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	1.  SCHEDULE/CONDUCT A KICK-OFF MEETING VIA DIGITAL DASHBOARD.
	
	
	

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

	3.  IDENTIFY TEST PLANNING WORKING GROUP (TPWG):
	
	
	

	Program Manager/APM (Chairman):  NAME____________.
	
	
	

	Requirements Officer (RO):  NAME_______________.
	
	
	

	T&E Coordinator (N912):  NAME_________________.
	
	
	

	OPTEVFOR Test Director/Staff:  NAMES_________________.
	
	
	

	Program Office DT&E Rep:  NAME_______________.
	
	
	

	SPAWAR T&E Division Rep:  NAME______________.
	
	
	

	ASN(RD&A) Staff (if required):  NAMES___________.
	
	
	

	Joint Service Rep (if required):  NAME_____________.
	
	
	

	OSD Personnel (as applicable):  NAMES____________.
	
	
	

	Developers/Contractors (as applicable):  NAMES_______________.
	
	
	

	Logistics Rep (as applicable):  NAME________________.
	
	
	

	Installation Rep (as applicable):  NAME______________.
	
	
	

	Others (as required):  NAMES_____________________.


	
	
	

	4.  IDENTIFY TEST AND EVALUATION COORDINATION GROUP (applicable if T&E issues between Commands can not be resolved).  See SPAWARINST 3960F, page 3.
	
	
	

	5.  ASSIGN WORKING GROUP ROLES AND TASKS.
	
	
	

	6.  IDENTIFY GUIDELINES AND PROCEDURES.
	
	
	

	7.  REVIEW DT RESULTS AND IDENTIFY OUTSTANDING ISSUES.
	
	
	

	8.  RESOLVE OUTSTANDING DT ISSUES.
	
	
	

	9.  ESTABLISH A PRELIMINARY OTRR DATE.
	
	
	

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

	11.  DETERMINE KEY QUESTIONS TO BE ANSWERED/AREAS TO BE COVERED AT OTRR (See OTRR Review Checklist in this Enclosure for Guidance).
	
	
	

	12.  CONDUCT FOLLOW-ON TPWG MEETINGS AS NECESSARY.
	
	
	

	13.  DISSEMINATE MINUTES OF MEETS TO TPWG PARTICIPANTS.
	
	
	

	14.  OTHER PROGRAM SPECIFIC TASKS?
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