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Encl:
(1)
NCAD Guide for the Preparation of Technical Review Boards

1. Purpose.  To promulgate guidance, procedures and expectations for the preparation of independent cost estimates (ICE), special studies or reviews and the supporting Technical Review Boards (TRB) and other briefings that may be required.

2. Applicability.  Naval Cost Analysis Division (NCAD) analysts and support contractors will follow the enclosed guidance to prepare for TRB’s and other briefings.

3. Revisions.  Proposals for revisions or changes may be recommended through the chain of command to the Director, NCAD.

4. Action.  Enclosure (1) assigns responsibilities within NCAD.  All NCAD personnel, and their support contractors, shall comply with the guidance therein.

C. S. DEEGAN
Distribution:

OASN(FM&C)

OASN(FMB)

All NCAD Staff Members

1. Technical Review Board (TRB).  Consisting of all cost analysts within the Naval Cost Analysis Division (NCAD), the TRB is convened to review the technical content, fidelity and quality of cost products that are provided to agencies outside NCAD.  TRB's are intended to be well-integrated discussions that capture the collective experiences of NCAD teammates.  They provide a framework, or background, for a particular cost estimate or study, the status of efforts, and specific expectations are established for the quality of the final product.  In essence, TRB’s are a sharing of project details to NCAD staff for peer review and critique in three phases: kickoff, midpoint and final.
a. Preliminary.  Prior to scheduling the first, or Kickoff TRB, a support contractor must be selected, milestone dates must be established and agreed upon, and contractor funding must be in place.  A clear, concise work definition statement is critical and will determine the quality of the final product.
b. Kickoff TRB.  Once a contractor is in place and milestones are established, the Kickoff TRB is held.
(1) Purpose.  Four purposes of the Kickoff TRB are to:

(a) Establish internal expectations;

(b) Provide the lead analyst opportunity to solicit experiences, ideas and alternative approaches from NCAD staff;

(c) Enlighten NCAD staff on current efforts, which may augment their own efforts; and 

(d) Not necessarily review the estimates, but to discuss the initial approach and options.

(2) When.  The Kickoff TRB is usually held about two weeks after PM kickoff.

(3) Attendees.  The Kickoff TRB is open to all NCAD analysts and contractor personnel associated with the effort.

(4) Materials.  The following materials should be presented/discussed at the Kickoff TRB:
(a) Program Overview.  Off-the-shelf documents provided by the Program Office should be used to prepare the program overview.  The following elements should be included:

1. Definition

2. Budget

3. Milestone Schedule

4. Acquisition Strategy

5. Comparable or Legacy Systems

6. Issues

(b) Assumptions.  Program assumptions must be clarified prior to establishing data requirements and the estimating approach(es).  In addition to program assumptions, include scheduling assumptions as well.

(c) Estimating Approach.  Created by the analyst, the following should be considered in developing the estimating approach:

1. Who is the NCAD lead analyst and support contractor?

2. How much funding is available developing the ICE?

3. What is the Plan of Action and Milestones (POA&M) for estimating?

4. What is the approach for each life cycle cost (LCC) category?  (e.g., analogy, parametric, heuristic, actual)

5. What are the program pricing options?

6. What other issues will the program have to address?

7. Review list of questions provided at PM Kickoff

(d) Data Requirements.  Identify early the requirements for data and the format in which it needs to be provided to the analyst.

c. Midpoint TRB

(1) Purpose.  To provide an assessment based on the Cost Analysis Requirements Description (CARD) and the analysis performed.  There is no expectation that the analysis will be complete at this stage.

(2) When.  The Midpoint TRB should be held after final CARD submittal.

(3) Attendees.  The Midpoint TRB is open to all NCAD analysts and contractor personnel associated with the effort.

(4) Materials.  The following materials should be presented/discussed at the Midpoint TRB:
(a) Program Overview.  This program overview need not be as comprehensive as the kickoff TRB; an update is preferred.

(b) Milestone Issues.  Not necessarily program scheduling issues, but internal NCAD milestone issues, conflicts or problems must be addressed.  

(c) Estimating Approach.  

(d) Current Findings.  
1. Budget Comparison
2. Last ICE Comparison
3. Risk Analysis
d. Final TRB 
(1) Purpose.  To provide final guidance on reconciliation issues.

(2) When.  The Final TRB should be held after reconciliation, but no later than one week prior to the Navy CAIG.

(3) Attendees.  The Midpoint TRB is open to all NCAD analysts and contractor personnel associated with the effort.

(4) Materials.  The following materials should be presented/discussed at the Final TRB: 

(a) Program Overview update of program changes.  

(b) NCAD Analysis/Reconciliation Issues.  

(c) Navy CAIG Slides.  

(d) Draft ICE Memorandum.  

e. General Notes on TRB’s.  
(1) NCAD Improvement.  In developing an ICE, always consider methods in which the process can be improved (i.e., “How can NCAD’s capabilities grow?”)
(2) Provide a read-ahead to the NCAD Director & Deputy at least a day prior to the TRB.

(3) TRB Format.  The following items are listed as a guideline, not necessarily as a lock-step order of progression:

(a) Outline of what’s in the brief

(b) Program description

(c) Introductions (e.g., PM, NCAD, contractors)

(d) Schedule/program assumptions

(e) Production schedule

(f) ICE comparison with bullets explaining differences:

1. Current budget (i.e., PRESBUD, OSD submission, etc.)

2. PM estimates

3. Subsequent slides provide detail concerning differences

4. All differences or percents are in reference to NCAD ICE

(g) Highlight Navy/OSD Budget issues (PBDs, MBIs, IPVT reviews, etc) and Congressional interest over the past year, and any other proposed changes (draft PBD, MBI, etc.).

(h) Compare last ICE to the new ICE, if available and explain differences

(4) CARD.  The foundation of the ICE, a timely and precise CARD is essential to a good cost estimate.  Other elements that should be included:

(a) Contract Details.  these details must be included in the Final TRB.  Ask about special clauses, incentives, or conditions that may influence contract performance.

(b) Secure written definition and tasking of the desired scope (and changes in scope) from the sponsor.  Examples of acceptable CARD formats include Email, a Kickoff OIPT presentation, EADP, or Memoranda, as long as the program is thoroughly defined.  The analyst must be very specific outlining the desired format of the CARD. 

(5) Analysis.  The following should be considered in the ICE analysis:

(a) What alternative methods validate the assumptions and/or analyses?

(b) Market and economic (such as inflation) assessment.

(c) Comparisons to findings and/or estimates in other reports (e.g., DoDIG, GAO, etc.)

(d) Cost Trends in comparable programs. What systems are of comparable size and/or scope and what are their metrics?

(e) Be prepared to explain how the cost data was derived.  Avoid using only one data point, and if it's unavoidable, explain.

(f) Risk analysis is required.

(g) A review of testing concerns, cited by DOT&E or COTF, to understand technical risks for qualitative cost risk assessment.

2. Director, Office of Budget (FMB) Review.  A review of major issues with FMB is highly desired no later than five days prior to the Navy CAIG.  The attendees should be limited to the NCAD Director, Deputy Director and analyst(s).  The NCAD analyst will have prepared an abbreviated version of the brief that will be given at the Navy CAIG for presentation to the Admiral.  In addition, the draft of the ICE memorandum (listed above) should be ready and available for FMB review.  Appropriate FMB codes (e.g., FMB1, FMB2) should be briefed before FMB review.
3. Navy CAIG Meeting.  The charter for the Navy CAIG is listed in reference (b), which describes the purpose, attendees and materials for the Navy CAIG meeting.  The Navy CAIG meeting should be held no later than two weeks prior to the decision meeting held by the MDA.  In the case of an AIS program, more time may be needed between the Navy CAIG meeting and the decision meeting because of Clinger-Cohen considerations.  A meeting announcement memorandum must be issued no later than two weeks prior to the Navy CAIG meeting.  The Director, NCAD must review the Navy CAIG presentation no later than two working days prior to the Navy CAIG.
4. ICE Memorandum.  A one-page executive summary with an enclosure summarizing the ICE and the results of the Navy CAIG meeting.  Key elements include:
a. One-page Executive Summary.  Signed by the Director, NCAD, ICE conclusions are placed here for executive review.  This document forwards the enclosure, the Independent Cost Estimate Summary.
b. Independent Cost Estimate Summary.  Supporting details are included in the enclosure.  These details must support the ICE conclusions that are in the one-page summary.  Other items to be included:
(1) USMC analysis, if appropriate.
(2) Risk assessment chart
(3) Budget comparison.  Cost deltas and percentages should all be referenced to NCAD estimates.  For example, a delta would be titled and calculated as: NCAD – POE (or budget), and a percentage should be titled and calculated as: {NCAD – POE (or budget)}/NCAD.  Avoid the phrase, “budget shortfall.”
5. Documentation.  The last, and most critical, step in the process of developing a cost estimate is documentation.  As stated in reference (a), “Documentation should describe the cost estimating process, data sources, and methodologies in such a way that a cost analyst unfamiliar with the program could understand what had been done.”  Encourage NCAD contractors to capture data, in accordance with reference (a), for historical a record of the ICE or study.  Key to the future of NCAD is providing suggestions how to expand NCAD databases and capabilities.
6. Timeline.  Figure 1 illustrates the timeline for the conduct of TRB’s and other briefings.
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Figure 1.  TRB Timeline.
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