PEER REVIEW PROCEDURE
1. The Author of a Software product (change) submits a Request for Software Review.  This request is submitted to the group or product leader.

2. A Review team is established including an Author, Recorder, Moderator, and Technical Reviewers.  Moderator may assign or perform recorder role.  QA is notified of the scheduled review unless it is a requirements or test review when QA participation is mandatory.

3. The group or product leader assigns or prepares the review package and schedules meeting.

a) Sends date of request and other information from the Request for Review form to the data manager (Pete/Cindy) for the peer review database.

b) Prepares copies of needed files, or read-only access to them, and distributes to all reviewers.

c) Contacts all reviewers and schedules a meeting time and place that all can attend.  (Reviewers must be given ample review time – two to three days depending on file size or amount of changes).

4. Author checks with all Reviewers prior to meeting to be sure all can attend, and all have had enough time to review.  Moderator may permit the review with one or more missing.

5.
The meeting takes place.

a) Moderator starts meeting by checking that all are in attendance, and all have reviewed. Moderator may permit the review with some missing.

b) Moderator proposes or invites and checks consensus on proposals to submit written-only redlines for portions of the product.

c) Reader reads the remaining package in small portions. The recorder documents issues, questions, and actions to improve the product.  

d) Action Items are assigned to the appropriate person to fix and close.

e) If the subject matter strays from the product being reviewed, the Moderator returns the meeting to reviewing the product, binning the dialogue subject or recording an action item.

f) At the end of the meeting or in email, the Recorder reads back all the Action Items to ensure that all have been captured, and that they are clear enough to the assignee.  Any discrepancies are resolved.

g) The Moderator decides whether a follow up meeting is required or not based on the extent or number of changes required.  If one is required, it is scheduled before the meeting is ended.

5. After the meeting.

a) The Author files the marked-up product in the project library for future reference.

b) The data manager updates the peer review database with meeting information: product, author, moderator, date, number of major/minor anomalies, time spent preparing, review duration, and anomaly categories’ frequency counts.

c) Recorder writes up and distributes meeting minutes, including a list of action items generated at the meeting.  These minutes are sent to all attendees, as well as data management and appropriate personnel.

d) Product lead follows up on each action until it is closed.  Then alerts the data manager to update the peer review database.

