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	Planning Activity

	1.0 Purpose

This procedure establishes the guidelines by which authors submit software work products, moderators and authors review software work products, moderators select inspectors and assign roles, moderators schedule overviews and meetings, moderators arrange overview and meeting locations, moderators prepare inspection meeting notices, and moderators distribute inspection materials. This procedure shall begin with authors submitting software work products to moderators for review and approval prior to inspection, and end with moderators distributing line-numbered software work products to participants of software inspections of software work products.

2.0 Revision History

-----------------------------------------------------------------------
!   Date   !               Description              ! Author Initials !
-----------------------------------------------------------------------
!          !                                        !                 !
-----------------------------------------------------------------------

3.0 Persons Affected

Author and moderator.

4.0 Policy

The policy of this company is to ensure that:

4.1 Authors submit software work products.

4.2 Moderators and authors review software work products.

4.3 Moderators select inspectors and assign roles.

4.4 Moderators schedule overviews and meetings.

4.5 Moderators arrange overview and meeting locations.

4.6 Moderators prepare inspection meeting notices.

4.7 Moderators distribute inspection materials.

5.0 Definitions

5.1 Author: The role of author is assumed by the individual who is responsible for effecting changes to the work product (who is not necessarily the same as the person who wrote it). The author’s role at the inspection meeting shall be to detect defects based on his or her special understanding of the product and to answer specific questions which the reader is not able to answer. The author must not serve as moderator, reader, or recorder. The moderator’s role is to run the meeting and to ensure that comments are not directed to the author or made about the author. The reader specifically takes the onus of receiving the comments on the work product. The recorder must be impartial, so as not to reinterpret the defects before recording them.

5.2 Inspector: Usually, all inspection participants act as inspectors. The main responsibilities of an inspector are to study the inspection materials and note discrepancies before the inspection meeting and to participate during the inspection meeting. The inspector should spend an adequate amount of time preparing for the meeting. During the inspection meeting, the inspector should state any defects he or she identified during preparation or discovers while the meeting is in progress. Inspectors should avoid personalizing their comments. Inspectors should refer to the software product and not the author when discussing defects. They should avoid using the word "you." Inspectors must avoid drifting into long-winded discussions regarding design or resolution. Remember, the goal is only to find defects, not to resolve them.

5.3 Moderator: The moderator’s task is to ensure that the other members of the inspection team complete their functions for each step of the inspection. The moderator must ensure that during the inspection meeting the inspection team concentrates on finding defects and does not bog down in disagreement, discussing trivial issues, in solution-hunting, or in seeking alternate solutions. The moderator must be unbiased regarding the area under inspection and must be sensitive to each participant. During the inspection, the moderator is the key to ensuring that resources are efficiently utilized and maximum effort toward finding defects is achieved. After the inspection, the moderator follows up on the resolution of defects from the inspection defect list and provides the inspection report to the inspection coordinator.

5.4 Reader: The reader leads the team over the work in a complete and logical fashion. The reader is prepared to describe the various parts and functions of the work, reading and paraphrasing the material at a moderate pace suitable for thorough examination. Because the order in which the material appears in the work product may not be optimal for inspecting, the reader must select an appropriate order of presentation. During the meeting, the reader paraphrases and interprets the material, describing every part and function of the material in detail, and answers any questions posed by the inspectors. (Additional clarification may be required by the author, but only after the reader’s response.)

5.5 Recorder: The role of the recorder is to record all the defects on the inspection defect list for this inspection.

6.0 Responsibilities

6.1 Authors are responsible for following the planning activity policy, submitting software work products, and reviewing software work products.

6.2 Moderators are responsible for following the planning activity policy, reviewing software work products, selecting inspectors and assigning roles, scheduling overviews and meetings, arranging overview and meeting locations, preparing inspection meeting notices, and distributing inspection materials.

7.0 INputs

7.1 Predecessor Specifications: The parent specification of a software work product to be inspected (e.g., software requirements specifications are the predecessor specifications of software designs, software preliminary designs are the predecessor specifications of software detailed designs, and software detailed designs are the predecessor specifications of software source code).

7.2 Software Work Product Standards: A standard annotated outline or template for any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user. Software work product standards may originate from industry, military, customer, corporate, or even software project requirements.

7.3 Software Work Product: Any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.

8.0 Process

8.1 Submit Software Work Products

8.1.1 Authors shall submit software work products to moderators for review and approval prior to inspection.

8.2 Review Software Work Products

8.2.1 Moderators and authors shall review software work products in order to ensure that they satisfy entry criteria for software inspections.

8.2.1.1 Moderators and authors shall ensure that predecessor specifications have been inspected and baselined.

8.2.1.2 Moderators and authors shall ensure that software work products conform to outlines for software work product standards.

8.2.1.3 Moderators and authors shall ensure that software work products conform to minimal requirements for software work product standards.

8.2.1.4 Moderators and authors shall ensure that software work products are line-numbered.

8.2.1.5 Moderators and authors shall ensure that software work products have been spell-checked.

8.2.2 Moderators shall terminate inspections of software work products that do not satisfy minimal entry criteria. 

8.3 Select Inspectors and Assign Roles

8.3.1 Moderators shall select inspectors and assign roles for meeting activity.

8.3.1.1 Moderators shall identify candidate inspectors to participate in software inspections of software work products from the same software projects, which have been trained in the software inspection process.

8.3.1.2 Moderators shall invite candidate inspectors to participate in software inspections of software work products.

8.3.1.3 Moderators shall assign the roles of inspector, reader, and recorder to confirmed inspectors in software inspections of software work products.

8.4 Schedule Overviews and Meetings

8.4.1 Moderators shall schedule overviews and meetings for software inspections of software work products with confirmed inspectors consisting of dates and times.

8.5 Arrange Overview and Meeting Locations

8.5.1 Moderators shall arrange overview and meeting locations for software inspections of software work products, consisting of conference rooms, video teleconferences, and/or voice teleconferences.

8.6 Prepare Inspection Meeting Notices

8.6.1 Moderators shall prepare inspection notices, consisting of project, activity, component, meeting date, release, document, moderator, phone, location, meeting type, inspection type, date, time, location, duration, size of the materials, expected preparation time, and name, location, and role of participants.

8.7 Distribute Inspection Materials

8.7.1 Moderators shall distribute inspection materials to participants of software inspections of software work products.

8.7.1.1 Moderators shall distribute inspection meeting notices to participants of software inspections of software work products.

8.7.1.2 Moderators shall distribute statements-of-work for software work products to participants of software inspections of software work products.

8.7.1.3 Moderators shall distribute predecessor specifications for software work products to participants of software inspections of software work products.

8.7.1.4 Moderators shall distribute software work product standards to participants of software inspections of software work products.

8.7.1.5 Moderators shall distribute defect types for software work products to participants of software inspections of software work products.

8.7.1.6 Moderators shall distribute checklists for software work products to participants of software inspections of software work products.

8.7.1.7 Moderators shall distribute line-numbered software work products to participants of software inspections of software work products.

9.0 Outputs

9.1 Inspection Meeting Notice: A form used to announce the future occurrence of a software inspection. Inspection meeting notices are typically composed of projects, activities, components, meeting dates, releases, documents, moderators, phone numbers, locations, meeting types, inspection types, dates, times, locations, durations, sizes of the materials, expected preparation times, and names, locations, and roles of participants.

9.2 Statement-of-Work: A description of all the work required to complete a project, which is provided by the customer.

9.3 Predecessor Specifications: The parent specification of a software work product to be inspected (e.g., software requirements specifications are the predecessor specifications of software designs, software preliminary designs are the predecessor specifications of software detailed designs, and software detailed designs are the predecessor specifications of software source code).

9.4 Software Work Product Standards: A standard annotated outline or template for any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user. Software work product standards may originate from industry, military, customer, corporate, or even software project requirements.

9.5 Software Defect Types: A standard classification or taxonomy of software defects used for identifying, categorizing, and analyzing the kinds of software defects found in software work products. Software defect types include data, documentation, functionality, human factors, interface, input/output, logic, maintainability, performance, syntax, standards, test case, test environment, test plan, and other.

9.6 Checklists: The purpose of a checklist is to provide a structured list of heuristics, rules, criteria, requirements, and guidelines as an aid to help remind a reviewer of the important characteristics to validate when examining software work products for software defects. Generally speaking, a checklist is a list of items for comparison, verification, or other checking purposes, which are also known as checksheets. A checksheet is a simple form that can be used to collect data in an organized manner. The function of a checksheet is to present information in an efficient, graphical format. This may be accomplished with a simple listing of items. However, the utility of the checksheet may be significantly enhanced, in some instances, by incorporating a depiction of the system under analysis into the form.

9.7 Software Work Product: Any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.


	Software Inspection Process
	Number
	

	
	Revision
	

	
	Approved by
	

	
	Date
	

	Title
	Overview Activity

	10.0 Purpose

This procedure establishes the guidelines by which authors prepare software work product overviews, moderators facilitate overviews, authors distribute software work product overviews, authors present software work product overviews, inspectors, readers, and recorders ask software work product questions, authors answer software work product questions, and inspectors note software work product problem areas. This procedure shall begin with authors preparing software work product overviews for inspectors in order to educate and familiarize software inspectors with the software work product to be inspected, and end with inspectors noting software work product problem areas discovered during overviews of software work products by authors for further investigation during the preparation activity and defect identification during the meeting activity.

11.0 Revision History

-----------------------------------------------------------------------
!   Date   !               Description              ! Author Initials !
-----------------------------------------------------------------------
!          !                                        !                 !
-----------------------------------------------------------------------

12.0 Persons Affected

Author, inspector, moderator, reader, and recorder.

13.0 Policy

The policy of this company is to ensure that:

13.1 Authors prepare software work product overviews.

13.2 Moderators facilitate overviews.

13.3 Authors distribute software work product overviews.

13.4 Authors present software work product overviews.

13.5 Inspectors, readers, and recorders ask software work product questions.

13.6 Authors answer software work product questions.

13.7 Inspectors note software work product problem areas.

14.0 Definitions

14.1 Author: The role of author is assumed by the individual who is responsible for effecting changes to the work product (who is not necessarily the same as the person who wrote it). The author’s role at the inspection meeting shall be to detect defects based on his or her special understanding of the product and to answer specific questions which the reader is not able to answer. The author must not serve as moderator, reader, or recorder. The moderator’s role is to run the meeting and to ensure that comments are not directed to the author or made about the author. The reader specifically takes the onus of receiving the comments on the work product. The recorder must be impartial, so as not to reinterpret the defects before recording them.

14.2 Inspector: Usually, all inspection participants act as inspectors. The main responsibilities of an inspector are to study the inspection materials and note discrepancies before the inspection meeting and to participate during the inspection meeting. The inspector should spend an adequate amount of time preparing for the meeting. During the inspection meeting, the inspector should state any defects he or she identified during preparation or discovers while the meeting is in progress. Inspectors should avoid personalizing their comments. Inspectors should refer to the software product and not the author when discussing defects. They should avoid using the word "you." Inspectors must avoid drifting into long-winded discussions regarding design or resolution. Remember, the goal is only to find defects, not to resolve them.

14.3 Moderator: The moderator’s task is to ensure that the other members of the inspection team complete their functions for each step of the inspection. The moderator must ensure that during the inspection meeting the inspection team concentrates on finding defects and does not bog down in disagreement, discussing trivial issues, in solution-hunting, or in seeking alternate solutions. The moderator must be unbiased regarding the area under inspection and must be sensitive to each participant. During the inspection, the moderator is the key to ensuring that resources are efficiently utilized and maximum effort toward finding defects is achieved. After the inspection, the moderator follows up on the resolution of defects from the inspection defect list and provides the inspection report to the inspection coordinator.

14.4 Reader: The reader leads the team over the work in a complete and logical fashion. The reader is prepared to describe the various parts and functions of the work, reading and paraphrasing the material at a moderate pace suitable for thorough examination. Because the order in which the material appears in the work product may not be optimal for inspecting, the reader must select an appropriate order of presentation. During the meeting, the reader paraphrases and interprets the material, describing every part and function of the material in detail, and answers any questions posed by the inspectors. (Additional clarification may be required by the author, but only after the reader’s response.)

14.5 Recorder: The role of the recorder is to record all the defects on the inspection defect list for this inspection.

15.0 Responsibilities

15.1 Authors are responsible for following the overview activity policy, preparing software work product overviews, distributing software work product overviews, presenting software work product overviews, and answering software work product questions.

15.2 Moderators are responsible for following the overview activity policy and facilitate overviews.

15.3 Inspectors are responsible for following the overview activity policy and noting software work product problem areas

15.4 Readers and recorders are responsible for following the overview activity policy and asking software work product questions.

16.0 INputs

16.1 Software Work Product Overview: An educational briefing which provides an introductory, executive, or technical overview of any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.

17.0 Process

17.1 Prepare Software Work Product Overviews

17.1.1 Authors shall prepare software work product overviews for inspectors, in order to educate and familiarize software inspectors with the software work product to be inspected.

17.2 Facilitate Overviews

17.2.1 Moderators shall facilitate overviews of software work products, in order to enforce software inspection process rules and regulations.

17.2.1.1 Moderators shall start overview meetings by introducing the author and software work product which is to be inspected, reviewing the agenda for the overview meeting, reminding the inspectors of the process for conducting overview meetings, and reminding the inspectors of the remaining software inspection activities.

17.2.1.2 Moderators shall cue authors to begin presenting overviews of software work products.

17.2.1.3 Moderators shall enforce time limits, ensure authors are making adequate progress, and terminate overviews when time limits have been reached.

17.2.1.4 Moderators shall ensure relevant questions receive adequate attention and are answered, prevent excessive discussion which will delay overviews, and ensure authors complete presentations of software work products.

17.2.1.5 Moderators shall prevent inspectors from criticizing the product, the product’s design, or making suggestions for product improvement during the overview presentation.

17.2.1.6 Moderators shall prevent inspectors from criticizing, attacking, or otherwise demeaning the author of the software work product or the overview.

17.2.1.7 Moderators shall terminate overview meetings if any of these rules have been excessively violated.

17.3 Distribute Software Work Product Overviews

17.3.1 Authors shall distribute software work product overviews to inspectors, in the form of briefing charts, document explanations, and other support analyses used to explain software work products that are to be inspected.

17.4 Present Software Work Product Overviews

17.4.1 Authors shall present software work product overviews to inspectors, in order to familiarize and educate inspectors with software work products to be inspected.

17.4.1.1 Authors shall identify the software work product to be inspected, such as software requirements, software designs, software source code, or software tests.

17.4.1.2 Authors shall identify the project, relevant computer software configuration item, computer software component, computer software unit, or software module within the scope of the software work products to be inspected.

17.4.1.3 Authors shall briefly describe the operation, function, and requirements of the software requirements, software designs, software source code, or software tests to be inspected.

17.4.1.4 Authors shall describe each major component of the software requirements, software designs, software source code, or software tests to be inspected.

17.4.1.5 Authors shall walkthrough the operational flow of the software requirements, software design, software source code, or software tests to be inspected.

17.5 Ask Software Work Product Questions

17.5.1 Inspectors, readers, and recorders shall ask software work product questions, while authors are presenting overviews of software work products.

17.5.1.1 Inspectors, readers, and recorders shall ask software work product questions, in order to clarify the software project, software item, software function, software operation, or software work product implementation.

17.5.1.2 Inspectors, readers, and recorders shall ask software work products questions, in order to clarify applicable statements-of-work, predecessor specifications, or software work product standards.

17.5.1.3 Inspectors, readers, and recorders shall ask software work product questions, about the methods used to develop and perform verification of software work products, the design, architecture, and implementation of software work products, and the performance and characteristics of software work products.

17.6 Answer Software Work Product Questions

17.6.1 Authors shall answer software work product questions from inspectors, readers, and recorders.

17.7 Note Software Work Product Problem Areas

17.7.1 Inspectors shall note software work product problem areas discovered during overviews of software work products by authors, for further investigation during the preparation activity and defect identification during meetings.

18.0 Outputs

18.1 Software Work Product Overview: An educational briefing which provides an introductory, executive, or technical overview of any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.
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	Preparation Activity

	19.0 Purpose

This procedure establishes the guidelines by which inspectors and recorders review software defect types, inspectors review checklists, inspectors review software work product statements-of-work, inspectors review software work product standards, inspectors review software work product predecessor specifications, inspectors, authors, readers, and recorders review software work products, and readers select reading techniques. This procedure shall begin with inspectors and recorders reviewing software defect types in order to familiarize themselves with the types of defects to be cognizant of in preparation for software inspections of software work products, and end with readers selecting reading techniques based on the type, scope, and objectives of software work products to be inspected.

20.0 Revision History

-----------------------------------------------------------------------
!   Date   !               Description              ! Author Initials !
-----------------------------------------------------------------------
!          !                                        !                 !
-----------------------------------------------------------------------

21.0 Persons Affected

Author, inspector, moderator, reader, and recorder.

22.0 Policy

The policy of this company is to ensure that:

22.1 Inspectors and recorders review software defect types.

22.2 Inspectors review checklists.

22.3 Inspectors review software work product statements-of-work.

22.4 Inspectors review software work product standards.

22.5 Inspectors review software work product predecessor specifications.

22.6 Inspectors, authors, readers, and recorders review software work products.

22.7 Readers select reading techniques.

23.0 Definitions

23.1 Author: The role of author is assumed by the individual who is responsible for effecting changes to the work product (who is not necessarily the same as the person who wrote it). The author’s role at the inspection meeting shall be to detect defects based on his or her special understanding of the product and to answer specific questions which the reader is not able to answer. The author must not serve as moderator, reader, or recorder. The moderator’s role is to run the meeting and to ensure that comments are not directed to the author or made about the author. The reader specifically takes the onus of receiving the comments on the work product. The recorder must be impartial, so as not to reinterpret the defects before recording them.

23.2 Inspector: Usually, all inspection participants act as inspectors. The main responsibilities of an inspector are to study the inspection materials and note discrepancies before the inspection meeting and to participate during the inspection meeting. The inspector should spend an adequate amount of time preparing for the meeting. During the inspection meeting, the inspector should state any defects he or she identified during preparation or discovers while the meeting is in progress. Inspectors should avoid personalizing their comments. Inspectors should refer to the software product and not the author when discussing defects. They should avoid using the word "you." Inspectors must avoid drifting into long-winded discussions regarding design or resolution. Remember, the goal is only to find defects, not to resolve them.

23.3 Moderator: The moderator’s task is to ensure that the other members of the inspection team complete their functions for each step of the inspection. The moderator must ensure that during the inspection meeting the inspection team concentrates on finding defects and does not bog down in disagreement, discussing trivial issues, in solution-hunting, or in seeking alternate solutions. The moderator must be unbiased regarding the area under inspection and must be sensitive to each participant. During the inspection, the moderator is the key to ensuring that resources are efficiently utilized and maximum effort toward finding defects is achieved. After the inspection, the moderator follows up on the resolution of defects from the inspection defect list and provides the inspection report to the inspection coordinator.

23.4 Reader: The reader leads the team over the work in a complete and logical fashion. The reader is prepared to describe the various parts and functions of the work, reading and paraphrasing the material at a moderate pace suitable for thorough examination. Because the order in which the material appears in the work product may not be optimal for inspecting, the reader must select an appropriate order of presentation. During the meeting, the reader paraphrases and interprets the material, describing every part and function of the material in detail, and answers any questions posed by the inspectors. (Additional clarification may be required by the author, but only after the reader’s response.)

23.5 Recorder: The role of the recorder is to record all the defects on the inspection defect list for this inspection.

24.0 Responsibilities

24.1 Inspectors are responsible for following the preparation activity policy, reviewing software defect types, reviewing checklists, reviewing software work product statements-of-work, reviewing software work product standards, and reviewing software work product predecessor specifications.

24.2 Recorders are responsible for following the preparation activity policy, reviewing software defect types, and reviewing software work products.

24.3 Readers are responsible for following the preparation activity policy, reviewing software work products, and selecting reading techniques.

24.4 Authors are responsible for following the preparation activity policy and reviewing software work products.

25.0 INputs

25.1 Statement of Work: A description of all the work required to complete a project, which is provided by the customer.

25.2 Predecessor Specifications: The parent specification of a software work product to be inspected (e.g., software requirements specifications are the predecessor specifications of software designs, software preliminary designs are the predecessor specifications of software detailed designs, and software detailed designs are the predecessor specifications of software source code).

25.3 Software Work Product Standards: A standard annotated outline or template for any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user. Software work product standards may originate from industry, military, customer, corporate, or even software project requirements.

25.4 Software Defect Types: A standard classification or taxonomy of software defects used for identifying, categorizing, and analyzing the kinds of software defects found in software work products. Software defect types include data, documentation, functionality, human factors, interface, input/output, logic, maintainability, performance, syntax, standards, test case, test environment, test plan, and other.

25.5 Checklists: The purpose of a checklist is to provide a structured list of heuristics, rules, criteria, requirements, and guidelines as an aid to help remind a reviewer of the important characteristics to validate when examining software work products for software defects. Generally speaking, a checklist is a list of items for comparison, verification, or other checking purposes, which are also known as checksheets. A checksheet is a simple form that can be used to collect data in an organized manner. The function of a checksheet is to present information in an efficient, graphical format. This may be accomplished with a simple listing of items. However, the utility of the checksheet may be significantly enhanced, in some instances, by incorporating a depiction of the system under analysis into the form.

25.6 Software Work Product: Any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.

26.0 Process

26.1 Review Software Defect Types

26.1.1 Inspectors and recorders shall review software defect types, in order to familiarize themselves with the types of defects to be cognizant of in preparation for software inspections of software work products, which include data, documentation, functionality, human factors, interface, input/output, logic, maintainability, performance, syntax, standards, test case, test environment, test plan, and other defects.

26.2 Review Checklists

26.2.1 Inspectors shall review checklists, in order to familiarize themselves with software work product characteristic problem areas to be cognizant of in preparation for software inspections of software work products, which include checklists for software requirements, software architectures, software high-level designs, software detailed designs, software source code, and software tests.

26.3 Review Software Work Product Statements-of-Work

26.3.1 Inspectors shall review software work product statements-of-work, in order to familiarize themselves with requirements, standards, and special considerations for contract deliverables relating to software requirements, software architectures, software high-level designs, software detailed designs, software source code, and software tests

26.4 Review Software Work Product Standards

26.4.1 Inspectors shall review software work product standards, in order to familiarize themselves with the requirements of industry, military, customer, corporate, or project standards for structure, form, and content of software work products.

26.5 Review Software Work Product Predecessor Specifications

26.5.1 Inspectors shall review software work product predecessor specifications, which may include software requirements, software architectures, software high-level designs, software detailed designs, software source code, and software tests, in order to determine the requirements for software work products to be inspected, as well as potential defects in software work products.

26.6 Review Software Work Products

26.6.1 Inspectors, authors, readers, and recorders shall review software work products, which may include software requirements, software architectures, software high-level designs, software detailed designs, software source code, and software tests, in order to familiarize themselves with the portion of software work products to be inspected, make preliminary determinations of conformance to statements-of-work, standards, and predecessor specifications, and identify candidate problem areas or software defects.

26.7 Select Reading Techniques

26.7.1 Readers shall select reading techniques based on the type, scope, and objectives of software work products to be inspected, which may include selecting the most effective sequence for presenting the material, paraphrasing and interpreting the material, and/or rigorously describing every part and function of the material.

27.0 Outputs

27.1 Software Work Product (with redlines): Any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.
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	28.0 Purpose

This procedure establishes the guidelines by which moderators facilitate meetings, readers narrate software work products, inspectors ask software work product questions, authors answer software work product questions, inspectors identify software work product defects, recorders transcribe software work product defects, moderators review inspection defect lists, and moderators disposition software work products. This procedure shall begin with moderators facilitating meetings in order to enforce software inspection process rules and regulations, and end with moderators dispositioning software work products in order to determine whether to accept software work products without verification of rework, conditional acceptance requiring moderator verification of rework, or re-inspect which requires a new inspection of software work products again.

29.0 Revision History

-----------------------------------------------------------------------
!   Date   !               Description              ! Author Initials !
-----------------------------------------------------------------------
!          !                                        !                 !
-----------------------------------------------------------------------

30.0 Persons Affected

Author, inspector, moderator, reader, and recorder.

31.0 Policy

The policy of this company is to ensure that:

31.1 Moderators facilitate meetings.

31.2 Readers narrate software work products.

31.3 Inspectors ask software work product questions.

31.4 Authors answer software work product questions.

31.5 Inspectors identify software work product defects.

31.6 Recorders transcribe software work product defects.

31.7 Moderators review inspection defect lists.

31.8 Moderators disposition software work products.

32.0 Definitions

32.1 Author: The role of author is assumed by the individual who is responsible for effecting changes to the work product (who is not necessarily the same as the person who wrote it). The author’s role at the inspection meeting shall be to detect defects based on his or her special understanding of the product and to answer specific questions which the reader is not able to answer. The author must not serve as moderator, reader, or recorder. The moderator’s role is to run the meeting and to ensure that comments are not directed to the author or made about the author. The reader specifically takes the onus of receiving the comments on the work product. The recorder must be impartial, so as not to reinterpret the defects before recording them.

32.2 Inspector: Usually, all inspection participants act as inspectors. The main responsibilities of an inspector are to study the inspection materials and note discrepancies before the inspection meeting and to participate during the inspection meeting. The inspector should spend an adequate amount of time preparing for the meeting. During the inspection meeting, the inspector should state any defects he or she identified during preparation or discovers while the meeting is in progress. Inspectors should avoid personalizing their comments. Inspectors should refer to the software product and not the author when discussing defects. They should avoid using the word "you." Inspectors must avoid drifting into long-winded discussions regarding design or resolution. Remember, the goal is only to find defects, not to resolve them.

32.3 Moderator: The moderator’s task is to ensure that the other members of the inspection team complete their functions for each step of the inspection. The moderator must ensure that during the inspection meeting the inspection team concentrates on finding defects and does not bog down in disagreement, discussing trivial issues, in solution-hunting, or in seeking alternate solutions. The moderator must be unbiased regarding the area under inspection and must be sensitive to each participant. During the inspection, the moderator is the key to ensuring that resources are efficiently utilized and maximum effort toward finding defects is achieved. After the inspection, the moderator follows up on the resolution of defects from the inspection defect list and provides the inspection report to the inspection coordinator.

32.4 Reader: The reader leads the team over the work in a complete and logical fashion. The reader is prepared to describe the various parts and functions of the work, reading and paraphrasing the material at a moderate pace suitable for thorough examination. Because the order in which the material appears in the work product may not be optimal for inspecting, the reader must select an appropriate order of presentation. During the meeting, the reader paraphrases and interprets the material, describing every part and function of the material in detail, and answers any questions posed by the inspectors. (Additional clarification may be required by the author, but only after the reader’s response.)

32.5 Recorder: The role of the recorder is to record all the defects on the inspection defect list for this inspection.

33.0 Responsibilities

33.1 Moderators are responsible for following the meeting activity policy, facilitating meetings, reviewing inspection defect lists, and dispositioning software work products.

33.2 Inspectors are responsible for following the meeting activity policy, asking software work product questions, and identifying software work product defects.

33.3 Readers are responsible for following the meeting activity policy and narrating software work products.

33.4 Authors are responsible for following the meeting activity policy and answering software work product questions.

33.5 Recorders are responsible for following the meeting activity policy and transcribing software work product defects.

34.0 INputs

34.1 Statement-of-Work: A description of all the work required to complete a project, which is provided by the customer.

34.2 Predecessor Specifications: The parent specification of a software work product to be inspected (e.g., software requirements specifications are the predecessor specifications of software designs, software preliminary designs are the predecessor specifications of software detailed designs, and software detailed designs are the predecessor specifications of software source code).

34.3 Software Work Product Standards: A standard annotated outline or template for any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user. Software work product standards may originate from industry, military, customer, corporate, or even software project requirements.

34.4 Software Defect Types: A standard classification or taxonomy of software defects used for identifying, categorizing, and analyzing the kinds of software defects found in software work products. Software defect types include data, documentation, functionality, human factors, interface, input/output, logic, maintainability, performance, syntax, standards, test case, test environment, test plan, and other.

34.5 Checklists: The purpose of a checklist is to provide a structured list of heuristics, rules, criteria, requirements, and guidelines as an aid to help remind a reviewer of the important characteristics to validate when examining software work products for software defects. Generally speaking, a checklist is a list of items for comparison, verification, or other checking purposes, which are also known as checksheets. A checksheet is a simple form that can be used to collect data in an organized manner. The function of a checksheet is to present information in an efficient, graphical format. This may be accomplished with a simple listing of items. However, the utility of the checksheet may be significantly enhanced, in some instances, by incorporating a depiction of the system under analysis into the form.

34.6 Software Work Product: Any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.

35.0 Process

35.1 Facilitate Meetings

35.1.1 Moderators shall facilitate meetings, in order to enforce software inspection process rules and regulations.

35.1.1.1 Moderators shall start meetings by introducing the software work product which is to be inspected, reviewing the agenda for the meeting, reminding the inspectors of the process for conducting meetings, and reminding the inspectors of the remaining software inspection activities.

35.1.1.2 Moderators shall cue readers to begin narrating meetings for inspections of software work products.

35.1.1.3 Moderators shall enforce time limits, ensure readers are making adequate progress, and terminating meetings when time limits have been reached.

35.1.1.4 Moderators shall ensure relevant questions receive adequate attention and are answered, prevent excessive discussion which will delay meetings, and ensure readers complete narrations of software work products.

35.1.1.5 Moderators shall prevent inspectors from criticizing the product, the products design, or making suggestions for product improvement during the meetings.

35.1.1.6 Moderators shall prevent inspectors from criticizing, attacking, or otherwise demeaning the author of the software work product or the software work product.

35.1.1.7 Moderators shall terminate meetings if any of these rules have been excessively violated.

35.2 Narrate Software Work Products

35.2.1 Readers shall narrate software work products, using the most effective sequence for presenting the material, paraphrasing and interpreting the material, and/or rigorously describing every part and function of the material.

35.3 Ask Software Work Product Questions

35.3.1 Inspectors shall ask software work product questions, in order to facilitate the identification of software defects, such as clarifying or verifying a deviation or non-conformance to software work product statements-of-work, standards, or predecessor specifications.

35.4 Answer Software Work Product Questions

35.4.1 Authors shall answer software work product questions from inspectors, if moderators allow authors to speak. Authors shall not speak unless moderators have specifically instructed them to do so.

35.5 Identify Software Work Product Defects

35.5.1 Inspectors identify software work product defects, by noting deviations or non-conformances in software work products from statements-of-work, standards, or predecessor specifications.

35.5.1.1 Inspectors identify software work product defects using checklists as a cue to find software work product defects.

35.5.1.2 Inspectors identify software work product defects using historical software defect profiles, in order to determine the most commonly occurring software defects.

35.5.1.3 Inspectors identify software work product defects, cuing off of questions and answers, and the synergy of software work product defects identified by other inspectors.

35.6 Transcribe Software Work Product Defects

35.6.1 Recorders shall transcribe software work product defects onto inspection defect lists, which contain fields for project, activity, component, meeting date, release, document, moderator, meeting type, inspection type, disposition, and location, defect description, type, class, and severity.

35.6.1.1 Recorders shall transcribe the line number of the software work product defects which have been identified in the location field of inspection defect lists.

35.6.1.2 Recorders shall transcribe an extremely short description of software work product defects which have been identified in the defect description field of inspection defect lists.

35.6.1.3 Recorders shall transcribe the defect type of software work product defects which have been identified in the type field of inspection defect lists, which includes data, documentation, functionality, human factors, interface, input/output, logic, maintainability, performance, syntax, standards, test case, test environment, test plan, and other defects.

35.6.1.4 Recorders shall transcribe the defect class of software work product defects which have been identified in the class field of inspection defect lists, which includes missing, wrong, or extra.

35.6.1.5 Recorders shall transcribe the defect severity of software work product defects which have been identified in the severity field of inspection defect lists, which includes major or minor.

35.7 Review Inspection Defect Lists

35.7.1 Moderators shall review inspection defect lists, in order to verify the location, description, type, class, and severity of software work product defects.

35.8 Disposition Software Work Products

35.8.1 Moderators shall disposition software work products, in order to determine whether to accept software work products without verification of rework, conditional acceptance requiring moderator verification of rework, or re-inspect which requires a new inspection of software work products again.

36.0 Outputs

36.1 Inspection Defect List: An inspection defect list is a log in which to record software work product defects identified by inspectors during software inspections. Inspection defect lists contain fields for projects, activities, components, meeting dates, releases, documents, moderators, meeting types, inspection types, dispositions, and locations, defect descriptions, types, classes, and severities.
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	37.0 Purpose

This procedure establishes the guidelines by which authors obtain inspection defect lists, authors obtain software work products, authors review inspection defect lists, authors correct software work product defects, authors correct new software work product defects, authors verify software defect type, class, and severity, and authors submit reworked software work products. This procedure shall begin with authors obtaining inspection defect lists which contain software work product defects identified by inspectors from moderators, and end with authors submitting reworked software work products to moderators so that moderators may verify the correction of all software work product defects identified by inspectors during software inspection meetings.

38.0 Revision History

-----------------------------------------------------------------------
!   Date   !               Description              ! Author Initials !
-----------------------------------------------------------------------
!          !                                        !                 !
-----------------------------------------------------------------------

39.0 Persons Affected

Authors.

40.0 Policy

The policy of this company is to ensure that:

40.1 Authors obtain inspection defect lists.

40.2 Authors obtain software work products.

40.3 Authors review inspection defect lists.

40.4 Authors correct software work product defects.

40.5 Authors correct new software work product defects.

40.6 Authors verify software defect type, class, and severity.

40.7 Authors submit reworked software work products.

41.0 Definitions

41.1 Author: The role of author is assumed by the individual who is responsible for effecting changes to the work product (who is not necessarily the same as the person who wrote it). The author’s role at the inspection meeting shall be to detect defects based on his or her special understanding of the product and to answer specific questions which the reader is not able to answer. The author must not serve as moderator, reader, or recorder. The moderator’s role is to run the meeting and to ensure that comments are not directed to the author or made about the author. The reader specifically takes the onus of receiving the comments on the work product. The recorder must be impartial, so as not to reinterpret the defects before recording them.

41.2 Inspector: Usually, all inspection participants act as inspectors. The main responsibilities of an inspector are to study the inspection materials and note discrepancies before the inspection meeting and to participate during the inspection meeting. The inspector should spend an adequate amount of time preparing for the meeting. During the inspection meeting, the inspector should state any defects he or she identified during preparation or discovers while the meeting is in progress. Inspectors should avoid personalizing their comments. Inspectors should refer to the software product and not the author when discussing defects. They should avoid using the word "you." Inspectors must avoid drifting into long-winded discussions regarding design or resolution. Remember, the goal is only to find defects, not to resolve them.

41.3 Moderator: The moderator’s task is to ensure that the other members of the inspection team complete their functions for each step of the inspection. The moderator must ensure that during the inspection meeting the inspection team concentrates on finding defects and does not bog down in disagreement, discussing trivial issues, in solution-hunting, or in seeking alternate solutions. The moderator must be unbiased regarding the area under inspection and must be sensitive to each participant. During the inspection, the moderator is the key to ensuring that resources are efficiently utilized and maximum effort toward finding defects is achieved. After the inspection, the moderator follows up on the resolution of defects from the inspection defect list and provides the inspection report to the inspection coordinator.

41.4 Reader: The reader leads the team over the work in a complete and logical fashion. The reader is prepared to describe the various parts and functions of the work, reading and paraphrasing the material at a moderate pace suitable for thorough examination. Because the order in which the material appears in the work product may not be optimal for inspecting, the reader must select an appropriate order of presentation. During the meeting, the reader paraphrases and interprets the material, describing every part and function of the material in detail, and answers any questions posed by the inspectors. (Additional clarification may be required by the author, but only after the reader’s response.)

41.5 Recorder: The role of the recorder is to record all the defects on the inspection defect list for this inspection.

42.0 Responsibilities

42.1 Authors are responsible for following the rework activity policy, obtaining inspection defect lists, obtaining software work products, reviewing inspection defect lists, correcting software work product defects, correcting new software work product defects, verifying software defect type, class, and severity, and submitting reworked software work products.

43.0 INputs

43.1 Inspection Defect List: An inspection defect list is a log in which to record software work product defects identified by inspectors during software inspections. Inspection defect lists contain fields for projects, activities, components, meeting dates, releases, documents, moderators, meeting types, inspection types, dispositions, and locations, defect descriptions, types, classes, and severities.

43.2 Software Work Product: Any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.

44.0 Process

44.1 Obtain Inspection Defect Lists

44.1.1 Authors shall obtain inspection defect lists which contain software work product defects identified by inspectors from moderators, which contain entries for projects, activities, components, meeting dates, releases, documents, moderators, meeting types, inspection types, dispositions, and locations, defect descriptions, types, classes, and severities.

44.2 Obtain Software Work Products

44.2.1 Authors shall obtain software work products which have were submitted for inspections from moderators. Authors shall correct software work product defects identified by inspectors, which are under the authority of moderators.

44.3 Review Inspection Defect Lists

44.3.1 Authors shall review inspection defect lists containing software work product defects identified by inspectors, particularly the location, description, type, class, and severity of software defects.

44.4 Correct Software Work Product Defects

44.4.1 Authors shall correct software work product defects identified by inspectors, which appear on inspection defect lists. Authors shall correct all defects appearing on inspection defect lists.

44.5 Correct New Software Work Product Defects

44.5.1 Authors shall correct software work product defects discovered while correcting defects identified by inspectors during inspection meetings. Authors shall obtain the permission of moderators to correct extraneous defects not appearing on inspection defect lists.

44.6 Verify Software Defect Type, Class, and Severity

44.6.1 Authors shall verify software defect type, class, and severity on inspection defect lists, as actual software work product defect correction may lead to more accurate determination of defect types, classes, and severities.

44.7 Submit Reworked Software Work Products

44.7.1 Authors shall submit reworked software work products to moderators, so that moderators may verify the correction of all software work product defects identified by inspectors during software inspection meetings.

45.0 Outputs

45.1 Software Work Product: Any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.
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	46.0 Purpose

This procedure establishes the guidelines by which moderators obtain reworked software work products, moderators and authors review software work products, moderators prepare inspection defect summaries, moderators prepare inspection reports, moderators and authors verify inspection defect summaries and inspection reports, moderators distribute inspection reports, and moderators submit software work products to software configuration management. This procedure shall begin with moderators obtaining reworked software work products from authors which have corrected software work product defects identified by inspectors during software inspections meetings, and end with moderators submitting software work products to software configuration management which have been reworked by authors to correct software work product defects identified by inspectors during software inspection meetings.

47.0 Revision History

-----------------------------------------------------------------------
!   Date   !               Description              ! Author Initials !
-----------------------------------------------------------------------
!          !                                        !                 !
-----------------------------------------------------------------------

48.0 Persons Affected

Authors and moderators.

49.0 Policy

The policy of this company is to ensure that:

49.1 Moderators obtain reworked software work products.

49.2 Moderators and authors review software work products.

49.3 Moderators prepare inspection defect summaries.

49.4 Moderators prepare inspection reports.

49.5 Moderators and authors verify inspection defect summaries and inspection reports.

49.6 Moderators distribute inspection reports.

49.7 Moderators submit software work products to software configuration management.

50.0 Definitions

50.1 Author: The role of author is assumed by the individual who is responsible for effecting changes to the work product (who is not necessarily the same as the person who wrote it). The author’s role at the inspection meeting shall be to detect defects based on his or her special understanding of the product and to answer specific questions which the reader is not able to answer. The author must not serve as moderator, reader, or recorder. The moderator’s role is to run the meeting and to ensure that comments are not directed to the author or made about the author. The reader specifically takes the onus of receiving the comments on the work product. The recorder must be impartial, so as not to reinterpret the defects before recording them.

50.2 Inspector: Usually, all inspection participants act as inspectors. The main responsibilities of an inspector are to study the inspection materials and note discrepancies before the inspection meeting and to participate during the inspection meeting. The inspector should spend an adequate amount of time preparing for the meeting. During the inspection meeting, the inspector should state any defects he or she identified during preparation or discovers while the meeting is in progress. Inspectors should avoid personalizing their comments. Inspectors should refer to the software product and not the author when discussing defects. They should avoid using the word "you." Inspectors must avoid drifting into long-winded discussions regarding design or resolution. Remember, the goal is only to find defects, not to resolve them.

50.3 Moderator: The moderator’s task is to ensure that the other members of the inspection team complete their functions for each step of the inspection. The moderator must ensure that during the inspection meeting the inspection team concentrates on finding defects and does not bog down in disagreement, discussing trivial issues, in solution-hunting, or in seeking alternate solutions. The moderator must be unbiased regarding the area under inspection and must be sensitive to each participant. During the inspection, the moderator is the key to ensuring that resources are efficiently utilized and maximum effort toward finding defects is achieved. After the inspection, the moderator follows up on the resolution of defects from the inspection defect list and provides the inspection report to the inspection coordinator.

50.4 Reader: The reader leads the team over the work in a complete and logical fashion. The reader is prepared to describe the various parts and functions of the work, reading and paraphrasing the material at a moderate pace suitable for thorough examination. Because the order in which the material appears in the work product may not be optimal for inspecting, the reader must select an appropriate order of presentation. During the meeting, the reader paraphrases and interprets the material, describing every part and function of the material in detail, and answers any questions posed by the inspectors. (Additional clarification may be required by the author, but only after the reader’s response.)

50.5 Recorder: The role of the recorder is to record all the defects on the inspection defect list for this inspection.

51.0 Responsibilities

51.1 Moderators are responsible for following the followup activity policy, obtaining reworked software work products, reviewing software work products, preparing inspection defect summaries, preparing inspection reports, verifying inspection defect summaries and inspection reports, distributing inspection reports, and submitting software work products to software configuration management.

51.2 Authors are responsible for following the followup activity policy, reviewing software work products, and verifying inspection defect summaries and inspection reports.

52.0 INputs

52.1 Inspection Defect List: An inspection defect list is a log in which to record software work product defects identified by inspectors during software inspections. Inspection defect lists contain fields for projects, activities, components, meeting dates, releases, documents, moderators, meeting types, inspection types, dispositions, and locations, defect descriptions, types, classes, and severities.

52.2 Software Work Product: Any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.

53.0 Process

53.1 Obtain Reworked Software Work Products

53.1.1 Moderators shall obtain reworked software work products from authors, which have corrected software work product defects identified by inspectors during software inspection meetings.

53.2 Review Software Work Products

53.2.1 Moderators and authors shall review software work products to verify that each software work product defect identified by inspectors during software inspection meetings was corrected by authors during the rework activity.

53.3 Prepare Inspection Defect Summaries

53.3.1 Moderators shall prepare inspection defect summaries, which contain fields for project, activity, component, meeting date, release, document, moderator, meeting type, inspection type, disposition, minor defects, and major defects.

53.3.1.1 Moderators shall classify minor data, documentation, functionality, human factors, interface, input/output, logic, maintainability, performance, syntax, standards, test case, test environment, test plan, and other defects as missing, wrong, or extra.

53.3.1.2 Moderators shall classify major data, documentation, functionality, human factors, interface, input/output, logic, maintainability, performance, syntax, standards, test case, test environment, test plan, and other defects as missing, wrong, or extra.

53.4 Prepare Inspection Reports

53.4.1 Moderators shall prepare inspection reports, which contain fields for project, activity, component, meeting date, release, document, moderator, meeting type, inspection type, disposition, inspection duration, overview duration, size of materials, rework to be completed by, re-inspection schedule for, number of inspectors, total preparation time, number of inspection meetings, estimated rework effort, actual rework effort, inspectors, moderator certification, completion date, and additional comments.

53.5 Verify Inspection Defect Summaries and Inspection Reports

53.5.1 Moderators and authors shall verify inspection defect summaries and inspection reports, in order to determine the accuracy of their information.

53.5.1.1 Moderators and authors shall verify inspection defect summaries, in order to validate the entries for project, activity, component, meeting date, release, document, moderator, meeting type, inspection type, disposition, minor defects, and major defects.

53.5.1.2 Moderators and authors shall verify inspection reports, in order to validate the entries for project, activity, component, meeting date, release, document, moderator, meeting type, inspection type, disposition, inspection duration, overview duration, size of materials, rework to be completed by, re-inspection schedule for, number of inspectors, total preparation time, number of inspection meetings, estimated rework effort, actual rework effort, inspectors, moderator certification, completion date, and additional comments.

53.6 Distribute Inspection Reports

53.6.1 Moderators shall distribute inspection reports to authors, inspectors, moderators, readers, recorders, software project managers, software quality assurance, and software configuration management.

53.7 Submit Software Work Products to Software Configuration Management

53.7.1 Moderators shall submit software work products to software configuration management, which have been reworked by authors to correct software work product defects identified by inspectors during software inspection meetings.

54.0 Outputs

54.1 Inspection Defect Summary: An inspection defect summary contains the sum of all defects categorized by defect type, minor defects, major defects, and missing, wrong, or extra. The objective of the inspection defect summary is to present the total number of major and minor defects identified by inspections of software work products. In total, the inspection defect summary contains fields for project, activity, component, meeting date, release, document, moderator, meeting type, inspection type, disposition, minor defects, and major defects.

54.2 Inspection Report: The purpose of inspection reports is to summarize the results of inspections of software work products. Inspection reports contain fields for project, activity, component, meeting date, release, document, moderator, meeting type, inspection type, disposition, inspection duration, overview duration, size of materials, rework to be completed by, re-inspection schedule for, number of inspectors, total preparation time, number of inspection meetings, estimated rework effort, actual rework effort, inspectors, moderator certification, completion date, and additional comments.

54.3 Software Work Product: Any artifact created as part of defining, maintaining, or using a software process, including process descriptions, plans, procedures, computer programs, and associated documentation, which may or may not be intended for delivery to a customer or end user.


