CHECKLIST – PROCESS – REVIEWS AND MEETINGS
GUIDELINES FOR THE USING THE CHECKLIST– REVIEWS AND MEETINGS

This checklist is provided as part of Quality Assurance (QA) auditing for project process compliance with the SBA’s System Development Methodology (SDM).  The checklist assists QA in determining whether SBA review procedures comply with the SBA development methodology requirements
 and if disciplined meeting management is being practiced.   

QA is required to complete the columns marked as “COMPLY” and “QA COMMENTS.”  Additional notes may be supplied.   

	QUALITY ASSURANCE (name)                                                                                                            FORMCHECKBOX 
 Present   FORMCHECKBOX 
  In Absentia

 

	Project

	Review or Meeting
	 Date/Time
	Location


	QA Reviewer
	Start Date:
	Completed Date:
	 Comments:

	
	
	
	


	
	To be completed by QA

	     CHECKLIST – CHECKLIST– REVIEWS AND MEETINGS
	COMPLY
	QA COMMENTS

	
	Y
	N
	N/A
	

	
	
	
	
	

	
	 MEETING GOALS AND OBJECTIVES
	
	
	
	

	1. 
	Were the issues or topics of the meeting clear?
	
	
	
	

	2. 
	Were the meeting’s objectives reasonable, given the allotted time and resources?
	
	
	
	

	3. 
	 Did attendees know what decisions or actions were to be taken?
	
	
	
	

	4. 
	 Were hidden agendas flushed out and handled?
	
	
	
	

	
	LOGISTICS
	
	
	
	

	5. 
	If this is a review of a Software Development Life Cycle (SDLC) document, was the review in compliance with the procedure in the SDM?
	
	
	
	

	6. 
	Was the agenda made clear prior to the meeting – either verbally or in writing?
	
	
	
	

	7. 
	Was adequate participation time provided?
	
	
	
	

	8. 
	Were participants prepared to make decisions?
	
	
	
	

	9. 
	Was required material distributed sufficiently in advance to allow needed review?
	
	
	
	

	10. 
	Was the material to be reviewed baselined?
	
	
	
	

	11. 
	Were the meeting time, location, and method (such as conferencing) convenient?
	
	
	
	

	
	MEETING ATMOSPHERE
	
	
	
	

	12. 
	Did required personnel attend?
	
	
	
	

	13. 
	Were minutes from previous, related meetings accepted?
	
	
	
	

	14. 
	Were the interests of all organizations, branches, projects, and affected parties represented?
	
	
	
	

	15. 
	Did you feel that QA presence contributed to the value of the meeting, either in terms of adherence or knowledge gained? 
	
	
	
	

	16. 
	Did people attend whose presence was unnecessary?
	
	
	
	

	17. 
	Was sufficient time allocated to discuss each item or, if not, was the item deferred to a future meeting?
	
	
	
	

	18. 
	Were all attendees encouraged to participate?
	
	
	
	

	19. 
	Was dominance by one person prevented?
	
	
	
	

	20. 
	Were participants who spoke well prepared and organized?
	
	
	
	

	21. 
	Did the meeting adhere to the agenda?
	
	
	
	

	22. 
	Were outstanding action items related to this meeting reviewed and their status updated?
	
	
	
	

	23. 
	If necessary, were plans for another meeting discussed.
	
	
	
	

	
	 FOLLOW UP
	
	
	
	

	24. 
	At the close of the meeting, was there consensus on decisions or actions?
	
	
	
	

	25. 
	Were action items (including issues and concerns) taken, organized, and assigned for follow-up?
	
	
	
	

	26. 
	Were minutes covering all items discussed, action items, and participants documented and distributed?
	
	
	
	


�  See SDM 1.9, 2.0, 2.8, 3.0, 3.11, 4.0, 5.0, 5.6, 





