
	Meeting Purpose: Property Management System Audit (IPMS) Entrance-Briefing

	Date:
	 
	Time:
	
	Location: 
	

	Dial-in Phone Number: 
	 
	Dial-in Access Code: 
	 

	Scribe: 
	 
	Facilitator:  [Government PA]
	
	
	


You may use the optional Attendance Roster at the end of this template as a sign-in sheet.

	Attendee List: [Include name and title] 
A = attendees present; T = present via teleconference; C = cannot attend; *G = invited guest; D = distribution only

	

	 
	Managerial Personnel
	 
	Contractor PoCs for each process
	 
	Other stakeholders who need to be kept apprised 
	 
	 

	 
	Government Property Administrator and Supporting Specialists
	 
	 ACO
	 
	 
	 
	 


	Meeting Agenda: (Suggested)
Insert additional agenda items as needed between rows 2 through 5; numbering will adjust accordingly.

	No.
	Agenda Item Name and Purpose
	Scheduled Time

	1. 
	Introductions or re-introductions with appreciation for support of the PMSA for those who had attended the inbriefing
	5 min.

	2. 
	Overview – Summary of the examination of the Property System and general lessons learned
	10 min.

	3. 
	Findings for each of the processes examined at all locations
	10 min.

	4. 
	Statement that worksheets support that system is adequate or a focused presentation of worksheets that validate findings of a need for corrective actions with a review of the criteria that had been established (reference entrance-briefing minutes)
	10 min.

	5. 
	Review of objectives and contract terms
	5 min.

	6. 
	Timeframes for future audits or monitoring corrective actions
	5 min.

	7. 
	If corrective actions are to be monitored, protocols for reporting findings (distribution of progress reports during the re-analysis)
	5 min.

	8. 
	Final conclusion of this plan and tentative follow-up date if an audit of corrective actions is needed
	5 min.

	9. 
	Questions
	10 min.

	
	Total: 65 min.


Minutes: (This section is left blank until after the meeting, to be completed by the facilitator/scribe within 24 hours and distributed to all on the Attendees list as a draft for feedback prior to final file copy.)

