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	Proposal Checklist

	

	
	1. Project Name:
	
	2. Release:
	
	3. Peer Review Date:
	
	

	

	
	4. Checklist User’s Name/Office/Role:
	
	

	
	
	
	

	

	
	5. Work Product Author/Office:
	
	

	
	
	
	

	

	
	6. State of Product:

     Draft                      Near Final      Final
	7. Purpose of Checklist Use:

     Initial      Followup      Summary
	8. Type of Review:

     Meeting      Coordination
	

	

	
	9. Location of Work Product:
	
	

	
	10. Supporting Material and Location:
	
	

	
	
	

	

	
	11. Time Charge Number:
	
	

	

	
	12. Objective Exit Criteria (Answer "Y" for Yes or "N" for No in the next column)
	Met?
	

	
	1
	Were all of the signatures required obtained for the Proposal cover page?
	
	

	
	2
	Did the appropriate authority review all requirements?
	
	

	
	3
	Were briefings done to the review panel for all Category II and III IT/NSS Requirements Documents?
	
	

	
	4
	As a minimum, did the proposal team consist of the proposal manager, test director, project software development lead, software quality assurance, and the Configuration Manager, and documented in section 4.0 of the proposal?
	
	

	
	5
	Was the proposal phase schedule created?
	
	

	
	6
	Was the proposal team adequately trained to complete their tasks?
	
	

	
	7
	Was a POC established to act as a liaison with the customer?
	
	

	
	8
	Was a requirement analysis of the documented requirement performed to identify major system components and functions (hardware, software, and communications, external interfaces) and documented in section 3.0 of the proposal?
	
	

	
	9
	Was an impact analysis that analyzes any interface requirements (internal and external to the SSG) performed to determine their effect on existing systems (including performance) and documented in section 3.0 of the proposal?
	
	

	
	10
	Did the requirement analysis identify the need for new data, or modification to existing data?
	
	

	
	12
	If the requirements analysis identified the need for new data, or modification to existing data, was the Standard Data Elements subject matter expert contacted to determine/finalize any requirements?
	
	

	
	13
	Was the customer acceptance criteria documented?
	
	

	
	14
	Were the factors (COTS, reuse, reengineering, modification, prototyping, etc.) for satisfying the requirement identified?
	
	

	
	15
	Was the feasibility of moving functionality to DII/COE 5 compliance examined? (not applicable if under 1500 work hours)
	
	

	
	16
	Were the software development/maintenance tools required to satisfy the requirement identified?
	
	

	
	17
	Was a software development life cycle methodology identified?
	
	

	
	18
	Was a high-level technical solution developed (including identification of what is to be built & how it will be built for new requirements/reengineering, or the module or component that will be added or modified for maintenance systems)?
	
	

	
	19
	Were the methods, tools, life cycle methodology, and technical solution documented in section 5.0 of the proposal or on the IT/NSS Requirements Document?
	
	

	
	20
	Was the project documentation created or updated and identified in section 6.0 of the proposal?
	
	

	
	21
	Were the appropriate projects specific WBS selected?
	
	

	
	22
	Does the project specific WBS matches the products and services defined by the technical solution?
	
	

	
	23
	Were the products to be produced to satisfy the requirement determined?
	
	

	
	24
	Was a size metric (LOC, function points, etc.) selected to be used to estimate size?
	
	

	
	25
	Was the product size estimate adjusted for contingency?
	
	

	
	26
	Were the ground rules, assumptions, constraints and size estimates documented in section 2.0 of the proposal?
	
	

	
	27
	Was the estimating effort approach selected consistent with the estimate size?
	
	

	
	28
	Was a cost-estimating tool used?
	
	

	
	29
	Was the software development effort estimate documented in section II Personnel Requirements Costs in the Detailed Cost Breakout Worksheet?
	
	

	
	31
	Was a resource shortfall identified?
	
	

	
	32
	Was a project risk item of unavailability of project resources identified and documented in section 9.0 of the proposal?
	
	

	
	33
	Was a statement of work/statement of objectives to obtain contractor resources prepared and forwarded to the Contracting Information SPO?
	
	

	
	34
	Were estimates for each task element determined?
	
	

	
	35
	Were other costs elements (training, travel, hardware, etc.) as defined by the project’s WBS considered and estimated?
	
	

	
	36
	Were all costs estimates documented using the Detailed Cost Breakout Worksheet of the proposal?
	
	

	
	37
	Were the project costs adjusted to account for risks, estimating inaccuracies, and management reserve?
	
	

	
	38
	Was a cost-estimating tool used?
	
	

	
	39
	Was a proposal high-level scheduled developed using the Integrated Master Schedule (IMS) and documented in section 8.0 of the proposal?
	
	

	
	40
	Was duration for each task defined in the project specific WBS identified in the proposal high-level schedule?
	
	

	
	41
	Were the tasks related in a precedence order (considering dependencies between tasks and tasks that can occur simultaneously)?
	
	

	
	42
	Were milestones identified and were major reviews and deliverables identified as milestone events?
	
	

	
	43
	Were the assumptions made in deriving the proposal high-level schedule documented in section 2.0 of the proposal?
	
	

	
	44
	Were the risks associated with the proposal high-level schedule documented in section 7.0 of the proposal?
	
	

	
	45
	Was a risk management strategy created?
	
	

	
	46
	Were risks identified, analyzed, and documented in the risk management strategy, and section 7.0 of the proposal?
	
	

	
	47
	Was a mitigation strategy identified, analyzed and documented in the risk management strategy?
	
	

	
	48
	Were potential costs for risk mitigation assessed?
	
	

	
	49
	Was a management review of the proposal conducted?
	
	

	
	50
	Were the action items, if any reviewed and returned to the Proposal Team for rework?
	
	

	
	51
	Were action items, if any resolved before the proposal was sent to the customer?
	
	

	
	52
	Was a reason for the Proposal rework identified?
	
	

	
	53
	Did the customer reject the proposal?
	
	

	
	54
	If the customer rejected the Proposal, was it logged as a “rework requirement” and connected to the original requirement?
	
	

	
	55
	Was the Proposal rework a result of a rejection by the Senior Management Review Board?
	
	

	
	56
	If the Proposal rework was a result of a rejection by the Senior Management Review Board, was the Proposal rework requirement not charged to a rework JON?
	
	

	
	57
	Was the Proposal rework a result of an SSG error?
	
	

	
	58
	If the Proposal rework was a result of an SSG error, was the Proposal requirement charged to a rework JON?
	
	

	
	59
	Was the reason for the Proposal rework captured as a lesson learned?
	
	

	
	60
	Was a request for the Functional Review Board (FRB) support received and evaluated, and was responsibility for this support assigned to a Proposal team member?
	
	

	
	61
	Was the requested support (attending FRB, receiving/distributing FRB agendas, minutes, updating Requirements Tracking and Action Item databases) provided?
	
	

	
	62
	Was a prioritized list of proposals created and submitted to the Configuration Control Board (CCB)?
	
	

	
	63
	Was the prioritized list of proposals (requirements) used to determine if any additional support, contractor resources, were needed for the block release?
	
	

	
	64
	If additional support contractor resources were needed was the acquisition process initiated?
	
	

	
	65
	Was a block release schedule created using the IMS and based on the FRB recommendations (prioritized requirements) and the Project Manager/Lead judgement?
	
	

	
	66
	Was parallel development among the prioritized requirements taken into account when developing the block release schedule?
	
	

	
	67
	Were personnel assignments for each task, as determined by the project team working with the SPO Director or designee, and project manager entered into the block release schedule?
	
	

	
	68
	Did the Project Manager/Lead review the Risk Assessment Matrix for each requirement, consolidate them into one matrix, and review and rework the mitigation strategies?
	
	

	
	69
	Was the block release schedule and risk assessment matrix coordinated with all affected projects participants before the CCB?
	
	

	
	70
	Were the critical dependencies identified in the project block release schedule?
	
	

	
	71
	Did the Project Manager/Lead provide the block release schedule to the Configuration Manager (CM) and then did the CM forward it to the customer?
	
	

	
	73
	Did the Corporate CM attempt to resolve any schedule integration issues among interfacing systems prior to the CCB.
	
	

	
	74
	Were all CCB participants given written notice of the time and place of and the requirements to be presented at the CCB?
	
	

	
	75
	Did the Corporate CM attend the CCB to assist in resolving any remaining scheduling conflicts with interfacing systems?
	
	

	
	76
	Was the draft block release schedule reviewed at the CCB to approve the selection of the FRB approved prioritized requirements included in the block release, the schedule (particularly the touchpoints between interfacing systems?
	
	

	
	77
	Did the Configuration Control Directive (CCD) identify the block contents and authorize the work?
	
	

	
	78
	Were all the required signatures obtained on the CCD?
	
	

	
	n
	
	
	

	

	
	13. Action Items and improvement recommendations
	Page/Para
	Reviewer
	Priority
	Suspense
	Closed Date

	
	1
	
	
	
	
	
	
	

	
	2
	
	
	
	
	
	
	

	
	.
	
	
	
	
	
	
	

	
	n
	
	
	
	
	
	
	

	

	
	14. Names of reviewers / Office
	

	
	#
	
	Role
	Date Reviewed
	Time Spent
	

	
	1
	
	
	
	
	

	
	2
	
	
	
	
	

	
	.
	
	
	
	
	

	
	n
	
	
	
	
	

	

	
	15. Summary of Results
	

	
	Results by
	Reviewers’ opinion of meeting criteria (Y/N)
	

	
	Criteria
	#1
	#2
	#3
	#4
	#5
	#6
	#7
	#8
	

	
	1
	
	
	
	
	
	
	
	
	

	
	2
	
	
	
	
	
	
	
	
	

	
	.
	
	
	
	
	
	
	
	
	

	
	n
	
	
	
	
	
	
	
	
	

	

	
	16. Facilitator recommends a Follow-up Review: Yes / No      Recommended date _______________
	

	

	
	17. SPAR Review:____________________
	Date:______________________
	
	
	

	

	
	Instructions for using this checklist are in the Peer Review procedure [RVPR003]
	


3

