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Phase I - Organization & Planning

CHECKLIST ITEMS

TARGET DATE

DONE

RESPONSIBILITY

REMARKS

Determine Neef for IBR

Project Manager

Appoint IBR Coordinator and Review Facilitator

Project Manager

IBR Overview training for PM & leadership team

Facilitator

Define WBS/CA scope for IBR

Team Lead

Request Responsibility Assignment Matrix (RAM) from Supplier

Team Lead

Determine Supplier IBR Readiness 

Team Lead

Determine areas to be reviewed at the IBR

Team Lead

Identify & Assign Review Team members

Team Lead

Coordinate IBR dates and review agenda with the supplier

Coordinator

Formally notify supplier of Review & request project data & documentation

Coordinator

Collect requested project documentation and distribute to IBR Team

Coordinator

Define Risk Evaluation Criteria

Team Lead

Prepare IBR Guidance Package

Coordinator

Phase II - Prepare & Train for the IBR

CHECKLIST ITEMS

TARGET DATE

DONE

RESPONSIBILITY

REMARKS

Conduct IBR Kick-off Meeting

Team Lead

Provide training for Team Members

Team Lead

Plan for Team travel and logistics for the On-site Review

Coordinator

Coordinate with contractor/project team for On-site support required

Coordinator

Collect concerns from the IBR Kick-Off Meeting and forward to supplier

Coordinator

Determine Discussion Questions

Sub-team Lead

Phase III - On-Site Review Activities

CHECKLIST ITEMS

TARGET DATE

DONE

RESPONSIBILITY

REMARKS

Assemble Team on-site to review IBR plan and schedule

Team Lead

Deliver IBR In-Brief at kick-off session

Team Lead

Conduct summary-level planning reviews and discussions/interviews

Sub-team Lead

Conduct detailed (CA level) discussions/interviews

Sub-team Lead

Hold daily end-of-day Team meetings to review issues/findings

Team Lead

Prepare assesment Reports for each discussion/interview

Sub-team Lead

Identify and request any additional data or documentation required

Coordinator

Document concerns using the Concern Area Report (CAR) template

Sub-team Lead

Document action items using the IBR Action Items template

Sub-team Lead

Assign action items and completion dates to appropriate people

Team Lead

Prepare final IBR Out-Brief and review with senior management

Team Lead

Deliver final Out-Brief

Team Lead

Phase IV - Follow-up Activities

CHECKLIST ITEMS

TARGET DATE

DONE

RESPONSIBILITY

REMARKS

Formally notify Supplier of IBR Findings

Coordinator

Monitor action item progress

Team Lead

Notify Supplier of IBR Closure

Coordinator

Schedule further IBRs as appropriate over the life of the contract/project

Team Lead

Per interview or per day activities.
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