OUTLINE TO COVER THE MAIN POINTS OF AN INTRODUCTION TO THE ACO BY PHONE OR EMAIL
First: Introduce yourself as the Property Administrator (or Specialist)
· Contract _____________________ has been assigned for Property Administration.

· After a review of the terms and conditions, the risk rating was determined to be (high-moderate-low). Based on that rating, a Property Management System Audit (PMSA) will be planned for every (year-two years-three years). 

· Written procedures have been reviewed and found to be (adequate-inadequate). A site visit is planned for (Timeframe). 
· The audit objectives and the proposed schedule will be provided so anyone on the acquisition team can know this information is being collected, in accordance with FAR 42.402.
· Contact information is provided in case there are any questions or concerns regarding property administration of Contract _____________________ with (Contractor.)
(Use a Conversation Record to help pick up where you left off.)  

Second: Follow up with the audit objectives and the proposed schedule to set expectations 

· With reference to our conversation on (date) the following plan and milestones are provided for the Property Management System Audit of Contract ___________________ with (Contractor.)
· A final audit summary will be provided within ten days of completion.  Also, if there are findings of deficiencies, notification will be sent without delay. 
· A complete file will be kept of all audit documents, including minutes of the entrance and exit briefings.  
· Contact information is provided in case there are any questions or concerns regarding property administration of Contract _____________________ with (Contractor.)

***

When assistance is needed to review a process, include a request to coordinate support from team members--
[ ] Safety: Hazardous items
[ ] Quality: Identification requirements, maintenance plans 

[ ] Transportation: Receiving/shipping 
[ ] Industrial Specialist: Usage rates and schedules 
