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REVIEW CHECKLIST

1.  Purpose.  The Review Checklist is used to ensure the reviews are conducted in an appropriate and successful manner.  This checklist is used for all product reviews, including but not limited to System Requirements Review, Functional Requirements Review, Critical Design Review, peer reviews.

2.  Scope.  Identify extent of use of this checklist.

3.  Project Name.  Name of Project or Application

4.  Date of Review.  Date review actually took place

5.  Type of Review.   Identify review in which checklist applies 

6.  Duration of Review.  Actual time elapsed during review

7.  Release or System Change Request (SCR) Numbers.  Release identifier or SCR numbers reviewed
8.  Review Participants.  Include full name and role in the review (i.e., review coordinator, moderator, software quality assurance (SQA) representative, etc).

9.  Questions.  Questions should be posed to require a “yes/no” response.  “Yes/no” questions should be presented so that all “yes” answers indicate successful completion of a task and “no” a lack thereof.

Sample Questions:  

GENERAL



1.  Was written notification provided at least three (3) working days prior to the review?
Y
N

2.  Was an agenda prepared?
Y
N

3.  Were scheduled facilities adequate?
Y
N

4.  Was a review package prepared?
Y
N

5.  Were the participants notified of review materials location at least three (3) working days in advance?
Y
N

6.  Was a review checklist prepared?
Y
N

7.  Was the review agenda followed?
Y
N

8.  Was the review checklist completed?
Y
N

9.  Did the Recorder take minutes of the meeting?
Y
N

10.  Did the Recorder distribute minutes of the meeting?
Y
N

11.  Did the Review Coordinator summarize review findings?
Y
N

12.  Were open/action items identified?
Y
N

13.  Did the Recorder prepare the review report?
Y
N

14.  Did the Recorder distribute the review report?
Y
N

15.  Were the review metrics recorded in the metrics repository?
Y
N

16.  Were open/action items tracked to resolution?
Y
N

17.  Were Release Quality Findings/Recommendations: (List Release program trouble reports (PTRs) Action Items (Responsibility and Completion Date) discussed during PTR?
Y
N

18.  Were Customer Support Findings/Recommendations:  Action Items (Responsibility and Completion Date) discussed during PTR?
Y
N

19.  Were Training Findings/Recommendations:  Action Items (Responsibility and 

Completion Date) discussed during PTR?
Y
N

20.  Were User Documentation Findings/Recommendations:  Action Items (Responsibility and Completion Date) discussed during PTR?
Y
N

21.  Were Overall Release Findings/Recommendations:  Action Items (Responsibility and Completion Date) discussed during PTR?
Y
N

FUNCTIONAL REQUIREMENTS
 
 

22.  Have requirements in all categories (functional, regulatory, user interface, performance, interface, infrastructure, security, user training) been adequately defined, analyzed, and documented?
Y
N

23.  Do the requirements, as documented, reflect appropriate functional mandates specified in the Federal Financial Management Regulations (FFMRs) and "A Guide to Federal Requirements for Financial Management Systems (commonly called the Blue Book)?
Y
N

24.  Do the requirements, as documented, comply with the release plan?
Y
N

25.  Are adequate security and information assurance requirements identified?  Do they comply with the requirements of the DoD Information Technology Security Certification and Accreditation Process (DITSCAP)?
Y
N

26.  Are risks identified and mitigation plans in place?
Y
N

27.  Have requirements adequately been traced back to the System Requirements Specification (SRS)?
Y
N

28.  Has sufficient attention been placed on the human factors?
Y
N

29.  Does the design team feel the Software Requirements Description (SRD) is complete, consistent, and unambiguous enough to create a complete design?
Y
N

30.  Does the test team feel the requirements contained in the SRD are unambiguous and testable?
Y
N

31.  Is the application using DFAS standard data elements?
Y
N

32.  Does the application's operational, systems, and technical architecture comply with those at the enterprise level?
Y
N

33.  Have the Oracle Designer quality checking reports been run and have deficiencies been addressed?
Y
N

34.  Are there procedures and tools in place to track and report the status of all requirements changes and trouble reports?
Y
N

35.  Are "to be determined" items (TBDs) known and is there a plan and schedule to "fill in the blanks"?
Y
N

36.  Is the application compliant with the Joint Technical Architecture (JTA) and Defense Information Infrastructure Common Operating Environment (DII COE)?
Y
N

37.  Has the application's JTA standards profile been properly certified by the Defense Information Systems Agency (DISA)?
Y
N

38.  Does the SRD meet the format and content requirements contained in the DFAS SRD documentation standard?
Y
N

REVIEW CHECKLIST

APPENDIX A - ACRONYMS

Describe the acronyms as they are used in the checklist. 
APPENDIX B - DEFINITIONS

Describe the key terms as they are used in the checklist.

APPENDIX C - REFERENCES

Provide a complete list of documents referenced in the text of the checklist.  Each reference shall contain document number, title, revision number and date.
Policy and Regulation:  Policies or laws that give rise to the need for this checklist
DFAS Policy and Standards:  DFAS policies and standards that give rise to the need for this checklist

Other Life Cycle Documents:  Other plans or task descriptions that elaborate details of this checklist
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