FARA Registry Project
Analyze Phase Review
[Project/Account/Team (applied by team to all templates)]
Conformance Review Report Template
  [Section if needed]


Section 1

	Project:
	FARA Registry Project
	
	Date (m/d/yyyy):
	1/10/06

	Application:
	
	
	Location:
	Desk check

	Author:
	RIT Team
	
	Time:
	     

	Discovery Phase:
	 FORMDROPDOWN 

	
	Length in minutes:
	     

	Other Phase:
	     
	
	CR #:
	     

	Version\Release:
	     
	
	
	

	Purpose:
	Review of Project Plan Documents (see work product list below)


Effort Metrics: Each project should record and report total effort by project phase (work category in production support) for conformance reviews (meeting prep, meeting, and post meeting times) and total rework time.
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	Recording
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	Post Review Defect Resolution Effort  (Rework)
	0


Defects are identified only in those work products that have been released for review or have been accepted as complete.  At a MINIMUM, metrics are to be reported at the project phase level.  It is expected that they be recorded monthly.  There should be at least one REWORK Task per project phase.

Defect Metrics:
	

Defect Type
	1

Catastrophic
	2
Major
 no wrk
	3
Major
wrk
	4

Minor
	5

Cosmetic
	6

Internal
	
Total Defects

	 1 Requirements Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	 2 Design Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	 3 Coding Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	 4 Testing Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	 5 Documentation Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	 6 Process/Standards Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	 7 Hardware/System Software Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	 8 Human Intervention Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	 9 Other Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	10 Project Management Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	11 Third-Party Error
	0
	0
	0
	0
	0
	0
	0 FORMTEXT 

0


	
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0



The numbers in the fields in columns 1 through 6, rows 1 through 11 need to be entered manually.

Click the “Calculate Totals” button above to re-calculate formulas and tables (or select Calculate Totals under Tools).

Template Fields are protected above this line.
	
	Work Product:
	
	Work Product Type:
	
	Status:

	
	
	
	
	
	

	
	Roles and Responsibilities.doc Version 1.0
	
	Project Plan Docs
	
	Approved with Modifications

	
	Communications Pan.doc Version 1.1
	
	Project Plan Docs
	
	Approved with Modifications

	
	Quality Assurance
	
	Project Plan Docs
	
	Approved with Modifications

	
	Risk Management Plan
	
	Project Plan Docs
	
	Approved with Modifications

	
	Project Plan
	
	Project Plan Docs
	
	Approved


	Work Product Size Reviewed:
	TOTAL Source Lines of Code
	Physical (P) or 

Logical (L)
	TOTAL Pages of Documentation

	
	     
	 
	     


Section 2

	
Participant
	
Name
	Prep Minutes

	QA:
	n\a
	

	Author:
	RIT Team
	0

	Facilitator:
	n\a
	0

	Recorder:
	Michelle Whalen
	0

	Reviewer(s):
	Michelle Whalen
	0

	
	
	0

	
	
	0

	
	
	0

	
	
	0

	
	
	0

	
	
	0


	References:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Conclusions:
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Recorder Authorization:
	Michelle Whalen
	
	1/10/06


Defect Detail Table

	Assigned Re-Reviewer:
	Michelle Whalen


	Work Product

(page/location)
	Action Item, Issue or
Defect Description
	Defect Type
	Defect
Severity
	Defect

Origin
	(Resolved Date & Initials
	(Re-Reviewed Date & Initials

	Roles & Responsibilities Doc
	List out the names of each Team member for the Developer, Testers and Software Change Control Board Roles.
	A
	
	
	
	

	Roles & Responsibilities Doc
	New responsibility for Project Manager Role:
“Ensures that project tasks are prioritized and works with the team to manage time and assignments across the team – level work loads.”
	A
	
	
	
	

	Roles & Responsibilities Doc
	Once the R & R doc is completed send a copy to Jen Farmer
	A
	
	
	
	

	Roles & Responsibilities Doc
	It is not clear who is responsible for DBA tasks.  Do we need a role specific for DBA?  If not then we should add responsibilities specific for DBA tasks to the Developer Role.
	A
	
	
	
	

	Communications Plan
	For the Steering Committee Meeting under the responsibility column  -

· remove delivery manager, 

· the project manager leads the meeting, 

· remove group manager, 

· replace Client Leadership with FARA Customer, 

· remove Client Project Manager
	A
	
	
	
	

	Communications Plan
	For the Steering Committee Meeting under the Distribution column this is where you list out the names of each person who is supposed to attend the meeting.
	A
	
	
	
	

	Communications Plan
	For the Steering Committee Meeting under the Distribution column remove the para about the meeting minutes and place that in the Standard column.
	A
	
	
	
	

	Communications Plan
	For the Steering Committee Meeting under the Media column add the teleconference number
	A
	
	
	
	

	Communications Plan
	For the Client Satisfaction Survey under the Distribution column this is where you list out the names of each person who will be a part of the survey.
	A
	
	
	
	

	Communications Plan
	For the Client Satisfaction Survey under the Distribution column move the stored para to the Standard column
	A
	
	
	
	

	Communications Plan
	For the Client Satisfaction Survey under the Media column state that the survey will be sent out via e-mail and completed surveys will be submitted via e-mail.
	A
	
	
	
	

	Communications Plan
	For the Client Satisfaction Survey under the Standard column you can remove “EDS client …” and “Business Partner …..
	A
	
	
	
	

	Communications Plan
	For the CCB meeting under the Responsibility column who is the Change Control Board Chairman?  This should line up with the R & R doc.
	A
	
	
	
	

	Communications Plan
	For the Project Status Meeting under the Distribution column list out participant names and move minutes para to the Standard column.
	A
	
	
	
	

	Communications Plan
	For the Client Satisfaction Survey under the Media column add the conference call number and the conference room at EDS is the Aruba conf room
	A
	
	
	
	

	Communications Plan
	Delete the Technical Launch row – we will not be doing this (we should confirm with John Manos)
	A
	
	
	
	

	Communications Plan
	For the Technical Review Meetings under the Responsibility column this should be the Technical Leader
	A
	
	
	
	

	Communications Plan
	For the Technical Review Meetings under the Distribution column list out names of attendees and move minutes para to the standard column.
	A
	
	
	
	

	Communications Plan
	For the Status reports under the Distribution column list out the names of individuals who are required to submit status reports.
	A
	
	
	
	

	Communications Plan
	For the Status reports under the Distribution column move e-mail sent to the media column
	A
	
	
	
	

	Communications Plan
	For the Management status reports under the Distribution column list who this status report is going to be delivered to. (Timing Column)
	A
	
	
	
	

	Communications Plan
	For the Management status reports maybe we should make the timing of this once a month right before the Steering Committee meeting.
	A
	
	
	
	

	Communications Plan
	Update version number on document footer
	A
	
	
	
	

	Communications Plan
	Once communications plan is updated need to send out to the whole team including the Steering Committee Team
	A
	
	
	
	

	Quality Assurance Plan
	I would add to the Quality Assurance Audits section that there will be planned audits through the Client Satisfaction Surveys that are sent out at the end of each RIT academic quarter
	A
	
	
	
	

	Quality Assurance Plan
	Once quality plan is updated need to send out to the whole team including the Steering Committee Team
	A
	
	
	
	

	Risk Mgmt Plan
	Risk Exposure section

I think that Scope creep should have a higher overall risk and End user finds requirements unsatisfactory should have a lower overall risk
	A
	
	
	
	

	Risk Mgmt Plan
	R1 add to mitigation strategy use of EDS mentors and RIT faculty
	A
	
	
	
	

	Risk Mgmt Plan
	R2 add to mitigation strat that the initial baseline of the detailed requirements should consider effort and duration and consider a phased approach. 
	A
	
	
	
	

	Risk Mgmt Plan
	R2 add to the contingency plan … through our formal change control process
	A
	
	
	
	

	Risk Mgmt Plan
	R3 add to contig plan … keep Jen involved in and close to all business related discussions.  Also through the completion and review of a business design.
	A
	
	
	
	

	Risk Mgmt Plan
	R4 add to mitg strat … allow team members to express problems through weekly status reports
	A
	
	
	
	

	Risk Mgmt Plan
	R4 add to cont plan involve RIT Faculty Advisor and follow escalation chain defined in communications plan
	A
	
	
	
	

	Risk Mgmt Plan
	R5 in mitg strat replace team leader with project manager
	A
	
	
	
	

	Risk Mgmt Plan
	R10 – replace “Lana” with Jen Farmer (I think??)
	A
	
	
	
	

	Project Plan
	No issues – looks great.
	
	
	
	
	


	DEFECT TYPE:
	
	DEFECT SEVERITY:

	1 – Requirements Error 
	8 – Human Intervention Error
	1 - Catastrophic

	2 – Design Error
	9 – Other Error
	2 - Major - no work around

	3 – Coding Error
	10 -  Project Management Error
	3 - Major - work around available

	4  - Testing Error
	11 - Third-Party Error
	4 - Minor

	5 – Documentation Error
	(I) - Issue (not a defect)
	5 – Cosmetic

	6 – Process/Standards Error
	(A)– Action (not a defect)
	6 - Internal

	7 – Hardware/System Software Error
	
	


The following table represents questions that should be asked in ALL analyze phase reviews.  The answers to the questions will lead to the one or more of the following:

· The request or individual request phased work products are not endorsed

· Issues, actions items and faults are identified and documented in the above log

· Process conformance has been compromised

	Work Product

	 #
	Analyze Phase Conformance Review Criteria Checklist
	Yes
	No
	N/A

	High Level Requirements

	1. 
	Have all high level requirements been documented in the standard template?
	
	
	

	2. 
	Is there a need to add any additional high level requirements?
	
	
	

	3. 
	Are all high level requirements clearly documented and understood by all?
	
	
	

	4. 
	Is there a contact person identified for each high level requirement that can be contacted for further clarification if needed?
	
	
	

	5. 
	Is there enough information to proceed to the next phase of the project – determine detailed requirements, create a prototype and architecture diagrams?
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