



APPENDIX A

 IBR CHECKLIST
	Phase I – Planning & Team Building



	CHECKLIST ITEMS
	DONE
	REMARKS

	Build Review Team (page 8)
	
	

	Coordinate IBR Dates With Contractor

(pages 8 & 9)
	
	

	Formally Notify Contractor of Review Dates (page 9)
	
	

	Identify & Review CWBS strategy 

(pages 8 & 11)
	
	

	Collect Sample EVMS & CA documents

(page 9)
	
	

	Develop Team Orientation/Training  Schedule (pages 8, 10 & 11)
	
	

	Phase II – Prepare & Train for the IBR



	CHECKLIST ITEMS
	DONE
	REMARKS

	Finalize the Review Team (page 8)
	
	

	Provide team with latest project analysis

(page 9)
	
	

	Assign CWBS Review Teams (page 8)
	
	

	Finalize the IBR agenda

(pages 8 & 10)
	
	

	Distribute the IBR Handbook to Team Members (page 9)
	
	

	Finalize team logistics (page 9)
	
	

	Prepare discussion schedule

(pages 8 & 10)
	
	

	Prepare IBR In-brief (pages 8 & 12)
	
	


	Phase III – In-Plant Activities



	CHECKLIST ITEMS
	DONE
	REMARKS

	Deliver IBR In-Brief (page 8)
	
	

	Review internal documentation

(pages 11, 12 & 13)
	
	

	Conduct discussions/interviews

(pages 13-16)
	
	

	Document results (page 16)
	
	

	Identify and document action items

(page 16)
	
	

	Assign action items and completion dates to appropriate Government & contractor personnel.  (pages 8 & 12)
	
	

	Prepare out-brief of results of review including pre-brief of contractor senior management when appropriate. (page 8)
	
	

	Brief contractor personnel of results providing follow-up action items if required. (page 8)
	
	

	Phase IV – Follow-up Activities



	CHECKLIST ITEMS
	DONE
	REMARKS

	Monitor action item progress (some action items may require a lengthy period of time to resolve but should not hold up the final notification to the contractor).

(page 8)
	
	

	Formally notify contractor of IBR results.

(page 8)
	
	



