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	1.  SCHEDULE/CONDUCT A KICK-OFF MEETING.
	
	
	

	2.  IDENTIFY PARTICIPANTS (ACT, MDA, SPONSOR, etc).
	
	
	

	3.  IDENTIFY ACQUISITION COORDINATION TEAM (ACT):
	
	
	

	ACT Chairman  NAME__________________________.
	
	
	

	Resource Sponsor  NAME__________________________.
	
	
	

	Requirements Sponsor NAME__________________________.
	
	
	

	T&E Requirements Coordinator  NAME_________________________.
	
	
	

	Operational Test Director (as applicable)  NAME________________________.
	
	
	

	Acquisition Support NAME__________________________. 
	
	
	

	Installation Resources NAME__________________________. 
	
	
	

	Logistics  NAME__________________________.
	
	
	

	Comptroller  NAME__________________________.
	
	
	

	Contracts  NAME__________________________.
	
	
	

	Legal  NAME__________________________.
	
	
	

	Chief Information Officer  NAME__________________________.
	
	
	

	APM  NAME__________________________.
	
	
	

	Lead Engineer  NAME__________________________.
	
	
	

	Project Engineer (as applicable) NAME__________________________.
	
	
	

	Others (as appropriate)  NAME_________________________________.
	
	
	

	4.  DRAFT “ACT” CHARTER.
	
	
	

	ASSIGN "ACT" ROLES AND TASKS.
	
	
	

	IDENTIFY “ACT” GUIDELINES AND PROCEDURES.
	
	
	

	5.  REVIEW PHASE A EXIT CRITERIA RESULTS AND IDENTIFY OUTSTANDING ISSUES.
	
	
	

	6.  RESOLVE OUTSTANDING MILESTONE B or IPR ISSUES.
	
	
	

	7.  ESTABLISH A PRELIMINARY MILESTONE C DATE.
	
	
	

	8.  REVIEW THE PLANNING, PRE-REVIEW AND REVIEW CHECKLISTS (See Other Checklists in this Enclosure).
	
	
	

	9.  DETERMINE KEY QUESTIONS TO BE ANSWERED AT MILESTONE C (See MILESTONE C Review Checklist in this Enclosure for Guidance).
	
	
	

	10.  CONDUCT FOLLOW-ON MEETINGS WITH ACT PARTICIPANTS AS NEEDED.
	
	
	

	11.  PUBLISH MINUTES OF MEETINGS TO ACT PARTICIPANTS.
	
	
	

	12.  OTHER PROGRAM SPECIFIC TASKS?
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