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Review Meeting Guide 
NOTE:  Peer Reviews are covered in the Peer Review Procedure.  

Milestone Reviews with customer are covered in the Milestone Review Procedure. 

1.0 Develop & Distribute Review Package

1.1.1 Procedures 

The following steps will outline the procedures necessary in preparing for a review.

      a. Identify review objective. 

      b. Identify review participants. (Contact the Programs and Requirements Function for assistance)

      c. Schedule facilities.

      d. Identify meeting logistics. (date, time, location)

      e. Notify review participants and panel members.

      f. Outline meeting guidelines and develop an agenda. 

      g. Develop slides complying with standard format. 

      h. Develop and distribute review package to participants and panel members. (minimum 1 week prior to review)

      i. Identify recorder (usually Project Configuration Manager (CM)) to capture the discussion and action items.  The recorder is responsible for publishing minutes.  

2.0 Review Meeting Agenda

2.1.1 Definition

The agenda describes the format the review meeting will follow.  It is used by the chairperson to keep the meeting structured and on time.

2.1.2 Audience

The agenda is distributed as part of the review package to the reviewers, chairperson, and recorder.

2.1.3 Agenda Items

The narrative below describes the agenda items of the review meeting and the rationale associated with each item.

2.1.3.1 Introduction

The chairperson opens the meeting and ensures that the reviewers understand and follow the review guidelines.  Also allows the chairperson to determine the readiness to proceed with the review.

2.1.3.2 Overview

The producer presents a brief overview of the product under review and which provides the reviewers with the producer's perspective.

2.1.3.3 Raise Issues

The reviewers raise issues and concerns.  This allows reviewers the opportunity to communicate their issues to the producer.

2.1.3.4 Discuss Issues

Issues are discussed and summarized.

2.1.3.5 Review Closure (Wrap-up)

The chairperson brings the review to closure.  Review participants are allowed to explicitly agree on the next steps for the product.

2.1.4 Agenda Item Guidelines

The following narrative provides further guidelines for each agenda item.

2.1.4.1 Introduction

The Chairperson:

      a. Introduces the participants

      b. Ensures Recorder (minutes taker) is in-place and ready

      c. States the objective of the review

      d. States any ground rules or guidelines

      e. Requests each reviewer to comment on his or her state of readiness (time of preparation)

      f. Determines readiness to proceed with the meeting

2.1.4.2 Overviews

The producer provides the reviewers with his perspective of the product under review.  Often this involves describing:

     a. Intended audience of the product

     b. The purpose of the product

     c. Expected next step after the review

2.1.4.3 Raise issues

See the Raised Issues Guidelines Section.

2.1.4.4 Review Closure (Wrap-up)

The chairperson:

      a. Asks each review for disposition

          (1) Proceed to next step with the product as is

          (2) Proceed to next step, but modify the product as per the issues raised

          (3) Modify the product as per issues raised and re-review

      b. Summarizes responses and proposes next step

      c. Establishes follow-up actions and suspense dates per the Action Item Procedure
      d. Thanks reviewers and recorder

      e. Adjourns the meeting

2.1.5 Raised Issues Guidelines

This narrative describes several ways to cover the approach for the material being reviewed with explanative comment.

2.1.5.1 Page at a time

This approach is useful when a detailed review is desired.

2.1.5.2 Logical section at a time

Same as above but has the advantage that physical page boundaries do not interfere with the coverage of the material.

2.1.5.3 Issue at a time

Useful for occasions where limited time is available and the intent is to identify high-level issues.

2.1.5.4 Global and local issues

Same as above but has the advantage to assure that all high-level issues are raised first.

3.0 Track, Address, and Publish Review Issues Document & Distribute Review Minutes Package

3.1.1 Procedures 

This narrative outlines the procedures to be identified as necessary in following-up on issues and concerns raised during a review.

3.1.1.1 Develop a list of issues and concerns raised during the review meeting. 

3.1.1.2 Identify and develop issue response list per issue requiring action/resolution. 

3.1.1.3 Develop a revised copy

3.1.1.4 Distribute review minutes package. 

3.1.1.5 Develop and submit written thanks to review participates/panel members.

4.0 Review Minutes Package

4.1.1 Description

The review minutes package documents the review itself and any action taken as a result of the review.

4.1.2 Prepared by

The producer prepares the review minutes package.

4.1.3 Audience

The review minutes package is distributed to all review participants (reviewers, chairperson, and recorder).

4.1.4 Components

The narrative below describes the contents of the prepared review minutes package Component and Descriptions.

4.1.5 Summarized discussion

A summary of the discussion which took place will be recorded including any pertinent decisions and or agreements.
4.1.6 Issues list

A written description of the issues that were raised during the review meeting

4.1.7 Issue response

The resolution for each issue described in the issue list if available.  This material may not be available until a later date.

4.1.8 Results of the review

The actions scheduled to be taken as a result of the review. (This need not be a point-by-point response to each issue but should specify what is to be done next by whom.)

4.1.9 Revised copy of the product

(If available)  This material may not be available until a later date.

Thank you

Written thanks to the reviewers, chairperson, and recorder will be provided.

Source

This Review Meeting Guide was adapted from the Software Engineering Institute (SEI) Software Process Definition Reference Manual. 
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