[bookmark: _Toc250620965]APPENDIX E  	IBR NOTIFICATION LETTER TEMPLATE

[image: NASA]			













[bookmark: _Toc244386932][bookmark: _Toc244387219][bookmark: _Toc250620966]<Project Name>

[bookmark: _Toc244386933][bookmark: _Toc244387220][bookmark: _Toc250620967]Notification of Integrated Baseline Review

Supplier: < Supplier Name>
Contract Number: <Contract #XXXXXXX>


Date: <Month Day, Year>









[bookmark: _Toc244386934][bookmark: _Toc244387221][bookmark: _Toc250620968]
To:  <Supplier Contract Officer Name, Organization>

SUBJECT:	Notification of Integrated Baseline Review (IBR) and Request for Documentation for <Subproject Name or Contract #>.

It is the intent of the <Project Name> Project Office and the <Organization or Contractor> to use Earned Value as a tool in the management of <Subproject Name or Contract #>.  In order to support this effort, a joint IBR will be conducted in accordance with this contract and current NASA requirements on <Date of On-Site Review>. Detailed scope of the IBR, including specific Control Accounts, will be determined at a later date.
The purpose of the review is to achieve a mutual understanding of the Performance Measurement Baseline and its relationship to the Earned Value Management systems and processes. The objectives are to gain insight into cost and schedule risk associated with the contracted effort and to establish confidence in the project’s operating plans. This will be accomplished by jointly evaluating, through discussions with your Control Account Managers, the Performance Measurement Baseline to ensure it captures the entire technical scope, is consistent with contract schedule requirements and has an adequate resource plan.  Discussions will focus on the scope of work, work authorization, scheduling, resource allocation and time phasing, and earned value techniques used to manage the work.  
Enclosed is a list of documentation requirements that need to be submitted electronically for government review no later than <Date>. Forward all electronic submissions to <IBR Coordinator Name, Email>. The IBR team requires non-escort badges, a working area with tables and access to printers and telephones.
The IBR kick-off meeting is scheduled for <Date>. Meeting details will be sent separately. The IBR joint team training is scheduled for <Date>, <Organization or Contractor> personnel supporting or participating in the IBR are invited. The location is to be determined and will be provided prior to training.
<IBR Team Lead Name> will be the IBR Team Leader for this review. Questions concerning this notification or the IBR may be directed to <IBR Team Lead Name, Phone, Email> or <IBR Coordinator Name, Phone, Email>.
____________________
<PM NAME>
Project Manager
<Project Name> Project

Attachment 1:  Documentation and Data Request
Attachment 2:  Review Team On-site Requirements

Cc: Government COTR
Review Team Lead
Review Team Members


Documentation and Data Request

· Work Breakdown Structure (WBS) - to the Control Account level 
· WBS Dictionary
· SOW with WBS cross-reference index
· Integrated Master Plan (IMP), if available, or key project milestones
· Project Risk Register
· Risk Management Plan
· Organizational Breakdown Structure (OBS) - to the CAM level
· Subcontractor listing by WBS element and value of subcontracts, if applicable
· Contractor/Subcontractor EVMS flow-down requirements
· Responsibility Assignment Matrix (RAM) showing dollars allocated by Control Account
· EVM System Description and related business process descriptions (e.g. Risk Management)
· Initial Control Account Plans (CAP), including Basis of Estimates (BOE), Assumptions, and Risks
· Latest Estimate at Completion (EAC) and supporting documentation
· Work Authorization Documents (all levels)
· Budget Change Requests (BCR) approved thus far, if applicable.
· Baseline Control Logs (Management Reserve, Undistributed Budget, Contract Budget Base)
· Integrated Master Schedule (IMS) with linkages to Integrated Master Plan (IMP)
· Supporting  schedules (Intermediate, and Detailed, as applicable)
· All Contract Performance Reports (CPR) to date 
· Financial Reports such as 533M/Q or equivalent 
· Performance measurement reports used for internal management purposes
· "Control Account/Work Package summary showing:
· Number of work packages  and total value by type of EV method
· Longest CA, shortest CA, mean and median duration, total value of account
· Largest CA, smallest CA, mean and median values- Number of Planning packages and total Planning Package budget"
· All contract changes to date

Instruction TO BE DELETED:
(The above list is intended to be a comprehensive example of the final list. This list should be tailored based on information required for preparation and insight.  The supplier may have the data described above in different formats or naming conventions. Only request data that has not already been received. Documentation should be requested to be received NO LATER THAN 2 - 4 weeks prior to the IBR.)


Review Team Onsite Requirements

A certain amount of administration is required to ensure the smooth IBR. This effort will benefit all stakeholders. The project is requested to arrange the following for our Review Team’s on-site presence during the review: 
1. All Review Team members are cleared for any security requirements, and that arrangements are in place for them to be collected and escorted in necessary while on site.
2. Provide adequate working area and collaborative work space.
3. Schedules for discussions with CAMs and other project management staff and ensure all personnel are available.
4. Ensure that rooms for CAM discussion are available.
5. Administrative support as required.
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