For every review:

	·  
	Is the overall package cohesive? Do all of the sections in the package tie together? (Review table of contents)


	·  
	Do the definitions in the glossary clearly define terms as you understand them? Are the terms accurate as they relate to your job?


	· 
	Are the terms used consistently throughout the package?


	· 
	When words like “we” or “they” are used, is it clear to whom they are referring?


	· 
	Have measurements as they relate to this project been defined and documented accurately?


	· 
	If there are requirements represented in both graphics and text, are they consistent?


	· 
	Does each Use Case tie back to a business process?



Reviews with ANSI flowcharts:

	· 
	Have the boundaries of the process been defined clearly?


	· 
	Have the simplest symbols possible been used?


	· 
	Does every feedback loop have an escape?


	· 
	Is there a clear start and end?


	· 
	Is the start at the top-left corner?


	· 
	Is there only one output arrow out of every process box (otherwise a decision box is required)?


	· 
	Are there any “black hole” processes (processes that have nothing coming out of them)?


	· 
	Are there any “miracle” processes (processes that have something coming out of them but nothing going into them)?


	·  
	Are there any superfluous decision boxes (some form fill-in processes can assume checks to ensure proper fill-in)?



Reviews with Swimlane diagrams:

	· 
	Are the lanes arranged in a logical manner?


	· 
	Is this a linear process or not (swimlanes are best applied to linear processes)?


	· 
	Are there more than five swimlanes (should be five or less)?


	· 
	If the diagram is complex, should a swimarea be considered?


	· 
	If there is a swimarea, is there a need to reorganize into smaller diagrams?


	·  
	If the diagram is for a business process, is it horizontal in orientation (recommended)?



Scope reviews:

	· 
	Does the project statement of purpose clearly and concisely explain why we are working on this project?


	· 
	Are the project objectives accurate? Are they realistic?


	· 
	Are the business risks accurately described? Do you agree with the probability, impact and risk response?


	· 
	Do you agree with the assumptions that have been documented? Are there others?


	· 
	Are all of the people, organizations, or systems who are external to the project defined? Are they truly external to the project?


	· 
	Does the document accurately reflect the exchange of information with the external stakeholders?


	· 
	Are there any other organizations or people with whom we communicate?


	· 
	Do the high level processes encompass all work performed within the scope of the project?


	· 
	Do you agree with the documented “items out of scope”?


	·  
	Are all stakeholders documented?



Business requirements reviews:

Data requirements


	· 
	Are the entity names clear to you?


	· 
	Are the metrics that have been documented for each entity accurate? (quantities)


	· 
	Are the attribute names clear to you?


	· 
	Is every attribute truly needed? (not just a “nice to have”)


	· 
	Are the attribute characteristics correct (Mandatory vs. optional, uniqueness)?


	· 
	For attributes that are optional, is there a business rule defined describing the situations when it is needed?


	· 
	Is each attribute's data type correct?


	·  
	Are the business rules in the ERD correct?



Process requirements


	·  
	Does each essential business process name clearly identify the core work being performed by the business? 


	· 
	Are the metrics that have been documented for each process accurate?


	· 
	Are processes described independent of technology?


	· 
	Are any processes redundant? 


	· 
	Are the who correct?



Business rules


	·  
	Is each business rule clear and concise?


	· 
	For business rules that are mandatory, is there ever an exception to the rule? If so, how would the rule be violated?



Functional requirements reviews:

	· 
	Are the default values for attributes correct?


	· 
	Is each actor correctly associated with Use Cases?


	· 
	Do AS IS Workflow diagrams accurately describe the current work procedures?


	· 
	Is it clear who performs each task?


	· 
	Could work assignments be changed?


	· 
	How can we more clearly represent the current state of the business area?


	· 
	Are the steps in each Use Case description clear, sequential, and executable?


	· 
	Are all error conditions defined?


	· 
	Are the error messages clear?


	·  
	Are screen layouts easy to understand?



Quality of Service (QoS) requirements reviews:

	· 
	Has application security been defined adequately?


	· 
	Has user level security been defined correctly? Is it clear who can create data and delete data?


	·  
	Have the needed performance requirements been included? Are they acceptable?



Technical requirements/specifications reviews:

	· 
	Is the hardware required by the solution available?


	· 
	Are all of the required interfaces included? (Refer back to Use Case Diagram)


	·  
	Does each design component trace back to a business requirement?



Developer/code reviews:

	· 
	Does it adhere to coding standards?


	· 
	Does is align with the architecture, or are changes required?


	· 
	Are there any changes to scope?


	· 
	Is it possible to allow peer-reviewed improvements?


	· 
	Does it provide adequate security?


	· 
	Does it support the associated business process?


	· 
	Is it maintainable?


	·  
	Have any non-vetted technology choices been made?



Implementation requirements reviews:

	·  
	Has data conversion from the old system to the new been described accurately? 


	· 
	Has the roll out plan been scheduled so that it does not cause unnecessary disruption to normal business activities?


	· 
	Have procedure manuals been updated?


	· 
	Is there a training plan for end users?



