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	Project-Id
	
	Project Name
	

	URD Received On
	
	Sent By (BA/PM)
	

	Meeting Date
	
	Time
	
	Duration
	
	Venue
	


	Participants

	#
	Name
	Group
	Designation
	Signature

	1. 
	
	BA
	Business Analyst
	

	2. 
	
	SEG
	Sr. Project Manager
	

	3. 
	
	SEG
	Sr. Software Engineer (R&D)
	

	4. 
	
	SEG
	Sr. Software Engineer (Testing)
	

	5. 
	
	PEG
	PEG
	

	Environment
	

	Project Type
	

	Affected Groups
	BA, SEG, PEG, Training, Networks


	Project Team

	RA
	
	PE
	
	SE
	

	PM
	
	SSE
	
	Testing
	

	PEG
	
	BA
	
	
	


	Communication Plan
	

	Expected Date Of Completion
	

	Deliverables
	URD, SRS, HLD, LLD, Prototype, Application, Test Results, User manual, Installation Guide. 


	Life Cycle Of The Project
	Spiral / Water-fall / RAD / Iterative / LSM / Scrum


	Identification Of Applicable Procedures And Work Products

	#
	Procedure/Life Cycle Steps
	Work Product
	Applicable (Y/N)
	Tailorable (Y/N)
	Reasons

	1. 
	Requirements
	URD
	
	
	

	2. 
	Project Planning 
	MPP
	
	
	

	3. 
	TS-Analysis
	SRS
	
	
	

	4. 
	TS-Design
	HLD, LLD
	
	
	

	5. 
	TS-Coding
	SOURCE CODE 
	
	
	

	6. 
	TS-Testing
	STP
	
	
	

	7. 
	Software Quality Assurance
	SQAP
	
	
	

	8. 
	Reviews
	R&R
	
	
	

	9. 
	Project Tracking
	RAD MAN
	
	
	

	10. 
	Training
	Training Plan
	
	
	


	Action Items

	#
	Action Item Name
	Person
Responsible
	Target Date
	Verified By

	1. 
	Identifying resources for performing the project activities
	PM
	
	PM

	2. 
	Creating list of artifacts
	PM
	
	PM

	3. 
	Review and Approve URD
	BA/PM
	
	PM

	4. 
	Review and Approve SRS
	PM
	
	PM

	5. 
	Review and Approve PMP
	PM
	
	PM

	6. 
	Creating Communication Plan
	PM
	
	PM

	7. 
	Identifying Risk Factors
	PE
	
	PM

	8. 
	Creating Schedule for reviewing each phase output
	PM
	
	PM

	9. 
	Setting up development configuration
	PE
	
	PM

	10. 
	Training Plan of Resources
	Training Team
	
	HR & Training

	11. 
	Creating Audit schedule
	PEG
	
	PEG

	
	
	
	
	

	Proposed Date of URD Review
	

	Proposed Date Of SRS Review
	

	Review Remarks           



	Prepared By:
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