The practice we discussed is to develop a base template which can be modified or extended by the respective Project Testing Development Team. Once the template has developed and proven. The test plan template would be cataloged for future reference and use by other PDT's requiring similar testing requirements and testing scenarios. The test template catalogue would develop overtime providing consistency, shot cutting, streamlining and inspiration to future testing plan development.

The Example Template is as follows:

1.0 Develop Testing Strategy

1.1 Test Requirements

1.2 Types of testing

1.3 Cross reference test scenarios to test requirements

2.0 Test Planning

2.1 Test Scenario Descriptions

2.2 Sequencing and Duration of Test Scenarios

2.3 Special Requirements

2.4 Typ. Testing WBS

3.0 Test Execution

3.1 Test Environment / Configuration

3.2 Test Data

3.3 Testers Performance Criteria

3.4 Recording Format of Test Results

4.0 Test Reporting

4.1 Develop Test Summary Format Per cycle I.E.

Number of scenarios executed 

Pass Rate

Failure Rate

Test Anomolies

4.2 Statement of Findings and Recomendations

5.0 Develop Lessons Learned

5.1 Revise template

5.1 Authenticate and Cateloge template for future reference and use as needed

Protocol for a Virtual All-Hands Meeting

Objective: Keep "client site people" connected to company culture and having them feel connected to the company 

Virtual All-Hands Meeting 

Virtual All-Hands - Quarterly Basis: 
1. Communicate to all members of the teams (company) about the 1 hr. meeting (Team members on client site so want to minimize disruption of that).
2. Set-up conference call/Netmeeting for date and time of meeting 


3. Establish agenda and determine participation from team members such as have team lead/managers do a presentation on their team (1 slide) this will connect team to each other, or have someone who has accomplished something discuss that, etc.
4. High - level topics: Introduction of groups participating (teams, company divisions, etc) General Company information & announcements (Corporate management may be invited or they may be leading it.  Administrative activities can be taken care of new processes or forms) Win/Program highlights Business Opportunities Team Participating activity Q&A Wrap-up 4.  Do follow-up actions. 
5. Schedule next meeting. 

