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	Incident #: #Req
TFS #: TNumber
	

	Deliverable Quality Checklist

	Business Analyst: MyName
	Type of Deliverable:

 FORMCHECKBOX 
 Bug     FORMCHECKBOX 
 Change  FORMCHECKBOX 
 Enhancement
	Change Request Impact:  

 FORMCHECKBOX 
 Tier 1  FORMCHECKBOX 
 Tier 2

	Step
	Name & Role
	Sign-off Email
	Date

	Business Requirement Authorized

(Project Steering Committee, CCB)
	Emergency Fix to be approved in next CCB Meeting
	
	

	Business Specification Complete & Satisfactory

(Business Owner & Project/Release Manager as appropriate)
	UserName
	See attached Mail on TFS
	CurDate

	Technical Specification Complete & Satisfactory

Peer review required for Tier 2 changes

(Developer or Release Manager)
	N/A Standard Menu Option
	
	

	
	N/A Standard Menu Option
	
	

	Unit Test Complete & Satisfactory

(Developer)
	N/A not a new program
	
	

	System Test Complete & Satisfactory

(Business Analyst)
	MyName
	MyName
	CurDate

	User Test Complete & Satisfactory

(Business Owner)
	UserName
	See attached Mail on TFS
	CurDate

	Training Manual Updated

(Business Analyst, Support Representative)
	N/A No change to process
	
	

	Transfer to Live Authorized

(Project/Release Manager)
	ApprovalName
	See approval via email on TFS
	CurDate

	Promoted to Live & Documented

(Systems Administrator)
	MyName
	MyName
	CurDate

	Delivery Successful

(Business Analyst, Project/Release Manager)
Post-production Sign-off
	MyName
	MyName
	CurDate


