EV Guideline Assessment Templates 

	1. Process:     Organization               
	2. Guideline No:  1
	3. Contractor:

	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline Statement: 
Define the authorized work elements for the program. A work breakdown structure (WBS), tailored for effective internal management control, is commonly used in this process. 



	

	6. Documentation Required:

1) CLINs
2) WBS

3) WBS Dictionary   

	

	

	

	7. Instructions:
     Why this is important: The WBS represents the entire scope of work in the project, a “picture” of the work. The first level is the total system, and it continues down in successively smaller elements until it reaches the level of detail necessary for management action and control. This picture of the work is needed to facilitate traceability, ensure the entire SOW is captured, and allows management control of the project.   
    Intent of this Guideline: A WBS is the direct representation of the work scope and documents the hierarchy and description of the tasks to be performed and relationship to the product deliverables. A WBS dictionary defines the work scope for each element in the WBS. 
     Cross Reference Checklist Procedure:  

a. Is only one CWBS used for the contract

b. Is all contract work included in the CWBS?

c. Are the following items included in the CWBS:

(1) Contract line items and end items?
(2) All CWBS elements specified for external reporting?

(3) CWBS elements to be subcontracted, with identification of subcontractors?

(4) Control account levels?
   

	

	

	

	

	

	

	8.  Verification Points and Observations:

1) The WBS reflects the work to be performed.  

2)  The WBS extends to the control account level
3)  All contract line items can be identified
4)  WBS elements include a complete definition of work scope requirements

5) A WBS dictionary is present; if not, some method to reconcile the SOW to the WBS must be demonstrated. 

	

	

	

	

	9 Findings and Corrective Action Required:


	

	

	

	

	10. Surveillance Performed By:                                    

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Processes:     Organization, Subcontract Management               
	2. Guideline No:  2
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline. 

Identify the program organizational structure including the major subcontractors responsible for accomplishing the authorized work, and define the organizational elements in which work will be planned and controlled. 

	

	

	

	

	6. Documentation Required:

1) Organization WBS (OBS)

2) Contractor WBS and contractor WBS Dictionary if applicable

3)  Responsibility Assignment Matrix

    

	

	

	

	

	7. Instructions:

     Why this is important: An OBS helps management focus on establishing the most efficient organization by taking into consideration availability and capability of management and technical staff to achieve the project objectives. 
    Intent of this Guideline: The OBS identifies the organization responsible for each segment of work, including subcontracted and intra-organizational effort. The assignment of lower-level work segments to responsible managers provides a key control point for management – this is called the Control Account.

    Cross Reference Checklist Procedure:  
a. Are all authorized tasks assigned to identified organizational elements? (This must occur at the control account level as a minimum. Prepare exhibit showing relationships.)

b. Is subcontracted work defined and identified to the appropriate subcontractor within the proper WBS element? (Provide representative example.)



	

	

	

	

	

	

	8.  Verification Points and Observations:

1) All authorized work is assigned to organizational elements

2) All work is assigned to only one organizational element.

3) Major subcontractors are included into the project structure.

	

	

	

	

	

	9. Findings and Corrective Action Required:  



	

	

	

	10. Surveillance Performed By:                                                 

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Process:     Organization               
	2. Guideline No:  3
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline    

Provide for the integration of the planning, scheduling, budgeting, work authorization and cost accumulation processes with each other, and as appropriate, the program work breakdown structure and the program organizational structure. 



	

	

	

	

	6. Documentation Required:

1) Responsibility Assignment Matrix (RAM) or equivalent

2) Work Breakdown Structure

3) Organization Breakdown Structure 

4) Work Authorization Documents (i.e. TDA = Task Delegation Authorization)

    

	

	

	

	

	

	

	7. Instructions:

     Why this is important: Integration of the WBS and OBS establishes the control account where the performance measurement necessary for project management is performed. The focal point for management control at this point is the Control Account Manager. 

    Intent of this Guideline:  The control account is the point where the WBS tasks and OBS responsibility intersect; this is the point where a single functional organization or IPT has responsibility for work defined to a single WBS element.  
    Cross Reference Checklist Procedure:  
a. Are the contractor's management control systems listed above integrated with each other, the CWBS, and the organizational structure at the following levels: (Use matrix to illustrate the relationships.)

(1) Total contract?

(2) Control account?

   

	

	

	

	

	

	

	8.  Verification Points and Observations:

 1) Single control account is visible at the intersection of the WBS and OBS

 2) Supporting activities are clearly identified

 3) CAM is assigned 

 4) Control account identifies element of cost

 5) Resources required to do the work are identified 


	

	

	

	

	

	9.Findings/Corrective Action Required:


	

	

	

	

	10. Surveillance Performed By:                                            

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Process:     Indirect Management               
	2. Guideline No:  4
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline:  

Identify the company organization or function responsible for controlling overhead (indirect costs). 


	

	

	

	6. Documentation Required:

1) Organizational chart 
2) Contractor overhead procedures
    

	

	

	

	7. Instructions:
  Why this is important: Indirect costs are for activities that cannot be identified specifically with a particular project or activity and therefore it is essential that visibility exists into how these costs are controlled. 

  Intent of this Guideline:  Identify managers and the processes they use for control of indirect costs. 

  Cross Reference Checklist Procedure:  
a. Are the following organizational elements and managers clearly identified:

(1) Those responsible for the establishment of budgets and assignment of resources for overhead performance?

(2) Those responsible for overhead performance control of related costs?

b. Are the responsibilities and authorities of each of the above organizational elements or managers clearly defined?


	

	

	

	

	

	

	8.  Verification Points and Observations:

1)  Process showing how overhead resources are assigned is documented.

2)  Process showing how budgets are established and expense is controlled is documented. 

3)  Person responsible within organization for establishing overhead budges can be identified.


	

	

	

	

	9. Findings/Corrective Action Required:


	

	

	

	10. Surveillance Performed By:                                    

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Process:     Organizing               
	2. Guideline No:  5
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline:  

Provide for integration of the program work breakdown structure and the program organizational structure in a manner that permits cost and schedule performance measurement by elements of either or both structures as needed. 

	

	

	

	

	6. Documentation Required:

1) Responsibility Assignment Matrix (RAM) or equivalent

2) WBS

3) OBS
    

	

	

	

	

	7. Instructions:
 Why this is important: Integration of the WBS and the OBS establishes the control account where the performance measurement necessary for project management is performed. 

 Intent of this Guideline:  Integrate the WBS and OBS to facilitate schedule and cost performance measurement.

 Cross Reference Checklist Procedure:  
 a. Is each control account assigned to a single organizational element directly responsible for the work and identifiable to a single element of the CWBS?

b. Are the following elements for measuring performance available at the levels selected for control and analysis:

(1) Budgeted cost for work scheduled?

(2) Budgeted cost for work performed?

(3) Actual cost of work performed?

 

	

	

	

	

	

	

	8.  Verification Points and Observations:

1) Verify all Control Accounts are assigned to an appropriate organizational level and a correct WBS element is identified. 


	

	

	

	9. Findings/Corrective Action Required:


	

	

	

	

	

	10. Surveillance Performed By:                                   

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:    Scheduling               
	2. Guideline No:  6
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	5. Guideline:  

Schedule the authorized work in a manner which describes the sequence of work and identifies significant task interdependencies required to meet the requirements of the program. 

	

	

	

	6. Documentation Required: 

1) Integrated Schedules (Master and Intermediate if applicable)

2) Control Account Plans (Detail Schedules)



	

	

	7. Background/Instructions:  

     Why this is important: Scheduling authorized work facilitates effective planning, statusing, and forecasting which is critical to the success of all projects. 

    Intent of this Guideline: The scheduling process should document, and the resulting project schedule should provide, a logical sequence of work leading to a milestone, event, and /or decision point to ensure that the schedule can support project objectives. There should be a clear definition of what constitutes commencement and completion of a task.  The authorized work should be planned through the use of a network schedule. The schedule should describe the sequence of all authorized work and task interdependencies. No specific scheduling software is required, but there must be horizontal and vertical integration through the framework of the WBS and OBS.
    Cross Reference Checklist Procedure:  
a. Does the scheduling system contain (Prepare exhibit showing traceability from contract task level to work package schedules.)--

(1) A master project schedule?

(2) Intermediate schedules, as required, which provide a logical sequence from the master schedule to the control account level?

(3) Detailed schedules which support control account and work package start and completion dates/events?

b. Are significant decision points, constraints, and interfaces identified as key milestones?

c. Does the scheduling system provide for the identification of work progress against technical and other milestones, and also provide for forecasts of completion dates of scheduled work?

d. Are work packages formally scheduled in terms of physical accomplishment by Gregorian, Julian, or manufacturing day?



	

	

	

	

	

	

	8.  Verification Points and Observations:

1) Schedule levels are identified by WBS/OBS

2) Schedule appears to reflect all work

3) Critical target dates, milestones, decision points are identified

4)  Interdependencies are shown

5)  Task durations are of reasonable duration

6)  The baseline is reasonable to achieve project requirements

7) A critical path can be traced.

8) The schedule is horizontally and vertically integrated – subcontract schedules and lower levels roll up into higher levels, and the schedule fits the project plan.  


	

	

	

	

	

	9. Findings/Corrective Action Required:


	

	10. Surveillance Performed By:                                        

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Process:    Scheduling               
	2. Guideline No:  7
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline:   

Identify physical products, milestones, technical performance goals, or other indicators that will be used to measure progress. 

	

	

	6. Documentation Required: 

1) Integrated Schedules (IMS and Intermediate if applicable)
2) Integrated Master Plan (IMP)
3) Control Account Plans (Detail Schedules)
4) Cost Performance Report

	

	

	

	

	7. Background/Instructions:  

     Why this is important: Performance metrics must be objective. These objective indicators of performance then allow accurate comparison to planned work, in turn leading to management insight. 
    Intent of this Guideline: Identify objective measures within tasks to enable accurate performance assessment each month. 

    Cross Reference Checklist Procedure:  
a. Are meaningful indicators identified for use in measuring the status of cost and schedule performance? (Provide representative examples.)

b. Does the contractor's system identify work accomplishment against the schedule plan? (Provide representative examples.)

c. Are current work performance indicators and goals relatable to original goals as modified by contractual changes, replanning, and reprogramming actions? (Provide exhibit showing incorporation of changes to original indicators and goals.)


	

	

	

	

	

	

	8.  Verification Points and Observations:

1) Critical target dates, milestones, decision points are identified.
2)  Interdependencies are shown.
3)  Task start and finish dates are shown.

4)  Earned value performance claimed is consistent with status shown on schedule. 


	

	

	

	

	

	9. Findings/Corrective Action Required:


	

	

	

	

	

	10. Surveillance Performed By:                                        

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Processes:   Work/Budget Authorization, Indirect Management               
	2. Guideline No:  8
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline:  
Establish and maintain a time-phased budget baseline, at the control account level, against which program performance can be measured. Initial budgets established for performance measurement will be based on either internal management goals or the external customer negotiated target cost including estimates for authorized but undefinitized work. Budget for far-term efforts may be held in higher level accounts until an appropriate time for allocation at the control account level. If an over-target baseline is used for performance measurement reporting purposes, prior notification must be provided to the customer. 



	

	

	

	

	6. Documentation Required: 

1) Control Account Plans

2) Work authorization documents


	

	

	

	7. Background/Instructions:  

     Why this is important: A time phased budget baseline is necessary for the practice of Earned Value. It is the reference point which is used to assess project performance. 

    Intent of this Guideline:  The assignment of budgets to scheduled segments of work produces a plan against which actual performance can be compared. The relationship of individual work tasks with the time-phased resources necessary to accomplish them is established at the control account level. Summary level planning packages may be utilized until the information needed for detail planning becomes available. Work should not commence until an initial detail plan is put in place. Situations may arise when available budgets for the remaining work is insufficient. The resulting value is referred to as an over-target baseline (OTB).

    Cross Reference Checklist Procedure:  
a. Does the performance measurement baseline consist of the following:

(1) Time-phased control account budgets?

(2) Higher level CWBS element budgets (where budgets are not yet broken down into control account budgets)?

(3) Undistributed budgets, if any?

(4) Indirect budgets, if not included in the above?

b. Is the entire contract planned in time-phased control accounts to the extent practicable?

c. In the event that future contract effort cannot be defined in sufficient detail to allow the establishment of control accounts, is the remaining budget assigned to the lowest practicable CWBS level elements for subsequent distribution to control accounts?

d. Does the contractor require sufficient detailed planning of control accounts to constrain the application of budget initially allocated for future effort to current effort? (Explain constraints.)

e. Are control accounts opened and closed based on the start and completion of work contained therein?



	

	

	

	

	

	

	8.  Verification Points and Observations:

1)  Budget reconciles with contract target cost

2)  Plans reflect the work to be done
3)  If an OTB exists, verify the customer was notified of an Over-Target-Baseline (OTB) 30 days prior to implementation  

4) PMB contains values for indirect costs

	

	

	

	

	9. Findings/Corrective Action Required:


	

	10. Surveillance Performed By:                                        

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Work/Budget Authorization, Material Management, Subcontract Management              
	2. Guideline No:  9
	3. Contractor:
	4. Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline:  
Establish budgets for authorized work with identification of significant cost elements (labor, material, etc.) as needed for internal management and for control of subcontractors. 

	

	

	6. Documentation Required: 

1) Control Account Plans

2) Work authorization documents

3) Responsibility Assignment Matrix

4) Subcontract time-phased documents


	

	

	

	7. Background/Instructions:  

     Why this is important:   The establishment of budgets for all work authorized is an essential part of project planning. 

     Intent of this Guideline:  No work should begin before the effort is authorized by an initial work authorization. As budgets and schedules are established and approved for all the authorized work at the control account level, the work authorization is updated as required.

    Cross Reference Checklist Procedure:  
a. Does the budgeting system contain-- (Provide exhibit.)

(1) The total budget for the contract (including estimates for authorized but unpriced work)?

(2) Budgets assigned to major functional organizations?
(3) Budgets assigned to control accounts?

b. Are the budgets assigned to control accounts planned and identified in terms of the following cost elements: (Reference Formats 3 and 4.)

(1) Direct labor dollars and/or hours?

        (2) Material and/or subcontract dollars?

(3) Other direct dollars?

c. Does the work authorization system contain (Prepare sample exhibit.)

(1) Authorization to proceed with all authorized work?

(2) Appropriate work authorization documents which subdivide the contractual effort and responsibilities, within functional organizations?


	

	

	

	

	

	

	8.  Verification Points and Observations:

1) Control account budgets are reconcilable to budget values shown on work package plans and in the work authorization documents

2)  Budgets are identified by element of cost

3) RAM represents the complete project plan and budget. 

4) The budget is base on detailed estimates

5) Subcontract plans are supported by subcontract data

6) Material budgets are time phased in support of the project IMS

7) Subcontract plans meet contractual schedule requirements


	

	

	

	

	

	9. Findings/Corrective Action Required:


	

	

	10. Surveillance Performed By:                                         

	 Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Work/Budget Authorization, Material Management, Subcontract Management               
	2. Guideline No:  10
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline:  
To the extent it is practical to identify the authorized work in discrete work packages, establish budgets for this work in terms of dollars, hours, or other measurable units.  Where the entire Control Account is not subdivided into work packages, identify the far term effort in larger planning packages for budget and scheduling purposes. 

	

	

	

	

	6. Documentation Required: 

1) Control Account Plans

2) Work authorization documents



	

	7. Background/Instructions:  

     Why this is important:   Resources utilized in the accomplishment of work must be phased to match the way the detail work is to be accomplished. Where a control account cannot be planned in detail work packages the work budget and schedule requirements are held in planning packages.  

     Intent of this Guideline: Effort contained within a control account is distributed into either work packages or planning packages. Work packages must be substantiated whether based on in-house work or subcontracted work. Material work packages must support the project schedule. 

    Cross Reference Checklist Procedure:
a. Do work packages reflect the actual way in which the work will be done and are they meaningful products or management-oriented subdivisions of a higher level element of work? (Provide representative sample.)

b. Are detailed work packages planned as far in advance as practicable?

c. Is work progressively subdivided into detailed work packages as requirements are defined?

d. Is future work which cannot be planned in detail subdivided to the extent practicable for budgeting and scheduling purposes? (Provide sample.)

e. Are work packages reasonably short in time duration or do they have adequate objective indicators/milestones to minimize subjectivity of the in process work evaluation?

f. Do work packages consist of discrete tasks which are adequately described? (Provide representative sample.)

g. Can the contractor substantiate work package and planning package budgets?

h. Are budgets or values assigned to work packages and planning packages in terms of dollars, hours, or other measurable units?

i. Are work packages assigned to performing organizations?

j. Where engineering standards or other internal work measurement systems are used, is there a formal relationship between these values and work package budgets?  (Provide samples showing relationships.)

k. Where “learning” is used in developing underlying budgets is there a direct relationship between anticipated learning and time phased budgets?


	

	

	

	

	

	

	8.  Verification Points and Observations:

1)  The work package represents units of work at the level where work is performed

2)  The work package is clearly distinguishable from all other work packages

3)  The work package is assigned to a single organizational element

4)  The work package has scheduled start and completion dates and, as applicable, interim milestones, all of which are representative of physical accomplishment.

5)  The work package has a budget or assigned value

6) The work package is integrated with detailed engineering, manufacturing, or other schedules. 

7) Either a work package or planning package must exist for work authorized.

8) Material budget and subcontract budget supports project requirements and contract .



	

	

	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	10. Surveillance Performed By:                                        

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Work/Budget Authorization               
	2. Guideline No:  11
	3. Contractor:
	4. Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline:  
Provide that the sum of all work package budgets plus planning package budgets within a control account equals the control account budget.

	

	

	

	

	6. Documentation Required: 

1) Cost Performance Reports

2) Work authorization documents



	

	

	

	

	7. Background/Instructions:  

     Why this is important:  This is necessary in order for the integrity of the PMB to be maintained.   

     Intent of this Guideline: The value of the budget assigned to individual work packages and planning packages within the control account must sum to the total value authorized for the control account.  

    Cross Reference Checklist Procedure:  
a. Does the sum of all work package budgets plus planning packages within control accounts equal the budgets assigned to those control accounts?



	

	

	

	

	

	

	8.  Verification Points and Observations:

1) Work Package + Planning Package = Control Account

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                         

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Work/Budget Authorization, Material Management, Subcontract Management               
	2. Guideline No:  12
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 
Identify and control level of effort activity by time-phased budgets established for this purpose.  Only that effort which is immeasurable or for which measurement is impractical may be classified as level of effort.



	

	

	

	6. Documentation Required: 

1) Control Account Plans



	

	

	

	7. Background/Instructions:  

     Why this is important:  Measurement of Level of Effort (LOE) activity is impracticable; therefore, its use should be minimized.   

     Intent of this Guideline: LOE method must be limited to those activities that are unable to be measured discretely. 

    Cross Reference Checklist Procedure:
a. Are time-phased budgets established for planning and control of level of effort activity by category of resource; for example, type of manpower and/or material? (Explain method of control and analysis.)

b. Is work properly classified as measured effort, LOE, or apportioned effort and appropriately separated?



	

	

	

	

	

	

	8.  Verification Points and Observations:

1) LOE is not significantly mixed with discrete efforts

2) Subcontract LOE is not significantly mixed with discrete efforts.

3) LOE is kept to the lowest practical amount

4) Subcontract LOE is kept to the lowest practical amount.

5) Material taken as LOE is not distorting Earned Value data.

	

	

	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                       

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Indirect Management           
	2. Guideline No:  13
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Establish overhead budgets for each significant organizational component of the company for expenses, which will become indirect costs. Reflect in the program budgets, at the appropriate level, the amounts in overhead pools that are planned to be allocated to the program as indirect costs.


	

	

	

	

	Documentation Required: 

1)Contractor Disclosure Statement

2)Overhead budget reports

	

	

	

	7. Background/Instructions:  

     Why this is important:  Following this guideline will ensure visibility into indirect costs is increased.    

     Intent of this Guideline: Establish indirect budgets at the appropriate organizational level for each pool and sub-cost element. 

    Cross Reference Checklist Procedure:
a. Are overhead cost budgets (or projections) established on a facility-wide basis at least annually for the life of the contract?

b. Are overhead cost budgets established for each organization which has authority to incur overhead costs?

c. Are all elements of indirect expense identified to overhead cost budgets of projections?

d. Are overhead budgets and costs being handled according to the disclosure statement when applicable, or otherwise properly classified (for example, engineering overhead, IR&D)?

e. Is the anticipated (firm and potential) business base projected in a rational, consistent manner? (Explain.)

f. Are overhead costs budgets established on a basis consistent with anticipated direct business base?

g. Are the requirements for all items of overhead established by rational, traceable processes?

h. Are the overhead pools formally and adequately identified? (Provide a list of the pools.)

i. Are the organizations and items of cost assigned to each pool identified?

j. Are projected overhead costs in each pool and the associated direct costs used as the basis for establishing interim rates for allocating overhead to contracts?

k. Are projected overhead rates applied to the contract beyond the current year based on-

(1) Contractor financial periods; for example, annual?

(2) The projected business base for each period?

(3) Contemplated overhead expenditure for each period based on the best information currently available?

l. Are overhead projections adjusted in a timely manner to reflect-

(1) Changes in the current direct and projected base?

(2) Changes in the nature of the overhead requirements?

(3) Changes in the overhead pool and/or organization structures?

m. Are the WBS and organizational levels for application of the projected overhead costs identified?



	

	

	

	

	

	

	8.  Verification Points and Observations:

1)Projected indirect cost are allocated to the contract base

2) Indirect rates are adjusted in a timely manner

	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                         

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Work/Budget Authorization               
	2. Guideline No:  14
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline:  

Identify Management Reserves (MR) and undistributed budget (UB).


	

	

	

	

	6. Documentation Required: 
1) Work Authorizations and appropriate project control logs (e.g. MR, UB, and distributions)
2) CPR


	

	

	

	

	7. Background/Instructions:  

     Why this is important:  A Management Reserve usually exists as a contingency for unplanned activity. Undistributed Budget is the short term holding account during the initial planning process.    

     Intent of this Guideline:  The intent is to identify and control MR and UB. 

    Cross Reference Checklist Procedure:
a. Is all budget available as management reserve identified and excluded from the performance measurement baseline?

b. Are records maintained to show how management reserves are used? (Provide exhibit.)

c. Is undistributed budget limited to contract effort which cannot yet be planned to CWBS elements at or below the level specified for reporting to the Government?

d. Are records maintained to show how undistributed budgets are controlled? (Provide exhibit.)



	

	

	

	

	

	

	8.  Verification Points and Observations:
1) MR records are being maintained to show how MR is used.

2) UB records are being maintained to show how UB is used.

3) Verify MR and UB values reconcile to CPR.


	

	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                        

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Work/Budget Authorization               
	2. Guideline No:  15
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Provide that the program target cost goal is reconciled with the sum of internal program budgets and management reserves.



	

	

	

	6. Documentation Required: 
1) Work Authorization documents

2) CPR

3) MR, UB logs


	

	

	

	

	7. Background/Instructions:  

     Why this is important: The project target cost must be reconciled with the PMB and MR; if this is done correctly then a common reference point for progress assessment will exist and help preclude unauthorized changes to the PMB.  

     Intent of this Guideline: After contract negotiations are completed, the total allocated budget used to report project performance must always represent the contract budget base value (or OTB, if approved).  This is to force recognition of contractual requirements and to preclude undisciplined changes to the performance measurement baseline.  Total allocated budget (the PMB plus MR) equals the authorized contract target cost plus the estimated cost of authorized but unpriced work. 
    Cross Reference Checklist Procedure:
a. Does the contractor's system description or procedures require that the performance measurement baseline plus management reserve equal the contract budget base?

b. Do the sum of the control account budgets for higher level CWBS elements, undistributed budget, and management reserves reconcile with the contract target cost plus the estimated cost for authorized unpriced work? (Provide exhibit.)


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Contract and total budget reconcile
2) MR and UB are being reported and reconciled


	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                         

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Accounting, Subcontract Management               
	2. Guideline No:  16
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Record direct costs in a manner consistent with the budgets in a formal system controlled by the general books of account.


	

	

	

	6. Documentation Required: 
1) Actual Cost reports

2)Cost mapping reports to Control Account

3)Contractor Disclosure Statement



	

	

	

	

	7. Background/Instructions:  

     Why this is important: A project cost-charging structure established in the accounting system ensures that actual costs collected are directly compared with associated budgets for that work.

     Intent of this Guideline:    Accumulate direct costs in the formal accounting system in a manner consistent with the way the related work is planned and budgeted. 

     Cross Reference Checklist Procedure:
a. Does the accounting system provide a basis for auditing records of direct costs chargeable to the contract?

b. Are elements of direct cost (labor, material, and so forth) accumulated within control accounts in a manner consistent with budgets using recognized acceptable costing techniques and controlled by the general books of account?
 


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Direct cost are recorded by element of cost

2) Cost are mapped to Control Accounts

3) Accounting records and Earned Value records can be reconciled


	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                         

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Accounting               
	2. Guideline No:  17
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

When a work breakdown structure is used, summarize direct costs from control accounts into the work breakdown structure without allocation of a single control account to two or more work breakdown structure elements. 


	

	

	

	6. Documentation Required: 
1) Work Breakdown Structure report

2) Internal performance measurement reports



	

	

	

	

	7. Background/Instructions:  

     Why this is important: Ensures performance measurement data integrity.

     Intent of this Guideline: Allowable costs collected within the control account by element of expense “roll-up” from the control account level through the WBS to the top level without being divided at any level among two or more higher-level elements.    
     Cross Reference Checklist Procedure:

a. Is it possible to summarize direct costs from the control account level through the CWBS to the total contract level without allocation of a lower level CWBS element to two or more higher level CWBS elements? (This does not preclude the allocation of costs from a control account containing common items to appropriate using control accounts.)


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Control Accounts are not allocated to more than a single WBS


	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                         

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Accounting               
	2. Guideline No:  18
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline:
Summarize direct costs from the control accounts into the contractor’s organization elements without allocation of a single control account to two or more organization elements. 


	

	

	

	

	6. Documentation Required: 
1) OBS


	

	

	

	7. Background/Instructions:  

     Why this is important: Ensures performance measurement data integrity.

     Intent of this Guideline: Allowable costs collected within the control account by element of expense “roll-up” from the control account level through the OWBS to the top level without being divided at any level among two or more higher-level elements.   
     Cross Reference Checklist Procedure:

a. Is it possible to summarize direct costs from the control account level to the highest functional organizational level without allocation of a lower level organization's cost to two or more higher level organizations? (This does not preclude the allocation of costs from a control account containing minor non-organizational work to the appropriate functional organizations.)


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Control Accounts are not allocated to more than a single OBS


	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                         

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Indirect Management   
	2. Guideline No:  19
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Record all indirect costs that will be allocated to the program consistent with the overhead budgets. 


	

	

	

	6. Documentation Required: 
1. Cost collection account structure

2. WBS/cost collection mapping

3. WBS structure (roll-up scheme)

4. Cost Accounting Standards Disclosure Statement 



	

	

	

	

	

	7. Background/Instructions 
     Why this is important:   Indirect costs are for common activities that cannot be identified specifically with a particular project or activity. They are typically budgeted and controlled separately. Visibility into these costs is essential for successful management as they can comprise a larger percentage of the total costs.

     Intent of this Guideline: Record all indirect costs in the accounting system.

     Cross Reference Checklist Procedure:

a. Does the cost accumulation system provide for summarization of indirect costs from the point of allocation to the contract total?




b. Are indirect costs accumulated for comparison with the corresponding budgets?




c. Do the lines of authority for incurring indirect costs correspond to the lines of responsibility for management control of the same components of costs? (Explain controls for fixed and variable indirect costs.)




d. Are indirect costs charged to the appropriate indirect pools and incurring organization?




e. Are the bases and rates for allocating costs from each indirect pool consistently applied?




f. Are the bases and rates for allocating costs from each indirect pool to commercial work consistent with those used to allocate such costs to Government contracts?




g. Are the rates for allocating costs from each indirect cost pool to contracts updated as necessary to ensure a realistic monthly allocation of indirect costs without significant year-end adjustments?




h. Are the procedures for identifying indirect costs to incurring organizations, indirect cost pools, and allocating the costs from the pools to the contracts formally documented?






	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Verify project indirect cost reconciles with accounting indirect cost


	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                        

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Accounting               
	2. Guideline No:  20
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	
	
	
	

	5. Guideline: 

Identify unit costs, equivalent unit costs, or lot costs when needed. 


	

	

	

	6. Documentation Required: 
1) Project cost collection structure

2) Recurring/non-recurring reports

3) Unit cost reports


	

	

	

	

	

	7. Background/Instructions:  

     Why this is important: Unit and lot costs must be isolated in order to measure performance and forecast in a efficient way. 

     Intent of this Guideline: Identify unit costs, equivalent unit costs, or lot costs. 

     Cross Reference Checklist Procedure:

a. Does the contractor's system provide unit costs, equivalent unit or lot costs in terms of labor, material, other direct, and indirect costs? (Describe procedure.)

b. Does the contractor have procedures which permit identification of recurring or non-recurring costs as necessary?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Unit or lot costs can be identified.

2) Recurring and non-recurring costs can be identified.


	

	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:             

	 Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Material Management               
	2. Guideline No:  21
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

For EVMS, the material accounting system will provide for: 

a) Accurate cost accumulation and assignment of costs to control accounts in a manner consistent with the budgets using recognized, acceptable, costing techniques. 

b) Cost recorded for accomplishing work performed in the same period that earned value is measured and at the point in time most suitable for the category of material involved, but no earlier than the time of actual receipt of material. 

c) Full accountability of all material purchased for the project including the residual inventory. 



	

	

	

	

	6. Documentation Required: 
1) Internal performance reports

2) Material tracking documents and open commitments

3) Material analysis, including scrap and overage

4) Borrow/Payback reports


	

	

	

	

	

	

	7. Background/Instructions:  

     Why this is important:  Material items consumed in the production of project deliverables are accounted for and progress is measured at the point most closely aligned to the actual consumption. Residual inventory provides visibility into excess material for the current deliverables which may be available for replacement of failures in the current project or future projects.    

     Intent of this Guideline: The material accounting system must provide for full accountability purchased. Material costs must be accurately charged to control accounts using recognized, acceptable costing techniques. 

     Cross Reference Checklist Procedure:
a. Does the contractor's system provide for accurate cost accumulation and assignment to control accounts in a manner consistent with the budgets using recognized acceptable costing techniques?

b. Are material costs reported within the same period as that in which BCWP is earned for that material?

c. Does the contractor's system provide for determination of price variance by comparing planned Vs actual commitments?

d. Is cost performance measurement at the point in time most suitable for the category of material involved, but no earlier than the time of actual receipt of material?

e. Does the contractor's system provide for the determination of cost variances attributable to the excess usage of material?

f. Does the contractor's system provide unit or lot costs when applicable?

g. Are records maintained to show full accountability for all material purchased for the contract, including the residual inventory?
 

	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Earned value reports show that material and material cost are aligned.

2) Material credit is not earlier than point of receipt

3) Material cost includes scrap and overage

	

	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:   

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:  Accounting, Managerial Analysis, Material Management, Subcontract Management               
	2. Guideline No:  22
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

At least on a monthly basis, generate the following information at the control account and other levels as necessary for management control using actual cost data from, or reconcilable with, the accounting system: 

a) Comparison of the amount of planned budget and the amount of budget earned for work accomplished. This comparison provides the schedule variance. 

b) Comparison of the amount of the budget earned and the actual (applied where appropriate) direct costs for the same work. This comparison provides the cost variance. 



	

	

	

	

	6. Documentation Required: 
1) Monthly Cost Performance Reports



	

	

	

	7. Background/Instructions:  

     Why this is important:  Performance data that is derived from the accounting system provides for management control, helping the project manager to focus resources on those areas in need of attention.

     Intent of this Guideline: At least monthly, schedule variance and cost variance data, along with root causes, needs to be published; analysis, order to be viable, must be accomplished on a regular, periodic basis. 

     Cross Reference Checklist Procedure:
a. Does the contractor's system include procedures for measuring performance of the lowest level organization responsible for the control account? (Provide typical example.)

b. Does the contractor's system include procedures for measuring the performance of critical subcontractors?

c. Is cost and schedule performance measurement done in a consistent, systematic manner?

d. Are the actual costs used for variance analysis reconcilable with data from the accounting system?

e. Is budgeted cost for work performed calculated in a manner consistent with the way work is planned? (For example, if work is planned on a measured basis, is budgeted cost for work performed calculated on a measured basis using the same rates and values?)

f. Does the scheduling system identify in a timely manner the status of work?

g. Does the contractor use objective results, design reviews, and tests to trace schedule?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Monthly cost reports contain variance analysis and description of root causes
2) Reported ACWP = Actual ACWP + Estimated ACWP

3) BCWS, BCWP, ACWP reported

4) VAC reported

5) Lower levels of reporting sum up to project level

6) Reporting thresholds are clearly understood

7) SV and CV are being used in managerial analysis



	

	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	10. Surveillance Performed By:

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Managerial Analysis, Subcontract Management, Material Management
	2. Guideline No:  23
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Identify, at least monthly, the significant differences between both planned and actual schedule performance and planned and actual cost performance, and provide the reasons for the variances in detail needed by program management.


	

	

	

	

	6. Documentation Required: 
1) Monthly cost reports
2) Monthly cost review


	

	

	

	

	7. Background/Instructions:  

     Why this is important:   Analysis of deviations from the plan for both schedule and cost provides management at all levels the ability to implement corrective actions.  

     Intent of this Guideline:  Identify, at least monthly, any significant differences between the planned and actual time based performance.

     Cross Reference Checklist Procedure:
a. Does the contractor have variance analysis procedures and a demonstrated capability for identifying (at the control account and other appropriate levels) cost and schedule variances resulting from the system (provide examples) which-

(1) Identify and isolate causes of favorable and unfavorable cost and schedule variances?

(2) Evaluate the performance of operating organizations?

(3) Identify potential or actual overruns and underruns?

b. Identify potential or actual budget-based and time-based schedule variances?

c. Evaluate the impact of schedule changes, work around, etc.?

(1)  Does the scheduling system identify in a timely manner the status of work?  (Provide representative examples.)

(2) Does the contractor use objective results, design reviews and tests to trace schedule performance? (Provide examples.)



	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Schedule and cost variances are identified at an actionable level

2) Management is using this data to take action

3) Subcontract performance data is analyzed

4) Subcontract data is traceable and reconcilable into prime data


	

	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Indirect Management               
	2. Guideline No:  24
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Identify budgeted and applied (or actual) indirect costs at the level and frequency needed by management for effective control, along with the reasons for any significant variances


	

	

	

	

	6. Documentation Required: 
1) Contractor procedures
2) Indirect Variance Analyses



	

	

	

	

	7. Background/Instructions:  

     Why this is important: Indirect cost analysis provides visibility into potential indirect cost overruns and the opportunity to develop and implement management action plans  

     Intent of this Guideline: A monthly indirect analysis is required which compares indirect budgets to indirect actual costs. The contractor establishes controls to ensure actual indirect costs are compared to indirect budgets and this information should be shared with all affected projects.  Specific control procedures should be implemented to ensure variances are identified, reported, and addressed by the appropriate level of management.  
     Cross Reference Checklist Procedure:
a. Are the variances between budgeted and actual indirect costs identified and analyzed at the level of assigned responsibility for their control (indirect pool, department, etc.)?

b. Does the contractor's cost control system provide for capability to identify the existence and causes of cost variances resulting from--

(1) Incurrence of actual indirect costs in excess of budgets, by element of expense?

(2) Changes in the direct base to which overhead costs are allocated?

c. Are management actions taken to reduce indirect costs when there are significant adverse variances?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Indirect costs are recorded

2) Indirect costs are analyzed


	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Managerial Analysis               
	2. Guideline No:  25
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Summarize the data elements and associated variances through the program organization and/or work breakdown structure to support management needs and any customer reporting specified in the contract.


	

	

	

	

	6. Documentation Required: 
1) Cost performance reports, including variance analysis



	

	

	

	7. Background/Instructions:  

     Why this is important:  Understanding of variances allows management to properly allocate available resources to mitigate project risk.   

      Intent of this Guideline: Analysis of these variances is required at the control account level.  Budgeting, measuring performance, and collecting costs by element of cost facilitates determining and reporting the reasons for significant variances in both the progress reviews and in the narrative portion of the external performance measurement report.
     Cross Reference Checklist Procedure:
a. Are data elements (BCWS, BCWP, and ACWP) progressively summarized from the detail level to the contract level through the CWBS? (Provide exhibit.)




b. Are data elements summarized through the functional organizational structure for progressively higher levels of management? (Provide exhibit.)




c. Are data elements reconcilable between internal summary reports and reports forwarded to the Government?


d. Are procedures for variance analysis documented and consistently applied at the control account level and selected WBS and organizational levels at least monthly as a routine task? (Provide examples.)



	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Variance is accurately summarized through WBS and OBS

2) Variance analysis is being performed above the Control Account


	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process: Managerial Analysis
	2. Guideline No:  26
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Implement managerial actions taken as a result of earned value information.


	

	

	

	

	6. Documentation Required: 
1) Monthly cost report



	

	

	

	7. Background/Instructions:  

     Why this is important:  Earned value information provides management with early insight into the extent of problems and allows corrective actions to be implemented in time to affect the future course of the project. 

     Intent of this Guideline: The control account in an earned value management system is the lowest level in the structure at which the comparison of actual costs to planned budgets and earned value are required. The cost collection point must be at a level which will identify the cost elements and factors contributing to cost and/or schedule variances.  Managerial authority and responsibility for corrective action should exist at the control account level making it the key management control point in the system.

     Cross Reference Checklist Procedure: 
a. Is data disseminated to the contractor’s management timely, accurate, and usable?

b. Are data being used by managers in an effective manner to ascertain project or functional status, to identify reasons or significant variance, and to initiate appropriate corrective action?

c. Are there procedures for monitoring action items and corrective actions to the point of resolution and are these procedures being followed?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Estimates At Completion are performed at the cost account level and rolled up to the project level.

2) Objective evidence exists that corrective action was implemented as a result of EV data. 

3) EV performance is used by managers.


	

	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:

	Date:   

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Managerial Analysis, Material Management, Indirect Management, Subcontract Management               
	2. Guideline No:  27
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Develop revised estimates of cost at completion based on performance to date, commitment values for material, and estimate of future conditions. Compare this information with the performance measurement baseline to identify variances at completion important to company management and any applicable customer reporting requirements including statements of funding requirements.


	

	

	

	6. Documentation Required: 
1) Cost Performance Report

2) Risk handling plan/risk register

3) Basis of Estimates



	

	

	

	7. Background/Instructions:  

     Why this is important: When EACs are analyzed at least monthly and updated as required, the robustness of the financial reporting requirements is enhanced, reducing the potential for “surprises”. 

     Intent of this Guideline: Organizations engaged in the performance of contract effort must periodically perform a comprehensive estimate of costs for the effort remaining.  Project Management must periodically assess the sufficiency of resources versus the amount of work remaining.  Responsibility for resource assignment to support project objectives must be clearly identified
     Cross Reference Checklist Procedure: 
a. Are estimates of costs at completion based on-

(1) Performance to date and material commitment?

(2) Actual costs to date?

(3) Knowledgeable projections of future performance?

(4) Estimates of the cost for contract work remaining to be accomplished considering economic escalation?

b. Are the overhead rates used to develop the contract cost estimate to complete based on-

(1) Historical experience? 

(2) Contemplated management improvements? 

(3) Projected economic escalation?

(4) The anticipated business volume?

c. Are estimates of cost at completion generated with sufficient frequency to provide identification of future cost problems in time for possible corrective or preventive actions by both the contractor and the Government project manager?

d. Are estimates developed by project personnel coordinated with those responsible for overall plant management to determine whether required resources will be available according to revised planning?

e. Are estimates of cost at completion generated by knowledgeable personnel for the following levels:

(1) Control accounts?

(2) Major functional areas of contract effort?

(3) Major subcontracts?

(4) WBS elements contractually specified for reporting of status to the Government (lowest level only)?

(5) Total contract (all authorized work)?

 f. Are the latest revised estimates of costs at completion compared with the established budgets at appropriate levels and causes of variances identified?

 g. Are estimates of costs at completion generated in a rational, consistent manner? Are procedures established for appropriate aspects of generating estimates of costs at completion?

h. Are estimates of costs at completion utilized in determining contract funding requirements and reporting them to the Government?

i. Are the contractor's estimates of costs at completion reconcilable with cost data reported to the Government?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) EACs should consider all emerging risks within the project’s risk register which will impact the IMS and resource plan for the remainder of the work. 

2) Material costs are taken into account when formulating the EAC

3) Material variances are explained

4) EACs for subcontracted efforts are generated.

5)Subcontract budgets are analyzed

6)Correct indirect rates are used

	

	

	

	

	

	9. Findings/Corrective Action Required:



	

	

	10. Surveillance Performed By:

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Change Incorporation               
	2. Guideline No:  28
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Incorporate authorized changes in a timely manner, recording the effects of such changes in budgets and schedules.  In the directed effort prior to negotiation of a change, base such revisions on the amount estimated and budgeted to the program organizations.


	

	

	

	

	6. Documentation Required: 
1) Contractual documentation, e.g. modifications, letter to proceed from contracts, basic ordering agreements

2) CPR

3) Work authorization documents

4) IMS


	

	

	

	

	

	

	7. Background/Instructions:  

     Why this is important:  Authorized changes must be incorporated in a timely manner in order to maintain the integrity of the PMB.

     Intent of this Guideline: Customer-directed changes to the project can impact virtually all aspects of the internal planning and control system, such as organization structures, work authorizations, budgets, schedules, and EACs.  The incorporation of authorized changes should be made in a timely manner and strictly controlled.  This will ensure the PMB can be accurately maintained.

     Cross Reference Checklist Procedure:
a. Are authorized changes being incorporated in a timely manner?

b. Are all affected work authorizations, budgeting, and scheduling documents amended to properly reflect the effects of authorized changes? (Provide examples.)

c. Are internal budgets for authorized, but not priced changes based on the contractor's resource plan for accomplishing the work?

d. If current budgets for authorized changes do not sum to the negotiated cost for the changes, does the contractor compensate for the differences by revising the undistributed budgets, management reserves, budgets established for work not yet started, or by a combination of these?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Change documentation is evident

2) Changes are made in a timely manner


	

	

	

	9. Findings/Corrective Action Required:



	

	

	

	

	

	10. Surveillance Performed By:                                        

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Process:  Change Incorporation               
	2. Guideline No:  29
	3. Contractor:
	4. Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Reconcile current budgets to prior budgets in terms of changes to the authorized work and internal replanning in the detail needed by management for effective control.


	

	

	

	

	6. Documentation Required: 
1)  Contractual change documents

2)  SOW

3)  Work authorization documents

4)  Master schedules
5)  WBS, WBS dictionary
6)  CAP Report

7)  BCR Log

8)  BCR documentation package



	

	

	

	

	

	

	7. Background/Instructions:  

     Why this is important:  Incorporating budget revisions maintains the integrity of the Performance Management Baseline. 

     Intent of this Guideline: Budget changes must be controlled and understood in terms of scope, resources, and schedule. The original budget established for the project should constitute a traceable basis against which project growth can be measured.  The starting point or base on which these original budgets are built is the project target cost.  This value increases or decreases only as a result of authorized changes.  
     Cross Reference Checklist Procedure:
a. Are current budgets resulting from changes to the authorized work and/or internal replanning, reconcilable to original budgets for specified reporting items?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Documentation of contractual changes is evident

2) Reconcile the original budget to the current budget by tracing the change through documentation. 

3) The CAM demonstrates knowledge of budget change requirements/process.


	

	

	

	

	9. Findings/Corrective Action Required:


	

	

	

	

	

	10. Surveillance Performed By:                                         

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Process Change Incorporation, Accounting
	2. Guideline No:  30
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Control retroactive changes to records pertaining to work performed that would change previously report amounts for actual costs, earned value, or budgets.  Adjustments should be made only for correction of errors, routine accounting adjustments, effects of customer or management directed changes, or to improve the baseline integrity and accuracy of performance measurement data



	

	

	

	

	6. Documentation Required: 
1) Accounting logs showing change activity

2) Change control logs



	

	

	

	

	

	7. Background/Instructions:  

     Why this is important:  Retroactive changes to the baseline may mask variance trends.

     Intent of this Guideline:  Control retroactive adjustments to costs, making only routine accounting adjustments, customer-directed changes, or data entry corrections.  

     Cross Reference Checklist Procedure:
a. Are retroactive changes to direct costs and indirect costs prohibited except for the correction of errors and routine accounting adjustments?

b. Are direct or indirect cost adjustments being accomplished according to accounting procedures acceptable to DCAA?

c. Are retroactive changes to BCWS and BCWP prohibited except for correction of errors or for normal accounting adjustments?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Retroactive changes are approved and documented.



	

	

	

	9. Findings/Corrective Action Required:


	

	

	

	

	

	10. Surveillance Performed By:                                         

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Change Incorporation       
	2. Guideline No:  31
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Prevent revisions to the program budget except for authorized changes.


	

	

	

	

	6. Documentation Required: 
1) change control logs

2) control account/work and planning package plans

3) work authorization documents


	

	

	

	

	7. Background/Instructions:  

     Why this is important: Unauthorized changes to the baseline will compromise the integrity of performance trend data and result in a distorted visibility into overall project variance from plan.  

     Intent of this Guideline:. Changes to the CBB may only be made as a result of contractual changes.  Procedures should ensure controls are in place to prevent inadvertent implementation of a baseline in excess of contract value
     Cross Reference Checklist Procedure:
a. Are procedures established to prevent changes to the contract budget base (see definition) other than those authorized by contractual action?

b. Is authorization of budgets in excess of the contract budget base controlled formally and done with the full knowledge and recognition of the procuring activity? Are the procedures adequate?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Unauthorized work is not being performed.


	

	

	

	9. Findings/Corrective Action Required:


	

	

	

	

	

	10. Surveillance Performed By:                                        

	Date:

	 
	 
	 
	 
	 
	 
	 


	1. Process:   Change Incorporation               
	2. Guideline No:  32
	3. Contractor:
	4.Contract/project(s): 

	
	
	
	

	
	
	
	

	5. Guideline: 

Document changes to the performance measurement baseline.


	

	

	

	

	6. Documentation Required: 
1) change control logs

2) control account/work and planning package plans

3) work authorization documents


	

	

	

	

	7. Background/Instructions:  

     Why this is important:  Integrity of the PMB must be maintained. Therefore budget and schedule revisions should be documented and traceable. 

     Intent of this Guideline: The PMB should always reflect the most current plan for accomplishing the effort.

     Cross Reference Checklist Procedure:
a. Are changes to the performance measurement baseline made as a result of contractual redirection, formal reprogramming, internal replanning, application of undistributed budget, or the use of management reserve, properly documented and reflected in the Cost Performance Report?

b. Do procedures specify under what circumstances replanning of open work packages may occur, and the methods to be followed? Are these procedures adhered to?

c. Are retroactive changes to budgets for completed work specifically prohibited in an established procedure, and is this procedure adhered to?

d. Are procedures in existence that control replanning of unopened work packages, and are these procedures adhered to?


	

	

	

	

	

	

	8.  Verification Points and Observations:
1) Budget changes are documented


	

	

	

	9. Findings/Corrective Action Required:


	

	

	

	

	

	10. Surveillance Performed By:     

	Date:

	 
	 
	 
	 
	 
	 
	 


