Sample Product Test & Release Procedure 
Quick Reference Guide Checklist

Use this “meta-checklist” to complete the procedures for testing and releasing a new product, or an update to an existing product. The steps in each block leading up to a release gate can occur in a flexible order. You may repeat some steps several times.

Step
Who
Action
Procedure, Form, or Checklist
Date


1
Devel​opment
Provide a complete features list, areas to test, bugs fixed
“Software Development/QA Request”



2
Devel.
Provide specification(s)
As applicable 



3
Devel. or
QA
Provide test procedure(s)
As applicable
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Gate 1 √



4
Devel.
Provide software build 
“Software Development/QA Request”



5
Tech. Comm.
Provide documentation (including online Help)
“Document Preparation Checklist,”  “Online Help Preparation Checklist”
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Gate 2 √



6
Prod Mgr.
Provide list of beta sites
As applicable



7
QA
Perform final alpha test
Per applicable Test Procedure



8
QA
Create & distribute beta CD
As applicable
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Gate 3 √



9
QA
Begin rounds of beta testing
Per applicable Test Procedure



10
QA
Review online Help
“Online Help Review Checklist”



11
QA
Review documentation
“Document Review Checklists”



12
QA
Compile problem reports
Problem Report Database
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Gate 4 √



13
QA
Compile beta test results &  release readiness report
“Product Release Checklist” 
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Gate 5 √



14
Prod Mgr.
Request CD preparation 
E-mail notification
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Gate 6 √



15
Devel.
Prepare final build 
Per Prod. Mgr’s e-mail notification


16
Tech. Comm.
Prepare PDF documents for inclusion on CD
“Preparing PDF Documentation”
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Gate 7 √



17
QA
Review CD candidate 
“Product Release CD Checklist”
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Gate 8 √


18
Prod Mgr.
Approve product release 
E-mail notification
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Gate 9 √



19
QA
Give release CD to Shipping
E-mail notification






Gate 10 √
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