1Inspection ID # ________________________

INSPECTION ANNOUNCEMENT


4Distribution Date:  ______________
8Scheduled Delivery Date*:  ___________________

5Project: ______________________
9Change Authorization(s):  ____________________

6Subsystem:  ___________________
__________________________________________

7Unit(s) or Section(s) / Version:  ___________________________________________________

______________________________________________________________________________

10Is this a Re-inspection? 

___No





___Yes, Reason:___________________________________

11Distribution:




12Inspection Type:




     Area

Inspector's Name
Email Address
Role
      of Expertise     

__SY1:  System Requirements









__SY2:  Systems Design

_________    _________    
Moderator     ______________
__SU1:  Subsystem Requirements

_________    _________
Recorder        ______________
__SU2:  Subsystem Design

_________    _________
Reader
       ______________
__R0:  Functional Design

_________    _________    
Inspector 
       ______________
__R1:  Software Requirements

_________    _________

Inspector        ______________
__I0:  Architectural/Preliminary Design

_________    _________

Inspector        ______________
__I1:  Detailed Design

_________    _________      Inspector
       ______________
__I2:  Source Code

 _________    _________     Inspector
       ______________
__IT1:  Test Plan









__IT2:  Test Procedures and Functions  

__ SDP: Software Development or 

                Management Plan 

__ SCMP: Software Configuration

                  Management Plan 

__ SMP:  Software Maintenance Plan

__ SAP:  Software Assurance Plan








__ SSP:  Software Safety Plan








__ Other:  _______________________

13Size of Work Product*: _________________________________________________________

14Nature of Work*: New: ____% Modified: ____% Reused: ____% Deleted: ____%

15Reference Documents*:  _________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

16Comments:  ___________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

Formal_Inspection_Forms_R2V0.doc

             (This form is completed by the Moderator, except for: *Moderator and Author.)

INSTRUCTIONS FOR THE INSPECTION ANNOUNCEMENT 

1.  Optional: Unique Inspection ID assigned by the Data Manager1 or Project during the Planning Stage prior to distributing the Inspection Packages. This ID can be used to track progress in completing project inspections and to help put together the Software Peer Review/Inspection Report package.
2.  Date, time, and place of the Overview Meeting if one is scheduled.

3.  Date, time, and place of the Inspection Meeting

4.  Date that the Inspection Package is distributed to each Inspector.

5.  Title or acronym of the project for which the product is being produced.

6.  Title or acronym of the subsystem for which the product is being produced.

7.  Name(s) or acronym(s) and version number(s) of the unit(s) or section(s) of a document being inspected.
8.  Delivery date of the product being inspected according to the schedule.

9.  If applicable, list the name(s) of the person(s) who can authorize changes on the product being inspected.

10.  Check the appropriate line to indicate whether this is a re-inspection. If "Yes", indicate the reason for the re-inspection in the space provided. (For example, a large number of Major Defects, a large number of Open Issues, portions of the product contained To Be Determined (TBD) sections during the first inspection.)

11.  Indicate the name, and email address, of all Inspectors according to their role in the Inspection Meeting. List the Author as an Inspector. Also indicate the Area(s) of Expertise each Inspector represents from the following categories:

Project Engineering



Testing

System Engineering



Quality Assurance

H/W Development



Operations

S/W Development



Science Team

User/Customer




Other

12.  Check the appropriate line or record the Inspection Type in the space provided.

13 Optional: Size of the work product being inspected using one of the following methods:

Pages (PG) - indicate whether double-spaced, single-spaced, or drawings; also font size if known;

Pseudo Lines of Code (PLOC) - indicate whether this number includes comment lines and/or blank lines;

Source Lines of Code (SLOC) - indicate whether this number includes comment lines and/or blank lines.

14.  Optional: Indicate what percent of the product being inspected is New, Modified, Reused, and Deleted. Should total to 100 percent.
15.  List all Reference Documents either included in the Inspection Package or available for more information on the product being inspected. Indicate where these documents can be found.
16.  Include any additional comments that may be helpful to the Inspectors. (For example, indicate the date and time that the INDIVIDUAL PREPARATION LOG should be returned to the Moderator.)
1 The Moderator may delegate to a Data Manager the responsibility for collecting and storing the Software Peer Review/Inspection Report package. 
13Page 1 of ____





1Inspection ID # __________________________

INDIVIDUAL PREPARATION LOG

2Inspector’s Name: _____________________________

4Date Package Received: _______

3Approx. # of Inspections Participated in to Date: _____

5Completion Date: ____________

6Preparation Log:


Date




Time Expended




__________________________

____________________________




__________________________

____________________________




__________________________

____________________________




__________________________

____________________________







      Total Hours:  
___________________________

DEFECTS/CONCERNS 

7#

8Location(s)
                           9Description

  10Suggested Classification

	1
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________


12Number Assigned to Defect / Open Issue: _____

	2
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________


12Number Assigned to Defect / Open Issue: _____

	3
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________


12Number Assigned to Defect / Open Issue: _____

	4
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________


12Number Assigned to Defect / Open Issue: _____

11The Moderator needs to receive a copy of this form at least 4 hours before the scheduled Inspection Meeting.

   Please return in a timely manner with the appropriate line checked below.

____I am prepared for my role in the inspection.

____Please reschedule this inspection because I need more preparation time.

____Do not reschedule this inspection, I will be prepared in time for the inspection.
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(This form is completed by each Inspector.)

13Page ____ of ____


1Inspection ID # _____________________________

INDIVIDUAL PREPARATION LOG (cont'd)

DEFECTS/CONCERNS 

7#

8Location(s)
                           9Description

  10Suggested Classification

	
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________




12Number Assigned to Defect / Open Issue: _____

	
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________




12Number Assigned to Defect / Open Issue: _____

	
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________




12Number Assigned to Defect / Open Issue: _____

	
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________




12Number Assigned to Defect / Open Issue: _____

	
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________




12Number Assigned to Defect / Open Issue: _____

	
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________




12Number Assigned to Defect / Open Issue: _____

	
	
	
	Major Defect ___     Missing ___

Minor Defect ___     Wrong   ___

Open Issue     ___     Extra     ___

Type  __________    Origin   _________




12Number Assigned to Defect / Open Issue: _____
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(This form is completed by each Inspector.)

INSTRUCTIONS FOR THE INDIVIDUAL PREPARATION LOG 

1. Optional: Unique Inspection ID assigned by the Data Manager or Project during the Planning Stage prior to distributing the Inspection Packages. This ID can be used to track progress in completing project inspections and to help put together the Software Peer Review/Inspection Report package.
2. Name of the Inspector.

3. Optional: Approximate number of Formal Inspections that the Inspector has participated in prior to this inspection.

4. Date that the Inspector received the Inspection Package.

5. Date that the Inspector completes the INDIVIDUAL PREPARATION LOG.

6. Date and time expended in "X.X" person-hours each time the Inspector reviews the product or a reference document. Once completed, indicate the total hours expended in the Preparation Stage for this inspection. (Note: "X.X" refers to the fractional number that specifies the hours and minutes which were expended in this activity.)

7. Number of the Defect/Concern in sequential order.

8. Location of the Defect/Concern in the product.

9. Brief description of the Defect/Concern.

10. Give suggestions for the classification of the Defect/Concern. Classify it as either a potential Major Defect, Minor Defect, or Open Issue. Optional: classify it as Missing, Wrong, or Extra; indicate the type of the Defect/Open Issue from the categories listed on the provided Checklist; and indicate the product in which the Defect/Open Issue probably originated if other than the product being inspected.

11. Return a copy of this form to the Moderator at least 4 hours prior to the Inspection Meeting or by the time indicated by the Moderator on the INSPECTION ANNOUNCEMENT. Check one of the three lines provided.

12. Optional: During the Inspection Meeting, if a Defect/Concern on this form is determined to be a Defect/Open Issue, specify the number which the recorder assigns to that particular Defect/Open Issue. This will aid the inspector in any follow-up they wish to do for Defects/Open Issues of particular interest to them.
13. Optional: Record the page number of this page and the total number of INDIVIDUAL PREPARATION LOG pages.

12Page     1  of ____  







1Inspection ID #_________________________________

INSPECTION DEFECT LIST

2Estimated Person-Hours for  Rework*: _________________________


4Scheduled Follow-Up Date*: _____________________________

3Estimated Rework Completion Date*:  _________________________


5Actual Rework Completion Date*: _________________________

9Finder’s





                   13Location of 

6#     7Location(s)
8Description
   Initials

10Classification

        11Comments
                          Correction(s)
         14Corrected**
















                ***


	1
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	

	2
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	

	3
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	

	4
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	

	5
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	








                   (This form is completed by the Recorder, except for:    *Moderator and Author            **Moderator only              ***Author only)  Formal_Inspection_Forms_R2V0.doc
12Page ____ of ____  







1Inspection ID #_________________________________

INSPECTION DEFECT LIST (cont’d)


9Finder’s





                    13Location of 

6#       7Location(s)
8Description
   Initials

10Classification

            11Comments
            Correction(s)       14Corrected**
















                  ***


	
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	

	
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	

	
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	

	
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	

	
	
	
	
	Major Defect ___      Missing ___

Minor Defect ___     Wrong    ___

Open Issue     ___     Extra      ___

Type __________     Origin ______
	
	
	


Formal_Inspection_Forms_R2V0.doc                          (This form is completed by the Recorder, except for:   *Moderator and Author    **Moderator only   ***Author only)
INSTRUCTIONS FOR THE INSPECTION DEFECT LIST 

1. Optional: Unique Inspection ID assigned by the Data Manager or Project during the Planning Stage prior to distributing the Inspection Packages. This ID can be used to track progress in completing project inspections and to help put together the Software Peer Review/Inspection Report package.
After the Inspection Meeting –

2. Optional: The Author(s) reports to the Moderator the total time in "X.X" person-hours estimated for Rework.

3. The Author(s) reports to the Moderator the estimated Rework completion date.

4. Date scheduled between the Author(s) and the Moderator for the Follow-Up Meeting to review the corrections made to the product by the Author(s) during the Rework Stage.

After completion of the Rework –

5. Date the Rework is completed by the Author(s). The completion date is revised if the Moderator returns the product to the Author(s) for further Rework.

During the Inspection Meeting. For each Defect/0pen Issue identified –

6. Number of the Defect/Open Issue in sequential order.

7. Location of the Defect/Open Issue in the product.

8. Concise description of the Defect/Open Issue.

9. Optional: Initials of the Inspector who raised the Defect/Open Issue in the meeting. If the error was initially found in the meeting, place an asterisk by the finders initials to indicate that the defect was found during the meeting.

10. Classify the Defect/Open Issue in each of the following categories:

· Major Defect, Minor Defect, or Open Issue;

· Missing, Wrong, or Extra;

· Type of the Defect/Open Issue from the categories listed on the provided Checklist;

· Product in which the Defect/Open Issue originated if other than the product being inspected.

(Note: When the Open Issues are resolved, this block should be updated to reflect the Classification of any Open Issue which was determined to be a Defect.)

11. The initials of the persons required to close an Open Issue are listed in this box. An asterisk is placed beside the name of the person responsible for closure/resolution if that person is not the Author. Specify the date by which a recorded Open Issue must be closed and once it is closed record the resolution of the issue. This box is also used to indicate non-routine circumstances, waivers, action item results, Defects which require extra time to correct, etc.

12. Optional: Record the page number of this page during the meeting and record the total number of INSPECTION DEFECT LIST pages once the meeting is complete.

During the Rework and Follow-Up stage: For each Defect identified –

13. During the Rework Stage, the Author should indicate the location of all corrections in the product.

14. During the Follow-Up Stage, the Moderator, or the Moderator's designee, should indicate that the    Defect was properly "Corrected" by placing a check or “x”  in the box.
1Inspection ID#   ________________________________________________

DETAILED INSPECTION REPORT 

2Data Manager: ________________
3Defects found in Inspected Product:

	Checklist Defect Types
	Major
	Minor
	4Total

	
	Missing
	Wrong
	Extra
	Missing
	Wrong
	Extra
	

	Accuracy
	
	
	
	
	
	
	

	Clarity
	
	
	
	
	
	
	

	Completeness
	
	
	
	
	
	
	

	Compliance
	
	
	
	
	
	
	

	Computation 
	
	
	
	
	
	
	

	Consistency
	
	
	
	
	
	
	

	Correctness
	
	
	
	
	
	
	

	Data Usage
	
	
	
	
	
	
	

	Fault tolerance
	
	
	
	
	
	
	

	Feasibility
	
	
	
	
	
	
	

	Functionality
	
	
	
	
	
	
	

	Interface
	
	
	
	
	
	
	

	Level of Detail
	
	
	
	
	
	
	

	Maintainability
	
	
	
	
	
	
	

	Modularity
	
	
	
	
	
	
	

	Performance
	
	
	
	
	
	
	

	Reliability
	
	
	
	
	
	
	

	Testability
	
	
	
	
	
	
	

	Traceability
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	5Total Identified
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(This form is completed by the Moderator.)

INSTRUCTIONS FOR THE DETAILED INSPECTION REPORT 

Immediately after the Inspection Meeting –

1. Optional: Unique Inspection ID assigned by the Data Manager or Project during the Planning Stage prior to distributing the Inspection Packages. This ID can be used to track progress in completing project inspections and to help put together the Software Peer Review/Inspection Report package.
2. Optional: If the Moderator has delegate the responsibility for collecting and storing the Software Peer Review/Inspection Report package to a Data Manager, include the name and email address of the Data Manager.

3. For each Defect on the INSPECTION DEFECT LIST, place a mark in the proper column according to the classification of the Defect. Each Defect should be classified as Major or Minor; as Missing, Wrong, or Extra; and by Type.

4. Total number of Defects for each Checklist Defect Type.

5. Total number of Defects recorded under each column.

During Follow-Up

The moderator should update this form to reflect each Open Issue which was determined to be a Defect.

    1 Inspection ID# ______________________________________________

INSPECTION SUMMARY REPORT
2Planning Start Date: ____________________
                5 #Participants:  __________________________ 

7Follow-Up Completion Date: _____________________

3Inspection Meeting Date: ________________

6Meeting Length: _________________________

8Project Start Date: ______________________________

4Approx. Person-Hours Expended (prior to inspection) Developing Work Product:
________________
9Data Manager: ________________                                       





10Total Time Expended in Person-Hours





	Planning
	Overview
	Preparation
	Meeting
	Third-Hour
	Rework
	Follow-up
	Total



	   X
	
	
	
	
	  X
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	  X
	
	


Inspectors                  

 

Authors(s)                                                                                                                                                                              

Moderator














11Number of Representatives from Each Area:


       Project Office: ___________
Testing:          ___________












Systems Engineering: ______
Quality Assurance _______












H/W Development: ________
Operations: _____________


S/W Development: ________
Science Team: ___________


User/Customer: ___________
Other: __________________

12Defects Found:
13Defects Reworked:

14Open Issues:




# Major: ______         # Major: ______
   # Identified: ______





# Minor: ______         # Minor: ______
# Closed: ________
# Closed Found to be Defects: ________

# Closed Found Not to be Defects: _______



15Comments:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

16Discrepancy Reports/Change Requests/Waivers: ___________________________


____________________________________________________________________


____________________________________________________________________

____________________________________________________________________

Formal_Inspection_Forms_R2V0.doc


(This form is completed by the Moderator and submitted to the Data Manager and, if applicable, the Project QA Representative after Follow-Up has been completed.)

INSTRUCTIONS FOR THE INSPECTION SUMMARY REPORT
1.  Optional: Unique Inspection ID assigned by the Data Manager or Project during the Planning Stage prior to distributing the Inspection Packages. This ID can be used to track progress in completing project inspections and to help put together the Software Peer Review/Inspection Report package.
2.  Date that the Planning process was initiated.

3.  Date of the Inspection Meeting.

4.  Approximate time expended in person-hours by the Author(s) in developing the work product, or parts of the work product, under inspection.

Note: If this is a re-inspection, this number should not have changed from the number of hours reported at the first inspection since Rework time is separate from Development time.

5.  Total number of participants including the Author(s) and all Inspectors.

6.  Length of the Inspection Meeting in “X.X” hours.

7.  Date that the Follow-Up Stage was completed.

8.  Date the project started or the date the task / contract was awarded - whichever comes first.

9.  Optional: If the Moderator has delegate the responsibility for collecting and storing the Software Peer Review/Inspection Report package to a Data Manager, include the name and email address of the Data Manager.

10.  Total time expended in “X.X” person-hours by all Inspectors in each stage of the inspection process.

Note: The times for the Author(s) and the Moderator are tracked separate from the other inspection participants.

11.  Number of Representatives from each area of expertise. Include the Author's expertise. This may be a fractional number if one Inspector represents multiple areas. However, the total number of representatives must equal the number of inspection participants listed under #5.

12.  Total number of Major and Minor Defects found in the product being inspected. These totals should include the number of Open Issues which were determined to be Defects.

13.  Total number of Major and Minor Defects corrected during the Rework Stage. All Major Defects shall be corrected. A waiver shall be obtained and recorded under #16 for each Major Defect which is not corrected.

14.  Total number of Open Issues identified in the product during the Inspection Meeting prior to the Third-Hour and Follow-Up stages.

Total number of Open Issues closed (resolved) after the Inspection Meeting.

Total number of resolved Open Issues that were determined to be Defects.

Total number of resolved Open Issues that were determined not to be Defects.

Note: A waiver should be obtained and recorded under #16 for each Open Issue which has not been addressed.

15.  Include any additional comments that may be helpful to the Data Manager.

16.  Provide a brief description of any Discrepancy Reports/Change Requests/Waivers generated and their associated Defect/Open Issue number from the INSPECTION DEFECT LIST. Waivers should be obtained for Major Defects not corrected and for Open Issues which have not been addressed.

17.  Check the appropriate line to indicate whether the product is now "Inspection Certified" (Pass) or a re-inspection is required. If a re-inspection is required, indicate a target date for the Re-inspection Meeting.

18.  Moderator's signature (or the date the Moderator completed the Inspection Summary Report) indicating the completion of the inspection process.
2Overview Meeting


Date: _____________________





Time: _____________________





Place: _____________________





3Inspection Meeting


Date: _______________________





Time: _______________________





Place: _______________________


























17STATUS:      ___ PASS    ___ RE-INSPECTION REQUIRED





		Re-inspection Target Date: ____________











18Moderator’s Signature








