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Inspection Kit

One Page Inspection Form 

Version 1

Content

Activities for: Author, Reviewers, Inspection Leader.
Ckecklist: Generic Document

Forms: Inspection Form, Issue Log,

Reference: IEEE 1028-2008, IEEE Standard for Software Reviews and Audits, IEEE Computer Society, 2008.
Inspection - Activities for Author
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                      The Inspection Process (adapted from Holland, 1998)

IP-100   Plan Inspection
1. Submit an Inspection Form ( Request section completed)

2. Assist the Inspection leader in selecting reviewers
IP-110   Conduct Kick-off Meeting

Same activities as reviewers

IP-120
 Conduct Document Checking

Same activities as reviewers
IP-130
 Conduct the Logging Meeting
1. Report your own noted issues after your team-mates
2. Learn as much as possible about avoiding issues as an author

3. Respect the opinion of team-mates. Do not justify or defend

4. Check the Issue Log forms and intelligibility
5. Collect all the issue log forms
IP-140
 Edit Document
1. Correct logged issues.

2. Write a Change Request (CR) to the owner of the source document if, in your opinion a logged issue is due to, or first requires correction of a source or checklist

· Insert a note in your document about the pending CR you sent

3. Indicate on the issue log form how and where you have edited for each issue, so as to make the Leader’s follow-up process obvious and easy
4. Fix the issues.

5. Make corrections to defects, which you spot yourself during editing work. Include them in your defect count.
6. Make improvements and optimizations to your document without counting them as defects

· Take great care as these changes will not have been inspected. 

7. Inform the Inspection Leader about any additional changes you have made.

8. Send Improvements to the process, to the appropriate owner.

9. Complete Issue Log Form
IP-150
 Complete Follow-up, Exit and Release Activities


Assist Inspection Leader (if necessary)
 Inspection - Activities for Reviewers
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                      The Inspection Process (adapted from Holland, 1998)

IP-100   Plan Inspection

No activity
IP-110   Conduct Kick-off Meeting
1. Make sure you have all pages of all documents you are supposed to have

2. Ask for clarification if you do not understand the inspection form or your role 

3. Agree to your assigned role or modify them

4. Ask for clarification on standards, checklists, source documents so that you can do your checking better.

5. Make a commitment to spending the necessary checking time before the logging meeting
IP-120
 Conduct Document Checking

1. Identify issues
· If you get a ridiculous high number of issues, consult with the Inspection Leader
2. Play your assigned role to the full

3. Do not be shy of noting any kind of issue you think you have found

4. Circle, in the document, the offending words and write the checklist tag number.

5. Consult with your Inspection Leader if you have any difficulty,

6. Slow down if you believe the assigned rate is too fast for your purpose. Consider consulting with the Inspection Leader about this.

7. Update the Inspection Form with your own measures (e.g. effort, number of issues)

IP-130
 Conduct Logging Meeting

1. Contribute your checking data (effort, number of issues) quickly at the beginning to the Leader so it can be noted.
2. Provide issues in this sequence: offending word(s), checklist tag number.
3. When someone has logged an issue you also had identified, keep silent, and go on to the next one.

4. Speak clearly, so everyone can hear

5. Direct your remarks to the scribe

6. Make sure the scribe is following you

7. Do not discuss anybody else’s issue.

8. Do not justify or explain your issues
9. Be supportive and encouraging, especially to novices. Do not attack or belittle anybody.
IP-140
 Edit Product
No activity

IP-150
 Complete Follow-up, Exit and Release Activities


No activity
Inspection - Activities for Inspection Leader
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                      The Inspection Process (adapted from Holland, 1998)

IP -100  Plan Inspection
1 After a cursory examination (5 minutes) of the product document, determine if entry conditions are fulfilled (e.g. less than 1 major defect per page, document is line numbered, exited from spell check):

a. If not, return to author for clean-up

2.   Determine which documents are to be used:

b. Source Documents (e.g. standards, hardware specifications)

c. Checklists

d. Candidate document chunks

3.   Determine specialist roles to be played by reviewers (e.g. tester, user). 

4.   Determine checking rates for individual reviewers (pages/hour)
5.   Determine logging meeting optimum rates (pages/hour and issues logged/minute)
6.   Prepare Inspection Folder. 

a. An electronic/paper folder is used to capture all documents produced during the inspection.

1. Identify reviewers.
2. Send call for meeting, e.g. e-mail, memo: (date, time, duration, location)

3. Make copies of source and line numbered product documents (paper or electronic)

4. Fill-in  Inspection Form(Planning section)
IP-110  Conduct Kick-off Meeting
1. Update novice reviewers on procedures, checklists.
2. Distribute Inspection Forms, source, and product documents

3. Ask if any questions as to the Inspection Form
4. Review procedures, checklists

5. Update checklist (if applicable)

6. Explain to all reviewers the confidentiality of the process

7. Assign roles to reviewers, if applicable 

8. Set checking rate : i.e. number of pages per hour

9. Set date for inspection meeting

10. Reserve a room for the inspection meeting

11. Update Inspection Form
IP-120
  Conduct Document Checking

1. Check novice reviewers after a while to make sure they are finding issues
· Help them to learn to find issues if they have trouble
2. Be available to any team member needing help
3. Verify that reviewers have really had time to check at the optimum rates. If necessary, consider delaying the planned inspection meeting to allow time for all reviewers to do their job. 

IP-130
  Conduct Logging Meeting
1. Gather individual checking measures from the Inspection Forms
· Evaluate if it is worth holding logging meeting
· If estimated number of remaining defects is equal or lower than exit criteria (e.g. 0.25 defect per page), logging meeting can be cancelled
· If inspected document is so polluted with defects that it should require a rewrite, logging meeting should be cancelled.

2. Remind team of strategy agreed at the Kick-off meeting

3 Decide and announce a recording sequence

4. Assign scribe task to one of the reviewer or do it yourself
5. Remind author to validate the written log and seat close to the scribe

6 Begin logging process. 

Ways to conduct the logging of issues:
a. Verbatim
b. Paraphrase
c. Mixed styles – Verbatim and Paraphrase
d. Section by section or line by line enumeration : ‘Does anyone have an issue with section X’
e. Perspective based : Inspectors stand in for specific stakeholders
f. Line by line: Inspectors state:  Checklist tag number, keyword of violation.
7. Keep recording pace at one to four issues logged per minute
8. Stop discussions: focus on logging issue not solving the issue
9. Decide how to handle lack of time:

a. Reschedule continuation

b. Re-chunk the remainder

10 Consult with author, Is this sample enough?
11 Conduct brainstorming (optional)

12 Collect Issue Log Forms from scribe

13 Give issue log forms to author

14 Update Inspection Form
IP-140
  Edit Product
For a novice author, the Leader must :
1. Give guidance on issue classification

2. Help to deal with issues logged against source documents (for example, via Change Request)

3. Give guidance on dealing with issues that, in the editor’s opinion, are not really issues

4. Set expectations as to how long the process will take (estimate it and tell editor)

5. Give advice concerning the next step (follow-up)

6. Collect Issue Log Forms completed from author
7. Update Inspection Form (Editing, Follow-up and Exiting Section)

IP-150
  Complete Follow-up, Exit and Release Activities


Activities during Follow-up

1. Check completeness:
a. All logged issues responded to in writing on Issue Log Form
b. Defects corrected in updated version
c. Sample fixes look credible and responsible (to you). 

2. Sample enough to guarantee that proper editing has been done.
· If the editor is new or novice to editing, then you must
3. Check that CR are logged in a Configuration Management (CM) system you have, and that the editor has made appropriate notes in the candidate document about the pending CR
4. Collect and analyze the final measures in the Inspection form. 
· Put them in a database.
5. Compute number of probable major defects remaining for the pages you have inspected.
· Compute probable major defects in entire document, if you have only inspected a sample or a chunk at that time.
6. Compute net savings (total hours probably saved).  This is the time saved due to “defects corrected now”, minus time used for the entire Inspection process needed to eliminate the defects.
7. Complete Inspection Form
Activities Leader during Exit

1. Check exit criteria.
Activities during Release
1. Release the document as ‘Inspected’ if all conditions are met
2. Document the release (as “document INSPECTED”) on the latest version of the document

3. Include data about estimated remaining issues per page.
Improvement
The IEEE 1028-2008 standard imposes some improvement activities as follow:
· Inspection data 

· shall be analyzed regularly in order to improve the inspection process itself,

· should be used to improve the activities used to produce software products. 

· Frequently occurring anomalies shall be included in the inspection checklists or role assignments. 

· The checklists themselves shall also be inspected regularly for superfluous or misleading questions. 

· Consistently granted or requested waivers shall be analyzed to determine if the standards need to be changed. 

· The preparation times, meeting times, and number of participants shall be analyzed to determine connections

· between preparation (checking) rate, meeting rate, and number and severity of anomalies found. 

· Benefits (savings) achieved should be assessed regularly, and the inspection process should be continually adapted to achieve greater effectiveness at maximum efficiency
Checklist - Generic Document (GD)

Version 1.0, Dated July 2003.
Adapted from: Gilb, Tom, Graham, Dorothy, Software Inspection, Addison-Wesley, 1993.

This checklist specifies the requirements that must be satisfied by any document that is subject to inspections.

GD 1 (COMPLETE) - All information relevant to the purpose of the document must be included or referenced.

GD 2 (RELEVANT) - All information must be relevant to the purpose of the document and the section in which it resides.

GD 3 (BRIEF) -  Information must be stated briefly.

GD 4 (CLEAR) - Information must be clear to all reviewers.

GD 5 (CORRECT) -  Information must be free of technical errors.

GD 6 (CONSISTENT) -  Information must be consistent with all other information in the document and its source documents.

GD 7 (UNIQUE) - Ideas should be stated once only and thereafter referenced.

GD 8 (REFERENCE) - References must be cited for non-original or derived statements.

GD 9 (COMMENT) - All form of comment, note, suggestion, or idea that does not form an official part of the document must be clearly distinguished as such.

GD 10 (RISK) - Any known or suspected adverse consequences of any statement must be clearly indicated.

GD 11 (UNCERTAINTY) - Any known or suspected uncertainty or tolerances associated with quantitative values must be clearly indicated.

GD 12 (PURPOSE) - The document should have an explicit statement of purpose.

GD 13 (STATUS) - A document shall show its Inspection status clearly: “INSPECTED” (from the Document Inspection Process) or “NOT INSPECTED”. Not exited status shall be assumed until other status is claimed. When a document has a status “INSPECTED” the number of issues probably remaining shall be noted next to the “exit” declaration.
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Filled by the document author

Document Size ( 300 words = 1 page):

Planning Section

Filled by the inspection leader

Checklist(s):

15 min. = 0.25 hr

Section(s) or page(s) to be inspected

Planning Effort:

Kick off Meeting Date:                                                                         Logging Meeting Date

Kick off Section Filled by the inspection leader

Kick off duration Effort (kick off)

Filled by the inspection leader

15 min. = 0.25 hr

Improvement



Effort



0.00

Filled by the inspection leader

duration Effort

Disposition of inspection:  Accept       Correct and Inspect

Filled by the author

Editing Effort:

Filled by the inspection leader

Closing Effort:

Total Effort: 0.00

Comments:

# Participants



Number of Errors Corrected:



Total Checking Effort:

Editing Section



Total Number of Anomalies:



Accept and verify



Anomalies



Project name:

Date of request ( yyyy-mm-dd ):



Name of the inspection leader

Inspection Identification Number:

Charge code:

Title and version of Document to be inspected:



Inspection due for (yyyy-mm-dd) 



Inspection Form

Request Section

Name of the author(s):



        ACME Inc.

Number of Anomalies NOT Corrected:



Closing Section (Follow-up, Exit and Release)

# Participants



Logging Section

Name of reviewers

Checking Section



A I



Inspection Issue Log Form

	Document ID:
	
	
	
	                                                                                 Identification number 
	

	Document Title:
	
	
	
	
	

	
	
	
	
	
	
	

	Item No.
	Document Page
	Line Number / Location
	Checklist Tag 
	Reviewer initials
	Description (i.e. Decision, issue, key offending words)
	Editor Note

	1
	 
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 
	 

	5
	 
	 
	 
	 
	 
	 

	6
	 
	 
	 
	 
	 
	 

	7
	 
	 
	 
	 
	 
	 

	8
	 
	 
	 
	 
	 
	 

	9
	 
	 
	 
	 
	 
	 

	10
	 
	 
	 
	 
	 
	 

	11
	 
	 
	 
	 
	 
	 

	12
	 
	 
	 
	 
	 
	 

	13
	 
	 
	 
	 
	 
	 

	14
	 
	 
	 
	 
	 
	 

	15
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	                                                                                Total number of Defects
	 

	 
	
	
	
	
	
	 

	 
	
	
	
	
	                                                            Effort spent to edit document (hours)
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� Adapted from: Gilb, T., Graham, D., Software Inspection, Addison Wesley, 1993.


� Holland, D. (1998). Document inspection as an agent of change. In A. Jarvis & L. Hayes (Eds.), Dare to be excellent. Upper Saddle River, NJ: Prentice Hall.





� Adapted from: Gilb, T., Graham, D., Software Inspection, Addison Wesley, 1993.


� Holland, D. (1998). Document inspection as an agent of change. In A. Jarvis & L. Hayes (Eds.), Dare to be excellent. Upper Saddle River, NJ: Prentice Hall.





� Adapted from: Gilb, T., Graham, D., Software Inspection, Addison Wesley, 1993.


� Holland, D. (1998). Document inspection as an agent of change. In A. Jarvis & L. Hayes (Eds.), Dare to be excellent. Upper Saddle River, NJ: Prentice Hall.
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_1269324548.xls
Acme Inc Inspection Form

		

				ACME Inc.														Inspection Form

				Request Section																				Filled by the document author

				Name of the author(s):

				Date of request ( yyyy-mm-dd ):

				Title and version of Document to be inspected:

				Document Size ( 300 words = 1 page):																								Full Function Points

				Inspection due for (yyyy-mm-dd)																								Data Structure Diagram

				Project name:

				Planning Section																				Filled by the inspection leader

				Charge code:																		Checklist(s):

				Name of the inspection leader

				Inspection Identification Number:																				15 min. = 0.25 hr

				Section(s) or page(s) to be inspected																		Planning Effort:

				Kick off Meeting Date:														Logging Meeting Date

				Kick off Section																				Filled by the inspection leader

																		# Participants				Kick off duration		Effort (kick off)

				Checking Section																				Filled by the inspection leader

				Name of reviewers																				15 min. = 0.25 hr

																Anomalies						Improvement		Effort

																				Total Checking Effort:				0.00

				Logging Section																				Filled by the inspection leader

				Total Number of Anomalies:

																		# Participants				duration		Effort

				Disposition of inspection:  Accept				Accept and verify						Correct and Inspect

				Editing Section																				Filled by the author

				Number of Anomalies NOT Corrected:																		Editing Effort:

				Closing Section (Follow-up, Exit and Release)																				Filled by the inspection leader

				Number of Errors Corrected:																		Closing Effort:

																						Total Effort:		0.00

				Comments:

				Revision 1.1



Product title , date or version number and identify sections or pages to be inspected (if required).

Quantity of the specified type:
-  Documents: 300 words=1 page
-  Flow Chart: number of bubbles
 - Code: 100 LOC

Kick off meeting duration  in fraction of hours ( e.g. .25) multiplied by the number of participants

If applicable

Effort to plan in fraction of hours ( e.g. .25) 
Completed by inspection Leader

Format: yyyy_login_sequence

e.g. GD

A

I

A

Effort= Total effort of each inspector expressed in in fraction of hours ( e.g. .25)

Editing is the correction of issues by the author

Editing effort in in fraction of hours ( e.g. .25)

in fraction of hours ( e.g. .25)

in fraction of hours ( e.g. .25)

Kick off meeting duration  in fraction of hours ( e.g. .25) multiplied by the number of participants
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