QUALITY LOG




Note: Additional document completion guidance is included as hidden text.  The text can be revealed (or hidden) by selecting the Tools menu, Options and select the View tab. Under Formatting marks, check the Hidden Text box. 
	Project Name
	

	Project Manager
	

	Deliverable
	Quality check
	Date planned
	Actual date
	Outcome
	Next actions
	Review Completed

	Every deliverable/end product/output identified in the PID should have at least one entry in the Quality Log, ie there should be at least one quality check per deliverable/end-product/output.
	The type of check eg:

user test, proof-read, inspection, review by 3rd party, peer review, standards check, performance/load test, focus group review etc etc.
	Taken from the project or stage plan.
	The date the check was conducted
	The result of the check eg:

Complete

X Minor errors detected

Y Significant errors

Error detected in other product
	Eg: 

Fix errors

Repeat check

Live with known errors (raise as Issues for later attention)
	Sign off and date
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