Project documents
· Product Strategy

· Vision/Scope document
· Research report

· Functional Specification

· Development specification

· Master Project Plan

· Risk assessment document
· Risk management plan

· QA testing plan

· Test specification

· Project Close-out report

	Product Strategy describes long term product goals and strategy. It specifies market segments, main competitors, product enhancement trends, business strategy.

	Document refers to:
	Product

	Responsible for preparation:
	Product Manager

	Preparation participants:
	Sales&Marketing, Management

	Reviewer:
	Key Stakeholders Committee

	Final approve:
	Board of Directors

	Intended for:
	All


	Vision/Scope document contains basic vision of new product features, out of scope features, market risks. Document is created during Envisioning phase and updated during Planning phase

	Document refers to:
	Project i.e. Single Major product version (x.x.0)

	Responsible for preparation:
	Product Manager

	Preparation participants:
	Research, Project Manager

	Reviewer
	Sales&Marketing, Support, Project Manager, Development Team Leaders

	Final approve:
	Key Stakeholders Committee

	Intended for:
	All


	Research report contains description of given technology or product feature. It is created only if necessary. Application prototype can be included.

	Document refers to:
	Technology or feature, is not connected with the certain product version

	Responsible for preparation:
	Research Manager

	Preparation participants:
	Research team

	Reviewer
	Selected opponents (internal or external) according to required knowledge

	Final approve:
	submitter who requested research, typically Product Manager

	Intended for:
	submitter


	Functional Specification is user’s perspective specification that contains Use Case Diagrams, GUI design, etc. Specification serves as a basis for preparing the Users Documentations and for QA testing plan development. Document is created during planning phase and with the agreement of Product Manager can be updated during development phase.

	Document refers to:
	Product feature or feature set

	Responsible for preparation:
	Project Manager

	Preparation participants:
	Software Architect, GUI specialist, Developers

	Reviewer
	Product Manager, QA, Support, Research

	Final approve:
	Product Manager

	Intended for:
	Development, QA, Documentarist


	Development specification contains data structure specification, API, protocols, etc…. Development specification is mainly created during planning phase and can be updated during developing phase.

	Document refers to:
	Single product feature

	Responsible for preparation:
	Development Team Leaders

	Preparation participants:
	Software Architect, Developers

	Reviewer
	Project Manager, Senior developer

	Final approve:
	Project Manager

	Intended for:
	Developers


	Master Project plan is a major deliverable in the planning phase and typically includes a project schedule, budget plan, capacity plan, communications plan, release plan, purchasing plan, security plan, and test plan. Master Project plan is created during planning phase.

	Document refers to:
	Project i.e. Single Major product version (x.x.0)

	Responsible for preparation:
	Project Manager

	Preparation participants:
	Development Team Leaders

	Reviewer
	Product Manager, Chief of Project Management, Sales&Marketing

	Final approve:
	Key Stakeholders Committee 

	Intended for:
	All


	Risk  assesment document describes risks associated with the project. It identifies and prioritizes current risks,  and captures knowledge for the enterprise risk knowledge base.

	Document refers to:
	Project i.e. Single Major product version (x.x.0)

	Responsible for preparation:
	Product Manager

	Preparation participants:
	none

	Reviewer
	Project Manager, Chief of Project Management 

	Final approve:
	Key Stakeholders Committee 

	Intended for:
	Project team members


	Risk Management Plan is created during Planning phase , and contains the mitigation plan and the contingency plan for each risk in the risk assessment document.

	Document refers to:
	Project i.e. Single Major product version (x.x.0)

	Responsible for preparation:
	Project manager

	Preparation participants:
	Development Team Leaders

	Reviewer
	Chief of Project Management

	Final approve:
	QA Manager

	Intended for:
	Project team


	QA testing plan describes product testing steps. It also contains a list of required resources for testing (people, technology). Testing plan is created during developing phase and updated during stabilization phase.

	Document refers to:
	Project i.e. Single Major product version (x.x.0)

	Responsible for preparation:
	QA Manager

	Preparation participants:
	QA

	Reviewer
	Project Manager, Support, Software Architect, Development Team Leaders

	Final approve:
	Chief of Project Management

	Intended for:
	QA


	Test specification is a collection of test cases. Test case is a set of conditions or variables under which a tester (testing script) will determine if a requirement is partially or fully satisfied.

	Document refers to:
	Project i.e. Single Major product version (x.x.0)

	Responsible for preparation:
	QA Manager

	Preparation participants:
	QA

	Reviewer
	Project Manager, Support, Software Architect, Development Team Leaders

	Final approve:
	Chief of Project Management

	Intended for:
	QA


	Project Close-out report   evaluates, and disseminates the required information on the project or phase, its performance, quality, and completeness. Report also includes completing the lessons learned document and filing for future reference.

	Document refers to:
	Project i.e. Single Major product version (x.x.0)

	Responsible for preparation:
	Project Manager

	Preparation participants:
	Project team

	Reviewer
	QA Manager

	Final approve:
	Chief of Project Management

	Intended for:
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