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Comments and suggestions on this guide may be addressed to the Chief of Naval Operations (N465) at 2000 Navy Pentagon, Washington, DC 20350-2000, or via the feedback feature on the Navy Strategic Sourcing Web Site http://help.n4.hq.navy.mil.
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Section A--Introduction

1.
Purpose of Guide.  

This document provides guidance for Review of Most Efficient Organizations (MEO) (Post-MEO Review) implemented under the A-76 Commercial Activities Program.  The objective of a Post-MEO Review is to validate Government implementation of the Most Efficient Organization proposed for the A-76 cost comparison.  Post-MEO Reviews will normally occur after the first twelve months operation under the MEO.  

2.
Background

Since 1955, the general policy of the Executive Branch has been to rely on private enterprise to supply its commercial needs.  OMB Circular A-76, issued in 1966, and revised in 1967, 1976, 1979, and 1983 provided the implementing guidelines in a permanent directive. With some exceptions, the A-76 Program stresses reliance on the private sector for commercial goods and services. 

Subject to certain criteria, Department of Defense (DOD) organizations are required to conduct cost comparisons for designated Government work.  These studies seek to compare the cost effectiveness of the private sector with the cost effectiveness of a Government work force.  If the proposed Government work force is shown to be the more cost effective as a result of the cost comparison, then the competed work remains with the Government work force.  If the Government work force retains work under an A-76 Commercialization study, then a Post-MEO Review is conducted to insure that the Government’s proposal has been implemented.

The OMB Circular No. A-76—Revised Supplemental Handbook states: 

a. “When services are performed in-house as a result of a cost comparison, a formal review and inspection of the Most Efficient Organization (MEO) should be conducted.  Typically, this review should be conducted following the end of the first full year of performance.  The Post-MEO Performance Review confirms that the MEO has been implemented in accordance with the Transition Plan, establishes the MEO’s ability to perform the services of the PWS and confirms that actual costs are within the estimates in the in-house estimate. Adjustments may be made for formal mission or scope of work changes.”

b. “Post-MEO Reviews will be conducted at the direction of either the Activity Commander or the Navy Headquarters staff (N465) but must be independent of the most senior official included in the Government’s in-house cost estimate.  Post-MEO Performance Reviews will be conducted on not less than 20 percent of the functions performed by the Government as a result of a cost comparison.”

c. “MEO implementation may be measured in terms of the Full Time Equivalents (FTE), grade structure and the contract support included in the Transition and Management Plan.” 

d. “MEO performance may be measured in terms of workload, responsiveness and quality of work.  Special inspections and a review of the activity’s implementation of the Quality Assurance Surveillance Plan may be necessary.”

e. “Cost conformance may be determined by an analysis of actual labor and material costs against the Personnel, Material, and Other Specifically Attributable costs on the final CCF.  Care should be taken to assure that adjustments are made for retained or saved pay and for fringe benefit factors when using actual cost records.”

f. “Minor cost or performance deficiencies may be corrected to maintain the integrity of the cost comparison process.  A period of time consistent with that given to a contractor may be given to the in-house activity to correct any deficiencies found.  Failure to correct deficiencies that would individually or in aggregate invalidate the original cost comparison, or any finding of a significant deviation from the requirements of the PWS, shall result in the following: 

9. As with a contract default, if an in-house failure to perform is identified, including failure to implement the MEO as provided by the Transition Plan, the contracting officer will award the work to next lowest offerer who participated in the cost comparison, if feasible.

10. If award to the next lowest offeror is not feasible the contracting officer will immediately resolicit to conduct a revised and updated cost comparison.”

g. “An annual list of Post-MEO Performance Review certifications will be made available to the public upon request.  This list will identify the total number of cost comparisons completed since the issuance of this Revised Supplemental Handbook and the number of Post-MEO Performance Reviews completed.”

OPNAVINST 4860.7C states:

a. “To verify the integrity of both the MEO and the cost comparison, activity commanders are responsible for implementing the Most Efficient Organization (MEO) that they certify.  Activity commanders will certify, in writing, the in-house operation can perform the requirements established by the PWS and that actual staffing complies with the MEO.  Also, activity commanders will certify their activities' compliance, in writing, one year after MEO implementation as part of their Post-MEO Performance Review.”

b. “Activity commanders will perform a Post-MEO Performance Review for services performed in-house as a result of a cost comparison at the end of the first full year of performance.  This review will establish the MEO’s ability to perform the services specified in the PWS and confirm that costs are within the estimate of the cost comparison.  This review should result in correction of minor cost or performance deficiencies to maintain the integrity of the cost comparison process.  If the review reveals failure to implement the MEO according to transition and management plans that cannot be corrected, the claimant will recommend to CNO (N4) to initiate a new cost comparison study if award to the next participating offeror is not feasible.”

c. “Claimants, after 1 full year of performance, will review not less than 20 percent of their activities' functions performed in-house as a result of cost comparisons completed in the prior year.  Claimants will submit results of their Post-MEO Performance Reviews to CNO (N4) within 30 days of their completion.”

3.
Scope of the Review

This guide provides background information and procedural guidance for Post-MEO Reviews implemented under the Navy Commercial Activities Program.  The independent reviewer should perform the steps in this guide to develop an informed opinion on whether the Activity Commander has sufficient basis to certify the activities’ compliance with OPNAVINST 4860.7C.  The independent reviewer should trace implementation of performance, staffing and costs to the supporting documentation. 

Post- MEO Review Objectives

The general objectives of the Post-MEO Review are to:

a. Ensure the MEO has been implemented in accordance with the Transition Plan.

b. Verify that the MEO was able to perform the services of the PWS.

c. Ensure that actual costs are within the in-house estimate.

Post-MEO Review Certification

To ensure the Activity Commander has sufficient basis to certify the Post-MEO Review, the independent reviewer should provide the sample certification letter in Appendix B, and the Post-MEO Independent Reviewer Certification in Appendix C.  Once the Post-MEO Review is completed, the Activity Commander will sign the certification letter. The activity will maintain this record of certification for internal reviews.  If this review is directed by the major claimant or CNO (N4) the certification will be forwarded, via the chain of command, to the major claimant and to Chief of Naval Operations (N465) at 2000 Navy Pentagon, Washington, DC 20350-2000.

Internal Controls

The Post-MEO Review guide does not test the reliability of underlying internal accounting controls.  The guide should provide the Activity Commander with a reasonable degree of assurance that the MEO was implemented in accordance with CA policy and guidance.

General Instructions

a. This guide provides general instructions for evaluating Post-MEO implementation, performance and cost comparison for Navy and Marine Corps activities. The Post-MEO Review steps in this guide are not intended to be restrictive or serve as a substitute for initiative or judgment. The review steps present one method of accomplishing the review objectives.  If a particular step is not applicable or appropriate in the judgment of the independent reviewer, it should be annotated next to the review step or be cross-referenced to a working paper that adequately supports omission of the step.

b. Section B of this guide provides guidance to determine if the MEO has been implemented in accordance with the Transition Plan.  Where the FTE estimates vary from the actual FTE, a worksheet is prepared which quantifies and documents the difference.  

c. Section C of this guide provides guidance to determine if the MEO performed the services of the PWS during the performance period.  Where the workload, quality, and timeliness requirements vary from the actual performance, a worksheet is prepared which quantifies and documents the difference.

d. Section D of this guide provides guidance to determine that actual costs are within the in-house estimate.  Where the cost estimates vary from the actual cost, a worksheet is prepared which quantifies and documents the difference.

e. Sections B, C and D provide space for each review step to be answered by the independent reviewer.  When the review step cannot be fully answered in the space provided, the guide should be cross-referenced to supporting working papers that fully document the results.  While it may be possible to answer some steps with simply a yes or no response, most review responses should provide sufficient detail and support to allow a third party to understand the depth of review conducted and the results.    Appendix A is a sample summary form.  Appendix B is a sample certification letter.  Appendix C is a sample Post-MEO Independent Reviewer certification letter.  Appendix D provides a suggested format for tracking the identification and resolution of issues or concerns raised during the Post-MEO Review.  Appendix E provides samples of the formats of the embedded spreadsheets for easy reference.

Working Papers

Working papers are essential records that should be prepared and maintained to support the work performed, descriptions of records examined, and any significant conclusions and judgments. Working papers should contain descriptions of the Post-MEO Review objectives, scope, and any sampling methodology used.

References

The pertinent references follow. The (UR) annotation indicates the reference is under revision.

(
OMB Circular A-76, “Performance of Commercial Activities,” August 1983

(
OMB Circular A-76, Revised Supplemental Handbook – “Performance of Commercial Activities,” March 1996

(
OMB Circular A-94, “Guidelines and Discount Rates for Benefit-Cost Analysis of Federal Programs,” October 1992

(
5 CFR (Code of Federal Regulations) Part 550 - Pay Administration (General)

(
Federal Acquisition Regulation

(
Defense Federal Acquisition Regulation Supplement

(
Navy Acquisition Procedures Supplement or other agency specific guidance

(
Federal Accounting Standards, particularly the Statement of Recommended Accounting Standards Number 4

(
DOD Directive 4100.15, “Commercial Activities Program,” March 1989 

(
DOD Instruction 4100.33, “Commercial Activities Program Procedures,” September 1985 

(
DOD Instruction 4000.19, “Interservice and Intragovernmental Support,” August 1995

(   Secretary of the Navy Instruction 4860.44F, “Commercial Activities,” September 1989 

(   OPNAV Instruction 4860.7C, “Navy Commercial Activities Program,” June 1999

(   Marine Corps Order 4860.3D, “Commercial Activities Program,” January 1992 

Section B—MEO Implementation

Post-MEO Review for Implementation Objective

The review objective of Section B is to confirm that the MEO has been implemented in accordance with the Transition Plan.

Preliminary Checks.

The following preliminary checks must be made before further review work is undertaken.  Any unsatisfactory condition that may result in a significant or material delay is sufficient reason to suspend the review.  The purpose of the preliminary checks is to identify problems that may require command action before beginning the review.  Documentation should support the actual costs without further explanation.  The command must provide the following documents to the independent reviewers for their preliminary checks prior to commencement of the Post-MEO Review:

 Solicitation, including modifications, which was used by the Contracting Officer to obtain proposals for the cost comparison. 

(
Management Plan certified as reflecting the Government’s MEO and conforming to CA Program guidance

(
Cost Comparison Form with all worksheets 

 Prior audit results

 Any previous Independent Reviews

(
Position descriptions supporting the MEO at the time of the cost comparison

 Current documents showing personnel authorized and personnel assigned

 Current position descriptions for the unit

 Quality Assurance Surveillance Plan (QASP)

 Documentation of inspections performed by Quality Assurance Evaluators which show quality and timeliness of products and services during the performance period

 Documentation of quantities of products and services produced during the performance period

 Documentation of costs of labor, material and other specifically attributable costs

The following preliminary review steps should be followed:

	Guide Review Step



	CompDate
	 Independent Reviewer Comments and Work Paper references
	Comments 



	Preliminary Review of Documentation:



	 (1) Determine that the required documents identified in paragraph 3 (prior page) are available and ready for review.
	
	
	

	(2) Determine that the Post-MEO Review official is independent of the most senior official included in the Government’s in-house cost estimate.
	
	
	


Review Steps.

The review steps lead to an embedded Microsoft Excel worksheet on line 11.  Most Microsoft Office users can double-click on the icon in the third block of line 11 to bring up the embedded worksheet.  Similar icons and embedded worksheets are found at appropriate places in Sections C and D also.  Prepare worksheets in formats similar to those shown in Appendix E.  The worksheets should show the details of comparisons between the estimated costs in the CCF to the actual costs and provide explanations for differences.

	Guide Review Step



	CompDate
	 Independent Reviewer Comments and Work Paper references
	Comments 



	Implementation Review: Has the MEO implemented in accordance with the Transition Plan?


	 (1) Verify the MEO was certified by the commanding officer.
	
	
	

	(2) Evaluate whether the MEO followed the Transition Plan in both schedule and number of FTE.
	
	
	

	(3) Compare the certified MEO to the current staffing.
	
	
	

	
(a) Evaluate the mix of work schedules to accomplish the workload.
	
	
	

	
(b) Evaluate the utilization of full-time, part-time, and intermittent staffing
	
	
	

	
(c) Evaluate the use of overtime for unscheduled, seasonal, or peak workloads.
	
	
	

	(4) Compare the contract support in the Transition Plan to actual contract support.
	
	
	

	(5) Compare estimated and actual contract administration support including billets and overhead staffing support required.
	
	
	

	(6) Determine adjustments for documented formal mission or scope of work changes.
	
	
	

	(7) Prepare a worksheet that compares the FTE in the MEO with the actual FTE at the time of the review and an explanation for differences.
	
	
[image: image1.wmf]Microsoft Excel 

Worksheet


	


Section C-- PWS Services 

Review Objective of PWS Services 

The review objective of Section C is to verify that the MEO performed the services in the PWS during the performance period. 

Review Steps

The following review steps should be followed:

	Guide Review Step



	CompDate
	 Independent Reviewer Comments and Work Paper references
	Comments 



	Has the MEO performed the services listed in the Performance Work Statement (PWS)?

	(1) Confirm that the PWS contains the contract modifications used in the final solicitation.
	
	
	 

	(2) Determine whether there were any significant changes in workload or mission.
	
	
	

	(3) Determine whether the performance standards in the PWS are consistent with the current quality assurance surveillance plan.  
	
	
	 

	(4) Ensure that services shown in the solicitation as Government provided services are not included in the MEO workload.
	
	
	

	Quality Assurance Surveillance Plan (QASP)

	 (1) Evaluate whether any changes to the QASP have changed the quality or timeliness standards.
	
	
	

	(2) Evaluate whether the documentation identifies production, quality and timeliness of services. 
	
	
	

	(3) Determine if a special inspection is required to measure production, quality and timeliness of services.
	
	
	

	(4) Compare the workload in the PWS to the work produced in the performance period.
	
	
	

	(5) Ensure the actual work produced by the inherently governmental activities is not included in the MEO produced services.
	
	
	

	(6) Prepare a worksheet that compares the PWS requirements with actual workload, quality and timeliness measurements and an explanation for the differences. 
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Worksheet


	


Section D—Comparison of Actual and Estimated Costs 

Objectives of the Comparison of Actual and Estimated Costs

The review objectives of Section D are to:

a. Confirm that actual costs are within the in-house estimate.

b. Evaluate the reasonableness of assumptions used in developing actual costs, and the adequacy of supporting documentation.

Review Steps

The references to line numbers below correspond to the line numbers in the Cost Comparison Form from the A-76 competition.  The following review steps should be followed:

	Guide Review Step 
	CompDate
	 Independent Reviewer Comments and Work Paper References
	Comments

	Line 1: Personnel Costs.  This line includes all direct and supervisory labor costs for accomplishing the workload requirements specified in the PWS.  These costs include salaries, wages, fringe benefits, and other entitlements.

	 (1) Verify personnel cost estimates are taken from the CCF.
	
	
	

	 (2) Ensure that all actual direct labor and supervision costs necessary to accomplish the requirements of the PWS are included.  If in-house actual costs include a mix of in-house labor and contract support, ensure that labor costs are included for contract administration and inspections.  Compare actual and estimated costs.
	
	
	 

	
(a) For the actual costs, evaluate the adequacy of audit trails and availability of supporting documentation.  Verify that all assumptions, data, sources, and methods of cost accumulation are documented.  (Payroll costs must be multiplied by 1.3285 to account for the government cost of fringe benefits)  
	
	
	

	(3) Ensure that the actual costs of government furnished services in the PWS are not included in the MEO costs. 
	
	
	

	(4) Ensure the actual costs of the inherently governmental activities are not included in the MEO cost.
	
	
	

	(5) Document the difference in actual labor hours and the estimated number of FTEs in the MEO, which was based on 1,776 available hours for full or part-time employees and 2,007 available hours for intermittent employees.
	
	
	

	(6) Document the cost differences between the MEO grade level estimates that were used (normally costed at step 5 for GS employees and step 4 for WG employees), and the actual grade levels used.
	
	
	

	(7) Document the cost differences between the fringe benefits estimated in the CCF and the actual fringe benefits.  
	
	
	

	(8) Document any actual costs of providing quality control to MEO subcontracts and MEO products and services.  Ensure the costs of providing quality assurance for the MEO are not included.  Provide explanation.
	
	
	

	(9) Document any actual costs for retained or saved pay and provide explanation.
	
	
	

	(10) Provide a worksheet that shows the personnel cost estimates used in the CCF, the actual personnel costs, the differences between the two, and an explanation for differences.
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Worksheet


	


	Guide Review Step
	CompDate
	 Independent Reviewer Comments and Work Paper References
	Comments

	Line 2: Material & Supply Costs.  This line includes all material and supply costs, such as raw materials, parts, subassemblies, components, and office supplies, required by the function/business unit under study.  

	(1) Verify material and supply cost estimates are taken from the CCF.
	
	
	

	(2) Review the PWS and solicitation documents to determine which materials should be included in the actual cost.  Government Furnished Material (GFM) and Government Furnished Equipment (GFE) should be excluded from the cost comparison since the costs were common to the MEO and other bidders.   Compare actual and estimated costs.
	
	
	

	(3) Compare the material included in actual cost figures to that listed in the PWS. Obtain source documentation for variations.  Compare actual and estimated costs.
	
	
	

	(4) Review supporting documentation and determine whether actual cost data was derived from standard reports.  If the supporting documentation includes allocations of costs, determine the reasonableness of the allocation.
	
	
	

	(5) Obtain source documents for the basis used for any estimate of actual material quantities used, e.g., historical data, statistical sample, or engineering performance standards.  Make a determination of the reasonableness of estimates. 
	
	
	

	(6) Provide a spreadsheet that shows the material and supply cost estimates used in the CCF, the actual material and supply costs, the differences between the two, and an explanation for differences.
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Worksheet


	


	Guide Review Step 
	CompDate
	 Independent Reviewer Comments and Work Paper References
	Comments

	Line 3: Other Specifically Attributable Costs.  This line includes all costs, except personnel and material related costs, which are 100 percent attributable to the function/business unit under study.  Common costs that would be the same, whether the function is performed in-house or by contractor/ISSA, should be identified and excluded from the cost comparison.

	(1) Verify estimates for other specifically attributable costs are taken from the CCF.
	
	
	

	(2)  Depreciation.  

Ensure that the assets depreciated in the CCF are the assets that are being used.  Compare actual and estimated costs.
	
	
	

	(3) Rent.   Verify that actual rental costs are for the same property estimated in the CCF. Any rental costs that would have applied to either in-house or contractor performance should be excluded.  Compare actual and estimated costs.
	
	
	

	(4)  Maintenance & Repair
Ensure that capital expenditures for major improvements or asset enhancements are not shown as actual costs for maintenance and repair.
	
	
	

	(5) Utilities.  This category includes charges for fuel, steam, electricity, telephone, water, and sewage services which would have not been provided to the contractor/ISSA but were required for in-house performance.  Compare actual and estimated costs.
	
	
	

	(6)  Travel.  Compare the estimated versus actual cost of in-house personnel travel. 
	
	
	

	(7) MEO Subcontract Costs.  Compare estimated versus actual MEO subcontract costs.   Include applicable support contracts for GFM/GFE and facilities.
	
	
	

	(8)  Other Costs.  This is a general category for specifically attributable costs that do not properly fit into one of the other cost elements, but would change in event of contract performance.  Examples of other costs are: transportation costs, royalties, and purchased service packaging and crating, if not already included as part of the material and supplies cost on Line 2.  Compare actual and estimated costs.
	
	
	

	(9) Provide a spreadsheet that shows the other specifically attributable cost estimates used in the CCF, the actual costs, the differences between the two, and an explanation for differences.
	
	
[image: image5.wmf]Microsoft Excel 

Worksheet


	

	(10) Verify CAMIS is updated – including decision information and first performance period.
	
	
	


	Guide Review Step 
	CompDate
	 Independent Reviewer Comments and Work Paper References
	Comments

	Final Certification Steps:



	
(1) Prepare and send the signed Post-MEO Independent Reviewer certification (Appendix C) as an enclosure.


	
	
	


Appendix A

Sample Summary Form

	Summary of Post-MEO Review for (e.g. Public Works at FISC Twelve)

	Section B.  Implementation IAW the Transition Plan

	FTE in Transition Plan
	Actual FTE
	Evaluation of Difference

	(e.g. 186)
	(e.g. 224)
	(e.g.. Transition Plan was only partially implemented)

	Section C.  Performance of the Services of the PWS

	Summary of PWS Performance
	Summary of Actual Performance
	Evaluation

	Workload
	Quality
	Timeliness
	Workload
	Quality
	Timeliness
	

	(e.g. 2000 job orders, 500 work orders
	Less than 2% complaint rate
	Within 20 days for job orders, 30 days for work orders
	(e.g. 1789 job orders, 432 work orders)
	(e.g.3% complaint rate)
	(e.g. Within 30 days for job orders, 45 days for work orders)
	(e.g. Minor improvements required, corrections taken)

	Section D.  Compare Actual and Estimated Costs

	Summarized Costs
	In-House Cost Estimate
	Actual Cost
	Evaluation of Differences

	Personnel Cost
	(e.g. $2,000,000)
	(e.g. $2,250,000)
	Result of not fully implementing Transition Plan

	Material and Supply Costs
	(e.g. $6,000,000)
	(e.g.$7,591,224)
	See above, more workers used more materials

	Other Specifically Attributable Costs
	(e.g. $ 300,000)
	(e.g. $312,788)
	No significant differences


Appendix B

Sample Certification Letter

From:
Commanding Officer, (Activity Name)

To:
For The Record or to N465 via claimant and COC

Subj:
POST MEO REVIEW OF (FUNCTION) AT (LOCATION)

Ref:
(a) OPNAVINST 4860.7C or CMC guidance

1.
We have completed the Post-MEO Review required in reference (a). The objective of the review was to determine whether the MEO has been implemented in accordance with the Transition Plan, verify the MEO performed the services of the PWS, and determine if actual costs are within the in-house estimate.  Our review began on (date) and was completed on (date).

2.
Our review included the tracing of actual and estimated costs to accounting records and other supporting documentation; however, we did not evaluate the adequacy of internal controls or the accuracy of accounting or computer records.

3.
Our examination would not necessarily disclose all deficiencies; however, nothing came to our attention during the review that caused us to believe the performance of the MEO was not in compliance with OMB Circular A-76 and reference (a).

OR

3.  Our examination would not necessarily disclose all deficiencies; however, the following issues came to our attention during the review that caused us to believe the performance of the MEO was not in compliance with OMB Circular A-76 and reference (a).



(SIGNED)
Copy to:

CNO (N465) or

HQMC (LR)

Appendix C

Post-MEO Independent Reviewer Certification
In order to ensure the Activity Commander has a sufficient basis to certify the Post-Implementation Review of MEO Performance, the independent reviewer should provide the Activity Commander with the following:

· Ongoing communication as to review progress

· Cross-referenced review guide 

· Access to working papers supporting the review

· Copy of the Action Item Tracking Form showing questions/recommended changes and a statement of action taken. (example at Appendix D)

· Signed certification on contractor letterhead as follows:

Activity Commander,

We have completed a post-implementation review of Most Efficient Organization performance, and supporting documentation available for (function under study and location). The objective of our review was to determine whether the MEO has been implemented in accordance with the Transition Plan, verify the MEO performed the services of the PWS, and determine if actual costs are within the in-house estimate.

Our review included the tracing of actual and estimated costs to accounting records and other supporting documentation; however, we did not evaluate the adequacy of internal controls or the accuracy of accounting or computer records.   All discrepancies or concerns noted in this review were brought to the attention of personnel responsible for the MEO and (have/have not) been satisfactorily resolved.

 Based on our review, we believe the MEO has been implemented in accordance with the Transition Plan, the MEO performed the services of the PWS and actual costs are within the in-house estimate.

OR

Based on our review, the following issues lead us to believe the MEO has not been implemented in accordance with the Transition Plan, the MEO did not perform the services of the PWS and actual costs were not within in-house estimate.

Issue 1,

Issue 2, etc.

Signed:___________________________ Date:___________

Title: _____________________________________________

Appendix D

Action Item Tracking Form

	Item Nbr.
	Section/

Page(s)
	Team Member Name, 

Date
	Post-MEO Independent Reviewer

Concerns/ Questions
	Proposed

Solution
	Activity Commander

Name/Date
	Activity Commander

Comments/ Action Taken
	Post-MEO Independent Reviewer

Comments

	1. 
	
	
	
	
	
	
	

	2. 
	
	
	
	
	
	
	

	3. 
	
	
	
	
	
	
	

	4. 
	
	
	
	
	
	
	


Appendix E

Sample Printouts of Embedded Worksheets

From page 15, Section B: (12) Prepare a worksheet that shows the FTE in the MEO and the actual FTE’s at the time of the review and an explanation for the differences.

	FTE Comparison Worksheet

	MEO FTE
	
	Actual FTE
	

	Number
	Grade/step
	Number
	Grade/step
	Explanation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


From page 19, Section C.  (9) Prepare a worksheet that compares the PWS requirements with actual workload, quality and timeliness measurements with an explanation for the differences.

	Comparison of PWS and Actual Workload, Quality and Timeliness Requirements

	
	PWS Workload
	Actual Workload
	
	PWS Quality
	Actual Quality
	
	PWS Timeliness
	Actual Timeliness
	

	Description with units
	Number required 
	Actual Number 
	Explanation 
	Allowable quality level
	Actual value
	Explanation
	Allowable quality level
	Actual Value
	Explanation 

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


From page 25, Section D, Line 1.  (10) Provide a worksheet that shows the personnel cost estimates used in the CCF, the actual personnel costs, the differences between the two, and an explanation for differences.

	Comparison of Personnel Estimate and Actual Costs

	Name of item
	Estimate
	Actual Costs
	Difference
	Explanation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


From page 27, Section D  (6) Provide a spreadsheet that shows the material and supply cost estimates used in the CCF, the actual material and supply costs, the differences between the two, and an explanation for differences.

	Material and Supply Costs

	Item number
	Estimate
	Actual Costs
	Difference
	Explanation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


From page 32, Section D  (2) Provide a spreadsheet that shows the other specifically attributable cost estimates used in the CCF, the actual costs, the differences between the two, and an explanation for differences.

	Other Specifically Attributable Cost

	Other costs
	Estimate
	Actual Costs
	Difference
	Explanation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


�
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		FTE Comparison Worksheet

		MEO FTE				Actual FTE

		Number		Grade/step		Number		Grade/step		Explanation
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		Material and Supply Costs

		Item number		Estimate		Actual Costs		Difference		Explanation
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		Other Specifically Attributable Cost

		Other costs		Estimate		Actual Costs		Difference		Explanation
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		Comparison of PWS and Actual Workload, Quality and Timeliness Requirements

				PWS Workload		Actual Workload				PWS Quality		Actual Quality				PWS Timeliness		Actual Timeliness

		Description with units		Number required		Actual Number		Explanation		Allowable quality level		Actual value		Explanation		Allowable quality level		Actual Value		Explanation
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		Comparison of Personnel Estimate and Actual Costs

		Name of item		Estimate		Actual Costs		Difference		Explanation






