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Milestone Review Procedure
Systems Engineering Discipline:  

Verification and Validation 
Description:   

This procedure defines how to conduct milestone reviews with the customer, and includes planning, execution, and follow-up.  The reviews are held to present material for customer review and formally document the results of that review.  The Program Manager will identify the review participants and the specific material to review. 

Entry Criteria: 
Complete the following before beginning this procedure:

· Material to be reviewed

Procedure Steps:  (These steps are not necessarily sequential.)
1.   Program Manager:  Prepare for review.

Work with the Customer to identify and coordinate review objectives and acceptance criteria.  The following outlines what to do in preparing for a review.  
1.1 Identify review objectives.  The following actions are a summation of tasks that may help determine if requirements have been satisfied during the process of identifying the review’s objective, and whether the appropriate review can be accomplished.  Refer to the [Review Meeting Guide].  Determine the following:

· The purpose for the review
· If sufficient funding is available
· The possibility of cost overruns
· If scheduled milestone are achievable
· If proper documentation is available
· Risks
· What questions should be answered by whom, based on nature of milestone being reviewed
           1.2 Identify review participants.

           1.3 Schedule the facilities.

           1.4 Identify meeting logistics (date, time, location).

           1.5 Notify review participants.
           1.6 Outline meeting guidelines and develop an agenda.  The agenda describes the  

           format for the review meeting and is used by the chairperson to keep the
           meeting structured and on time.  Distribute the agenda as part of the review
           package to the reviewers, chairperson, and configuration manager.  Refer to [Review Meeting Guide].

           1.7 Develop and distribute review package to participants (minimum 1 week prior
           to review).
           1.8 Review all comments prior to review meeting to eliminate duplicative issues.

2.   Review Participants:  Prepare for review.

Study the review package prior to the meeting.  Document issues in accordance with the review package instructions (e.g., instructions may prescribe use of [Individual Review Issue Form]).      
3.    Project Configuration Manager:  Record the review. 

Refer to Review Meeting Guide.  Record attendance, decisions, issues, and Action Items (AIs).  Obtain signatures, as appropriate, and track all AIs to closure.

4.   Program Manager:  Perform follow-up.

Develop a list of issues and concerns raised during the review meeting using the [Action Item Form].  Identify and develop issue response list per issue requiring action or resolution using the Action Item Form.  Resolve AIs in accordance with the [Action Item Procedure].  Distribute review minutes.  The review minutes package documents the review itself and any action taken as a result of the review.  After the producer prepares the review minutes package, sign it and send it to all review participants.  Refer to the [Review Meeting Guide].  Ensure minutes are placed under CM control.  Develop and submit written thanks to review participants.  Perform additional steps agreed to during review.

Exit Criteria: 
The following work products are a result of completing this procedure:

· Review package
· Documented decisions, issues, and Action Items
· Meeting Minutes 
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