CHECKLIST – SOFTWARE RELEASE
GUIDELINES FOR USING CHECKLIST-SOFTWARE RELEASE:

This checklist is provided as part of the evaluation process for project compliance with the project’s Configuration Management (CM) plan and the SBA’s System Development Methodology (SDM).  The checklist assists Quality Assurance (QA) in determining whether a developed software product is suitable for release and the release activities comply with SBA development methodology requirements.

QA is required to complete the columns marked as “COMPLY” and “QA COMMENTS.”  Additional notes may be supplied.  Staff performing in the CM function are encouraged to use this checklist as a ‘self-test’ of their work.

	QUALITY ASSURANCE REPRESENTATIVE (name)
	AUTHOR (name)

	Project

	Software Release


	QA Reviewer
	Start Date:
	Completed Date:
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	To be completed by QA

	     CHECKLIST – SOFTWARE RELEASE
	COMPLY
	QA COMMENTS

	
	Y
	N
	N/A
	

	
	
	
	

	VERIFICATION 

	1. 
	Do testing reports indicate that all defects have been removed from the software or addressed by management and CM?
	
	
	
	

	2. 
	Has the software been installed from the ‘release package’ in a ‘clean’ environment?
	
	
	
	

	3. 
	
	Has the uninstall software been successfully executed?
	
	
	
	

	4. 
	Has the software delivery documentation been prepared, based on the approved template?
	
	
	
	

	5. 
	
	Have the list of files to be released been prepared from the baseline environment, not the developer’s?
	
	
	
	

	AUTHORIZATION

	6. 
	Has the project CCB approved all changes to management-approved and user-approved baselines?

	
	
	
	

	CM LIBRARY

	7. 
	Are all work products (code and documentation) baselined in the CM library?
	
	
	
	

	8. 
	
	Was all software generated from the CM library in accordance with the CM Plan?
	
	
	
	

	9. 
	Have the status of service requests (change requests) been updated to reflect the delivery?
	
	
	
	

	10. 
	Have outdated versions been archived for the required period of time, in keeping with SBA standards and guidelines?

	
	
	
	

	MEDIA

	11. 
	Has a check been made that all files are present on the delivery media?
	
	
	
	

	12. 
	
	Have the files been checked to ensure they do not contain any viruses?
	
	
	
	

	13. 
	
	Is the media properly labeled to include, at a minimum, the software name, release date, and correct version?
	
	
	
	

	14. 
	
	
	Is there a list of files on the media stored on the media?
	
	
	
	

	15. 
	
	Is there a complete and accurate distribution list for the media?
	
	
	
	

	RELEASE DOCUMENTATION

	16. 
	Has the release documentation been prepared according to the standard, possibly as tailored by the project?
	
	
	
	

	17. 
	Has the release documentation undergone technical review?
	
	
	
	

	18. 
	Was an entry made in the inventory log that includes the title of the product, release date, version number, name and version or model numbers of the software and hardware used in the development of the product, name of the organization responsible for development of the product (usually the sponsoring organization), and the product distribution list?

	
	
	
	

	19. 
	Was there an appropriate cover letter or email attached to the release?
	
	
	
	

	20. 
	Do you get the impression that others value this quality assurance oversight of the release activities?
	
	
	
	


�  See SDM B.1


�  See SDM 5.7


�  See SDM 5.7





