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1.0 Introduction
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Figure 1: Introduction

A.
This guidebook is provided to guide to support the PMO, executive management, project managers and their teams in the approved methods for conducting formal reviews.  These reviews may be tailored at the discretion of the program manager.  However, such tailoring should provided to the PMO as the reviews presented and the items within the reviews have been carefully analyzed to provide the maximum amount of communication between affected parties with the least amount of risk to the project.

B.
Management reviews are periodically performed to determine the actions needed to bring the project’s performance and results in line with the current and projected needs of the business and end users, as appropriate”.  

C.
A Project Reviews is defined as a formal meeting in which a project is presented to interested parties for comment and approval.  A review, as applied to projects is a general term that can encompass all life cycle phases and aspects of project management..

 D.
As most formal reviews are conducted in two parts (Managerial and Technical), the purposes for each are listed: 

1.
Managerial Review Purpose:  These reviews are held primarily to assess risks. Management evaluates the decision making process on the project.  Are we ready to continue?  Should we continue?  Management issues are discussed here, such as plans, tracking, risks, schedules, and budget.  Management can receive input data from several detailed reviews to assess progress.  Participants are Management (acquirer and developer), IV&V, users, QA, and possibly outside experts acting as consultants.  Managerial Reviews are considered prevention activities in the context of the Cost of Software Quality.

2. Detailed Technical (Stage/Gate) Review Purpose:  To provide immediate technical feedback (including open issues and defects) to the project team members to help them improve the product.  These reviews deal only with technical issues.  These reviews also provide feedback to management on the actual technical status of the project.  Participants include only subject matter experts.  During the requirements definition phase, the subject matter experts are the users, and the project team members.  During the design and implementation phases, the users are usually not the subject matter experts.  [No management participation.]  Detailed reviews are considered appraisal (detection) activities in the context of Cost of Software Quality. 

3. Further distinguishing characteristics of each major type of review, are presented in the below table Technical and Managerial Review Characteristics.

	Detailed Technical reviews (Walkthroughs, Peer Reviews, & Inspections)
	Managerial Reviews (Program Level, Project Portfolio Management)

	Content based on technical considerations and adherence to process.
	Content based on business, risk, cost and schedule considerations and findings and recommendations of detailed reviewers.

	Product assurance and Process assurance are subjects of reviews.
	Project management, progress and system value are subjects of review 

	Judgment based on conformance to standards 
	Judgment based on performance and value in context to the business.

	Well written, clear, complete, trustworthy. Milestone/event driven.
	Content provides value, Periodic or Milestone/event driven, metrics-based by objective measurement. 

	Can be carried out by any of intended readership.
	Approval by authorized Managers

	Should be done to guarantee decision makers a good basis for a decision.
	Should not be entered if technical products and processes under review have not been inspected. 

	Cannot provide permission to proceed.
	Authorized to provide permission to proceed.


1.1 Major Reviews

A. Formal and informal project reviews are held at key points in the project life cycle.  These reviews have two different types of triggers:  Stage/gates and temporal (recurring meetings based on specific elapsed calendar time.)  Formal project state/gate reviews are conducted using the PMO provided templates as guidelines. These reviews would include Detailed Technical Reviews.  

B. Formal temporal reviews are also conducted using a consistent format and standardized templates to facilitate presentation of comparative data, and to ensure an effective decision-making framework.  Program Reviews are generally conducted with the Program Manager and their associated Project Managers, Project Administrators and aligned Project Consultant/Analysts.  Portfolio Management Reviews are generally conducted with Executive Management, the PMO, and the aligned Business Owners and Project Consultant/Analysts.
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Figure 2: Review Cycles

B.
At each formal review, updates to documents and recommended actions will be presented for approval.  The informal reviews are conducted around a format developed specifically for the project tasks.  The structure and content of the informal reviews are discussed later in this section.

C.
Formal reviews are conducted to obtain senior–level management approval of recommendations and for formal acceptance of deliverables.  The goal is to convey the required information and gain management decisions and concurrence within a set meeting time frame.

D.
Formal reviews are chaired by senior management with the information for the review presented by the integrated team members.  The formal reviews should cover a summary of information from the detailed project review (which should occur prior to the formal review.)

E.
Specific information to be covered at the formal review is listed in each section.  A list of action items is kept at both the formal and detailed technical reviews.

F.
Formal reviews will focus on the status of the project and the results of the detailed project review.  Specific topics to be addressed at each formal review are covered in subsequent paragraphs.  Documents to be delivered as part of the review will be provided to the reviewers in accordance with the deliverable schedule to allow adequate time for external detailed review.  The following list provides a suggested suite of deliverables for each review and the status (draft/final) for those deliverables during the phase review:

	
	Stage Gates

	Templates
	Product Code
	Initiation
	Planning
	Execution
	Control
	Closing

	Project Management Plan (PMP)
	
	I
	U
	U
	U
	U

	Project Cost Tracking
	
	I
	U
	U
	U
	U

	Quality Management Plan (QMP)
	
	I
	U
	U
	U
	U

	Configuration Management Plan
	
	I
	U
	U
	U
	U


I = Initial Version     U = Updated Version

G. Within the formal review process are temporal reviews.  These reviews should occur on a regularly scheduled basis to avoid large gaps of time between stage gates.  

H.  Program reviews are recommended to be held monthly to review individual projects, and in the case of large collections of projects, programs.  These reviews are as much for communication between individual projects and programs as they are for reporting project status.

H. Portfolio reviews are held to review individual portfolios of projects, determining their continued intrinsic worth or value to the organization given their current project status, and their alignment to the strategic objectives and other key indicators established by executive management. See Figure 3 for examples of temporal reviews.
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Figure 3: Temporal Reviews

1.2 Overview of Detailed Technical Reviews and Management Reviews

While there are distinct objectives for each review, the information gather and reported are tightly linked and provide an increasingly objective foundation for both horizontal and vertical communication through an organization.  See figure 4, illustrating review interactions.
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Figure 4: Review Interaction
1.2.1 Management Reviews

1.2.1.1 Purpose

These reviews are held primarily to assess risks.  Management evaluates the decision making process on the project.  Are we ready to continue?  Should we continue?  Management issues are discussed here, such as plans, tracking, risks, schedules, and budget.  Management may receive input data from several detailed reviews to assess progress.

1.2.1.2 Entrance Criteria

Completed detailed review(s).

1.2.1.3 Exit Criteria

Refer to specific review.

1.2.1.4 Review Team Members

Management (sponsor and project manager), users, QA, composed of outside experts (other subject matter experts) acting as consultants.

1.2.2.5 Examples

Program Review.

1.2.2 Detailed Technical Reviews

1.2.2.1 Purpose

To provide immediate and constructive feedback, (including open issues), to project team members in order to help them improve the product.  These reviews deal only with technical issues.  These reviews also provide feedback to management on the actual technical status of the project.

1.2.2.2 Entrance Criteria

Completed work product.

1.2.2.3 Exit Criteria

A.
Technically reviewed work product.

B.
Acceptance recommendation and associated comments and issues.

1.2.2.4 Review Team Members

Include only subject matter experts.  Usually, these subject matter experts are the users, and the project team members.  This list, however, may be subject to change throughout the project life cycle.  No management participation.  Subject matter experts include Configuration Management and Quality Assurance in all phases of the life cycle.

1.2.2.5 Examples

Formal review dry runs, peer reviews, structured walk through.

1.3 Steps For Successful Reviews

1.3.1 Establish Type of Review + Goals and Objectives

A.
In order to help streamline the formal reviews in the life cycle, the PMO has developed a series of presentations containing standardized purposes for each formal review.  However, when performing other types of reviews the following steps will help:

1.
Determine type of review:  Management Review, program review, status meeting, staff meeting, etc.

2.
Should be goal-oriented, value-added, and primarily non-adversarial where possible.

3.
Prior to any product review, the QA should have completed the product QA Checklist.

4.
What outcome or decision do you expect to reach?

B.
Examples:

1.
“Reach agreement on interface requirements.”

2.
“Review project status and risks to determine if requirements need reducing.”

3.
“Announce the new project organization and decide on new office spaces.”

1.3.2 Establish Entrance Criteria and Exit Criteria

For each formal review in the project life cycle, the PMO has established both Entrance and exit criteria.  If, however, you are conducting other types of reviews such as structured walk-throughs, use the following to state entrance and exit criteria prior to the meeting:

1.
Entrance Criteria:

a.
What must occur prior to the review or meeting in order to make it successful?

b.
Derived from goals/objectives.

c.
All attendees read artifact under review, assess risks.

d.
Prior to any product review, appropriate QA checklists should be completed.

2.
Exit criteria:

a.
What must be accomplished for the review or meeting to be closed?

b.
Should be aligned and logical with Entrance Criteria.

1.3.3 Be Organized And Prepared

A.
Assign a leader, facilitator, timekeeper, and recorder.

B.
Record minutes, action items, and decisions.

C.
Have an agenda - keep to it.

D.
Hand out agenda ahead of time.

E.
Insist that participants be prepared.

F.
Select the right participants - get a good mix.

G.
Invite only those who have a stake in the outcome.

H.
Continuity of participants important!

1.3.4 Hold A Kick-Off Meeting For The Reviews

A.
Review goals/objectives of the review with the developer (participants).

B.
Schedule at least two weeks prior to the meeting.

C.
Doesn’t have to be face-to-face in the same room, could be video teleconference, e-mail, or phone call.

1.3.5 Hold A Team-Only Pre-Review Meeting

A.
Note that a Team-only meeting is only applicable in projects with subcontractors.

B.
Evaluate goals/objectives of review, controversial areas, known deficiencies.

C.
Purpose is to achieve consensus.

D.
Most important if multiple End User groups are involved.

1.3.6 Get Off To A Good Start

A.
Make the participants feel comfortable.

B.
Ensure adequate facilities (space, lights, air conditioning... ).

C.
Set up room to accommodate the objective.

D.
Arrange for food, drinks, breaks.

E.
Provide welcome and introductions.

F.
Summarize roles, goals, objectives, agenda.

G.
Verify that Entrance Criteria have been met.

1.3.7 Establish Ground Rules

A.
Getting everyone’s input.

B.
Use round robin or query those not contributing.

C.
Show appreciation for constructive participation.

D.
Encourage open communication.

E.
Use everyone’s talents—that is why they are there.

F.
Limiting the number and length of presentations.

G.
Agree on time limits, assign timekeeper.

H.
Controlling the group size.

I.
If the group is over 10, divide the group into smaller teams to divide up the issue the be discussed.

J.
Using prototypes to assist participants in understanding and communication.

K.
Handling disagreements or conflicts.

1.3.8 Record Formal Minutes

Sample contents:

1.
Review name and objectives;

2.
Attendees;

3.
Results and Decisions; and

4.
Send out minutes in a timely manner for review and comment.

1.3.9 Assign Action Items

A.
Assign action items for open issues.

B.
Specify due date, priority, and responsible person.

C.
Review action items and decisions prior to close of review or meeting.

D.
Action items that can be answered during the review or meeting should be answered then and allow time for more detailed analysis of more profound Action Items.

E.
Confirm that Exit criteria are met.

1.3.10 Request feedback on how to improve review or meeting process

A. Reviews and meeting span the life of all projects

B. All attendees want reviews and meetings to be productive, Example feedback questions:  

1. Was the agenda available beforehand?

2. How can we foster better communication?

3. Do we have the right attendees?

4. Were the physical facilities adequate?

5. How can our reviews and meetings be improved?

2.0 Formal Reviews
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Figure 5: Formal Reviews

2.1 Required Reviews: Managerial

2.1.1 Required Formal Managerial Reviews

	Review
	Formal Baseline Created
	Occurs:

	Program Reviews
	Project Performance
	Monthly

	Portfolio Management Review
	Project Value
	TBD

	Special Management Review
	
	As Required


2.1.2 Responsibilities

A. The GTA PMO Project Consultant/Analyst is responsible for scheduling reviews by coordinating with Executive Management and the individual Project/Program Managers.  The PC/A (or the designated Project Administrator) is also responsible for:

1.
Developing and distributing the agenda.  The agenda will be submitted not later than seven workdays prior to the review;

2.
Arranging a meeting place and other logistics;

3.
Assigning and providing a person designated to take minutes;

4.
Developing review materials;

5.
Distributing technical material in advance of the review;

6.
Conducting the review;

7.
Formalizing and distributing the minutes; and

8.
Preparing and distributing action items.

2.1.3 Executive Management Review Responsibilities

The Executive Management Group is responsible for:

1.
Review of the agenda;

2.
Notifying the Project Manager of who plans to attend;

3.
Reviewing meeting minutes prior to formal delivery;

4.
Reviewing action items to ensure they concurs; and

5.
Approval, disapproval, or contingent approval of review.

2.1.4 Pre–Formal Review Actions

The following actions should take place prior to each formal review.

2.1.4.1 Approval of Agenda

The PC/A will coordinate the formal review with executive management two days prior to submitting it.  The agenda is reviewed for accuracy of content and the groups’ charter  (i.e. the Portfolio Oversight Group).

2.1.4.2 Presentation Prepared

The GTA PMO will work with executive management in establish a consistent and relevant framework that creates a rigorous criteria on which to judge the performance (Program Reviews) and value (Portfolio Management Reviews) of project efforts.  The PMO will maintain standardized briefings and agenda for maximum productivity.  The PC/A should obtain the latest copy of the Formal Reviews Presentations at project start and place them into the Project Management baseline.

2.1.4.3 Managerial Review (Dry Run)

A.
The dry run for managerial review will be held no later than two days prior to, and no earlier than two weeks prior to, every formal review.  The purpose of the review is to perform an in–depth analysis of analysis and associated documentation, surfacing any errors and issues.  The focus for these reviews is to facilitate knowledge transfer and effective decision making. A briefing should be conducted with the Program Manager - (Program Reviews) or the Chairperson of the Portfolio Oversight Group (POG) - (Portfolio Management Reviews) prior to the review.  The actual time might vary, but in general it will occur during the course of constructing the Program Review with the Program Manager; and with POG Chairperson, it should occur a week in advance.  The review results are placed in a written report, which is incorporated into the minutes of the corresponding formal review.  

B.
The review chairperson is responsible for performing the following actions:

1.
Prepare an agenda:

a.
Purpose:

i.
To review the project/portfolio documentation and analysis;

ii.
To surface errors and issues, not to correct them; and

iii.
Focus of review is information sharing and analysis outcomes ensuring effective project oversight (Program Reviews) and sound funding decisions (Portfolio Management Reviews).

b.
Process:

i.
Review document by paragraph; and

ii.
Record action items/issues.

c.
Outcome of Formal Managerial review:

i.
Ready for formal review;

ii.
Ready for formal review with changes;

iii.
Not ready for formal review, with reasons;

iv.
Group failed to come to a consensus – strong disagreement;

v.
A managerial review summary report will be submitted to the Chair of the POG or Program Manager with copies housed in the PMO.  Action items will be attached as appropriate; and

vi.
Brief outcome of the formal review:

(a)
Purpose;

(b)
Attendees;

(c)
Findings; and

(d)
Recommendations.

2. Review Agenda.

3. Explain recorder or scribe’s responsibilities.  Summarize issues for recorder.  Have the recorder read the issue back to ensure it was accurately recorded.

4. Chairperson must control pace of the review. 

5. Chairperson makes sure the right people are at the review.

2.1.4.4 Formal Review Required Slides

A.
PMO template presentations will be used as the basis for each formal review.

2.2 Required Formal Technical Reviews:

	Review
	Formal Baseline Created
	Occurs at the end of:

	Initial Requirements Review (IRR)
	Project Management
	Project Planning Phase

	System Requirements Review (SRR)
	
	System Analysis Phase

	System Design Review (SDR)
	Functional
	System Design Phase

	Software Specification Review (SSR)
	Allocated
	Software Requirements Phase

	Preliminary Design Review (PDR)
	
	Preliminary Design Phase

	Critical Design Review (CDR)
	
	Detailed Design Phase

	Test Readiness Review (TRR)
	Test (optional)
	Code & Unit Testing Phase

	Acceptance Review (AR)
	Product
	Formal Testing Phase


2.2.1 Responsibilities

The Project Manager is responsible for scheduling reviews by placing them on the overall program schedule.  The Project Manager (or the designated Project Administrator) is also responsible for:

1.
Developing and distributing the agenda per the PMP.  The agenda will be submitted not later than seven workdays prior to the review;

2.
Arranging a meeting place and other logistics;

3.
Assigning and providing a person designated to take minutes;

4.
Developing review materials;

5.
Distributing technical material in advance of the review;

6.
Conducting the review;

7.
Formalizing and distributing the minutes; and

8.
Preparing and distributing action items.

2.2.2 Business User Review Responsibilities

The Business User is responsible for:

1.
Review of the agenda;

2.
Notifying the Project Manager of who plans to attend;

3.
Reviewing meeting minutes prior to formal delivery;

4.
Reviewing action items to ensure the Business User concurs; and

5.
Approval, disapproval, or contingent approval of review.

2.2.3 Pre–Formal Review Actions

The following actions should take place prior to each formal review.

2.2.3.1 Approval of Agenda

The Project manager will coordinate the technical and formal review with the business user representative two days prior to submitting it.  The agenda is reviewed for accuracy of technical content and compliance with the PMP.

2.2.3.2 User Group Review

Prior to the SRR, SDR, and SSR, the Business User will conduct an expanded user group review to examine the documentation for functional correctness, completion, and risk.

2.2.3.3 Presentation Prepared

While the business user team is reviewing the deliverables, the technical team should prepare their presentation for the Technical Review/Dry Run.  The PMO has standardized these briefings and agenda for maximum productivity.  The PC/A should obtain the latest copy of the Formal Reviews Presentations at project start and place them into the Project Management baseline.

2.2.3.4 Technical Review (Dry Run)

A.
Starting with the SRR, a technical review will be held no later than two days prior to, and no earlier than two weeks prior to, every formal review.  The purpose of the review is to perform an in–depth analysis of technical documentation and to surface errors and issues, but not to correct them.  The focus for this review is technical rather than editorial. Editorial corrections can be handled through written comments to the Project Manager.  This review will be managed by personnel external to the project group.  Information to be reviewed will be provided by the project.  The review results are placed in a written report, which is incorporated into the minutes of the corresponding formal review.  These results will be briefed at the corresponding formal review.

B.
The technical review chairperson is responsible for performing the following actions:

1.
Prepare an agenda:

a.
Purpose:

i.
To review the technical documentation (i.e., Software Requirements Specification SRS);

ii.
To surface errors and issues, not to correct them; and

iii.
Focus of review is technical; not editorial.

b.
Process:

i.
Review document by paragraph; and

ii.
Record action items/issues.

c.
Outcome of technical review:

i.
Ready for formal review;

ii.
Ready for formal review with changes;

iii.
Not ready for formal review, with reasons;

iv.
Group failed to come to a consensus – strong disagreement;

v.
A technical review summary report will be submitted to the Project Manager with copies to the contractor PM and the chairperson of the formal review.  Action items will be attached as appropriate; and

vi.
Brief outcome of technical review at the formal review:

(a)
Purpose;

(b)
Attendees;

(c)
Findings; and

(d)
Recommendations.

2.
Review Agenda.

3.
Introduce participants.  Pass around sign–up sheet.

4.
Explain recorder's responsibilities.  Summarize issues for recorder.  Have the recorder read the issue back to ensure it was accurately recorded.

5.
Chairperson must control pace of the review.  The purpose of the technical review is to surface issues, not resolve them.

6.
Chairperson makes sure the right people are at the review, including representatives from interfaces as required.

2.2.3.5 Formal Review Required Slides

A.
Each formal review will begin with a slide which briefly states the purpose of the review.  It will be followed by an agenda slide and a slide depicting where the project is located in the project software development life cycle process.  The last slide of each formal review will recommend a specific action for the review chairperson (Accept/Decline).

B. PMO template presentations will be used as the basis for each formal review and tailored for each individual project.

3.0 Formal Review Descriptions
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Figure 6: Formal Review Descriptions

3.1 Program Review

3.1.1 Purpose

The purpose of the Program Review is to provide adequate visibility into actual progress so that management can take effective actions when the project’s performance deviates significantly form the established and approved plans.  Program Reviews involve tracking and reviewing the individual project accomplishments and results with in a Program against documented estimates, commitments, and plans, and adjusting these plans based on the actual accomplishments and results. As part of this function there is also an overarching summary of the Program and it’s performance.

3.1.2 Responsibility

The PMO is responsible for identifying the need, scheduling and coordinating the review.  This review is generally conducted on a monthly basis. Activities are coordinated with the Program Manager.

3.1.3 Procedures

See Program Review Procedure: GTA-PMO-PRO-200

3.1.4 Conducting the Review

See Program Review Procedure: GTA-PMO-PRO-200

3.2 Portfolio Management Review

3.2.1 Purpose

The purpose of the Portfolio Management Review is to review the entire portfolio of projects and make recommendations for funding new projects and continuing funding for existing project within that portfolio.  The focus of the assessment is based primarily on the current value of individual projects, relative to the existing business needs, organizational strategies, and current project performance.  By so doing, projects that are performing well may still be cancelled or postponed if their objectives do not support the organizations’ strategic goals and or a critical business needs.  Ultimately, the purpose of this review is to maximize the return on project investments, while balance risks associated with all projects in the portfolio.

3.2.2 Responsibility

The PMO is responsible for identifying the need, scheduling and coordinating the review.  This review is conducted in a timeframe determined by executive management. Activities are coordinated with the Chair of the Portfolio Oversight Group (POG).

3.2.3 Procedures

See Portfolio Management Procedure: GTA-PMO-PRO-072

3.2.4 Conducting the Review

See Portfolio Management Procedure: GTA-PMO-PRO-072

3.3 Special Management Review

3.3.1 Purpose

To provide adequate visibility to Executive and/or Senior Management into the status of project activities and work products, and a detailed review of critical project management activities.
3.3.2 Responsibility

The Program Management Office (PMO) is responsible for identifying the need, scheduling and coordinating the review.

3.3.3 Procedures

The meeting notice provides the meeting logistics data (when, where, who, etc.) the notice should also include identifying key personnel (who may appoint delegates) required in attendance at the meeting.  Minutes are kept and a list of action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate organizational units, and added to the project action item list.

3.3.4 Conducting the Review

This type of review is established to facilitate an escalation of project status when performance or management issues dictate significant concern over the prospect of project success.  To do this, a clear definition of the problem(s) should be stated, considerable analysis of potential solutions should be conducted, and a fact-based recommendation determined for presentation during the review.

A. Agenda for the review;

B. Project Organization Overview; and

C. Purpose of the review;

D. Program Manager's Assessment of the following areas:

1.
Project Description;

2.
Key Project Objectives;

3.
Key Project Deliverables;

4.
Project Status Overview; (Denoting the following areas as Red, Yellow, or Green)

5.
Progress against Objectives;

6.
Progress against Deliverables;

7.
Schedule Variance;

8.
Budget Variance; and

9.
Staffing/Resource Variance

E. Special issues associated with each of the yellow or red areas identified above in the Project Manager's assessment.  Each special issue will identify the problem, describe the impact of the problem, indicate the action needed to correct the problem, and establish a "get well" date.

F. PMO Assessment: Analysis Methodology;

G. PMO Assessment: Findings;

H. Project Manager: Recommendations;

I. Project Manager: Next Steps and Communication Plan; and

J. Action items from previous reviews.  Each action item will include a description of the issue, the individual assigned to correct the issue, and the status of the action item.

3.4 Project Life Cycle: Initial Requirements Review (IRR)

3.4.1 Purpose

A.
The purpose of the IRR is to serve as a level-set for the System Analysis Phase, review project–level planning documents, and reviews the Statement of Work (SOW) and deliverables.

B.
Recommended tailoring for the draft System/Segment Specification (SSS) and System/Segment Design Document (SSDD) are presented for Sponsor approval if there are any deviations from the standard template.

C.
The following topics will be briefed at the review:

1.
Purpose of the review;

2.
Agenda for the review;

3.
Location of the project in the software development life cycle;

4.
Organization overview;

5.
Facilities overview;

6.
System overview;

7.
Planning details to include:

a.
Staffing;

b.
Strategy; and

c.
Budget.

8.
System requirements gathering (trips, scope, and methods);

9.
Document tailoring;

10.
Technical risks;

11.
Milestone schedule;

12.
Software Development Environment (SDE);

13.
Metrics program;

14.
CM procedures; and

15.
Recommendation to the review chairperson.

3.4.2 Responsibility

A.
The Project Manager is responsible for managing the review.

B.
The Business User is responsible for attending the review.

3.4.3 Procedures

A list of formal action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate team members.  Formal minutes of the review are prepared and delivered.

3.4.4 Entrance Criteria

Reference SQA Checklist for IRR, Product Code: 

3.4.5 Exit Criteria

Reference SQA Checklist for IRR, Product Code: 

3.5 Project Life Cycle: System Requirements Review (SRR)

3.5.1 Purpose

A.
The purpose of the SRR is to determine the acceptability of the defined system requirements based on the recommendations of the technical review.

B.
Recommended tailoring for the Software Requirements Specification (SRS), Interface Requirements Specification (IRS), Conversion Management Plan (CMP), and Database Design Document (DBDD) are presented for Sponsor approval if there are any deviations from the standard template.

C.
The draft SSS, the draft SSDD, and the initial version of the updated project PMP are presented for Sponsor approval.

3.5.2 Responsibility

A.
The Project Manager is responsible for coordinating and managing the review.

B.
The Business User is responsible for reviewing the products and approving the deliverables.

3.5.3 Procedures

A list of formal action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate organizations.  Formal minutes of the review are prepared and delivered.

3.5.4 SRR Technical Review (Dry Run)

This review is a technical review of the draft SSS, the draft SSDD, and the updated versions of the recurring deliverables.  The Red Team will:

1.
Review the draft SSS, draft SSDD, and updates to recurring deliverables;

2.
Surface errors and issues, not correct them;

3.
Focus on technical issues, not editorial ones; and

4.
Make recommendations concerning the draft documents.

3.5.5 SRR Formal Review

The following topics will be briefed at the formal review:

1.
Purpose of the review;

2.
Agenda for the review;

3.
Location of the project in the SDLC;

4.
Project–level status to include project process maturity;

5.
Previous review action items.  Each action item will include:

a.
A brief description of the item;

b.
Who was assigned to work the item;

c.
The status of the item (open or closed); and

d.
A brief description of any action taken.

6.
Report from the technical review and/or the user group.  The report will include the purpose of the review, who participated in the review, a summary of the findings, and the review team recommendation;

7.
Process deviations;

8.
Technical Risk Analysis.  A summary slide is presented for all project risks rated red, yellow, or green.  Each risk rated red or yellow requires an expanded slide which shows the following:

a.
The description of the issue;

b.
The owner for the risk;

c.
Action to mitigate risk;

d.
Alternative plan if the issue is not resolved; and

e.
Planned date to revert to the alternative.

9.
Identification and description of the reusable components, which are potentially reusable for this project.

10.
Sizes can be given in either total function points or lines–of–code, whichever are more meaningful for this life–cycle phase.

11.
Metrics report includes:

a.
Current number of system requirements;

b.
Current number of classes;

c.
Current number of classes with attributes;

d.
Current number of classes with services;

e.
Current number of reused components; and

f.
Earned Value Analysis.

12.
Training for next phase to include a short description of the course, dates, times, and recommended attendees;

13.
Milestone Schedules.  The milestone schedule is briefed to show task progress;

14.
Demonstrate prototype if applicable;

15.
Overview of the requirements gathering process to include:

a.
Scope of the requirements gathering; and

b.
Methods used to gather requirements.

16.
Overview of the system requirements including:

a.
Old functionality versus new;

b.
Trade–offs between requirements;

c.
High–risk requirements;

d.
Performance Characteristics;

e.
System Quality Factors;

f.
Human Engineering; and

g.
Security.

17.
External interface requirements to include:

a.
Sensitivity;

b.
Known risks; and

c.
Status of the IRAs.

18.
Software engineering environment;

19.
Action items generated as a result of the SRR; and

20.
Recommendation to the review chairperson.

3.5.6 Entrance Criteria

Reference SQA Checklist, Product Code: 

3.5.7 Exit Criteria

Reference SQA Checklist, Product Code: 

3.6 Project Life Cycle System Design Review (SDR)

3.6.1 Purpose

The purpose of the SDR is to determine the acceptability of the system–level functional requirements and system level design and to establish the formal Functional Baseline.  Once the Functional Baseline is established any changes will be made in accordance with the change control process.  The final SSS, final SSDD, draft Software Test Plan (STP), updated PMP, and draft Software Requirements Specification (SRS) are presented for Sponsor approval.

3.6.2 Responsibility

The Project Manager is responsible for coordinating and managing the review.

3.6.3 Procedures

A list of formal action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate organizations.  Formal minutes of the review are prepared and delivered.

3.6.4 SDR Technical Review

This review is an in–depth technical review of the final SSS, final SSDD, draft STP, updated PMP, the draft SRS, IRS, CMP, and DBDD. The review team will:

1.
Review the documents listed above;

3.
Surface errors and issues, not correct them;

4.
Focus on technical issues, not editorial ones;

5.
Make recommendations concerning the documents. For example, the review team may recommend the final SSS is:

a.
Ready for the SDR;

b.
Ready for the SDR with changes; or

c.
Not ready with reasons.

3.6.5 SDR Formal Review

The following topics will be briefed at the formal review:

1.
Purpose of the review;

2.
Agenda for the review;

3.
Location of the task in the SDLC;

4.
Project–level status to include process maturity;

5.
Previous review action items.  Each action item will include;

a.
A brief description of the item;

b.
Who was assigned to work the item;

c.
The status of the item (open or closed); and

d.
A brief description of any action taken.

6.
Report from the technical review and/or the user group.  The report will include the purpose of the review, who participated in the review, a summary of the findings, and the review team recommendation;

7.
SDLC deviations for this project;

8.
Technical Risk Analysis.  A summary slide is presented for all project risks rated red, yellow, or green.  Each risk rated red or yellow requires an expanded slide which shows the following:

a.
The description of the issue;

b.
The owner for the risk;

c.
Action to mitigate risk;

d.
Alternative plan if the issue is not resolved; and

e.
Planned date to revert to the alternative.

9.
Identification and description of the Reusable components which are potentially reusable for this project.  Indicate the total number and size of the Reusable components reused.  Sizes can be given in either total function points or lines–of–code, whichever are more meaningful for this life–cycle phase.

10.
Metrics report includes:

a.
Current number of system requirements;

b.
Current number of classes;

c.
Current number of classes with attributes;

d.
Current number of classes with services;

e.
Current number of reused components;

f.
Current number of function points; and

g.
Reuse component metrics.

11.
Training for next phase to include a short description of the course, dates, times, and recommended attendees;

12.
Milestone Schedules. The milestone schedule is briefed to show task progress;

13.
Demonstrate prototype if applicable;

14.
External Interface Components to include:

a.
Classification;

b.
Known risks;

c.
Status of the Interface Requirements Agreements (IRAs); and

d.
Design

15.
Software engineering environment (if changed since the SRR);

16.
System Design:

a.
Requirements Allocations;

b.
Target Architecture and Environment;

c.
Developmental languages and components;

d.
System Decomposition; and

e.
CSC Descriptions and Maps.

17.
Action items generated at the SDR; and

18.
Recommendation to the review chairperson.

3.7 Project Life Cycle: Software Specification Review (SSR)

3.7.1 Purpose

A.
The purpose of the SSR is to determine the acceptability of a complete set of software requirements and to establish the formal Allocated Baseline.  Once the Allocated Baseline is established any changes will be made in accordance with the change control process.  Software requirements are documented in the SRS.

B.
The following products are presented for Sponsor approval:

1.
Final SRS;

2.
Final IRS;

3.
Updated CMP;

4.
Updated DBDD;

5.
Draft TP;

6.
Draft IP; and

7.
Updated STP.

3.7.2 Responsibility

The Project manager is responsible for coordinating the review.

3.7.3 Procedures

A list of formal action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate organizations.  Formal minutes of the review are prepared and delivered.

3.7.4 SSR Technical Review (Dry Run)

This is an in–depth technical review of the cognizant deliverables, and final screens and report layouts.  The review team will:

1.
Review the documents specified above and the final screens and report layouts;

2.
Requirements modifications that have been made to the SRS since the SDR should be covered in detail;

3.
Surface errors and issues, not correct them;

4.
Focus on technical issues, not editorial ones;

5.
Make recommendations concerning the documents, screens, and report layouts that were reviewed.  For example, the review team may recommend the final SRS is:

a.
Ready for the SSR;

b.
Ready for the SSR with changes; or

c.
Not ready with reasons.

3.7.5 SSR Formal Review

The following topics will be briefed at the formal review:

1.
Purpose of the review;

2.
Agenda for the review;

3.
Location of the task in the SDLC process;

4.
Project–level status to include process maturity;

5.
Previous review action items.  Each action item will include;

a.
A brief description of the item;

b.
Who was assigned to work the item;

c.
The status of the item (open or closed); and

d.
A brief description of any action taken.

6.
Report from the technical review and/or the user group.  The report will include the purpose of the review, who participated in the review, a summary of the findings, and the review team recommendation;

7.
Any actions directed by the CCB;

8.
SDLC deviations for this project;

9.
Technical Risk Analysis.  A summary slide is presented for all project risks rated red, yellow, or green.  Each risk rated red or yellow requires an expanded slide which shows the following:

a.
The description of the issue;

b.
The owner for the risk;

c.
Action to mitigate;

d.
Alternative plan if the issue is not resolved; and

e.
Planned date to revert to the alternative.

10.
Identification and description of the Reusable components which are potentially reusable for this project.  Indicate the total number and size of the Reusable components submitted and/or reused.  Sizes can be given in either total function points or lines of code, whichever are more meaningful for this life–cycle phase.

11.
Metrics report includes:

a.
Current number of software requirements;

b.
Current number of classes;

c.
Current number of classes with attributes;

d.
Current number of classes with services;

e.
Current number of reused components; 

f.
Current number of function points;

g.
Reuse component metrics;

h.
Number of screens; and

i.
Number of reports.

12.
Training for next phase to include a short description of the course, dates, times, and recommended attendees;

13.
Milestone Schedules.  The milestone schedule is briefed to show task progress;

14.
Demonstrate prototype if applicable;

15.
Software Requirements.  A review of System Composition to include:

a.
Computer Software Configuration Item (CSCI) and Computer Software Component  (CSCs);

b.
Requirements allocated to each component;

c.
Derived requirements;

d.
User interface (Screens);

e.
Reports;

f.
Requirements Trade-offs; and

g.
Design Constraints.

16.
External interface requirements to include:

a.
Interface Requirements Agreement (IRA) completions;

b.
IRA issues; and

c.
Completion schedule for all IRAs.

17.
Software engineering environment (if changed since the SDR);

18.
Computer target platform;

19.
Action items generated at the SSR; and

20.
Recommendation to the review chairperson.

3.7.6 Entrance Criteria

Reference SQA Checklist, Product Code: 

3.7.7 Exit Criteria

Reference SQA Checklist, Product Code: 

3.8 Project Life Cycle: Preliminary Design Review (PDR)

3.8.1 Purpose

A.
The purpose of the Preliminary Design Review (PDR) is to determine the acceptability of the preliminary design, performance and test characteristics of the database, and software design solutions.  These reviews may be presented in an incremental and iterative nature, depending on the life cycle model chosen.  When iterative models are used, it is expected that with the exception of complex algorithm derivations all design is completed and a demonstrable piece of the system is presented at the first CDR for Sponsor approval.  The remaining system is presented at a subsequent CDR.

B.
The design is documented in the Software Design Document (SDD).  Other deliverables reviewed and approved at this design review include:

1.
Final Software Test Plan (STP);

2.
Final Training Plan (TP);

3.
Draft Software Test Descriptions (STD);

4.
Updated Implementation Plan (IP);

5.
Updated Conversion Management Plan (CMP);

6.
Updated Database Design Document (DBDD);

7.
Updated Software Design Document (SDD); and

8.
Updated Interface Design Document (IDD).

3.8.2 Responsibility

The Project Manager is responsible for coordinating managing the review.

3.8.3 Procedure

A list of formal action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate organizations.

3.8.4 PDR Technical Review (Dry Run)

This review is an in–depth technical review of the cognizant deliverables.  The review team will:

1.
Review the documents specified above;

2.
Surface errors and issues, not correct them;

3.
Focus on technical issues, not editorial ones; and

4.
Make recommendations concerning the documents.

3.8.5 PDR Formal Review

The following topics will be briefed at this review:

1.
Purpose of the review;

2.
Agenda for the review;

3.
Location of the task in the SDLC;

4.
Project–level status to include process maturity;

5.
Previous review action items.  Each action item will include:

a.
A brief description of the item;

b.
Who was assigned to work the item;

c.
The status of the item (open or closed); and

d.
A brief description of any action taken.

6.
Report from the technical review and/or user group.  The report will include the purpose of the review, who participated in the review, a summary of the findings, and the review team recommendations;

7.
Preliminary database design and performance;

8.
Preliminary software design;

9.
Test organization and formal test plans and procedures and environment;

10.
Demonstration of the completed increment.  This demonstration needs to include a full screen traversal, from the application entry-level screen through the screens associated with the increment.  If the increment does not lend itself to the upper level traversal, then the demo of the increment should be preceded with a presentation of the screen traversal demonstration;

11.
Lessons learned and incorporated from first increment;

12.
Any actions directed by the Corrective Action Board  (CAB) or Change Control or Configuration Control Board (CCB);

13.
SDLC deviations for this task;

14.
Technical Risk Analysis.  A summary slide is presented for all project risks rated red, yellow, or green.  Each risk rated red or yellow requires an expanded slide which shows the following:

a.
The description of the issue;

b.
The Owner for the risk;

c.
Action to mitigate;

d.
Alternative plan if the issue is not resolved; and

e.
Planned date to revert to the alternative.

15.
Identification and description of the Reusable components which are potentially reusable for this project.  Indicate the total number and size of the Reusable components submitted and/or reused.  Sizes can be given in either total function points or lines–of–code, whichever are more meaningful for this life–cycle phase.

16.
Metrics report includes:

a.
Current number of system requirements;

b.
Current number of classes;

c.
Current number of classes with attributes;

d.
Current number of classes with services;

e.
Current number of reused components; 

f.
Current number of function points; and

g.
Design Metrics.

17.
Milestone Schedules.  The milestone schedule is briefed to show task progress; and

18.
Recommendation to the review chairperson.

3.8.6 Entrance Criteria

Reference SQA Checklist, Product Code:.

3.8.7 Exit Criteria

Reference SQA Checklist, Product Code: 

3.9 Project Life Cycle: Critical Design Review (CDR)

3.9.1 Purpose

A.
The purpose of CDR is to determine the acceptability of the final detailed design, performance and test characteristics of the database, and software design solutions.  The review will focus on test activities and all system increments, and will be held at the completion of Application Design Activities.  The updated SDD, updated PMP, and updated STD are presented to the Sponsor for approval.

B.
Primary emphasis is placed on the following:

1.
Unit Test Approach;

2.
Tailoring;

3.
Module decomposition;

4.
Module design;

5.
Build Strategy;

6.
Lessons learned;

7.
Metrics reports;

8.
Software demonstration; and

9.
Formal testing schedule.

3.9.2 Responsibility

The Project manager is responsible for coordinating the review.

3.9.3 Procedure

A list of formal action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate organizations.  Formal minutes of the review are prepared and delivered.

3.9.4 CDR Technical Review (Dry Run)

This review is an in–depth technical review of the updated deliverables.  The review team will:

1.
Review the documents specified above;

2.
Surface errors and issues, not correct them;

3.
Focus on technical issues, not editorial ones; and

4.
Make recommendations concerning the documents.

3.9.5 Formal Review

The following topics will be briefed at this review:

1.
Purpose of the review;

2.
Agenda for the review;

3.
Location of the task in SDLC;

4.
Project–level status to include process maturity;

5.
Previous review action items.  Each action item will include:

a.
A brief description of the item;

b.
Who was assigned to work the item;

c.
The status of the item (open or closed); and

d.
A brief description of any action taken.

6.
Report from the technical review and/or user group. The report will include the purpose of the review, who participated in the review, a summary of the findings, and the review team recommendations;

7. Final database design and performance;

8. Final software design;

9. Unit test approach & formal Test Approach;

10. Demonstration of the prototype system;

11. Lessons learned and incorporated from first increment;

12. Any actions directed by the CCB;

13. SDLC deviations for this project;

14. Technical Risk Analysis.  A summary slide is presented for all project risks rated red, yellow, or green.  Each risk rated red or yellow requires an expanded slide which shows the following:

a.
The description of the issue;

b.
Owner for the risk;

c.
Action to mitigate;

d.
Alternative plan if the issue is not resolved; and

e.
Planned date to revert to the alternative.

15. Identification and description of the Reusable components which are potentially reusable for this project.  Sizes can be given in either total function points or lines–of–code, whichever are more meaningful for this life–cycle phase.

16. Metrics report includes:

a.
Current number of system requirements;

b.
Current number of classes;

c.
Current number of classes with attributes;

d.
Current number of classes with services;

e.
Current number of reused components; and

f.
Current number of function points;

17. Milestone Schedules.  The milestone schedule is briefed to show task progress; and

18. Recommendation to the review chairperson.

3.9.6 Entrance Criteria

Reference SQA Checklist, Product Code: 

3.9.7 Exit Criteria

Reference SQA Checklist, Product Code:

3.10 Project Life Cycle: Test Readiness Review (TRR)

3.10.1 Purpose

A.
The purpose of TRR is to verify that the CSCI (or system) is ready for Formal Testing.  The review will focus on readiness of test activities and all system increments, and will be held at the completion of the Code and Unit Testing Phase.  The Software Test Report, updated PMP, the draft Version Description Document (VDD), draft Implementation Plan (IP), and the draft Computer Resource Integrated Support Plan (CRISP) are presented to the Sponsor for approval.

B.
Primary emphasis is placed on the following:

1.
Unit and Integration Test Results;

2.
Path Coverage;

3.
Comparison of results to quality factors;

4.
Formal Test Approach;

5.
Tailoring;

6.
Lessons learned;

7.
Metrics reports;

8.
Software demonstration;

9.
Formal testing schedule;

10.
Turnover plans for the Computer Software End Item to the maintenance organization; and

11.
Configuration documentation for the Version Description Document.

3.10.2 Responsibility

The Project Manager is responsible for coordinating the review.

3.10.3 Procedure

A list of formal action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate organizations.  Formal minutes of the review are prepared and delivered.

3.10.4 TRR Technical Review (Dry Run)

This review is an in–depth technical review of the updated deliverables.  The review team will:

1.
Review the documents specified above;

2.
Surface errors and issues, not correct them;

3.
Focus on technical issues, not editorial ones; and

4.
Make recommendations concerning the documents.

3.10.5 Formal Review

The following topics will be briefed at this review:

1.
Purpose of the review;

2.
Agenda for the review;

3.
Location of the task in SDLC;

4.
Project–level status to include process maturity;

5.
Previous review action items.  Each action item will include:

a.
A brief description of the item;

b.
Who was assigned to work the item;

c.
The status of the item (open or closed); and

d.
A brief description of any action taken.

6.
Report from the technical review and/or user group.  The report will include the purpose of the review, who participated in the review, a summary of the findings, and the review team recommendations;

7.
Unit test results and formal test approach;

8.
Demonstration of the pre-test system;

a.
Unit and Integration Test Results;

b.
Path Coverage;

c.
Comparison of results to quality factors;

d.
Formal Test Approach;

d.
Tailoring;

e.
Lessons learned;

f.
Metrics reports;

g.
Software demonstration;

h.
Formal testing schedule;

i.
Turnover plans for the Computer Software End Item to the maintenance organization; and

j.
Configuration documentation for the Version Description Document.

9.
Lessons learned and incorporated from first increment (or completed system);

10.
Any actions directed by the CCB;

11.
SDLC deviations for this project;

12.
Technical Risk Analysis.  A summary slide is presented for all project risks rated red, yellow, or green.  Each risk rated red or yellow requires an expanded slide which shows the following:

a.
The description of the issue;

b.
Owner for the risk;

c.
Action to mitigate;

d.
Alternative plan if the issue is not resolved; and

e.
Planned date to revert to the alternative.

13.
Metrics report includes:

a.
Current number of system requirements;

b.
Current number of classes;

c.
Current number of classes with attributes;

d.
Current number of classes with services;

e.
Current number of reused components; and

f.
Current number of function points.

14.
Milestone Schedules.  The milestone schedule is briefed to show task progress; and

15.
Recommendation to the review chairperson.

3.10.6 Entrance Criteria

Reference SQA Checklist, Product Code: 

3.10.7 Exit Criteria

Reference SQA Checklist, Product Code: 

3.11 Project Life Cycle: Acceptance Review (AR)

3.11.1 Purpose

A.
The purposes of the AR are to determine the acceptability of software test procedures, unit testing results, and integration testing results, and to assure the Business User that all components are ready for acceptance by the Business User. Software test procedures are evaluated for compliance with the STP and STD.  The Computer Software End Item (CSEI), draft Software Test Report (STR) and Software Product Specification (SPS), and the final STD, SDD, task–specific appendix to the SDP, Computer Resources Integrated Support Document (CRISP), Implementation Procedures (IP), and Requirements Traceability Matrix (RTM) are presented for Sponsor approval.  (Draft versions of the CRISP, and IP, will have been reviewed by the Sponsor 40 workdays prior to the AR.)

B.
Primary emphasis for this review is placed on the following:

1.
Changes to software test plans and descriptions;

2.
Software test procedures;

3.
Internal formal CSCI test results;

4.
Test limitations;

5.
Software test resources;

6.
Outstanding software problems; and

7.
Qualification Testing & Evaluation (QT&E) schedule – Formal User Acceptance Testing .

3.11.2 Responsibility

The Project Manager is responsible for coordinating the review.

3.11.3 Procedures

A list of formal action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate organizations.  Formal minutes of the review are prepared and delivered.

3.11.4 AR Technical Review

This review is an in–depth technical review of the final Software User’s Manual (SUM), STD, SDD, CRISP, Computer Software Operator’s Manual (CSOM), IP, RTM, task specific appendix to the PMP, and the draft Software Test Report (STR) and Software Product Specification (SPS).  The review team will:

1.
Review the documents specified above;

2.
Surface errors and issues, not correct them;

3.
Focus on technical issues, not editorial ones; and

4.
Make recommendations concerning the documents.

3.11.5 Formal Review

The following topics will be briefed at this review:

1.
Purpose of the review;

2.
Agenda for the review;

3.
Location of the Project in the SDLC;

4.
Project–level status to include process maturity;

5.
Previous review action items.  Each action item will include:

a.
A brief description of the item;

b.
Who was assigned to work the item;

c.
The status of the item (open or closed); and

d.
A brief description of any action taken.

6.
Report from the technical review and/or user group.  The report will include the purpose of the review, who participated in the review, a summary of the findings, and the review team recommendations;

7.
Requirements modifications;

8.
Design changes;

9.
Test plan/description changes;

10.
Software test procedures;

11.
Test procedures from the STD and test results from the STR;

12.
Software test resources available for formal qualification testing;

13.
Summary of software problem status;

14.
Test schedules;

15.
Milestone Schedules.  The milestone schedule is briefed to show task progress; and

16.
Recommendation to the review chairperson.

3.11.6 Entrance Criteria

3.11.7 Exit Criteria

3.12 Project Life Cycle: Incremental Status Reviews

3.12.1 Purpose

The purpose of the Incremental Status Review is to provide for review of the project variables that occur between major scheduled reviews.  These reviews emphasize project items required for resolution prior to the next scheduled project meeting/review.  The need for this type of review is generally identified by a situation or risk identified in periodic status report (usually a weekly status report) and analyzed as requiring action prior to the next project scheduled review and reporting period.  Since this type of meeting is convened to address a specific set of circumstances unique to the project there is no need for review of the project history, status etc. unless it directly impacts the specifics contributing to the project immediate needs and situations.

3.12.2 Responsibility

The Project Manager is responsible for identifying the need, scheduling and coordinating the review.

3.12.3 Procedures

The meeting notice provides the meeting logistics data (when where who etc.) the notice should also include identifying key personnel (who may appoint delegates) required in attendance at the meeting.  Minutes are kept and a list of action items is kept.  When the presentations are complete, action items are reviewed and assigned to appropriate organizations, and added to the project action item list.

3.12.4 Conducting the Review

This type of review is established to allow the organization to react to project needs between regularly scheduled review checkpoints itemized in the Project Plan.  If any of Status Reviews occur within two weeks of a formal review, the two reviews may be combined at the discretion of the Project Manager.  The following topics will be considered in the preparation of the agenda but only included if required to address the specific issues that contributed to the reasons for calling the meeting:

E. Agenda for the review;

F. Purpose of the review;

G. Administrative data to include:

1.
Project short title;

2.
Project description;

3.
Type of contract, i.e., Cost Plus Fixed Fee (CPFF) or Firm Fixed Price (FFP);

4.
Value of the delivery order;

5.
The task Office of Primary Responsibility (OPR), PM, and Technical Quality Assurance Evaluation (TQAE);

6.
Supporting contractor, if any;

7.
Project manager;

8.
Task start and scheduled completion dates; and

9.
The task implementation Automated Data Processing Equipment (ADPE).

D.
Program milestones and development schedule;

E.
Proof of Process for project;

F.
Program Manager's Assessment of the following areas:

1.
Documentation;

2.
System performance;

3.
Schedule;

4.
Funding;

5.
Reliability and maintainability;

6.
Contracting;

7.
Personnel training;

8.
Logistics;

9.
Facilities support;

10.
Software production;

11.
Systems integration;

12.
Test and evaluation;

13.
Security;

14.
Contract data requirements; and

15.
Overall.

G.
Each of the above areas will be rated either green, yellow, or red.  Green indicates there is no significant issue associated with this area.  Yellow signifies there is an issue associated with this area that if not corrected within 180 days it will cause the program to be non–executable and/or breach a baseline.  Red indicates an issue exists that if not corrected within 90 days will cause the program to be non–executable and/or breach a baseline.  Arrows can be used in conjunction with the colors to indicate the condition is worsening (down) or improving (up).

H.
Special issues associated with each of the yellow or red areas identified above in the Program Manager's assessment.  Each special issue will identify the problem, describe the impact of the problem, indicate the action needed to correct the problem, and establish a "get well" date.

I.
Action items from previous reviews.  Each action item will include a description of the issue, the OPR assigned to correct the issue, and the status of the action item.

























� This document is written and produced by the Georgia Technology Authority (GTA), Program Management Office (PMO) as part of the strategic Continuous Process Improvement initiative.  Questions or recommendations for improvement to this document may be forwarded to any PMO member.
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