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Peer Review Procedure
Systems Engineering Discipline: 

Verification and Validation 
Description:  

The purpose of verification is to ensure selected work products meet their specified requirement.  It occurs throughout the development of a product and work product.  Verification increases the likelihood that the product will meet the customer, product, and product-component requirements.  Peer Reviews are an important part of verification and are a proven way to remove defects effectively.  
A Peer Review is an in-depth analysis of a work product by a group of peers to identify defects as early as possible in the development life cycle.  They are performed incrementally as work products are being developed.  Peer Reviews are structured and are not management reviews.  Each work product will be in one of three states—draft, near final, or final.  There are two types of Peer Reviews--coordination and meeting; and two categories of Peer Reviews--initial and follow-up.
A work product to be delivered to the customer requires at least one Draft Peer Review, when the product is between 40% and 60% complete, and a Final Peer Review.  If the Project Manager or author believes additional Peer Reviews are needed, they may be scheduled.  In addition, the Project Manager may designate any non-deliverable products to be peer reviewed.  Peer reviews are applied to work products and the results should reflect the readiness of the product.  
Entry Criteria: 
Complete the following before beginning this procedure:

· Work product being Peer Reviewed 
Procedure Steps:  (These steps are not necessarily sequential.)
1. Project Manager:  Prepare for Peer Review.
Ensure accomplishment of the following tasks:

· Identifying Review Participants

· Training Review Participants in Peer Review procedures 
· Ensure Review Participants obtain and pass the [Peer Review Self-Administered Test Checklist].

· Identifying Peer Review roles (facilitator, leader, recorder, etc.)
· Determining the type of Peer Review (meeting or coordination)

· Ensuring any materials to be used during the peer review are current, such as checklists and review criteria 

· Scheduling the Peer Review and announcing it to review participants  

· Distributing the work product to be reviewed and related information to Review Participants  (not less than one week prior to Peer Review)

2. Author:  Prepare for Peer Reviews.

The author shall:
· Use the specific Peer Review checklist for the work product if one exists, otherwise use the [Generic Peer Review Checklist]. 
· Notify the Project Manager that a work product is ready for Peer Review.
· Act as the subject matter expert for the material being reviewed.
· Often serve as the Action Item POC for resolution. 
3.  Review Participants (Peers):  Prepare for and participate in Peer Reviews.
Peers shall:
· Review the work product prior to the Peer Review and be prepared to make recommendations.
· Use all supporting materials to complete the Peer Review checklist from the peer’s Business and Enterprise Systems (BES) Process Directory (BPD) perspective.
· If it is a Coordination Peer Review, forward the checklist to the Project Manager, facilitator, or leader if one has been designated.

· If it is a Meeting Peer Review, participate and provide explanations of the completed checklist.
· Keep the author “on the right track” and scrutinize the product thoroughly.
· Use “track changes” if editing the product electronically, or redline the hard copies.
· Record time spent reviewing the product. 

· Focus on the work product and NOT the author.
· Perform any assigned peer review roles.
4.  Project Manager:  Finalize Peer Reviews.
The Project Manager will either perform the following or designate someone else to do so: 
· Ensure Peer Reviews are conducted on selected work products. 

· Act as leader or facilitator for the Peer Review.
· Identify issues resulting from the review.
· Ensure recommendations are documented on a peer review checklist.

· If in the final state, determine if the product is ready to be baselined.  Ideally, the product should not be baselined if there are any open Action Items.  However, in some cases the Project Manager may make the decision to baseline even if there are unresolved Action Items.  If this is the case, the Project Manager must acknowledge, document, and task the Project Configuration Manager to track the Action Items to closure.
· Ensure resolution of Action Items or disputes.
· Determine the need for a follow-up Peer Review. 

· Review results of all completed Action Items.
· Ensure finalization of the Peer Review Minutes.
5.  Project Configuration Manager:  Prepare and participate in Peer Review.
The Project Configuration Manager will act as the Peer Review Recorder unless the Project Manager has named another Recorder.  The Recorder shall:

· Collect all completed Peer Review Checklists.
· Track Action Items and report status to the Project Manager.
· Document the closure of Action Items in the minutes.
· Track all Action Items still open after baseline.

6.  Author:  Analyze Peer Review data and finalize.
The product’s author shall:
· Address all Peer Review results, Action Items, and improvement recommendations.
· Send all Peer Review documentation to the Project Configuration Manager after the Peer Review is complete.
7.  Project Configuration Manager:  Put Peer Review data under configuration management.
The Project Configuration Manager shall:
· Enter all Peer Review documentation into the configuration management system. 

· Send any Action Item to the Point of Contact. 

· Sign Peer Review Minutes after everything is completed.
Exit Criteria:
The following work products are a result of completing this procedure: 

· Peer Reviewed work product 
· Completed Peer Review Checklists 
· Peer Review Minutes
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