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Quality Assurance Report 

1 Introduction 

1.1 Purpose 

This report provides the guidelines to maintain the quality and 
standardization of the documents and reports that are created 
throughout this project. 

 

2 Quality Assurance and Control 

Here are the list of techniques and procedures that are embraced to ensure 
quality control exists throughout any changes in this project. 

 

2.1 Quality Assurance Mechanisms 

 Tight Change Management 

 Close contact with clients, meeting at least every two weeks and 
regular Email contacts to keep user updated on development 

 In-depth research on online ticketing platform & user requirement 
before development 

 

2.2 Naming Convention 

Documents are to be named with their updated version status after the 
document name. Statuses are as follows:  

 Draft (Drafted, still pending approval by Team Lead or Project 
Manager) 

 Approved (The latest approved version) 

 Obsolete (Previous versions, in every occurrence that a new 
version is approved, the previous version will be updated as 
obsolete) 

Refer to Appendix A  

 

2.3 Date Stamp and Status 

Every document has a date of issue and revision status on the cover 
page. Date of issue is the date that the document is approved. 
Revision status will be filled. Statuses are as follows:  
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 Draft (Drafted, still pending approval by Team Lead or Project 
Manager) 

 Approved (The latest approved version) 

 Obsolete (Previous versions, in every occurrence that a new 
version is approved, the previous version will be updated as 
obsolete) 

Refer to Appendix A 

 

2.4 Document / Report Controlled Information 

Every document has a document control information page (Refer to page 

2 of every report). The following fields to be filled are listed below: 

 Document Author 

o The author is the one who was tasked with the documentation 

 Document Owner 

o Sigma Five Pte Ltd 

 Document Reviewer 

o Team Lead of the relevant department author and stakeholders 

 Document Approver 

o Stakeholders or Project Manager 
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