Internal Assessment

Project Preparation Checklist

(February 20, 2003)

The following is recommended in order to ensure the smoothest, fastest and most effective assessment possible. 

At least three to four weeks prior to scheduled assessment date:

· Check with your Department SPI Agent to setup an assessment interview and preliminary schedule planning meeting between you, your SPI Agent, and the Assessment Team Lead.

· Scan through all project-level plans (e.g. SDP, SCMP, SQAP) and list all artifacts and documented procedures.

· Generate one set of hard copies of all project-level plans and procedures. For artifacts, a sampling is sufficient (e.g. the last several meeting agendas and minutes).  Additional information should include items such as the project schedule, estimates, traceability matrices, etc.

· Generate four sets of electronic copies of the above data on CD-ROM(s) or provide access to an up-to-date project PAL on the web (featuring the data illustrated above).

Two weeks prior to scheduled assessment date:

· Contact the internal assessment lead (your SPI Agent can point to the right person) to arrange CD-ROM pickup or to grant access to the Project PAL.

· Schedule a private conference room for the assessment. It will be needed for the length of the planned assessment (three to four days). Please ensure the room has a telephone and plenty of table space for the team to spread out documentation.

· Schedule a conference room for presentation of the preliminary assessment findings for the afternoon of the final scheduled day of your assessment. Please ensure it has an operational computer/laptop projector.

General Information

· Ensure that staff members are on time for their scheduled interviews. Tardiness adversely impacts the tightly planned schedule.

· It is helpful if the Project SPI Lead lays out all hard copy documentation in the conference room prior to the assessment team’s arrival. Many projects have chosen to stack items by key process areas, which really speeds up the process. Being this organized up front certainly gives the early impression of an efficient Level 3 project.

· Consider scheduling time for team members to explain project processes to the assessment team during the artifact review period, in order to speed their understanding of the artifacts.

· Don’t stress out.  We are a team and are in this together to teach and mentor one another.

· The assessment team will base preliminary findings on what they are shown.  These assessment team members are people that in all likelihood do not know you or your project, so having the supporting data is critical. The preliminary report will be based on plans, evidence of artifacts that support the planned actions, and interview responses that illustrate staff members’ understanding of the project’s planned processes and generated artifacts. 

· Interviews last, on average, one half hour to one hour. All interviews are private and confidential. Results are presented in a non-attributive findings brief.

· Findings are presented with the intent to assist your project. The team is not there to criticize people’s hard work and will not facilitate finger-pointing contests. They are there to acknowledge your use of best practices and to suggest areas of improvement that can help you achieve internal process engineering goals, as well as our shared objective of consistently delivering a better end product to the Warfighter.  

