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ACRONYMS
[List acronyms]
NOTE:
The use of the information in this template does not preclude the addition of other criteria as deemed appropriate by the test owner.

1. Purpose and Scope
[Provide the purpose and scope of the test/research being conducted to include at a minimum]
· The objectives of the test

· The configuration set-up for the test

· Items to be tested.

2. Roles and Responsibilities
[Define roles and responsibilities of all personnel involved in test planning, approval, and evaluation.  Included in this definition, people responsible for data collection and data evaluation.]

3. Precautions, Limitations and Prerequisites

[Discussion of precautions, limitations, and prerequisites should include, as applicable]:

· Any special requirements from the hazards identification and mitigation that may be required for testing

· System interfaces that require isolation prior to initiation of testing for protection against energized systems, improper valve line-up, or connection to contaminated systems

· Actions to be taken should an abnormal event occur, such as system or equipment failure

· Events requiring shutdown or evacuation.

· Identification of applicable scaling laws for tests on models or mockups

· Identification of potential sources of uncertainty and error. Test parameters affected by potential sources of uncertainty and error must be identified and controlled.

· Selection and identification of measuring and test equipment, to include calibration requirements based on the type, range, accuracy, and tolerance needed to accomplish the required measurements for determining conformance to specified requirements.  

· Identification personnel and their qualification, education, training, or experience for performing the test.

· Identification of suitably controlled environmental conditions.

· Identification of material to be tested and all required attributes - Certified Material Test Reports, Required Cleanliness, Required finish, etc.

· Identification of data to be recorded and methods for data and results recording.

· Verification that software used controls the test, collect test data, or analyze test data has been validated/verified to accomplish desired requirements.

Additional prerequisites should include as applicable:

· Identification of equipment or electrical circuits that may need to be isolated or locked and tagged out prior to or during the test

· Permits, approvals, and notifications required before testing can be initiated, such as radiological work permit, safe work permit, or obtaining approval to perform testing.  
4. Instructions

[Document Test requirements and instruction to include as applicable:]

· Identification of applicable design documents, other pertinent technical documents, and other references used to identify test requirements

· Sequence of actions to be taken, to include what can or cannot be taken out of sequence

· Verification method for applicable steps with direction for verification, such as by initials or signature

· Cautions or warnings, which must precede the applicable instruction steps

· Identification of the discipline of the individual who is to perform the step(s) with applicable initial or signature space

· Identification of parameters/characteristics to be tested

· Instructions on parameters to measure, data to take, how to record data, and identification of data records

· Identification of witness and hold points

· Instructions for recording or noting events relevant to the test, but not included in the normal data acquisition and recording, such as exception/discrepancy/nonconformance log sheets

· Instruction for a test plan sheet to include: a) a statement to document the required briefing(s), specifying the date, time, and briefing items discussed, and b) a list of all authorized test personnel that includes their responsibilities and signatures or initials

Acceptance criteria, including:

· Acceptance limits, including minimum and maximum values, as applicable, and required levels of precision/accuracy

· Identification of applicable design documents, other pertinent technical documents, and other references used to identify acceptance criteria.

5. Documentation

[Include documentation requirements]

· Completed tests shall be signed and dated to document completion with in test plan parameters.  All exceptions and deviations will be discussed in detail to identify problems and resulting dispositions. 

· Test results shall be documented and evaluated by a responsible authority to ensure that test requirements have been satisfied.
A Test/Research report will be issued to contain, as a minimum, the following:

1. The results obtained, and their range of application and validation.

2. The relationship of the results to previous data, if any.

3. A description of the research and any equipment used.

4. A description of significant problems, if any, that occurred during the course of testing.

5. A description of data analysis issues, if any.

6. A summary of the work performed, including conclusions, recommendations, and a description of any possible impacts on safety and quality objectives.

7. Management and peer review approval requirements.

6. QUALITY ASSURANCE

[Describe the quality assurance requirements/controls that will be applied to the test/research in order to ensure the contractual Quality Assurance requirements specified in the statement of work are met]
Example Requirements:
As a result of this test/research, the following Quality Assurance controls will be implemented for this research:

1. Testing will be documented in a controlled Laboratory Notebook in accordance with [Proper Use and Maintenance of Laboratory Notebooks] procedure or [University specific procedure].
2. The work will be peer reviewed by an independent person knowledgeable in (list test area) and documented. The peer review will include:
· Soundness of analysis philosophy

· Appropriateness of calculation approach

· Assurance that inputs are reasonable

· Assurance that assumptions are reasonable and justifiable

· Sufficient detail provided for mathematical formulations

· Reasonable outputs

· Reasonable conclusions.

3. Completed Laboratory Notebooks will be controlled as a Quality Record.
4. Calibration method will be documented in Laboratory notebook and paperwork retained in Project file.
5. Calibrated equipment will be used for all measurements.
7. RESEARCH SCHEDULE, DELIVERABLES AND PERSONNEL

[Provide a schedule for the test/research, any deliverables from the test/research and list personnel involved in the research and a description of what will be included in the final report]

Table 1. Example research tasks, milestones, and deliverables

	Task
	Milestone Due Date
	Required Deliverable

	Develop Test Plan 
	Date
	Issue Formal Test Plan

	Generate data and transmit to ?
	Date
	Issue Formal Report
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