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Inspection Overview

Items Inspected

List the items inspected.

Example:  Draft Business Analysis Report (which includes high level Logical Data Model, high level Business Function Decomposition, and Data/Function Matrix)

Date of Inspection

Supporting Documents

List any of the following documents which may be included, such as:

· Corporate standards, and guidelines

· Policies and procedures which address the Items for Inspection (eg. Data modelling standards)

· Templates for the Items for Inspection

Supporting Business documents (eg. Strategic Business documents; Marketing materials; Company Policies and manuals)

Inspector(s)

List the name of the person or persons who carried out the inspection.

Summary of Suspected Defects

The table categorises the suspected defects according to their severity (major or minor) and types (Extra, Missing, Wrong, Inconsistent, Unclear, Technical Error and Mechanical Error).

	

	Extra
	Missing
	Wrong
	Inconsistent
	Unclear
	Technical Error
	Mechanical

Error

	Critical
	
	
	
	
	
	
	

	Major
	
	
	
	
	
	
	

	Med
	
	
	
	
	
	
	

	Minor
	
	
	
	
	
	
	


Schedule for Rework

The schedule identifies who will complete the rework and sets the deadline for completion of rework.  This section would normally be completed after reviewing the inspection report.  Typically the Project Manager would complete the section with the assistance of other relevant team members.  It would also be appropriate to involve the Inspector in case there was any misunderstanding regarding particular items.  List only those defects, which will be addressed.

Example:

	Section
	Description
	Assigned To
	Due Date

	1
	More detailed description of the Business Problem to be provided by the Customer Representative
	J. Smith
	dd.mm.yy

	All
	Errors relating to misspelling and grammar.
	B. Brown
	dd.mm.yy

	7 & 9.
	Section Description of the process for selecting the vendor is covered in both areas and needs to be consolidated.
	P. Manager
	dd.mm.yy


Specifically excluded from Rework

If there are significant items that are being excluded, the item and the reason should be stated.  If however the item is of a minor nature, it need not be mentioned.  For example if the inspector offered an opinion regarding minor changes to the font size of a particular table, and it was decided to not include the changes, it would not be worth mentioning.

Examples:  Section 1.  Inspection recommended more details on the content of the proposed RFI.  The Project Team feels this is adequately covered in the draft RFI document currently being discussed with the Sponsor.  As we do not anticipate the draft RFI will be approved for at least another month, and we want to issue this document now, we will not change this section.

Logging Sheet

The person carrying out the inspection would normally complete this logging sheet.
Type is classified as:

· E – Extra

· W – Wrong

· M – Missing

· I – Inconsistent

· U – Unclear

· T – Technically Incorrect

· M – Mechanically Incorrect (typo, grammar, etc.)

Severity is classified as:
· Critical

· Major

· Medium

· Minor

Example:

	Section
	Suspected Defect
	Type
	Severity

	
	
	E
	M
	W
	I
	U
	T
	M
	

	1.3
	Exec Overview does not mention the major recommendations
	
	X
	
	
	
	
	
	Major

	2.5
	Typo.  Paragraph 2 Line 1 “responsiable”
	
	
	
	
	
	
	X
	Minor

	2.5
	Mention of the start date of 1 June.  Everywhere else it is 15 June
	
	
	
	X
	
	
	
	Major

	Etc.
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