SRA PROPRIETARY

[image: image1.png]


CHECKLIST AND MEETING MINUTES

INITIAL MEETING WITH THE BUSINESS PROGRAM MANAGER

	
USE AND TAILORING INSTRUCTIONS
Version 3.0

	· Use this form may be used as an agenda and a checklist for the content of the meeting with the BPM.  The PM is not required to retain this form as evidence that the initial meeting was conducted.
· “As required” participants may be invited by the PM depending on size, risk, scope, and complexity of the project’s tasks.
· If available, the PM should bring the following to the meeting:  CDAN, Contract, SRA Proposal, Project Risk Profile Survey results, and the At-Risk Job Authorization if applicable.

· Record discussion topics with a check mark (() in the appropriate column.

· If action items are generated at this meeting, they are entered into the Action Item Tracking Tool. 

· For more guidance on the initial meeting with the Business Program Manager, see PM Handbook, Chapter 3, Project Startup, Step 1, PM Meets with Business Program Manager.

	PROJECT IDENTIFICATION
	PARTICIPANTS (As Required)

	Date:
	Role
	Name

	Project Name:
	Business Operations Analyst
	

	Project Number:
	Pricing Analyst
	

	KEY PARTICIPANTS
	Program Technical Director 
	

	Role
	Name
	Proposal Manager
	

	Business Program Manager
	
	Recruiter 
	

	Project Manager
	
	SBU Director 
	

	
	
	SBU Process Manager 
	

	
	
	SBU Technical Director
	

	
	
	Technical Lead
	

	
	
	
	

	
	
	
	

	
	
	
	


	
	Discussed?
	

	TOPIC
	Yes
	No
	n/a
	NOTES

	1. Discuss the initial staffing requirements including key personnel requirements.
	
	
	
	

	2. Was a PMG estimating specialist involved with the creation of the Proposal BOE?

· Discuss relationship of BOE to Cost Proposal.

· Does the Cost Proposal adequately cover all items in the Technical Proposal?

· Does the PM have copies of the Proposal BOE?
	
	
	
	

	3. Discuss EVM requirements for this project, if applicable, to include unique reporting requirements and additional support required from BusOps and the Process Management Group.
	
	
	
	

	4. Discuss the reporting requirements as stated in the contract/task order.
	
	
	
	

	5. Discuss all CDRLs and any special deliverable requirements.
	
	
	
	

	6. What task types are associated with this project?
	
	
	
	

	7. Discuss the project/task risk factors as documented in the Project Risk Profile Survey.  
	
	
	
	

	8. What is the relationship of this project to other projects/programs within the SBU / company?
	
	
	
	

	9. Identify the BPM’s recommendations for sources of assistance.
	
	
	
	

	10. Discuss the know stakeholders and their involvement with the project’s execution.
	
	
	
	

	11. Discuss when the project’s tailoring will be completed for the project and all its tasks.
	
	
	
	

	12. What is the growth potential for this project?
	
	
	
	

	13. What are the known positive and negative aspects of the customer?
	
	
	
	

	14. If subcontractors will be used, discuss any remaining issues:

· Have all subcontracts been completed?

· Do RSAs need to be generated?

· Are the subs integral team members or do they have end-item responsibility?

· If they have end-item responsibility, how will their products be verified, validated and accepted? 
	
	
	
	

	15. Discuss the Execution Go Team Meeting topics (agenda) and participants.
	
	
	
	

	16. Discuss any additional topics as necessary.

	
	
	
	


	Form Change History

	Change
	Date

	CR 1093:  Changed Mandatory Participants to Key Participants
	July 2002

	Revised to reflect the inclusion in APMS of the process supported by this form
	July 2002

	Revised to reflect reengineering activities
	July 2002

	Revised to reflect PMH updates related to CMM/CMMi compliance and other improvements as documented in the PMH, version 4.1.
	January, 2006
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