, Outputs
@ Example kept high-level; actual project, industry and metEod. and Customers, used to prioritise
| items will vary by project and context. a J

further investigation and analysis.

Created by WikiFree.com
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CHART

DisPIaH observations in time order to iden’ciﬁj possible changes or patterns.
o O

(D) PURPOSE & VALUE |[(2) HOW TO APPLY | ((3) INPUTS & EVIDENCE
R eions @ ._-=-I Eﬁiﬂ:d}::t Tie;tiu:: il::;lgtent gglﬁtial observations of the

in time order to help you see ) .
changes, trends, or patterns s time intervals. Chosen measure with dates

; S e P or time periods.
N a process. @ Use the same measurement e Tt s

VISUALISE OVER TIME: mmm| method, units and time - DEFINITIONS:
..D.I. Shows how a measure ===) intervals throughout. J Clear measure definition,

behaves across time. units and data collection method.

-———- ——————— Plot the data in time order -
‘@_ SPOT CHANGES: @ “J and connect the points CONTEXT INFORMATION:

Helps identify shifts, trends = with a line. Records of process changes,

) patterns. releases, external events or

. Process owner provides the data.

and when to take action. Lo_ok fo.r_ patterns such as Project team reviews and interprets
; = shifts, trends, cycles or the chart.
SIMPLE AND FLEXIBLE: R g

unusual points.

cled e B W NN AET oo o F . Labe[ iﬁpor{anf evel-uts_- seasonal factors.
SUPPORT DECISIONS: such as process changes, ||~ _ = Raes ©
Highlights when to investigate iy releases or externa_[’?actors. O Ly oy

Useful for many types of data | | -———————————- -

» @ EVIDENCE Rgioaos:' ;
and project settings. — | If used, apply a documented Data source files, change logs
proj 9 @ } s ruIEe ['-ln dichote e and notes on data quaﬂty,

| rule used. and assumptions.

(@) PRACTICAL EXAMPLE  ||(B) PITFALLS & LIMITS |{(6) ACTIONS & OUTPUTS
Ilustrative project using weekly defect NO CONTROL LIMITS: INVESTIGATE PATTERNS:
counts to review a process change: A run chart does not have Follow up on meaningful shifts,

1. Collect data: statistical control limits by trends or unusual points to

= Record the number of defects default. It only shows the understand the causes.
= each week using the same data over time. e

definition and counting method. NOT CAUSATION: .@, CONSIDER CONTEXT:

2. Plot the run chart: A visual association between @ Review -ror.ess; changei, volume,
M Display the weekly counts in a change and a pattern does Seasona iy .o‘l'.her Kors
time order and connect the points. not prove causation. oSl may explsin the pattem.
3. Add a change label: \ INCONSISTENT DATA: 0@ AT
Mark the week a process change Changing the measure, units — Decide on corrective or
or time intervals can create

was introduced. decision actions where appropriate

:'1:1{_1_ rr.mitpr the effect.

misleading patterns.

- 4; Réuiew the paﬂ:;rn: - oy
Look for a sustained shift after peh MI?)‘SING CONTEXT:
the change to see if the process E Failing to label changes or

OUTPUTS:

Run chart with labels, documented
observations, interpretation and
follow-up actions.

PATTERN RULES: RETAIN RECORDS:

Different pattern rules exist. Keep the chart, data, change log
Use a documented rule and and conclusions for future reference
JL be_consistent in its application. J | and ongoing monitoring.

—— Created by WikiFree.com 55
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behaviour appears different. consider external factors can

=17 INTERPRETATION: lead to incorrect c_qn_c_lusior_ls.

|

1 ~@)”~ A visible downward or upward

j shift after the chaﬁe may indicate
| a possible impact. This example

: is illustrative only.

S —————
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a Distinguish common-cause process variation from signals requiring investigation.
- o

%
flm— \ 7 '
(1) PURPOSE & VALUE  ||(2) HOW TO APPLY (3) INPUTS & EVIDENCE
A control chart shows how a process Choose the right chart for your data PROCESS DATA:
measure changes over time amil helps type and sampling, establish limits LR e -
distinguish normal (cammon—causey from a stable baseline, and use _J counts, collected with a consistent
variation from unusual signals that documented signal rules. = method and sampling plan.

nd
Check if the process sampling method, subgroup size, and rational subgroup

neﬂd lnvestlgatlon. @ ?:l;Ct Ea.‘éutabnl; ih::tu) . CHART SELECTION INFO:
MONITOR STABILITY: _l.l].l_ Bazed it o E Data type (variable or attribute),
is in statistical control. Sos-sofo =

DETECT SIGNALS: @

"
Identify non-random patterns ——me—e—e—— == - .
that t AT , Apoly standard sianal rules (without special causes) to establish
i g A A e @ = (E-I;-EJ a point outsigde limits center line and control limits.

SUPPORT BETTER DECISIONS: e W i o Lol | [P g A
i~ | (@ O s ™ e i o

Collect data from a stable method

rracess to calculate center
ine and g_qntro!_ limﬁ_l;s.

BASELINE EVIDENCE:
| A period of stable process data

J rocedure.
confirm the cause. P

UEROVE PROGER: g Take corrective action and OWNERS & ROLES*'_
continue monitoring to Process owner provides data,

Focus effort on real issues

to reduce variation and

' : & confirm improvement. quality or PMO supports analysis,
increase consistency. : CONTROL: H team investigates signals and
| & Use valid limits from a stable baseline. : implements actions.
L &= Do not change limits without & resson._i ] |

—

PRACTICAL EXAMPLE  |((5) PITFALLS & LIMITS |{(8) ACTIONS & OUTPUTS

Illustrative example for a filling process: Q NOT SPEC LIMITS: VERIFY ASSUMPTIONS:

A measueel] Allweight £als oulkide ool tmihy Show e Check data. type, measurement

variation, not customer :
the upper control limit on today's requirements. An in-control Eﬁiﬁ:‘; :ﬁg;ﬂ;ﬁ:g ol s (e

sample, indicating a potential process can still fail specifications. | | ~——— - _"=-"" "2 ° e
assignable cause. T T _W_RBN_G_DTQ?A_' __________ INVESTIGATE SIGNALS:
et btttk : Use a structured root cause

i WRONG ORTA: |
STUATION: A e 1618, ol

A routine sample is plotted and one limits and signals. assable canses.
point is above the upper control limit. |

R & IGNORING PATTERNS: IMPROVE THE SYSTEM:
ACTION: Trends, runs or cycles mal ]mplement actions that remove
Investigate the cause, such as indicate a problem even i? all the cause and reduce process
equipment adjustment, material ____points are within limits. variation. ot
change or operator error. OVERREACTION: CONTINUE MONITORING:
e = Investigating every ordinar Keep collecting and plotting data
FOLLOW UP: fluctuation wastes time a to confirm the process remains
o Confirm the cause, apply a fix __ Creates unnecessary changes. |1 incontrol after changes
and monitor subsequent points LIMITATION: KEY OUTPUTS:
to ensure the process returns to A control chart shows statistical = | Updated control chart, investigation
control. signals. It does not identify the — record, actions taken and evigence
I root cause; investigation is required. J | of sustained improvement.

g o-0 ® — Created by WikiFree.com —— =
f-. o000 = CARD 10 OF 30 .. [ oas W
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HISTOGRAM

Show the distribution of measured values over a defined sample.

O

(1) PURPOSE & VALUE

A histogram shows how often
measured values fall into ranges

(bins) for a defined sample.

p VISUALISE DISTRIBUTION:

Reveals the spread, shape
Ly

and common values.
-@- IDENTIFY PATTERNS:

Shows typical range and

Helﬁs select actions and
explain variation to
stakeholders.

a

||{@) How To APPLY

Define the data element
to analyse and the objective
(e.g., duration, size, defects).

Choose sensible bins (equal
width or based on your context)
and keep units consistent.

™) Collect a representative
4 sample of completed items
from the same process.

l Plot the histogram with

clear bin labels and axis

units.

Examine the spread, shape
and any unusual clusters,
gaps or outliers.

CONTROL: :
Use consistent units, reasonable |
bin widths and a representative :
samEle for valid integpretation. J

L L e i L o e e e e s i i s i

-

(3) INPUTS & EVIDENCE

MEASURED DATA:

Numerical values for a defined
sample (e.g., durations, sizes,
defects).

' SOURCE & OWNERS:
E| ) Project records, tools or databases.
= J Owned by the data owner or
process owner.

CONTEXT INFORMATION:
Definition of the measure, units,
time period, filters and inclusion
criteria. Provided by the analyst
or process owner.
SAMPLE QUALITY:
Refresentative and complete
data, not selectively chosen.

Validated by the data steward.

SUPPORTING EVIDENCE:
Any relevant notes on data
co['ilection method and known

changes in the process.

unusual clusters or gaps.
HIGHLIGHT VARIATIOI;J:
Makes skewness, outliers
and multi-modal patterns
easy to see.
SUPPORT DECISIONS:
(4) PRACTICAL EXAMPLE
Tllustrative example: histogram of
review duration for completed work
items. The distribution may show man
short reviews and a long right tail tha%
an average hides.

Frequency

v

Review duration (days)

w1

N’

" INTERPRETATION:
Most items are completed quickly,
with a few taking much longer.

This suggests an average alone
would not show the longer durations.

(5) PITFALLS & LIMITS

REMOVES TIME ORDER:
"n" A histogram does not show

when vglues occurred, so trends
and shifts in time are hidden.

'NOT A STABILITY PROOF: -
It cannot by itself prove the
process is stable or in control.

NORMALITY ASSUMPTION:
Do not assume a normal (bell)
shape. Many project measures
are skewed or multi-modal.

DATA LIMITATIONS:
Misleading results can occur with
small, biased or inconsistent data,
or poorly chosen bin widths.

f'} USE WITH CAUTION:

J o

EEWMAP‘U’“:
by - -

It summarises the distribution
Created by WikiFree.com

(&) ACTIONS & OUTPUTS

PAIR WITH TIME ANALYSIS:
Use run charts or control charts
to check for trends, shifts or
instability over time.

INVESTIGATE FINDINGS:
Explore unusual clusters, long
tails or gaps to find root causes
or mixed populations.

TAKE ACTION:

Address identified causes

(e.g., different work types, missing
steps or blockers) and implement
improvements.

OUTPUTS:
Histogram with clear labels,
a short interpretation, key insights

___g_nd__ ggread actions.

FOLLOW UP:
Recheck with new data after
changes to confirm the distribution

has improved. J

only and does not show causes. |
CARD 11 OF 30
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SCATTER DIAGRAM

Explore the relationship between two measured variables.

O

(1) PURPOSE & VALUE

A scatter diagram shows how two
measured variables are related
using pairs of data points. It helps
you see patterns, strength and
direction of the relationship.

EXPLORE:
Identify whether a
relationship exists.

UNDERSTAND:

See if the relationship
is positive, negative or
no clear pattern.

INVESTIGATE:
Spot unusual points
and potential causes.

VALUE:

Supports data-driven
decisions and prioritizes
further analysis.

(2) How TO APPLY

Define the two variables
and ensure each pair of
observations matcﬁ:s

(e.g., same item or period).

Plot the pairs on a scatter
diagram. Label both axes
with variable names and
units.

.lr.'.i.spect_fhe-pat.tern g
(direction, strength, form)
and look for outliers_. .

Consider confounding
factors that might influence
the relationship.

Use the observed pattern
to quide further analysis
anj

actions.

—————————————— i — —— —

CONTROL: l
Pair data correctly and use |
I

consistent units on both axes.

(3) INPUTS & EVIDENCE

=

DATA PAIRS:

Measured values for both
variables with clear units
and the same observation basis

' DATA SOURCES:

Project records, system reports,
databases or measurements.

RELEVANT EVIDENCE:
Complete and accurate paired
data, notes on data daf'ijnitions
and any data quality checks.

OWNERS:
Data analyst or project team

* CONTEXT INFORMATION:

the relationship (e.g., different

teams, complexity, or time periods).

(e.g., same items or time periods)

member responsible for collecting,
verifying and providing the data.

Known factors that could influence

(4) PRACTICAL EXAMPLE

Illustrative example: plot review
duration against submission size

to explore whether larger packages
tend to take longer.

VARIABLES:

X: Submission size (pages)
' 3

Y: Review duration (days)

PLOT:

Create a scatter diagram with
submission size on the horizontal
axis and review duration on the
vertical axis. Label both axes
with units.

OBSERVE:
o ® Look for a general pattern
® (e.g., upward trend), and check
> for outliers that may need
investigation.

@
e ©

3

CORRELATION # CAUSATION:
A relationship does not prove
one variable causes the other.
Other factors may be involved.

NONLINEAR PATTERNS:

A simple correlation coefficient
may miss curved or complex
relationships.

OUTLIERS:

Unusual points can distort the
apparent relationship. Check for
data errors and real causes.
CONFOUNDING FACTORS:

A third variable may influence
both variables, creating a
misleading pattern.

LIMITATION:
Results depend on data quality,
ran?e and context. Use additional

analysis before drawing conclusions,

...g___,o-—o..o,»e...._,
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(6) ACTIONS & OUTPUTS

INTERPRET RESULTS:
Summarize the observed pattern
(strength and direction) and
note any outliers.

CHECK FURTHER:
Use domain knowledge and

possible causes.

IDENTIFY ACTIONS:
Decide whether to investigate

further, collect more data, or
test potential drivers.

QUTPUTS:
Scatter diagram with labeled
axes, brief interpretation, list

¢) @ @ N €63

of potential factors and
recommended next steps.
FOLLOW UP:

If a meaningful relationship

is suppnrtadg, consider targeted

actions and monitor results.

additional analysis to understand

-\

”~

900

=

r
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STRATIFICATION

Separate data into relevant groups to reveal hidden patterns.

(1) PURPOSE & VALUE

Stratification separates data into
relevant groups to reveal hidden
patterns, difterences and root
causes that are not visible in
overall averages.

SHOWS PATTERNS:
Highlights where issues
are concentrated.

FOCUSES ANALYSIS:
Helps |deni'lfg llkelg
causes and priorities
for action.

SUPPORTS BETTER
DECISIONS:

Enables targeted solutions
instead of one-size-fits-all
actions.

(2) HOW TO APPLY
Choose meanin Ful

@ B categories suc as team,
sup |er praduct or
wor

Define each category
dearly and keep he
definitions consistent.

Collect and sort data

into the chosen groups.

@ gl
°p

—— e ——

Compare results across
roups to look for

Invest|go.te the reasons
for significant variations
and confirm root causes.

Use consistent cate50t1
and time periods for va

n%rences and pa’cterns

definitions |
id comparison.|

>

INPUTS & EVIDENCE

DATA REQUIREMENTS:

Defect records, inspection results,
customer feedback or other relevant
quality data with clear dates and
category information.

USEFUL EVlDENCE

Data already grouped by team,
supplier, product, work type or
location. Ensure data is accurate,
complete and traceable

OWNERS:

Quality team to provide data,
process owners to explain context,
and project manager to coordinate
the analysis.

DEPENDENClES

Reliable data collection process
and consistent category definitions
across the project.

QUALITY CHECK:
Verify data completeness and

that each record is assigned to
the correct group.

(4) PRACTICAL EXAMPLE

Illustrative example from product defects:

Overall defect rate: 5%

After stratification by product type:
Product A: 2%
Product B: 12%

This shows that the overall rate may
hide a serious problem in Product B,
while Pr_oduct Ai is performmg well .

'\, INTERPRETATION:
Stratification reveals where to

@ focus investigation and corrective
action, rather than treating all

praducts the same.
: NOTE:

Numbers are illustrative only.
Actual results and thresholds are
project—specific and may differ.

.

-7

@ PITFALLS & LIMITS

_ SMALL GROUPS:
Very small sample sizes can lead
to misleading comparisons.

UNEQUAL COMPLEXITY:
Groups with different levels of
complexlt[u‘;e may not be directly
_ comparab "
INCONSISTENT DEFINITIONS:
Changing category definitions
over %imz can ﬁide true patterns.

SENSITIVE DATA:
Protect confidential or sensitive

data and follow organizational
rules NV Vo Wy

 AVOID MISUSE:
Do not use stratification to make
uhsup rted performance rankings

air compar iS0ns.

-\

ACTIONS & OUTPUTS

INVESTIGATE DIFFERENCES:
Explore the contextual factors
behind significant variations,

such as process changes, supplier
Zissues or different work conditions.

TAKE TARGETED ACTION:

Develop st-euF ic actions for the

gﬂsups with higher Fmblem rates
ed on the identified causes.

" COLLABORATE:

Work with relevant owners to
agree and implement improvements

in the affected groups.

MONITOR RESULTS:

Track the impact of actions

on each group and check if
thFerencegg afe reduce

ﬁ OUTPUTS:

€

Stratified analysis showing key
patterns, findin ng agreed actions
and a record of follow-up, without

E\ ‘V,&vox 0,0\““‘*

-~
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Guide a repeatable examination against defined requirements.

o— o}
s N N\ S
(1) PURPOSE & VALUE || (2) HOw TO APPLY (3) INPUTS & EVIDENCE
An inspection checklist %ides & o— Turn each requirement REQUIREMENTS:
repeatable examination to confirm @ s=| into a clear verifiable el Aoimvedisohe: sidafidtions
that work meets defined requirements =] Ccheck (Yes/No or criteria) = stF;[r)tdards ang écciptance criteria
before acceptance or release. : B e SN i ke hasked.
VERIFIES COMPLIANCE: Specify required evidence || ------------——--.
Confirms required standards, @ for each check. ——. EVIDENCE:
specifications and policies . A Test results, configuration records,
are met. Atsinn & Fadontle approvals, documents, or other
IMPROVES QUALITY: @ m rev[gwer or cfwner. il venﬁ.al.:le P
Finds defects early, before P e B W RN Nk -
they reach customers. =q Define how to record @ Named reviewer for each check
ENSURES CONSISTENCY: =/) results and handle (e.g., developer, tester, security,
Uses the same checks for —=J  exceptions. operations).
repeatable and fair reviews. = g e — -CHECI.(.LIS.T.’ SO iR SR
REDUCES REWORK: ® PN Tk sl i il =/ A list of verifiable checks with
Catches issues early, saving b < ffl 18 rolm . Z': $ | evidence t?pe and responsible
time and effort. NG GESSOES JaoNHed: person defined.
=) BUILDS CONFIDENCE: .’ CONTROL: ] EXCEPTIONS LOG:
— Pgovides documented evidence : Do robicloss ke reviewithily o Record of items that do not meet
L of a thorough review. Li unresolved exceptions remain open. E :;jeg::-,g ;T:l?a el:nned actions
PR L T T L L L T I 1 T T T L 1 L L L L =

»

i

ACTIONS & OUTPUTS |

CONDUCT THE REVIEW:
Complete each check, collect
evidence and record the result
(yes, no, or not applicable).

HANDLE EXCEPTIONS:
Log unmet criteria, agree actions,
assign owners and target dates,
and track to closure.

IMPROVE THE CHECKLIST:
Update checks based on defects,

near-misses and lessons learned.
OUTPUTS:
Completed checklist, evidence

records, and an exceptions log
_ with current status.

(4) PRACTICAL EXAMPLE  |[(5) PITFALLS & LIMITS |

Tllustrative project: software release v b/ CHECKING A BOX

checklist before production deployment. “[@~ IS NOT INSPECTION:

Version: A check without supporting
Confirm the approved version evidence does not [ FDTP_IE?F%

R LIMITED SCOPE:

Access configuration: A checklist can miss novel
Verify roles and permissions failure modes or issues not
match security requirements. anticipated.

Test evidence: OUTDATED CHECKLIST:

—

]
% Confirm required tests ran and Using an old checklist can miss
V] all critical defects are resolved.

©

new requirements or risks.
Rollback readiness:

Check that a rollback plan and
required resources are available.

Passing all checks does not
guarantee the absence of defects.

CONTEXT DEPENDENT:

Flctiiorta ® ddbenil dh L USE THE RESULTS:
the right Checks,Pevidence nd 9 Confirm whether the work meets

competent reviewers. release or acceptance criteria
J and can proceed.

—— Created by WikiFree.com —* J
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Sy RESULT:
@ All checks completed with required
evidence, or recorded as exceptions

L with agreed actions. JAN
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PEER REVIEW

Eﬁ Use qualified colleagues to identify defects and improve a work product. <7 N

Z

is reviewed by a second analyst before
submission to the sponsor.

1. DEFINE SCOPE:

Review the calculation logic,
ke assumﬁtions and summary
tables in the report.

data sources and assumptions
using the agreed criteria.

. RECORD FINDINGS:

Log questions about an
assumption and a calculation
discrepancy.

. RECORLVE & VERIFY:
The first analyst updates the

the changes before submission.

2. INDEPENDENT REVIEW:
A second analyst checks formulas,

report and the reviewer confirms

o
. —_ — - —
(1) PURPOSE & VALUE  ||(2) HOW TO APPLY INPUTS & EVIDENCE
A reer review uses qualified — Define scope: ._ WORK PRODUCT:
colleagues to examine a work @ — | Specify which sections, E Draft documents, designs,
product and identifg defects, = | documents or deliverables ” calculations, plans, code or other
improvements and risks be‘Forg Wl.l.L be reviewed. -'_ A deliverab[as to bE- I"eViEWGCl.
formal acceptance. = Sof yovicw cobotia: " REVIEW CRITERIA:
A, ; =) Ae,-e:e :,:ewuai? ez:?:urac v —|  Applicable standards, requirements,
‘@- Find errors, gaps and _.-_] comR[ateness an compliance g ?_EE _lsmff _ﬁ_’fl.‘iCEEI_J nca f_:“ ".*a-
inconsistencies early. . R _____.r:eﬂui_r_e_zr?r?ts, ST Sy 00 ) REV!E“;ERSE e
BETTER DECISIONS: Independent preparation: as;D Qualified colleagues with relevant
@ Gain unbiased perspectives @ [EEJ Reviuers exanine the wrk e e
from experienced peers. - ===0 individually before discussion BACKGROUND INFORMATION:
REDLCE REWORK Recard s B v e
Fix l:ssu:fs before submission l_r::grj:ifncet:i ;E:;e:‘?iins materials.
g i clearly and objectively. RECORDING TOOL:
BAIDSHARED @ M- TP e e Issue log, comments template
UNDERSTANDING: @ @ TRREUEISIE o . review platform. £
ake agreed actions an :
i:aeré%tltﬂtgssgn s cgnﬁrm rthat tsss are closed = &ﬁt?&&ud owner organizes
‘ with evidence. = the review; reviewers provide
{ )L JL independent feedback.
(4) PRACTICAL EXAMPLE | [(5) PITFALLS & LIMITS  |{(6) ACTIONS & OUTPUTS
[llustrative example: A financial report NOT JUST PROOFREADING: PLAN THE REVIEW:

A peer review is not limited
to checking spelling or
grammar. %t assesses
echnical content, logic
and completeness.

NOT A SUBSTITUTE:
It does not replace required
independent approval, formal
testing or regulatory review
when Ehese are needed.

DEPENDENCE RISK:
Reviewers may miss issues if
they lack the right expertise,
are rushed, or are too close

to the work.
TIME & SCOPE:

Reviews take time and may
not catch every issue. Scope
and criteria must be realistic

JL and focused.

-

—

Created by WikiFree.com ——
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Agree scope, criteria,
reviewers and timing.

K

CONDUCT REVIEW:

Review independently and
hold a discussion to compare
findings.

220

CLOSE FINDINGS:
Take agreed actions and
verify that each issue is
resolved.

OUTPUTS:

Updated work product and
a concise review record
showing comments, actions
and evidence of closure.

#%)  RETAIN RECORD:
Keep the review log and final
version with the project files

[ for audit and future ‘reference.

- .,
:"‘-"’ :

J
- ’é@’
‘\._,
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= QUALITY AUDIT

— = a—
m Assess whether processes and controls meet agreed requirements and operate effectively. V=
e,

v —
(1) PURPOSE & VALUE

A quali’tE audit is an independent

O

(2 How TO APPLY  |((3) INPUTS & EVIDENCE |

Follow a structured approach to plan, RELEVANT DOCUMENTS:

=

examination of project processes, execute and report the audit. E Plans, procedures, standards,
controls and records to assess : work instructions and
conformance with agreed requirements @ iﬁl[; glégLTE’CRITERIA ______ requirements.
and to identify improvements. E (bt emipte dpilides RECORDS & DELIVERABLES:
CONFIRM COMPLIANCE: and standards. Define what M Completed work products,
Check that required processes is in and out of scope. — ' review records, test results
are defined and followed. ————|| =" and change logs.
. r—— - SELECT SAMPLES:
ASSESS EFFECTIVENESS: @ Choose representative PEOPLE & OWNERS:
Determine if controls operate records, deliverables or Process owners, team members
as intended in practice. activities to review. and subject matter experts

for interview.

Talk with team members Obiecti id h
to understand how work o i it

ek signed revijws, reports, Tding
- - IS perrormea. 1
00 VAILE: e s et USRS Vi minutes an sgstem records.

Build confidence in deliverables @ =I DOCUMENT FINDINGS: DATA SOURCES:

and support continual improvement. Record evidence, classify Project repositories, tools and

pumm— I
= i observations and agree l configuration management

corrective actions. systems.
. _J -

~—

Identify gaps and opportunities
to stre%g hzn qualitg?

.[Iﬂ FIND IMPROVEMENTS:

—
-

(@) PRACTICAL EXAMPLE  |[(5) PITFALLS & LMITS | () ACTIONS & OUTPUTS

Illustrative project audit of design reviews: CONFORMANCE # QUALITY: === AUDIT REPORT:
1. CHECK RECORDS: A Following the process does not Document findings, evidence
. " Review design review schedules, guarantee a good product, and agreed corrective actions.
| -

meeting minutes and action logs gty koo v

to confirm required reviews g=f=x  MAINTAIN OBJECTIVITY: Work with owners to define
occurred. - Use independent auditors and actions, responsible persons
BnyiheTilass

avoid conflicts of interest.

. VERIFY FINDINGS: il

Check that review findings were LIMITED SCOPE: 8 VERIFY IMPLEMENTATION:
::zg[::i[inand assigned for @ Audits cover selected areas at Follow up to confirm corrective

a point in time and may not actions were completed and

ndings were resolved. : recommended process

improvements for management
— (- review.
Created by WikiFree.com q
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Review evidence that all findings — IVE EVIDENCE: IDENTIFY SYSTEMIC

Were addr:ESSﬁd he&)m FQI'EB.SEB __I ﬁﬂBisc;[:'EonEmteErwess can m IMPROVEMENTS: !

of the deliverable. _:lx be %iasgd; always corroborate Loﬁk for r;ecqtr_rmgt issues
(S ) T e S processes and controls,”
| () - . : ' NOT A GUARANTEE: e T e~ e
I @ Proyldes assurance that the : A clean audit does not remove “ gﬂf li;FSt;rt dickivinilos ard
E iﬁﬁ? review process was followed | MFikor ascde Fuitrs v port, g
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ROOT CAUSE ANALYSIS

Identify supported underlying causes of a problem so recurrence can be reduced.
o O

(1) PURPOSE & VALUE  |[(2) HOW TO APPLY  |((3) INPUTS & EVIDENCE

B = =

Root cause analysis (RCA) finds the Follow a structured approach to find :
underlying chuséLJ or combination of and confirm the causl:l[f mechanism = EEEE li::eﬂsftflﬁ?;lf r:'.lrent
causes that led to a problem, so and select interventions. = including scope, impact and :

=—] event clearly (what

recurrence can be reduced. @ <—] Define the problem when it started.

EEEESS :b?ond symptoms ____ =) happened, where, when). _ EVIDENCE NEEDED:
to identify real causes. @ p Gather and review EJ I Process data, records, logs,

evidence from multiple screenshots, physical checks

Mo ! VALUE: sources. and witness comments.
@ i} i ® conBlalle lledl OWNERS / CONTRIBUTORS:
______ Ak a a0 gipc::;_lg:j_ge' eat) ¥ ’ Process owner, sub_Lect-mutter
y experts, team members and

SERERE . [l 98=F3-TP= T WR_Ths A oo
’ Problems repeat, impacts Test each explanation any affected stakeholders.
are significant, or the @ @3 against the evidence to T gt e irk iy o g mi

cause 1s unclear. confirm or refute. EEOE:SESXJ&L?'F;E?QEE:?:
recent changes and relevant
constraints.

“““ -y = T Select and plan interventions
OUTCOME: to address the confirmed
Agreed, evidence-based root cause(s).

———————————————————————— SUCCESS CRITERIA:
c?ﬁ;ﬁi?ﬁ“ fctiic;:%eted !r CONTROL: i Agreed criteria for confirming
P : 1 B&Slel CUHCI.U‘ISiOHS on fﬂ.ﬂtsl ﬂﬂd : the cause and fc.r Verify[ng
| gy verifiable evidence, not opinion. 4 that actions prevent recurrence.
(4) PRACTICAL EXAMPLE  |[(B) PITFALLS & LIMITS |[(8) ACTIONS & OUTPUTS |
[llustrative example: Repeated data S/  CORRELATION IS NOT CAUSE: CONFIRM CAUSAL MECHANISM:
rrorsin a prjct 1o A i, Y Vil o dored )
OBSERVED PROBLEM: evidence and test explanations. Dy with evidence and stakeholder
The sgmet ldata itemsi are g _Q ~ OPINION-BASED CONCLUSIONS: agreement.
consistently incorrect in Personaliviews o blameare. Il T T ae T ot ZE LRSS Se T T
. ¢ sufficient, Use facts and 2 IMPLEMENT CORRECTIVE
_________ ; h.e;f’ftgly_rfp_"'lt_ fe ol @7 Rnlie ACTIONS:
A s g SINGLE CONVENIENT CAUSE: Aﬁmﬁs the root ‘?ﬂ!‘l.sf.(s)
fialil maoping in the import Avoid stopping at the first W d dc e‘hr {esponm hes
file is aﬂgigtgmus causigg plausible cause. Multiple it VBRI T 0L
values to be placed in L L VERIFY RESULTS:
the wrong coTumn. $ SR{{I%PE LIMIEA{TI%N: Monitor to confirm the problem
B~ F e it e it i does not recur and intended
ROOT CAUSE: Bls sants, supocalh ¢ : <
L Ambiguous source-field fery cgnfﬁgieores;f:kc:ngwun - S A
ma ;fmg, not operator systems. OUTPUTS:
L Lo T O || e N TIME AND RESOURCES: Documented root cause(s),
ACTION: Thorough analysis can take corrective actions and
Update the mapping rules time and may meed specialist verification results.
and add a validation check input. Use a level of effort Update relevant processes,
to prevent recurrence. | to match the problem's impact. L procedures and risk registers.

. " — Created by WikiFree.com — S J
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O

CORRECTIVE ACTION LOG

Track and manage actions to remove the causes of actual nonconformities.

O

(1) PURPOSE & VALUE

The Corrective Action Log tracks
actions intended to remove the
causes of actual nonconformities

so they do not happen again.

ﬁ NONCONFORMITY:

A confirmed deviation from
requirements, standards

or agreed processes.

CORRECTIVE ACTION:
Action to remove the root
cause and prevent recurrence.

VALUE:

Improves quality, reduces
repeat issues and strengthens
processes and controls.
SCOPE:
Use for actual problems.

For potential risks, use a
separate risk or preventive tool.

©

3

(2) HOW TO APPLY

Record each nonconformity with
complete details and manage %a closure.

Describe the issue
and its impact.

Iden’ciq and record

the root cause.

correction to fix the
current instance.

Define the corrective
action to remove the cause
and prevent recurrence.

Assign an owner and
due date.

Track implementation
and review effectiveness
with evidence.

CONTROL:
Do not close until the corrective

.

-
I
I
I
|
|

action is implemented and effective.

| T ———————— + J

(3) INPUTS & EVIDENCE
|

INPUTS:

Nonconformity reports, test
results, audit findings, customer
complaints and process records.

REQUIRED EVIDENCE:
Description of issue, root cause
analysis, correction performed,
corrective action plan, owner,

due date and follow-up results.

EVIDENCE OF EFFECTIVENESS:
Updated records, test results,
reworked samples, audit verification
or monitoring data showing the
cause has been removed.

OWNERS:
Process owner for implementing
actions, with support from the
uality team. Approver confirms
glosure based on evidence.

DEPENDENCIES:
May require support from other
teams, tools or process changes.

.

(4) PRACTICAL EXAMPLE

Tllustrative project situation:
A monthly report contains incorrect
totals due to a data mapping error.

NONCONFORMITY:
Report totals are wrong.

CORRECTION (immediate):
Recalculate and publish the
correct report to fix this instance.

ROOT CAUSE:
A field in the data mapping rule
was incorrectly defined.

CORRECTIVE ACTION:
Update the mapping rule and

")

™

(5) PITFALLS & LIMITS

I CONFUSING CORRECTION
WITH CORRECTIVE ACTION:
Correction fixes the instance;
corrective action addresses
the cause.

\

-

’,
-

®
e

o

CLOSING TOO EARLY:
Do not close without
implementation and

an appropriate follow-up check.

WEAK ROOT CAUSE ANALYSIS:
Symptoms lead to repeat issues.
Find and address the real cause.

INSUFFICIENT EVIDENCE:
Actions must be effective.

(6) ACTIONS & OUTPUTS

CREATE AND MAINTAIN LOG:
Record all required fields for
each nonconformity and keep
it up to date.

ASSIGN OWNERSHIP:

Confirm owner and due date
for each action. Provide support
and remove blockers.

IMPLEMENT ACTIONS:

Carry out the correction and
corrective action. Update status
and attach evidence.

VERIFY EFFECTIVENESS:
Review results after an

&

30 Project Quality Management Tools
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add a validated rule to prevent Provide objective evidence that Aﬁpmpriate period to confirm
B N | "N R
= FOLLOW-UP & EVIDENCE: SCOPE LIMITATION: ouTPUTS: e
v =1 Run test data, verify correct Use for actual nonconformities , l Closed corrective actions with
Y= totals and keep validation results only. Prevention for potential V7))  evidence, updated process records
as evidence. ) L issues is a separate process. ) ?:dprg?a:::t‘lﬁmﬂd for future
——  Created by WikiFree.com —— 353
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FAILURE MODE AND
EFFECTS ANALYSIS

o_Examine potential failures and their consequences before release or process change.

O&

o ®

(1) PURPOSE & VALUE

FMEA systematically examines

what could go wrong, why it could
hanen and what the impact would be
before a product, service or process
is releaseef or changed.

g PREVENT PROBLEMS:

Identify and address potenl‘.ia.l
failures early.
1,

REDUCE RISK:
Minimise the impact on
customers, operations
and project goals.

IMPROVE DECISIONS:
Focus effort on the most

significant risks.

BUILD QUALITY IN:
Strengthen design, process
and controls before deployment.

LY
-

&

-

N r

o

(2) How TO APPLY

Follow a structured method:

@ Define the

product an

frocess or
set the scope

and team.

entify potentill
failure modes, their effects
‘and possible causes.

Evaluate existing controls
for prevention and detection.

Assess severity (S),
occurrence (0) and

detection (D) using an
agreed rating method.

Prioritise risks and agree
actions to reduce the risk.

RISK PRIORITY NUMBER (RPN): |
RRN=Sx0xD i
|

Use a consistent rating method.

A

e e L

-

(3) INPUTS & EVIDENCE

PROCESS INFORMATION:

Process maps, design documents,
requirements and change details.

HISTORICAL DATA:
Previous failures, defects,
customer complaints and
support records.

CONTROL INFORMATION:
Current prevention and detection
controls and their performance

evidence.

Cross-functional team including
design, operations, quality,
maintenance and customer
representatives.

OWNERSHIP:

FMEA facilitator and process
owner provide evidence and
maintain the analysis.

-

1

(4) PRACTICAL EXAMPLE

Illustrative example: automated file
import for customer records.

POTENTIAL FAILURE MODE:
Customer identifier is truncated
during import.
POTENTIAL EFFECT:
Record linked to the wrong

customer, causing data errors
and rework.

POSSIBLE CAUSE:
Field length not correctly
'{a[idated. .

CURRENT CONTROLS:
O Input validation and rejection
of records with incorrect length
before loading.
PLANNED ACTION:
Strengthen validation and add
an automated rejection report

\

(5) PITFALLS & LIMITS

ORDINAL RATINGS:

S, 0 and D are relative values.
The RPN is a screening aid, not
a pre.mse measure.

FALSE SENSE OF SECURITY:
A low score does not mean

no risk. Consider wider impacts
and judgment.

SERIOUS CONSEQUENCES:
High-severity risks may need
action regardless of the score.

INCOMPLETE ANALYSIS:
Missing team members, causes
or controls can overlook key risks.

CHANGING CONDITIONS:

The analysis must be reviewed
when the process, design or
environment changes.

(6) ACTIONS & OUTPUTS
-

IMPLEMENT ACTIONS:
Assign owners and deadlines

for agreed risk reduction
actions.

UPDATE CONTROLS:
Design or strengthen prevention
and detection controls.

REASSESS RISK:

Review S, O and D after
implementing actions using
evidence of their effectiveness.

OUTPUTS:
Updated FMEA record with

actions, owners, target dates
and revised ratings.

KEEP IT CURRENT:

Integrate with change and
release processes and review
regularly throughout the

LS

)

30 Project Quality Management Tools

before deployment. )\ J project lifecycle. )
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2, DESIGN OF EXPERIMENTS

Eﬁ Plan controlled tests to learn how selected factors affect a response efficiently.
= o o

(1) PURPOSE & VALUE  ||(2) HOW TO APPLY (3) INPUTS & EVIDENCE
Design of Experiments (DOE) plans S R W e B | — BUSINESS NEED:
controlled tests to learn how | Pl?c“’ Fn’lc: f"d _iﬂalg.zte l?leStMt:t':Ed | Problem statement, objective,
selected factors affect a response ([ SEUIET Too%s MIth Sulanhe ipee. scope, constraints and success
efficiently, using multiple tests in @ Define the objective : i N W U
;| Macagtay el o el FACTOR INFORMATION:
Y PRPOSE = o= il X [EJ List of potential factors,
'@ Find which factors and —  Select the key factors = ' ossible levels and practical
combinations influence the (:) =l to lstut;dg lZw:llsset their Emits_
i - hagmtationd - BASELINE DATA:
VALUE: : @ Choose the response variable Current performance of the
Provides reliable evidence and how it will be measured. response variable and existing
with fewer tests than changing o e e Dok
one factor at a time. Plan randomization, - b ek Atk
USE WHEN: @ replication and the test RESOURCES & OWNERS:
You need to optimize a process, a2 __""_at_"x._"'.'.'th expert support. m Process owner, subject matter
product or service b{ testing Run the tests under experts (e.g., engineering,
several factors together. @ controlled conditions, aperatmp;,_ data analysis) and
respectina constraints test facilities or tools.
RESULT: J’e ge 1 _ e g Tl
ﬁ Clearer understanding of main || ________° aNe iy fuLt"iL_e_ex_Pir,ﬂsf_ —— 1 EVIDENCE NEEDED:
effects and possible interactions 1 CONTROL: H =, | Test plan, raw test results,
between factors. : & Keep other conditions constant | / analysis outputs and recommended
! C=v E@ _fu_[l,gw_ ih_e_aﬂr&eii je_st Jlaﬂ_ | settings with rationale. K

=

(4) PRACTICAL EXAMPLE | ((5) PITFALLS & LIMITS | ((6) ACTIONS & OUTPUTS

Tllustrative example: A team tests two ONE FACTOR AT A TIME: ANALYZE RESULTS:

configuration settings to compare ~ Changing one factor informally Use appropriate amalysis methods
response time under controlled can miss interactions between to assess main effects and possible

o

eH: factors, interactions. Focus on the response
. N DESIGN DEPENDENCE: and practical significance.

Factor A: Cache size Conclusions depend on the — ] SELECT SETTINGS:

Levels: Small, Large experimental design, data quality = J» Choose the best factor levels
Bas Factér B 'I:hrv;a.id ;auﬁt“m_ 71| and assumptions used. '« based on the analysis and project
= Levels: Low, High UNREALISTIC TESTS: e

A = Running tests in non-representative ﬂ VALIDATE IN REAL USE:
Response: Average response time conditions can lead to misleading b Confirm the selected settings
(lower is better) ___results. s iz in realistic operating conditions

ﬁlanned tests Run all combinations Results to the tested || 44— DOCUMENT OUTPUTS:
with replication in a randomized order, i =]

o Outcome (illustrative):

e "_:_ LIMITED SCOPE: before full implementation.

‘ factors, levels and operatin s Experimental plan, test results,
keep.mg other conditions constant, _ conditions only. J : e " a:gl':;::e:umpfar § rezon:;i?:ded
2 REQUIRES EXPERTISE: :ﬁg‘;ﬂﬂs and implementation

dentify the settings that give Proper design, analysis and i

al il | : | USE THE INSIGHTS:
lo fi fi interpretation usually need ,
T}H 2‘}';2&1?23"?52 t;:fs.a"d i suitable statistical and technical Apply the results to improve

the product, process or service

expertise. and share lessons learnt with

Created by WikiFree.com —— =53
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21 STATISTICAL SAMPLING PLAN
)

(1) PURPOSE & VALUE  |(2) How TO APPLY (3) INPUTS & EVIDENCE

Use a defined sample to draw bounded conclusions about a larger population. | =
O

A lstatiitical sl:;m ling plan uses a Follow a clear plan agreed in advance. QUALITY SPECIFICATION:
selected sample to estimate the Acceptance criteria and
quality of a larger population and @ EJ gEE::iE I}tﬁ EOEZ?:A E(s]:]ssed defect definition for the items
S“Pquts consistent, objective (e.g. bgf.ch, period o?' dataset). being checked.

decisions.

IDENTIFY SAMPLING FRAME
DEFINED SAMPLE: @ m List all eligible items and check
A subset taken using an it is complete and accurate.

agreed method. & CHOOSE SELECTION METHOD
LARGER POPULATION: @ x Use a random or systematic

m All items or records of interest method; avoid convenience
BOUNDED CONCLUSIONS: DETERMINE SAMPLE SIZE
Provides an estimate with E Based on risk, variabliity and

POPULATION & SAMPLING FRAME:
Complete list of eligible items
with unique identifiers.

SAMPLING PLAN:
Selection method, sample size

rationale, acceptance rule and
risk levels.

RECORDS FOR REVIEW:
Access to the items or data
and the inspection checklist.

(e.g. a batch or deliverable). selection.

known risk, not a guarantee. the desired confidence in the _

avoids biased selection and e | Define the criteria for accept Sample list, inspection results
supports fair acceptance = | o reject and the acceptable and calculation against the rule.

or rejection. risk levels (producer's and G i

. OWNERS:
consumer's risk).

Quality manager, process owner
and data owner to provide inputs,
approve the plan and review results. |

| J\
(4) PRACTICAL EXAMPLE | (5) PITFALLS & LIMITS

Illustrative example using a random \As  CANNOT PROVE ZERO DEFECTS:
sample from a defined batch: A samfle cannot guarantee the

CTIONS & OUTPUTS

AGREE AND DOCUMENT PLAN:
Record population, sampling frame,

population is free from defects.

L decision. T T e g e
VALUE: EVIDENCE OF SELECTION
Reduces inspection effort, @ M. SET ACCEPTANCE RULE AND RESULTS:
®
B

method, sample size, acceptance

POPULATION: : : le and risk levels before sampling.
: RISK REMAINS: = SLieNeS Sl
@ ?;l g js in a batch scheduled & Acceptance and rejection risks SELECT SAMPLE:
¥, Foraes. exist. There is a chance of Use the approved random or
— SAMPLING FRAME: accepting a bad batch or systematic method and keep a
i Y P
= List of all batch record IDs. ) rejecting a good batch. record of the selected items.
SELECTION METHOD: BIAS IN SELECTION: €=  INSPECT AND RECORD:
Randomly select items using a Convenience or non-random Review sampled items, record
number generator, not convenient selection can give misleading results and compare with the
examples - N S | T T T
INSPECTION: INCOMPLETE SAMPLING FRAME: MAKE A DECISION:
Review the selected records E Missing or inaccurate lists can .ﬂl Accept or reject based on the
against the agreed criteria. excluc]ge. items and invalidate predefined rule. Escalate if the
DECISION: conclusions. _ criteria are not met. _
Compare results with the WRONG SAMPLE SIZE OR RULE: QUTPUTS:
acceptance rule and either An unsuitable plan can make EJ Sampling plan, sample list,
accept or reject the batch. the decision unreliable. inspection results, decision record
vie Notee || gmmy  CONTEXT LmiTATION: || .~ and any required corrective actions.
"G/~ This example is illustrative only. Results appl? only to the FOLLOW UP:
Sample size, criteria and risk levels defined population, time period Communicate the outcome and
are project-specific. L and acceptance criteria. ) implement next steps with the

A

L process and quality owners.

=
- -
- ~ \-'
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@ PURPOSE & VALUE

Checks whether the measurement
system used to collect project data
is reliable and fit for purpose so
that decisions are based on
trustworthy information.

SUPPORTS DECISIONS:
Confirms data can be trusted
@’

BUILDS CONFIDENCE:
Increases consistency across
people, tools and locations.

FITS THE CONTEXT:
Reviews the measurement

method against project needs
and data use.

(2) How TO APPLY

Review key aspects of the
measurement system as relevant
to the project and data type.

@ . Confirm calibration:

Check instruments are
in date and traceable

Check resolution:
Ensure the smallest
detectable change is adequate.

Assess repeatability:

Same person, same method,
consistent results.

Assess reproduciblhtg
Different people or locations
give cornsmtew‘tJ results.

Evaluate bias:
Check for systematic difference

me the true m{ue

Review oPeratlanal definitions:
Ensure terms and criteria are
clear and applied the same way.

=

INPUTS & EVIDENCE

REQUIRED INPUTS:
. Measurement procedures,
|E_JJ|

calibration records, data sheets
and operational definitions.
Calibration certificates, equipment
maintenance lngs measurement
system studies, samfle records
ﬂ Process owner, quality team,
equipment owner and data users.

and training materia

RELEVANT DATA:

Repeated measurements, results
fram different people or locations,
and known reference samples
where available.

KEY OWNERS:

" EVIDENCE TO REVIEW:

DEPENDENCIES:
Access to tools and records,

- skilled reviewers, and cooperation

_I from teams who collect t data

for analysis and control.
IMPROVES QUALITY:
Reduces measurement error
and unclear definitions.
(4) PRACTICAL EXAMPLE
Tllustrative example of unclear
defect criteria leading to different
mea;ure_@en’_ts:

Reviewer 1:
Classifies a surface mark
as a defect.

Reviewef 2:
Classifies the same mark
as acceptable

RESULT |

INTERPRETATION:

The defect criteria are unclear
and need to be refined and
explained to all reviewers

to ensure consistent decisions.

Different measurements
for the same case.

%

—

-

PITFALLS & LIMITS

CONFUSE VARIATION:
Process variation can be
mistaken for measurement
error. Investigate both before
taking action.

BIAS RISK:

A precise instrument may still
be biased, giving consistent
but incorrect results.

UNCLEAR DEFINITIONS:
Terms and defect criteria not
clearly defined lead to inconsistent

measurements.

LIMITED SCOPE:

Suitability depends on the data
type and intended use. Not all
formal statistical studies are
needed for every project.
RECHECK AFTER CHANGES:
Changes to people, tools or

methods can affect measurement

rellability, so review again.

Created by WikiFree.com —
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@ ACTIONS & OUTPUTS

IMPROVE DEFINITIONS:
Clarify measurement criteria
and update procedures so
everyone applies them

in the same way.

PROVIDE TRAINING:
Ensure people understand
the definitions, methods and
equipment use.

MAINTAIN OR UPGRADE:
Calibrate, repair or replace
equipment where necessar
to meet measurement needs.

REASSESS SUITABILITY:

Repeat the review after changes

to definitions, training or equipment
to confirm rellahllltg

QUTPUTS:

Updated measurement procedures,
calibration records, training records
and a confirmed measurement
system suitable for decision making.

- - ﬁv
~_

- T —

-
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B

PROCESS CAPABILITY ANALYSIS <3

Assess how a stable process distribution relates to specification limits.
o-

O

PURPOSE & VALUE

Process capability analysis assesses
how well a stable process meets
specification limits, using statistical
measures under stated assumptions.

QUANTIFY PERFORMANCE:
Shows the potential to meet
requirements, not past yield.

SUPPORT DECISIONS:

Helps prioritise process
improvements and risk actions.

FOCUS ON VARIATION:
Considers both spread and
centering relative to limits.

COMMON USE:
Widely used in manufacturing

with measurable output.

and repeatable service processes

(2) HOW TO APPLY

For suitable, approximately normal
data from a stable process, calculate
capability indices.

B ol AP
i Cp - USL-Lsl ;
: Ea :
'C k:min( USL - mean mean-LSL):
Al 3¢__' 30 /i

@ I,lnl_ Confirm process stability
using control charts.
Check data is approximately

@ A normal and free from

special causes.

3] Colculate Cp and Cpk
using specitication limits
.'l.nd process mean and 0.

Interpret results in the
context of project requirements.

CONTROL: !
Validate stability and distribution |
assumptions be?ore calculating. !

(3) INPUTS & EVIDENCE

PROCESS DATA:
Representative measurements
of key output from a stable
period, witﬁ sampling method
documented.

SPECIFICATION LIMITS:

Upper specification limit (USL)

and lower specification limit (LSL)
from customer or design requirements.

PROCESS INFORMATION:
Process description, measurement
system details and evidence of

stability (e.q., control charts).

OWNERS:

Process owner provides data,

quality team validates analysis,
and project team uses resuﬁ:ss

for decisions.

EVIDENCE RECORDS:
Data set, analysis method,

assumptions and conclusions.

_J

N
r

(4) PRACTICAL EXAMPLE

Ilustrative example for a stable,
approximately normal process:
Upper specification limit (USL): 16
Lower specification limit (LSL): 4
Process mean: 10
Process standard deviation (¢): 2

. ((16-10) (10-4)
CP"'“""( (3x2) ' (3x2)

(g 12)-1
[ RESULT: Cp=1, Cpk=1 |

INTERPRETATION:
Under the stated assumptions, the
process is centered and the natural

variation fits within the specification
limits.

WDVs
-

K

Cp-(16-4)/(6x2)=12/12:1

-

(5) PITFALLS & LIMITS

UNSTABLE PROCESS:
“‘a' Indices can be misleading if the

process is not in statistical

control. Remove special causes
first.

NONNORMAL DATA:

Formulas assume an approximately
normal distribution. Skewed or
multimodal data may give
unreliable results.

POOR MEASUREMENT:
Inaccurate or inconsistent
measurement systems distort
capability indices.

MISUSE OF INDICES:

Capability does not guarantee
future performance and is not
a substitute for ongoing control.

DIFFERENT LIMITS:

Control chart limits show process
variation; specification limits define
customer requirements. They are

| i) not the same. Jil
Created by WikiFree.com —
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(6) ACTIONS & OUTPUTS

o

INVOLVE EXPERTISE:
Use quality and statistical
expertise %a validate data, check

ADDRESS GAPS:

If Cpk is low, reduce variation
(o) or improve centering of the
process mean, based on evidence.

IMPLEMENT IMPROVEMENTS:

Apply and verify changes to
process parameters, equipment

OUTPUTS:

Calculated Cp and Cpk, analysis
summary, key assumptions and
recommended actions.

USE RESULTS:

Feed into quality plans, risk
assessments and project decisions.
Continue monitoring with control
charts after improvements.

assumptions and interpret results.

3

oy e

-_ |
!

e0o0

o~ -
s
R W



https://wikifree.com/

24

o=

COST OF QUALITY ANALYSIS

Understand resources spent preventing, assessing and responding to quality failures.
0 0

(1) PURPOSE & VALUE

Cost of quality analysis identifies
resources sEent to achieve and

verify qiuali y and the costs caused

by quallf::f failures, within the same
scope an

period.

PREVENTION COSTS:
Activities to avoid defects
and build quality into work.

APPRAISAL COSTS:

Activities to assess and verifg
conformance to requirements.

INTERNAL FAILURE COSTS:
Failures found before delivery
(e.g., rework, scrap).
EXTERNAL FAILURE COSTS:
Failures found after delivery
(e.g., warranty, support).

VALUE:
Hehus prioritize improvements
and focus on the true causes

of quality problems.

G

| (@) How TO APPLY

Classh}, quality costs consistently

and avoid double-counting.

Define the scope, time
period and cost categories
(prevention, appraisal,
internal failure, external
failure).

Collect relevant cost data
and assign each cost to

one category onl.g.

Use consistent definitions
across the project and
discuss borderline items
with the team.

® @

-

(3) INPUTS & EVIDENCE

COST RECORDS:

Actual costs for training,
inspection, testing, rework, scrap,
warranty and customer support.

PROJECT DOCUMENTS:
Quality plan, requirements,
acceptance criteria and scope

definition.

SOURCES:

Accounts, purchase orders,

job records, nonconformance reports

and change orders.

OWNERS:

Project manager, quality manager,

{;r;jncefac:c:ugntin; smr.{tEI Functin?'tal
s.

EVIDENCE FORMAT:
Invoices, timesheets, inspection
reports, rework logs and

customer claims.

Use the same scope and time
period for all cosg categories
and ensure data is complete.

(4) PRACTICAL EXAMPLE

Illustrative project within the same
scope and period:

t Prevention: Training costs:

$4,000

Appraisal: Inspection costs:
$3,000

Internal failure: Rework costs:
$8,000

Total cost of quality:
$4,000 + $3,000 + $8,000

(= $15,000 ]

s_! ~ INTERPRETATION:

=(.,)~ In this example, rework is the

largest share, indicating a need

to investigate root causes and
strengthen prevention and appraisal.

&

A

Total each categorg and
review the distribution
to understand patterns.
@ Identify key drivers and
the biggest opportunities
for improvement.
(5) PITFALLS & LIMITS
sl 7 HIGHER PREVENTION
n' IS NOT WASTE:
Spending more on prevention
can reduce total costs by
_______avoiding failures.
INCOMPLETE PICTURE:
Not all quality effects are
captured in accounting data,
such as reputational gamge or
y l.ost Fiture opportunities.
DOUBLE-COUNTING RISK:
The same cost must not be
included in more than one
_Category.
SCOPE MATTERS:
Compare costs for the same
scope and time period only.
LIMITATION:
Analysis depends on the
availability and accuracy of

L cost data and defined categories. |

ACTIONS & OUTPUTS

TARGET CAUSES:

Use the cost breakdown to
identify the main sources of
qualiLE failures (e.g., recurring
rework or customer claims).

PRIORITIZE IMPROVEMENTS:
Select actions that address the
largest cost drivers and are
feasible within project constraints.

EVALUATE ECONOMICS:
Estimate the expected reduction
in failure costs and compare with
the cost of proposed actions.

TRACK OVER TIME:

Repeat the analysis periodically
to see if the mix of costs improves
after actions are implemented.
OUTPUTS:

Cost of quality breakdown, key
drivers, recommended actions

and input to the project quality

@

=
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e QUALITY GATE REVIEW

o

Decide whether work is readg to progress based on defined qualitg evidence. X
O 0]

(1) PURPOSE & VALUE  [((2) How TO APPLY  [|(3) INPUTS & EVIDENCE
Quality gate review is a formal Define and use a consistent gate Collect the evidence needed to
check to decide if work is ready process for each project phase. assess readiness, with clear owners.
to move ;ﬂ the ﬂext Phase, bas-ed Sk ke Lexit antbar QUALITY DELIVERABLES:

' . — n and exit criteria . . .
oL Afnked! guallynerdbno @ — | for the g':!atz (what must be Requirements, design, build
CONFIRM READINESS: in place). outputs and test results.
Ensure deliverables meet = o ~ Owner: Project team.
TEST EVIDENCE:

Test plans, execution results,
open defect list and test closure.
e A
OPERATIONAL READINESS:
Deployment plan, environment

Prevent defects and rework 2\ lSlp;ci_F; ;elc_(u_'r;d_e P
. I videnc
in later phases. @ p and how it will be checked.

PROTECRQUALITAY:. =~ e 3=2Wex” o . & e’ e o L S

Maintain agreed standards Confirm decision authority ;

and compliance. (who can approve, defer p  prepared, support and runbook.
& orrect). I - e g

ALIGN STAKEHOLDERS: ———
@ Give visibility and a shared S T — B e EXCEPTIONS & WAIVERS:
decision on next steps. @ o Define exception rules and List of open issues, waivers
g how waivers are approved. with justification and expiry.
ENI:.“BLE PRI?GR;SSI; R o SRRSOy AR " Owner: Project manager.
lease ork orgvher A CoNTRGL | el W
evidence shows it is ready. i & Do not proceed unless all require ': & Gate checklist, summary of
| I
J

defined entry and exit criteria. @ . Assian reviewers with the
@ REDUCE RISK: h% ”9“? FHgRES.

evidence is complete or a waiver

: evidence and recommendation.
| J SR isapproved. __ _________ J | Owner: Gate reviewers. -
r N o 3
(4) PRACTICAL EXAMPLE | |(5) PITFALLS & LIMITS |((6) ACTIONS & OUTPUTS
Tllustrative release gate for a new L/  MEETING IS NOT READINESS: Complete the review, record the
software feature: "n’ A scheduled review meeting decision and "'"*_"iﬁ:.' any conditions
CRITICAL DEFECTS: does not mean the work is be‘FOI’E Pmcefedm5~
No open critical defects. ready to proceed. , — RECORD DECISION:
Major defects have agreed INCOMPLETE EVIDENCE: - Approve, defer or reject, with
_ resolutionplan. Missing or outdated evidence rationale and date.
==\  TEST COVERAGE: can lead to the wrong decision. = CAPTURE CONDITIONS: %
L ; :
Eivst:mexeit;?d a:slg} required Open issues need explicit J:::v::sya;‘;q :c:rr;gt jirsrfs,
(EOYerage W\ pes e ownership, approval. and ASSIGN OWNERSHIP:

OPERATIONAL READINESS: ~ clear target dates. h‘%

:: Functional and non-functional ® UNRESOLVED EXCEPTIONS: $

Reviewers without decision -

2 é, VERIFY BEFORE PROCEEDING:

; Give clear owners and deadlines
o E,iﬂl,ntg::; ta;je Eipszrtplit.tﬁ;a, . LACK OF AUTHORITY: for each open action or waig_e,r._
—— . APPROVED WAIVERS: | authority can delay or confuse i
— Any remaining non-critical issues the outcome. 4 Ch“klettjt all cqudltlons arell d
have an a’:iPPrnved waiver with " CONTEXT SPECIFIC: ¢ T omps '__or_ bl o
~ owner and target date. & CritepLia, evidence and roles — glizepljgéion I
R 1 . var roject type and phase. ;'Il A 1 e
@ El o I8l sl e Fepodng. Jebi o3
L is authorized to proceed. i formal governance or audits. o piisggle). pr
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REQUIREMENTS-TO-TEST
TRACEABILITY

Link each approved requirement to verification tests and recorded results.

(o, O
(1) PURPOSE & VALUE  ||(2) HOW TO APPLY (3) INPUTS & EVIDENCE
Connect required behavior and . , @==n  REQUIREMENTS BASELINE:
quality criteria to verification @ —= i:f s;gzhsi;ablf&v:g e Les =—| Approved requirements with IDs,
evidincehso wergt retql.:iirement R-01 requimmeﬁg = :cc:;slf:ln éi:s,ccr:;::;;trii;ns and
cavibe shown'asutesled. ™= || === 0l oo oL . acceptance criteria bl D B
CONFIRM COVERAGE: —| Assign unique IDs to {— TEST CASES:
@‘ Demonstrates that each @ — | test cases that verify = Test cases with IDs, expected
approved reguirement has T-01)  the requirement. res'::tl_tsd and the requirement(s)
a corresponding test. | -—--- T AE T P T W i ¥ N
SUPPORT QUALITY: @ g o e ent —)  TEST EXECUTION RECORDS:
Provides objective evidence G;”e or d’“i’;e L_eskacases — | Actual test results, execution
of what was verified and e —J date and tester/owner.

its outcome. g S - e e o

3 Execute tests and record ' e e

= meeome e || @ O St || N pugons
= el QE outcome (pass or fail).

affected when requirements WP W s e g changes affect test cases.

change. @ H_;h Mlal.intain traceahility ‘ gWHERS: et
- —— when reauirements or usiness anatyst \requiremen S.’
& i it || SRR S e

: and configuration/change manager
acrt?ss dfvﬁblgment, testing (rm=mmmmmmmmmmmmmmmmmeeo N (traceability records).
and stakeholders. | CONTROL: T === o r s a3 P L
. QUALITY EVIDENCE:
: & All approved requirements must | Traceability matrix or traceability
! have at least one mapped test. tool output with current links
\ P B Wbl sl st ikt 7 and status. J

AN 4

(4) PRACTICAL EXAMPLE | ((B) PITFALLS & LIMITS

Illustrative requirement and test mapping: c INCOMPLETE COVERAGE:

©

ACTIONS & OUTPUTS

FIND GAPS:
Review the traceahilitg matrix

: : i A requirement without a test
Requirement ID:  R-07 . to identify requirements without

Description: System shall encrypt s a gap and leaves risk

o

user data at rest. ] ,'_ed'_, e T heasad EgStf L e_xfcft_e{ Eeft_s _______
Acceptance criterion: Data is stored o T UPDATE TESTS:
encrypted using approved nagpe A P "Faﬁ . 5;0 When approved requirements
algorithm. narrow and not fully verify change, update or create tests
Ty e S Al S the requirement. and maintain the links.
apped test cases: S ettt | ESRERFTRR AR e
T-11: Verify encryption enabled on file. ® aggseslctlez%s?tﬁtsgé B a EECOEDtREtSULTSt: "
. : : ; xecute tests, capture actua
E;::lrte‘li’fss (expected behavior g;e::tt:i ?h:ﬁﬁ: Irnc> evidence v results and updage the

traceability records.

T-12:  Verify decryption with valid key. == OUTDATED LINKS: Tl T "k i e et

Rﬁsult:J)ASS (expected behavior a |:Ch?:nges l:ob re ui’:amenii)s_l‘%r = ) %E:;!ETF&SC‘J&HB.%IE;Mews
observed). ests may break tracea -«
s WU s ISl gy if links ;,l.e CaE updated.” J = and ensure all changes are

_________________ reflected and approved.

—) (_DECISION: ACCEPTED | [ ~L, UMTATON. )= coo o T ol oo
l — -@- Traceability shows coverage =

= 3 o Vel Updated traceability matrix
Requirement R-07 is verified b and test results, but it is not = pUps g H
l T-Erl‘l T3 wth e regults. 0o hstithe ik i execution records, change links
correct or defect free.

and evidence for quality reviews
J\ and audits.

"—— Created by WikiFree.com —
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=+ DEFECT LOG AND TRIAGE
)

(1) PURPOSE & VALUE

Create a reliable record for evaluating and resolving observed nonconformities.
0

-,

(2 HOw TO APPLY  |[(3) INPUTS & EVIDENCE |

The defect log records, tracks and Follow a consistent process from DEFECT DETAILS:
manages observed nonconformities reporting to closure. Clear title, description and
through to resolution. It provides reproducible steps.
transparency, supports triage and @ = S?tli:cm:r Ezzci;ifgﬁ ' Iy ENUTIFEENMI_EI']T [‘) ﬁ:T:ﬂ( ““““
help§t maintain product and project - and steps to reproduce. g Vensiods hiild conﬁgur.ation
wality 2020909092 |l eemmmmmm e : : : .
Y SINGLE SOURCE: ey T il iy ae
@ All defects captured and b il i Nl o S EXPECTED VS ACTUAL:
visible to the team. Assess severity and é: Expected result and actual result,
INFORMED DECISIONS: set prioritg, o with links to test cases if available.

o —

Y =] Clear information for : r 4% Y T
v—| prioritization and release ssign an owner an
readiness. determine the status

(e.g., Open, In Progress, m recordings or other artifacts.
Il IMPROVES QUALITY: Resolved, Closed). | ' =

Screenshots, logs, error messages,

Pstmelyjrestlidon ™ || -2z -"--—2-=-= OWNERS AND STAKEHOLDERS:

and prevents recurrence. @ ﬁ Update with evidence Assigned owner, reporter and

and retest the fix. relevant reviewers.

..@ STAKEHOLDER TRUST: (Fmmmmmmmmmmmmmmmmm—mmme T e ]

m Shows progress and i CONTROL: : IRELAIED LNiORMAIION;{ '
manages expectations. | Keep entries accurate, current ! mpact on Teatures, dependencies
I

: bl Bal bl 1 tostirtiulbe: and release or milestone context.

——————————————————

o N -

.
-

(@) PRACTICAL EXAMPLE |((5) PITFALLS & LIMITS |[(8) ACTIONS & OUTPUTS |

Illustrative defect at a login screen: c SEVERITY VS PRIORITY: TRIAGE AND AGREE:
. Severity is the technical impact Review each defect, confirm
— BES,.C E;EIL?P‘IIOQ i it el (e.g, cryash or data loss). Pr?uritg @ details, agree severity, priority
re

credentials. cts business urgency and and disposition (e.EI., ix, defer,

= FF STEPS TO REPRODUCE. release impact. They can differ. || §Cieftutiﬂi1 rationale, or _rege_c’cz_ i
@ 1. Open login page : : DUPLICATE REPORTS: ASSIGN AND RESOLVE:
2. Enter valid username and 1= Multiple reports for the same Assign to an owner, track progress
assword = iissl;e :::a)? in-Flat(e: ;Dukn? and and update the status reqularly.
3. Click Sign In istort triage. Check for 7
______ EXPECTED RESULT: e e SR T e (300 EE&L&YMT.EQE tiluex;)riginal steps
User is logged in and taken NOISY OR VAGUE LABELS: and perform appropriate
to the dashboard. Unclear titles or missing steps regression checks.
ACTUAL RESULT: o i can misdirect effort and delay

lution. B ific and - UPDATE AND CLOSE:
Error messa?e is displayed ;?-i:ijem:v[d;.i e —— | Attach evidence of the fix,

and login fails. confirm expected result and

et LIMITATIONS: lose the defect.
ENVIRONMENT: A defect log tracks issues; it does | | —==—=-~- e el by S
_ v2.1.0, Wmdt_:_-ws__l__l,_ Chrome._ not quarantee a fix or define USEFUL OUTPUTS:

T R Up-to-date defect log, resolution
ASSESSMENT: release approval. Thresholds for .ll reﬁ:a bolais cldalite, T ciyand

inputs for release readiness
)i decisions.

Created by WikiFree.com — soo
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PLAN-DO-CHECK-ACT

Use an iterative cycle to test and improve a process.

O

~
Q

(1) PURPOSE & VALUE

Plan-Do-Check-Act (PDCA) is an
iterative cycle used to test and
improve a process in a structured,
low-risk way.

PURPOSE:
|dentify a change, test it,

learn Fr‘om the results and
improve the process.

VALUE:
Reduces risk, builds evidence
for change and supports
continuous improvement.

WHEN TO USE:

When a process can be
improved, and a small test
is possible.

SCOPE:
Applies to project processes,
work methods and team practices.

E-RARaC

~

-

~

(2) How TO APPLY

Follow a four-step cycle. Keep each
cycle small, focused and time-boxed.
Repeat the cycle to build improvement.

w—n  PLAN:

=/Y I|dentify the problem,

= prioépose a change and
define success measures.

DO:

@ Implement the change
on a small scale in a
controlled trial.

CHECK:

Compare the results
with expectations using
the agreed measures.

- ACT:

l Adopt the change, adapt

it or abandon it based
on what you learned.
f CONTROL: !
I Define clear measures before the 1
: test. Do not roll out until results :
I

INPUTS & EVIDENCE

Gather the rirght information, peol:le

and data before starting the cycle

pr—

PROCESS INFORMATION:
Current process description,
issue or opportunity to improve.

BASELINE DATA:

Measures of current performance
(such as rework, cycle time,

or quality defects).

PEOPLE & ROLES:
Process owner, team members
and affected stakeholders.

SUCCESS CRITERIA:

" EVIDENCE RECORDS:

taken. _
OWNER:

Process owner leads the cycle

Agreed measures of improvement
and how results will be judged.

Notes from trials, data collected,

feedback from users and decisions

and ensures evidence is captured.

)

(4) PRACTICAL EXAMPLE

Ilustrative example: A team receives

They test a clearer template.

PLAN:

Design a simpler template and
define measures: rework instances
and review time.

DO:
Use the template with a small
group for a Emited time.

CHECK:

Compare rework and review time
with the baseline. Collect feedback
from reviewers and users.

ACT:

Refine the template based on
findings. If results are positive,
standardize it and roll out to

the whole team.

frequent rework on document submissions.

-.‘

Turning improvement into
an untested preference
without evidence.

IGNORING STAKEHOLDERS:
Can lead to resistance and
low adoption.

1 are reviewed.
UNCLEAR MEASURES:
Makes results hard to judge
and decisions subjective.
TOO LARGE A TRIAL:
ONE-OFF USE:
PDCA is iterative. Stoppin
after one cgtcle misses further
improvements.
LIMIT:

(5) PITFALLS & LIMITS
A wide rollout increases risk
Results are specific to the

: SKIPPING CHECK:
® before the change is proven.
context. What works in one

=~

S
all

ACTIONS & OUTPUTS

RECORD LEARNINGS:
Document what worked, what
did not, and why.

STANDARDIZE SUCCESS:
Update process documents,
templates or quidelines when
a change proves effective.
COMMUNICATE:

Share results with stakeholders
to support adoption.

BEGIN NEXT CYCLE:
|dentify the next improvement

opportunity and repeat the
PDCA cycle.

KEY OUTPUTS:
Updated process, evidence of

abandon, and a plan for the next

results, decision to adopt/adapt/

30 Project Quality Management Tools ———

JL situation may not work re.lse'nr.r|'wre.4I L cycle. )
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UALITY RETROSPECTIVE -
Review quality outcomes and practices to identify specific improvements. Q
o =0

(D) PURPOSE & VALUE |[(2) HOW TO APPLY |((3) INPUTS & EVIDENCE |

A quality retrespective reviews : i === QUALITY DATA:
: - Gather and review quality .y
quality outcomee and practices @ Ei) eiidarice (dafects, rawolk. . Defect and issue logs,

after a phase, release or project L cevlave wicintance) rework records, review
to identify specific improvements. ; IRSGCpAICE ), findings and acceptance evidence.

)

FIND WHAT WORKED: Discuss what went well ||~~~ pRocESS EVIDENCE:
Hi%hlight practices that @ Qa and what did not, focusing Quality plans, chb:cklisf:s,
delivered good quality. on causes. standanfs, audit or inspection
DENRERGARSS & @ 2=~ -5 ¥t sn-—a— results and test summaries.

O S | @ @ o | o mowa e
__‘@'_ DRIVE IMPROVEMENT: T e T - _.JJ change requests and suppor’t, tickets

Convert lessons into practical @ &=| Agree E}ﬂd assign owners related to quality.
actions for future work. =] foractions, = [}--—=- e — e ——
PEOPLE INVOLVED:

ot a6 S | . e SO ——— 00¢

Encourages open, constructive ® Add actions to the next E:ﬂﬁg ct:uan':r nginllfcesﬁ}ner
discussion about quality. delivery plan and follow representatives and quality roles
BETTER OUTCOMES: up. (assurance, testing or review leads).
Helps teams deliver higher I CONTROL: ) == OWNERS NEEDED:
qua[l]i{‘q work over time. | & Keep the discussion constructive ! = A facilitator to run the session
: and focused on process and | = and action owners to deliver
)l practices, not on blaming people. | agreed improvements.

e e e e e e e e e e

(4) PRACTICAL EXAMPLE

[llustrative example from a software
release:

(5) PITFALLS & LIMITS |[(6) ACTIONS & OUTPUTS |

ONLY COMPLAINTS: ACTION PLAN:

: A session that produces onl bp A prioritized list of qualit
—  REVIEW FINDING: £1\  complairs o blane rarely * E improvements with clear owners
= | The team noticed that early leads to improvement. and target dates.

peer review prevented

: INORSEBILESSONS: ™ |8 Tk = e ihodreirio buAd SR
repea’ced de ec_t_s_ Sy mofi_ul_e.__ If no one is assiened to actions, @ }E;[EiR:;Eor{sN‘il;lotE :" ﬁg&
DISCUSSION: —1)  lessons are quickly forgotten. iteration, release or project plan.
The retrospective confirmed T e VAGUE ACTIONS: | mmaaca : : : : %5

that peer review caught issues Coniral st akomerits ke EURCEEN FOLLOW UP:

early, reducing rework later. S morelcarefil” dodnol Check action completion

T o TAGREED ACTION: ) change outcomes. EE e s thedteam
Add a mandatory early peer IGNORE ROOT CAUSES: By = = A S e
review to the negt deli%egg plan Focusing only on symptoms Egﬁiiyliﬂftiaeme to see
for similar work packages. Gl e 051 sane ublome .m whether quality has actually
e | el e o IR fepead Y

CONTEXT MATTERS: =

The team EXEects fewer Findings and actions depend —_ EU{T PUTS& i
repeat defects and smoother on the project context; there — lo; rat:"s!:eucp J;&:u;ma:ﬂg, gac i
delivery in future releases. Jlt are no universal solutions. J = g achicad improuzm%:nts.

r
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«_ CONTROL PLAN

0 Specify how an improved process will be monitored and maintained.
(1) PURPOSE & VALUE  |((2) HOW TO APPLY  |[(3) INPUTS & EVIDENCE

Defines how key process

W . Define and document control items PROCESS DOCUMENTATION:
characteristics will be monitored for each key characteristic. = | Updated process map, standard
after improvements, to sustain - work instructions and the list of
the benefits. @ — Iﬂgn{;if t-hi- kiy v S key characteristics from the pro‘]eg_t_._

. =y characterisic 10 comiro MEASUREMENT DATA:
E:J:[ST?AE iﬁgfol‘:t]c;s-procass _______ 4 (eg. accuracy, completeness). Reliable data source, method and
stable and repeatable. Set the measurement tools to capture rasglts fe.g. s?si:em
@ method and data source reports, checklists, inspection ogs).__
DETECT VARIATION: LIMITS & CRITERIA:

/I e el polfemiioe 4 {_e,g. system report, c.heckllstl

deviates from agreed limits. @ nbaly Define the monitoring

Aqreed acceptance limits or

- - - frequency (e.g. each batch, _Yolerances for each characteristic.
CLEAR OWNERSHIP: daily, weekly). OWNERS & ROLES:
Assigns responsibilty for K : ' Named process owner and operators
monﬂoring and response. Assign a named owner responsiEle for monitoring and
———- @ who reviews results and $alins action g
——]  GUIDE DAY-TO-DAY WORK: takes action. T -
= Gives simple checks and o e W'Y (T, Wk N EVIDENCE RECORDS:
actions for operators. Set limits or acceptance Ongoing control logs, checksheets,
____________ _ TR W e S criteria and define what exception records and action taken.
CONTINUOUS IMPROVEMENT: N is out of tolerance. W g e S S et
Feeds learni [ Wl T84 S ;
F:fu:e iﬁ::,tmgsb“k into Specify the "‘i“t'“" plan Training materials, reference guides
ges. when a ll""_t Is e:xceeded and access to the reaction process
} (e.g. stop, investigate, fix). )1 (e.g. escalation path). )

(4) PRACTICAL EXAMPLE |[(B) PITFALLS & LIMITS | (&) ACTIONS & OUTPUTS |

Illustrative example: Data import e UNREALISTIC LIMITS: FINALISE PLAN:
control plan after system improvement. n Limits that do not match real {C:)} Agree control items, methods,

KEY CHARACTER]ST'C' OPerating C&Fﬂblllt& cause ﬁ"eql.lEHCIJ, l.ll‘l'IItS B.ﬂd l”eﬂCtiOI'I Plﬂ.ﬂs

= Reconciliation total between constant false alarms.. s el ol e e

import file and system records.
MEASUREMENT METHOD:

STALE CONTROLS: TRANSFER OWNERSHIP:
Confirm named owners and ensure

Outdated thresholds and

Automatic comparison report methods may miss real problems roles are understood,

after each import batch. after process or system changes. = TRAN OPERATORE:' 3

: - —— Provi ini ick refi
T UNTESTED REACTIONS: — rovide training and quick reference

quides on how to perform checks

Every batch, Resp:ps;e; actiorLse thlat are not and take action.
OWNER: i JracysapRcangie: gowior (—)  IMPLEMENT & MONITOR:
Data processing supervisor. - Rt ineffective when needed. P = Start using the control plan and

UNCLEAR OWNERSH_IP: — review evidence reqularly.

@ If no one owns the check and Q REVIEW EFFECTIVENESS:
action, problems may be ignored. b Periodically assess whether controls
If a mismatch is found, sto y Blcastivechidls in crl'ea.te, lnl OUTPUTS:

Control plan document, trained

Totals must match.

P
A
é LIMIT /
MIT / CRITERIA:
TN

further processing, investigai

the i andiibes it 1ha workload and reduce focus on

; F team, ongoing monitoring records
before re-running the import. L the important few. | and improvement actions from
) review.
Created by WikiFree.com "
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HOW TO USE THIS GUIDE & SOURCES

(et the most from the 30 Project Quality Management Tools cards and explore further reading.
o o

\l/

- —
7/ N

=
e,

=

Select a card that matches a real
project decision. Make sure it fits
your context and purpose before

using it.

CONFIRM CONTEXT:
Check scope, project lifecycle,

USE COMMON DEFINITIONS:
Apply the terms in this quide

consistently across your team.

Use it as an illustration of
how to apply the tool, not a

promise or quarantee.

SELECT EVIDENCE:

Decide what data or information
you need before taking action.

(1) START WITH A NEED|

stakeholders and key constraints.

(2) APPLY & REVIEW

Follow a clear process to apply the
tool, record what you did, and review
the result.

ASSIGN AN OWNER:
Name who will apply the tool
and who will review the output.

AGREE INPUT AND OUTPUT:
Define the input data, expected
output and how it will be used.

RECORD ASSUMPTIONS:
Capture key assumptions,
choices and any limitations.

APPLY AND REVIEW:

Use the card, check the result
and discuss actions with the team.
ADAPT TO YOUR PROJECT:
Set your own frequency,
tradods s Pinpinls.
SPECIAL CASES AND CONTROL:
For a denominator of zero use
N/A, not zero percent. Protect

sensitive information and keep
a version history.

o

-

(3) ABOUT THIS EDITION |

Understand the scope of this guide
and how to use it effectively.

BOOK INFORMATION:

Book 7 of the WikiFree Project
Management Collection. Thirt
original practical learning carﬂs.

SCOPE AND APPROACH:
Terminology and techniques are
a racticnq synthesis, not an
exhaustive standard or formal
certification.

LOCAL METRICS:

Custom working metrics must be
defined locally to suit your project
context and objectives.

 EXAMPLES:
Examples are illustrative, showing

- how to apply the tools. They are
not formal benchmarks or guarantees.
Z FURTHER READING:
[ —|

Additional sources and references
onn listed in panels 4-6 to helE
you explore topics in more depth. |

=

(4) SOURCE 1
ASQ - QUALITY GLOSSARY

The ASQ Quality Glossary provides
clear definitions of qua[ity terms
used in practice. It can help you
understand common language
and concepts that appear in

this guide.

HOW IT HELPS:
Useful for checking meanings,
= clarifying terminology and

building a shared understanding
across the team.
IMPORTANT NOTE:

This is a foundation for
further reading, not an

‘ endorsement of this publication.

h Click this panel to open the source.

(5) SOURCE 2

PMI - WORK BREAKDOWN
STRUCTURE
The PMI resource on the Work
Breakdown Structure (WBS) explains
how to organise and define project
work. It supports planning, scope
clarity and quality management
activi%ies.
HOW IT HELPS:
Provides guidance on
structuring project work
and defining defivembles
in a clear and consistent way.
IMPORTANT NOTE:
This is a foundation for

™
further reading, not an

‘ endorsement of this publication.

’:@ SOURCE 3

APM - LESSONS LEARNED

The APM resource on lessons learned
explains how to capture, analyse and
apply project experience. It supports
continuous improvement and helps
teams avoid repeating the same
mistakes.
S~ HOW IT HELPS:
Provides practical guidance
on identifying, recording and
using lessons to improve
future project performance.
IMPORTANT NOTE:
This is a foundation for
further reading, not an

‘ endorsement of this publication.

'
-

b Click this panel to open the source.

Q Click this panel to open the source.
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https://wikifree.com/
https://asq.org/quality-resources/quality-glossary
https://www.pmi.org/blog/work-breakdown-structure
https://www.apm.org.uk/resources/what-is-project-management/what-is-lessons-learned-in-project-management/
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