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Preparing the Report

Introduction
Part One of this manual identifies key areas and concepts essential to a successful PMR Program.  In addition to serving as a vehicle for sharing success and providing management consulting services, one of the primary purposes for instituting a PMR Program is to provide the HCA and procurement managers with an assessment of the overall condition of the contracting organization, through an evaluation encompassing such areas as (1) the integrity of the procurement process; (2) compliance with statutory requirements; (3) propriety of the business practices; and for a Level III review, (4) the effectiveness of the procurement program in helping the Agency meet its primary mission.  A Level III review will include an assessment of the progress the procurement organization has made in implementing corporate goals and initiatives.  The program also provides management consultant services to the activity under review upon request.  For example, during the PMR, the contracting office will be provided with on-the-spot staff assistance to resolve most deficiencies identified.  That assistance will be based upon the complexity of the issues.  When complex issues are encountered that require additional expertise over and above that of the PMR team, the Team Leader will coordinate with appropriate Headquarters staff to arrange the needed assistance.

Because of the on-site staff assistance, the PMR reports will not address small or inconsequential problems, but only the more significant findings.  The primary purpose of the report is to convey findings and recommendations to the HCA and procurement managers, which in the cumulative provide an overall assessment of the procurement organization.  It may also be used as a means to compare procurement organizations within the Agency and identify best practices.

A standard format serves as an outline for writing the report; and provides a basis for maintaining uniformity and consistency among reviews of various activities.  Exhibit B to this handbook provides an example of the way PMR reports should be structured.  Recognizing that each contracting office varies as to mission, organization, and methods of contracting, the format should not be construed as mandating an inflexible style in which the reports will be written.  The major headings in the report outline are broad enough to encompass the major topics normally dealt with during a review.  Subheadings in the outline can be altered to accommodate the actual mission.  

Responsibilities
The PMR Team Leader is responsible for preparing the report.  Each member is responsible for writing the findings and recommendations that fall within the assigned areas of the review.  The Team Leader will oversee and coordinate the preparation of findings and recommendations by the team members.  Should more than one team member be assigned the same review area(s), the Team Leader will designate one team member as the lead for that particular portion of the report.

Guidelines for Writing Findings

As stated above, Exhibit B provides an example of a report with the format for writing findings.  Team members will prepare findings on both commendable and deficient areas.  Keep in mind that the report will contain accurate and objective findings; meaningful and practical recommendations; and any other positive and/or negative observations made during the review and deemed appropriate for inclusion in the report by the team leader.  All findings should be written to clearly and concisely discuss the pertinent facts, including the regulatory requirement, frequency of the condition found, and potential adverse impact.  Findings along with recommendations should be discussed with appropriate employees at the activity.  In many cases, activity employees are very helpful in developing courses of action to correct deficiencies, i.e., recommendations.  One barometer of the effectiveness of the PMR, including the report, is how readily the activity accepts the validity of the findings and recommendations for corrective action.  

Format

While individual reports may differ in length depending upon the nature of the activity being reviewed, all reports should contain these four general components, i.e., Introduction, Executive Summary, Detailed Narrative, and Response Format.

The Introduction should briefly outline the purpose of the PMR, and lay the foundation for the report.  It should identify the organization being reviewed, when, and by whom.  The identity of the team members and their organizations should be indicated.  This section should also provide an overview of the mission, organizational structure, staffing, workload, internal controls, and the status of corrective action for the most recent PMR recommendations.  Appreciation for courtesies and assistance rendered by the staff of the reviewed activity, as well as any other acknowledgement deemed appropriate, should also be included here.  If a local exit briefing to upper-level management was given, indicate the date and attendees in this part of the report.

The Executive Summary is the next section of the report.  It is written for senior level management at both DLA Headquarters and the reviewed activity.  It should be comprehensive, yet concise, and include a synopsis of the mission, workload, significant findings and conclusions, as well as highlight commendable accomplishments.  The intent is for senior management to quickly obtain an overall picture of the procurement operation without having to read the details of the entire report.  The Executive Summary is the section of the report where credit is given to the activity for any notable actions taken for improvement.  The date for any planned follow-up review to examine subsequent corrective action should also be included in this section. 

The Detailed Narrative section of the report contains the findings and recommendations resulting from the review.  These should be grouped by category such as Procurement Integrity, Business Practices, Statutory Compliance, and Efficiency and Effectiveness.

The final section of the report, the Response Format, provides the reviewed activity with a standardized format for responding to the findings and recommendations.  Exhibit B includes the format for preparing the response to the report.

Management Milestones

J-33’s goal is to have a management plan for correcting deficiencies for each PMR report six weeks from its publication date.  In order to accomplish this, the activity must concur with the finding and make a commitment to correct each finding.  Once an activity commits to correcting each finding in a manner acceptable to J-33, the management plan will be accepted and forwarded to J-335 for monitoring.

J-337 will monitor milestones until all findings are closed.  Quarterly status reports will be provided for updating the PMR database.
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Issuing the Report

Introduction

The PMR Team Leader is responsible for ensuring that the PMR Report is prepared promptly.  Issuing the report timely enables the activity to initiate needed corrective actions expeditiously.  Further, the specific details associated with the findings are still fresh which facilitates resolution of any disagreements between the PMR team and the reviewed activity that were not resolved while the PMR team was on-site.

Coordination and Approvals

A formal coordination or interoffice notification, as appropriate, using the current DLA office procedures, will be accomplished for each PMR report.  As a minimum, coordination/notification will be obtained from J-33.

Management Milestones

The PMR Team Leader is responsible for milestone management of all aspects of the PMR process, including issuing and closing the PMR report (See Exhibit H).  As such, the Team Leader will be appointed as the Headquarters point of contact for discussions and guidance with the reviewed activity while closing the report.  The Team Leader is the only individual authorized to approve responses, extend suspenses associated with PMRs, or close the report.

Report Distribution

The Team Leader should coordinate the draft report of the PMR team’s findings, recommendations, and observations with the review participants, J-33 Division Chiefs, and other Headquarters staff within three weeks after the completion of the on-site review.  The final draft report should be coordinated with Headquarters activities external to J-33 as deemed appropriate; signed by J-33, and issued within six weeks after the completions of the on-site review.

Each report will be issued to the Commander of the activity reviewed with a courtesy copy provided to the Director of Contracting or other senior acquisition official at the activity.  The Commander will be asked to respond to each finding within 45 days from the date of the transmittal letter (Exhibit I).  Copies of the report will also be sent to Headquarters officials who need to know the results of the review.
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Closing Out the Report

Introduction

The PMR Team Leader is responsible for ensuring that each PMR report is closed timely.  The J-33 goal is to approve each management plan for closing findings six weeks after each report is issued.  However, this necessitates general agreement with all findings and recommendations for improvement by the reviewed activity’s managers.  Frequently this will not occur and adjustments of the acceptance date on the program management milestones will have to be made.  Each PMR report will be closed immediately after all findings have been corrected (Exhibit J).  The purpose of this chapter is to provide procedures for managing the close out function.

Follow-up Responsibilities  

The effectiveness of the PMR Program can be substantially increased by ensuring that all findings address areas that need to be improved; that the senior managers at the reviewed activity commit to an acceptable course of corrective action; and that J-337 monitors the entire PMR process.  The PMR Team Leader will accomplish this by using program milestones, such as those provided at Exhibit H.  Each PMR report will be issued with a suspense for the reviewed activity to respond to each finding and recommendation.  Before the report is closed, the PMR Team Leader will coordinate with the Chief of the Acquisition Programs Division (J-335) to facilitate follow-up actions.  J-335 will provide quarterly status reports to the PMR Team Leader on post-review visits to the activity, progress evaluations, and reports of actions taken to implement recommendations until all corrective action is fully implemented.

Responses to Findings and Recommendations 

The reviewed activity is required to respond to each PMR finding by concurring or nonconcurring with the finding and recommendation.  They are also required to discuss the specific action to be taken and the proposed completion date for each finding and recommendation.  Any non-concurrence must be fully justified.

Format for Responses 

Responses consist of two parts and will be prepared in the format shown at Exhibit B.  Part one includes the number of the finding and a statement of the recommendation.  Part two contains the activity’s response which will include an indication of concurrence or non-concurrence plus a statement of corrective action taken to include estimated completion dates, or rationale for non-concurrence if applicable.  The PMR Team Leader must accept the rationale for non-concurrence or resolve unacceptable issues before the report can be closed.

Management Milestones

The PMR Program Manager, who usually serves as the PMR Team Leader for each review, will prepare management milestones, such as those at Exhibit H, to assist with completing the myriad tasks associated with planning, conducting, reporting, and closing multiple PMRs during each fiscal year.  The milestones will also serve as a source of information for J-33 to determine the status of each PMR on the annual schedule.  The suspense dates for each action will be established by the PMR Program Manager based upon the annual schedule of all reviews and other work assignments.

Handling Requests for Extensions

Activity action officers frequently request extensions to the suspenses assigned by the PMR Program Manager for responses to PMR reports.  All requests for extensions of suspenses should be routed to the PMR Program Manager for action.  Reasonable requests for extensions may be granted by the PMR Program Manager and annotated on the milestones chart.  Requests that do not appear justified will be staffed within J-33 and a decision rendered.

Automated Tracking System for Findings

An automated PMR findings database enables the PMR Program Manager to provide senior managers and field contracting offices with trend analysis across Agency contracting offices, as well as information related to the responsiveness of activities in closing out findings and reports.
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