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PART I

STANDING INSTRUCTIONS

TEAM LEADER ROLES AND RESPONSIBILITIES

Review Authority:  Review of implementation and activities under the Internal Control Plan and Internal Process Plans are authorized by the Department of the Interior Acquisition Regulation (DIAR) 1401.7001-4 and the annual Departmental Functional Review Guidance for Acquisition, Financial Assistance and Property Management policy memorandum.  This authorization provides support to the Review Team by providing authority to the team leader and a venue for guidance and decision support for issues.  The Review must determine:

1. Programs are efficiently and effectively carried out in accordance with applicable law and management policy.

2. Obligations and costs comply with applicable law.

3. Assets are safeguarded against waste, loss, unauthorized use, and misappropriation.

4. Revenues and expenditures applicable to agency operations are recorded and accounted for properly so that reliable financial and statistical reports are prepared and accountability of assets is maintained.

Team Lead:  Your role is to prepare the Report in detail, recruit and prepare Team members, ensure that the reviews are conducted in a thorough and complete manner and to record all observations and other information pertaining to all portions of the Review.  The Lead is the principle points of contact for Team Members during the course of the Review.  Maintaining communications with all Reviewers is a primary role.  Team Leads will establish a communications methodology to ensure daily receipt of information to and from the examiner regarding the progress of the Review.  Leads may direct Reviewers to look at specific areas as the Review progresses.  This may be the result of other observations, or it may be done to ensure even-handed coverage.  The following roles and tasks are fulfilled by the Team Lead.

· Execute the goals and objectives of the Review Process.

· Be thoroughly knowledgeable of ethical standards and codes of 

· conduct.

· Plan the details of each Review in coordination with the Denver Office, Acquisition and Assistance Management Division (AAMD).

· Manage the day to day performance of the Review.

· Provide Leadership for Team members.

· Make final determinations of significance of observations and findings.

· Compile and publish reports of Review results.
· Ensure communication daily with leadership of the unit being reviewed.

STEPS LEADING UP TO REVIEW

Denver Office, Acquisition and Assistance Management Division (AAMD) Responsibilities

The following will be accomplished by the AAMD Review Contact:

· Provide job code and override information, including what expenses can be charged to the code.

· Provide the Job Code with override to the team members and have them obtain overtime authorization for a not to exceed amount of 20 hours in the related pay period.  Although the overtime authorized for the trip will be funded by a AAMD Job Code, the authorizations must be approved by the team member local unit (direct supervisor).  

· Collect feedback and recommendations from AAMD about potential Team Members and particular items of focus during the Review from the following disciplines:

· Simplified Acquisitions

· Procurements Exceeding Simplified Acquisition Threshold

· Purchase Business Line

· Financial Assistance
· Identify potential Team Members, ensuring the Team is a combination of individuals with and without experience using the Review process.  It is recommended to have at least one team member with experience conducting reviews.
· Obtain Approval of Team Members from Reclamation, Manager, AAMD.
Team Lead Responsibilities

The following are a series of steps it is recommended you take as Team Lead to prepare for the Review:
· Complete the attached Milestone document.  Continue to track and modify milestone dates as the review process progresses.  NOTE:  not all milestones are addressed separately in this Guide.
· Identify Job Code and budget for expenses incurred for the Review.  Determine if there is a purchase card holder on the team.  If not, coordinate with the unit being reviewed to have someone make any necessary purchases.  Always confirm with your AAMD Review contact about funds availability, if necessary, for the trip. 

· Supplies
Reviewed units may make available the needed supplies (provide Job Code for purchases if necessary).  To ensure you are properly stocked, it is suggested you either request the availability of or bring the following:

· Colored Post-It( Notes for Storyboard (Blue, Green, Yellow, Red/Orange)

· Highlighting Pens

· Flip Chart pad  - for creating Storyboard (Post-It( brand pad allows for easy mounting without damage to walls)
· Easel

· Markers in multiple colors
· Extra pens

· Printer paper

· Stapler w/staples

· Paper clips

· Colored page tabs for reviewing/marking documents

· Blank CDs
· USB Jump Drives (if available)
· Regional phone directory

· Facilities at Site 

The Team will need room to work and access to equipment at the location where the review will be conducted.  Consider the following when coordinating with your contact at the unit:

· Dedicated printer, or easy access to one (team members may be able to bring portable printers – this is the best solution)
· Access to copier (color copying preferred to allow for printing of ratings, completed storyboard, etc)

· At least two phones with the ability to call internally, externally and  long distance, preferably in private areas where interviews can be conducted

· One large conference/meeting room dedicated to the team where a ‘base’ can be set up – posting the Storyboard and work space for all team members (5-7 people with laptops).

· Access to local network and cables

· One or two smaller conference rooms or offices where interviews can be conducted, or team members can use to work separately from group (can be same location as phones)

· Travel arrangements (hotel, vehicles, etc)
NOTE:  These responsibilities may be coordinated by the AAMD Review Contact.  Coordinate with your Contact before beginning travel arrangements.

· Coordinate with the reviewing unit to identify accommodations that are conveniently or strategically located for all team members.

· Hotels with suites come in handy to allow for working as a group or pairs to work outside office facilities.  It is helpful to at least have one team member reserve a suite (usually Team Lead) to allow for meeting space.
· Identify the minimal need for rental cars.  It is not always necessary to have rental cars, and definitely not necessary for everyone to have their own car.  When cars are needed, at least two cars per team allows for reasonable transportation for a group of five to seven adults.
· Identify a time on the day before the Review to meet with the Team.  Some Team Members may require more travel time than others, so a dinner meeting is usually most convenient.

Team Teleconference

· Depending on the needs of the team, a teleconference with all team members and the AAMD Review contact may be held.  
· Topics may include what is listed for the preliminary review team meeting (below), as well as additional logistical issues.
Preliminary Review Team Meeting

Meet with the Team on the Sunday evening prior to the Review (usually before or during dinner, depending on travel logistics)

· If Team Members do not already know each other, an ice breaker activity may be helpful

· Go over the Member responsibilities (see Team Member Handbook) and answer questions about the process

· Ask Members who have experience with this Review process to share their experience with new Team Members (lessons learned)

· Encourage the consistent application of the Review process
· Remind Team Members to provide completed Observation Records to you prior to submitting them for initialing by unit representatives

· Discuss the customers of the Unit being reviewed – does it include Field units, only Regional staff, Job Corps Centers?

· Identify roles of two-person disciplines – 
· if there are two people covering Simplified Acquisition/Purchase Business Line, one can address the Purchase Business Line while the other does small purchases 
· if two members are covering Contracts or G&A:  one can cover compliance while another interviews customers, reviews reporting, new initiatives, organization staffing, etc.

· Daily afternoon Team meetings held at around 4:00 pm

· Daily morning meeting with Region Management
· In-briefing, when on Monday morning?
· Exit briefing, 9-11am Friday?
· Discuss Observation Record Numbering (i.e. SA1001)

· Lunch options (facilities available at the unit’s location, ordering for delivery, leaving facility, etc)

· Products due to Team Lead for each discipline by end of week

· Consolidated Observation Record file

· Executive Summary for Report

· Summary of discipline for each Component

· Signed hard copies of observation records

DURING THE REVIEW

Daily Meetings with Team Members
· Meeting should occur about 4pm each day

· Each Team Member shares daily progress under Components, identifying any trends that are confirmed or need additional investigation
· Team Members identifies items the Team Lead can assist with (additional documentation/information, clarification of developing findings, etc)

· Team Lead shares information collected during interviews

· Team Lead and Members share ideas/issues crossing disciplines

Thursday Afternoon Team Meeting 

· Begin early (around 2pm) to allow time for a mock exit briefing

· Invite contacts from the unit being reviewed to attend the meeting

· Team Members should be prepared to discuss/defend ratings and major points for each subcomponent

· Ensure that recommendations are included in the ‘observation’ portion of the record for any subcomponents rated as yellow or red

· Acquisition and Assistance Staff and Management should be encouraged to participate

· Decide as a group on overall component and discipline ratings
Daily Meetings with Reviewed Unit 
· Schedule a set time of day to meet with your main unit contact (recommended in the morning)

· Discuss results of the latest Team Meeting
· Identify contacts for pursuing more information about trends or high risk (potential yellow or red) areas of concern

Focus of Interviews

· The Lead responsibility when doing interviews is to focus on issues pertaining to multiple disciplines, or overall problems.

· Delegate interviews regarding specific disciplines to the Team Member responsible for the discipline.

· Units being reviewed may schedule a majority of the interviews with the Lead, which can be extremely time consuming and misdirect valuable review time.  It is the responsibility of the lead to delegate interviews best conducted by other members of the team.

· Depending on the location of customers, it may be extremely beneficial to have Team Members send out written interview or survey requests to customers prior to the review.  If this approach is used, access to e-mail and faxes will be necessary.  Please refer to the suggested interview and survey information provided separately.
Overlapping Disciplines
· For Regions, the separation of Simplified Acquisition/Purchase Cards and Contracts Exceeding $100,000 is usually pretty clear.

· For Field Offices, the line between the two discipline areas can be less defined.  Depending on workloads, there will likely be an overlap between individuals reviewing simplified acquisitions and contracts exceeding $100,000.  Coordination between team members addressing those disciplines will be necessary.

Recommended References to have handy
· RAR

· DIAR

· FAR

· Regional Acquisition Supplements

· OIG Audit(s) (as applicable)
· Previous AAMD Reviews of units
Coordination with AAMD Manager
· The intent is to have the AAMD Manager from the Denver Office, or appointed representative, available on the last day of the review (Thursday) and for the Exit briefing (Friday morning)  

· Before the review it is recommended you coordinate with the AAMD Manager or representative about the following:

· Arrival logistics

· Who they want to interview or talk to during their visit

· Desired level of briefing from the Team Lead prior to arriving
· Desired role during the Exit briefing

AFTER THE REVIEW

The Team Lead is responsible for providing the following documents to the Denver Office, AAMD, Procurement Policy Branch upon completion of the on-site review:

Electronically

· Draft Review Report, including separate Word document with all Observation Records combined - grouped by discipline and indexed
· Completed Milestones chart

· In-briefing Presentation

· Exit Briefing Presentation

· Additional documentation provided by Unit during review (if available)

Hard Copy

· Final Observation Records, initialed by contacts at reviewed unit, with supplemental documentation attached to the appropriate Records
· Additional documentation provided by Unit during review, if not available electronically
· Reports and other data pulled prior to review
· Completed evaluation/feedback forms

After the Draft Report and related documentation is submitted:

· The AAMD will coordinate to finalize the Report

· Receiving and monitoring the action plan will fall to the Denver Office AAMD Procurement Policy Branch

· The Policy Branch Chief may need to coordinate with the Team Lead on Action Plan content, but beyond such input, the Team Lead role is over
PART II
DOCUMENTS AND TOOLS
The Review Team is committed to providing timely and accurate products and services which are valuable and responsive to Reclamation’s needs.  Our goal is not just to meet, but to exceed expectations.  A critical element of our philosophy is self-evaluation.  With that in mind, we are very interested in knowing what value you place the overall Acquisition and Assistance Management Review process and the performance of the team.  For each question below please check the boxes that best describe your level of satisfaction and the level of value you place on the area.

Line 1 – Satisfaction Level

Extremely Satisfied
      Satisfied
    Dissatisfied
Line 2 – Value Placed on Process
Extremely Valuable
     Valuable
  Of Little Value
-------------------------------------------------------------------------------------------------------------------------------------------
1.  Were you provided enough 


○


○

○

information as to the purpose 

and intent of the Review?



○


○

○

-----------------------------------------------------------------------------------------------------------------------------------------

2.  Was the Review helpful to you?


○


○

○








○


○

○

-----------------------------------------------------------------------------------------------------------------------------------------

3.  Do you feel that the Review



○


○

○

covered areas or processes 

important to your work?



○


○

○

-----------------------------------------------------------------------------------------------------------------------------------------

4.  Did the Review Team provide 


○


○

○

you with assistance during the 

Review Process?




○


○

○

-----------------------------------------------------------------------------------------------------------------------------------------

5.  Were Review Team Members 


○


○

○

courteous and professional?








○


○

○

-----------------------------------------------------------------------------------------------------------------------------------------

6.  Was the Review conducted 



○


○

○

professionally?





○


○

○

-----------------------------------------------------------------------------------------------------------------------------------------

7.  Were you satisfied with the 


○


○

○

quality of the Review?




○


○

○

-----------------------------------------------------------------------------------------------------------------------------------------

8.  What did you like about the Review process?

9.  What did you dislike about the Review process?

10.  In what ways can we improve the Review process?

**PLEASE USE REVERSE SIDE FOR ADDITIONAL COMMENTS**

-----------------------------------------------------------------------------------------------------------------------------------------

AFTER YOU HAVE COMPLETED THIS QUESTIONNAIRE, PLEASE RETURN TO:

Bureau of Reclamation, Denver Office

Denver Federal Center
P O Box 25007

Attn: 84-27800

Denver, CO  80225-0007
ACQUSITION AND ASSISTANCE MANAGEMENT REVIEW

MILESTONES (SAMPLE)
Description




Proposed


Actual

Propose Dates to Region/Unit


(6 months prior)

Schedule Date for Review


(120 days prior)

Appoint Team Leader



(120 days prior)

Select Team Members



(90 days prior)

Letter to Region



(45 days prior)

Schedule Travel Logistics


(30 days prior)

Data Received From Region/Unit

(14 days prior)

Data Prepared From AAMD


(14 days prior)

Team Meeting/Coordination


(7 days prior)

Team Travel and Preparation Meeting
(1 day prior)

In-Brief




(Day 1)

Interviews/File Reviews


(Days 1-4)

Team Meetings



(Daily)

Team Conclusion Meeting


(Day 4)




Pre-Brief




(Day 4)

Exit Briefing




(Day 5)

Finalize Draft




(10 days after)

Draft to AAMD 



(15 days after)

Final Report




(30 days after)

Action Plan




(60 days after)

Monitor Corrective Actions


(semi-annual)

Next Activity Review



(four years after)

HARD COPY REVIEW FILE

CONTENT LIST

1. Review Letter to Region/Unit
2. Milestones (if not included in Review Letter)

3. Information forwarded prior to Review from Region/Unit
4. Reports prepared by AAMD in preparation for Review
5. Final version of Report (no drafts)

6. Final Observation Records with appropriate initials

7. Back-up documentation

8. Final Action Plan (no drafts)

9. Corrective Action Documentation
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