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Acceptance Criteria Plan
1. Introduction
Provide an overview of the Acceptance Criteria Plan by specifying the purpose, scope, definitions, acronyms, abbreviations, and references and for this Acceptance Criteria Plan.

1.1. Purpose

Specify the purpose of this Acceptance Criteria Plan.
1.2. Scope
Provide a brief description of the scope of this Acceptance Criteria Plan; what Project(s) it is associated with, and anything else that is affected or influenced by this document.
1.3. Definitions, Acronyms and Abbreviations

List the Definitions, Acronyms and Abbreviations relevant to the Acceptance Criteria Plan and this testing project. Enter the appropriate Definitions, Acronyms and Abbreviations into this section of the Test Evaluation Summary. Additional definitions that support testing activities are available in the OIT Master Glossary.

1.4. References
Provide a complete list of all documents referenced elsewhere in the Acceptance Criteria Plan. Identify each document by its title, date, and publishing organization. Specify the sources from which the references can be obtained. This information may be provided by reference to an appendix or to another document.
This document will contain the mutually agreed criteria by which the system will be accepted by the customer at each increment. Per the direction of the CIO each software development project increment must contain working code that is manifested to the end user.  This manifestation can be in infrastructure code that is delivered to the end customer but not physically visible to the end customer or can be manifested in code that is physically visible to the end customer. If this is an operations project or COTS implementation project the increment must deliver some functionality to the user. A new acceptance criteria plan is required for each increment.
2. Functionality

Please describe the functionality a component or a system should satisfy as documented in the Business Requirements: 

Document the decision rules that a component or system must satisfy in order to be accepted by a user, customer, or other authorized entity. 
Specify the criteria to be used to determine whether the information system or application satisfies the acceptable level of quality. I.e. project milestones deliverables must be met; system integrity and performance; quality of product documentation; test results acceptance

Please list acceptable results of any new or changed components due to the re-start and indicate levels of adverse impacts that are acceptable.
3. Impacted Artifacts
Please list impacted artifacts that must be delivered:

	Artifact Name
	Artifact Link

	
	

	
	

	
	


A. Attachment A - Approval Signatures

This section is used to document the approval of the Acceptance Criteria Plan during the Formal Review.  The review should be ideally conducted face to face where signatures can be obtained ‘live’ during the review however the following forms of approval are acceptable: 

1.  Physical signatures obtained face to face or via fax 

2.  Digital signatures tied cryptographically to the signer 

3.  /es/ in the signature block provided that a separate digitally signed e-mail indicating the signer’s approval is provided and kept with the document
REVIEW DATE: <date>
SCRIBE: <name>
__________________________________________________________

Signed:






Date: 

< Business Sponsor > 

__________________________________________________________

Signed:






Date: 

< Project Manager > 

__________________________________________________________

Signed:






Date: 

< Service Delivery and Engineering (SDE) Coordinator > 

B. Attachment B – Customer Acceptance Form Template
This section is used to document acknowledgement of the formal acceptance of the increment deliverable. This form is only to be completed at the end of the increment cycle upon the signature of the three key stakeholders, the Project Manager, Service Delivery & Engineering (SDE) Coordinator, and the Customer.

Project Number/Name:

Project Manager:

Customer Organization:

Planned Milestone Date:

Achieved Milestone Date:
Project Manager Readiness:

I attest that all increment requirements have been met. I will retain this form in the project repository with approved signatures for a period of three years. 

__________________________________________________________

Name (Signed and Printed) 




 
__________________________________________________________

Title/Office/Date 




 

__________________________________________________________

Comments: 

Service Delivery & Engineering (SDE) Implementation Manager Acceptance: 
I attest that the IT infrastructure is in place or that infrastructure funding is allocated to support increment deployment.  

□ Yes
□ No

__________________________________________________________

Name (Signed and Printed) 




 

__________________________________________________________

Title/Office/Date 




 

__________________________________________________________

Comments: 

Project Name: 

Project Number: 

Customer Acceptance: 

I attest that I have accepted the delivery of new functionality by the named project as of this date   My organization will retain all evidence (as noted below) of my acceptance for a period of three years after project completion, or will forward all such evidence to                                       for retention by                            date.
□ Yes
□ No

__________________________________________________________

Name (Signed and Printed) 




 
__________________________________________________________

Title/Office/Date 




 

__________________________________________________________

Comments: 

Questions for Customer Response:

1. Will the new functionality delivered in this milestone be placed into production? 
Yes  /  No

If yes, what is the planned production installation date (this is not a commitment)? _________________________________

2. Was this release tested by your organization before acceptance?          
Yes  /  No

3. Were test plans, scripts, and activities documented and retained?         
Yes  /  No

If yes, where is the evidence located?  ____________________________

4. Were test results documented and retained?   



Yes  /  No

If yes, where is the evidence located?  ____________________________

5. Were requirements for this milestone documented and agreed to?        
Yes  /  No

6. Did the milestone release meet all agreed-to functionality?    

Yes  /  No
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