


[bookmark: _Toc78987516][bookmark: _GoBack]Best Practice Checklist for Major Programs Planning and Implementation 
The following checklist is to help guide Program Managers through high-risk procurements, like ACAT-1.  Program Managers should use this checklist and update the Notes/Comments with information and details to document the completion of each item.
Procurement/Project Title: {Insert Title Here}
	Improvement
	Notes/Comments

	Procurement Strategy

	· During the Pre-SIR Development timeframe, ensure plenty of time is given to conduct thorough market research, develop complete technical and programmatic requirements, and secure adequate Resources that support the programmatic need (rather than using expiring funds that requires those needs to be compromised).

	Date Complete: MM/DD/YYYY
Notes/Comments:


	· Develop a SIR package that:
a. Reflects a version that all writers, editors, and SMES have provided consensus/signatures on final changes
b. Delineates cost-reimbursable versus fixed-price activities
c. Includes necessary clauses that obtains and requires the vendor to detail past performance

	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Verify that the vendors’ proposals contain:
a. All programmatic, technical, manufacturing, and sustainability claims made
b. A specific, feasible schedule
c. Detailed and complete costs
d. Delineation between “true” COTS products/components and the strategy for developing customized requirements

	Date Complete: MM/DD/YYYY
Notes/Comments:

	Use of IRAD

	· Decline any offer/indication that the vendor will use Internal Research and Development (IRAD) to fulfill contract requirements.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	Empowered Project Team

	· Establish, assign, and formally communicate all project roles and responsibilities.
· Provide a link to the roles and responsibilities in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Develop project-lifecycle process maps; align all project roles and responsibilities to them.
· Provide a link to the process maps in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Establish an internal process to have any communications with the vendor regarding the execution and performance of the contract be from the Contracting Officer only. 
· Inform the vendor that they are to accept such communications from the Contracting Officer only.
· Provide a link to this process in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Develop an internal process so that the full team has access and rights to update the Risk tracker.
· Ensure that any disagreements between Red and Green Risk ratings are clearly documented. Add these items as topics for discussion at the Fed-only meetings for the Program Office (described in the next checklist item).
· Provide a link to the Risk tracker in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Schedule regular Fed-only meetings for Program Office members to discuss status, issues, and resolutions 
· Provide a link to the list of scheduled meetings in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Establish and document a process or schedule for updating senior management by Federal Employees.
· Provide a link to this process or schedule in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Issue FAA PIVs only to those vendors who need direct access to FAA facilities and/or systems.
· Assign the role of “Guest Escort” to the projects list of Roles & Responsibilities; this role is responsible for escorting any vendors without a PIV within FAA facilities. 
	Date Complete: MM/DD/YYYY
Notes/Comments:

	Managing Risk

	· Provide a link to the vendor-provided project schedule in the Notes/Comments.
· Track the vendor’s progress against their schedule using Earned Value Management (EVM); identify and document any serious deviations.
· Provide a link to any such documentation, and list any dates the JRC was informed of any serious deviations in the Notes/Comments.
· If the JRC waives the EVM requirement, provide a link to this documentation in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Add clear language on methods for holding the vendor accountable in the Project Charter and Contract
· Add the reference(s) to this language (e.g., section and paragraph) to the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Document any changes in project assumptions or items that need to be rejected/reworked; provide a link to this documentation in the Notes/Comments.  Such changes/items may include:
a. Schedules that have no reserve or are based solely on favorable scenarios
b. Engineering practices that do not meet accepted standards that cannot be waived.
c. Submissions that omit data item descriptions (DIDs)
· If any of these changes merited a re-negotiation/re-baseline, provide a link to the communication to the Contracting Officer.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Define and track program performance metrics; communicate these regularly to senior management and the Contracting Officer.
· Provide a link to the metrics tracking system in the Notes/Comments. 
	Date Complete: MM/DD/YYYY
Notes/Comments:

	Vendor Accountability

	· Document any adverse performance the vendor has made (regardless of whether it has resulted in any adverse actions); provide this documentation to the Contracting Officer and the JRC.
· Provide a link to any such documentation in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Document any justification for not executing option years for this vendor; send this documentation to senior management, the Contracting Officer, and the JRC.
· Provide a link to this documentation in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Provide a link in the Notes/Comments to any documentation where the Contracting Officer had need to formally communicate any of the following:
a. Formal Redress
b. Changes to Contract Scope
c. Change in strategy, or direction to the vendor
	Date Complete: MM/DD/YYYY
Notes/Comments:

	PMO Communication and Transparency

	· Establish formal and informal collaboration and knowledge-sharing opportunities, such as roundtable discussions or KSN repositories?
· Provide a list of scheduled roundtables and links to such repositories in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:

	· Establish and document a process for making decisions via a collaborative, consensus-building method.
· Provide a link to this process documentation in the Notes/Comments.
	Date Complete: MM/DD/YYYY
Notes/Comments:
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