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The purpose of this checklist is to provide a comprehensive list of activities that may need to be completed before, during, and after the site orientation visit.  Keep in mind that this visit offers several members of the Privatization Support Contractor (PSC) team their first opportunity to meet the other members of the Project Development Team (PDT) and to personally walk through the existing housing areas to be privatized.  <Note for generic checklist:  As a generic checklist based on pilot Military Housing Privatization Initiative (MHPI)  projects, some items may need to be added, deleted, or modified to meet the needs of the specific project.  Therefore, feel free to customize this checklist and share “lessons learned” with the other housing privatization staff.  Additional copies of this checklist may be downloaded from the AFCEE/DCP share drive at V:\DCP\Generics\Initial Site Orientation Visit.>

Activities to be completed before the site orientation visit are as follows:

· Coordinate with the base POC to provide the PSC team project-related information at least 10 workdays in advance of the visit (e.g., Preliminary Proforma, Preliminary Economic Analysis, Draft RFP with all appendices, housing occupancy data, housing waiting list information, utilities and other infrastructure cost data, and Project Management Plan [PMP])

· Determine the visit duration (Will depend on project magnitude and complexity.  Typically scheduled for 1.5 days with the first day starting at 1 p.m.)

· Email/call the PDT members to solicit their availability for the entire visit duration (Suggest using single points-of-contact at the base, MAJCOM, and PSC for coordination.)

· Request that the base POC reserve a meeting location for the entire visit duration and that the meeting location has sufficient seating and an overhead projection system with a direct hookup for laptop/PC presentations (e.g., Base Civil Engineer conference room)

· Schedule the briefing for base leadership and the site orientation visit at least 10 work days in advance (Note: The briefing for base leadership should be scheduled for the afternoon/morning prior to the site orientation visit.)

· Confirm with the base POC that a photocopier will be accessible for the entire visit duration (i.e., for any on-the-spot photocopy requests)

· Provide the PSC team one or two suggestions for hotel accommodations if on-base billeting is not available

· Suggest that the PSC team bring along a digital camera to take pictures during the housing tour

· Suggest to the PDT members that they bring along at least 20 business cards to exchange during introductions

· Prepare the meeting agenda and briefing slides incorporating the activities to be completed during the site orientation visit (For a sample meeting agenda and base leadership briefing, see the AFCEE/DCP share drive at V:\DCP\Generics\Initial Site Orientation Visit.  Note that several of the background briefing slides will be copied from the base leadership briefing.)

· Along with the meeting agenda, email the PDT members the driving directions, building street addresses, and phone numbers for on-base billeting and meeting location from the local airport (suggest using Yahoo MapQuest or equivalent)

· Request that the base POC reserve 1–2 vans with sufficient seating capacity for the PDT members to participate in the housing tour

· Determine the best location for the PDT members to gather for an on-base lunch break/discussion during the site visit (may have to rely on the base POC for a suggested location)

· Prepare a sign-in sheet identifying the attendees by name, organization, title, email, phone and fax numbers, and mailing address (For a sample sign-in sheet, see the AFCEE/DCP share drive at V:\DCP\Generics\Initial Site Orientation Visit.) 

· Provide the PSC team a sample After-Actions Report (For a sample After-Actions Report, see the AFCEE/DCP share drive at V:\DCP\Generics\Initial Site Orientation Visit.)

Activities to be completed during the site orientation visit are as follows:

· Arrive 30–45 minutes early to the meeting location to configure seating and the overhead projection system, ensure the meeting location is still available for the visit duration, and make any last minute photocopies of handouts

· AFCEE PM should start the meeting then allow the Base Civil Engineer (BCE) to offer welcoming remarks

· Facilitate introductions and ask attendees to address their housing privatization experience and responsibilities on this project

· Distribute the sign-in sheet and exchange business cards

· Distribute copies of the sign-in sheet immediately following introductions

· Provide handouts with agenda and discussion topics

· Present material on housing, legal, utilities, environmental, etc.

· Walk through a variety of existing units that will be privatized

· Drive through any other areas on base that may relate to or potentially affect/impact the privatization project

· Drive off-base to visit local market housing area conditions

· Regroup after the housing tour to discuss general impressions or initial observations

Activities to be completed after the site orientation visit are as follows:

· Thank the base POC for arranging the logistics of the visit

· Ensure that the PSC provides an After-Actions Report documenting the results of the Site Orientation Visit within 10 work days following the site visit

· Resolve all action items within the time allotted for each task (typically within 15 work days)

· Provide the PSC team a generic checklist for the industry forum (For a sample checklist, see the AFCEE/DCP share drive at V:\DCP\Generics\Industry Forum.)

References:

1. SOW for Technical Assistance PSC Services

2. PMP

3. Notional MHPI Project Schedule for FY02+ with PSC

4. Notional MHPI Project Schedule with PSC

5. Meeting notes for the Kirtland AFB and Patrick AFB Site Orientation Visit
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