
HOW TO COMPLETE ISR CHECKLIST TEMPLATE

HEADER





Product
Insert the name of the product here.

Current as of:
Insert the date of the baselined ISR checklist or the most recent status review.

Version:
Insert the applicable version of the baselined ISR checklist.  




COLUMN HEADINGS 





No.
A unique number that identifies each question by its applicable section.

Question
The question that must be considered for product applicability 

Subject Matter Expert
The recommended office to be contacted to provide expertise and additional information about the question’s intent.  

AMS Phase
The appropriate AMS phase(s) when the question should be addressed.

A
Investment Analysis

B
Solution Implementation – Planning

C
Solution Implementation – Obtaining

D
Solution Implementation – Deploying

E
In-Service Management 




Response
Mark the appropriate response.  

Yes
A “yes” response indicates that the question is applicable to the product and has been accomplished.  

No
A “no” response indicates that the question is applicable to the product but has not been accomplished.

N/A
A “N/A” response indicates that the question is not applicable to the product; provide rationale under Remarks column. 




Point of Contact
Insert the name and office of the individual who provided the response to the question.




Issue
If response to question is “No,” input is required.  Describe the issue(s).




Action Plan
If response to question is “No,” input is required.  Describe the action(s) needed and the criteria to be met to resolve the issue.  




Action Office
Insert the name and office of the individual who is assigned to complete the action.  




Due Date
Insert the date for completing action plan.




Status
Indicate whether the action is open or closed.   Insert “O” for open action; insert “C” for closed action.  




Remarks
Record information to clarify/explain response to question, issue(s), action plan(s), due date, and status.  

Record the progress of completing action(s).
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