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FOREWARD

RGII Technologies, Inc. (RGII) is an established wholly owned subsidiary of Computer Horizons Corporation; a large publicly traded high technology firm, headquartered in Annapolis, MD.  Established in 1990, our mission is to provide world-class Information Technology, Program Management, Engineering and Technical services support.  RGII was founded on the principle that providing quality service to its customers is essential for Company growth.  RGII purchased Automated Information Management, Incorporated (AIM) on April 1, 2004.  AIM's corporate charter is to provide the full spectrum of high quality ADP, Engineering, and Logistic Services, including support throughout the entire system life cycle, from the acquisition / development phase through post-deployment.  AIM is an authorized Value-Added Reseller (VAR).  In this capacity, AIM offers computers, peripherals, and software to both government and commercial clients.

The RGII Team is committed to solving our client’s requirements by delivering cost effective solutions of strategic value to our customers while sustaining a challenging and rewarding work environment for our greatest asset, our employees.  RGII has been eminently successful in adhering to this principle and has therefore grown progressively since its incorporation.

RGII managers ensure that best client partnership practices are implemented and that state of the art techniques, methodologies, and technologies with risks being identified, assessed, monitored, and tracked.  The RGII Project Management Manual defines project management processes and procedures that our managers employ which are compliant with the Project Management Institute PMI® Project Management Body of Knowledge, PMBOK® Guide.

This manual provides a standard reference for all employees of RGII on the conduct of Task Order type contracts.  Project Leaders, Program Managers, Directors, and Vice Presidents should find this manual especially useful.

____________________________________________

Kathryn B. Freeland, MBA

Chairwoman and Chief Executive Officer

____________________________________________

Greg Freeland

President
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1 INTRODUCTION

1.1 Purpose

This manual’s primary purpose is to provide guidance to Project Leaders (PLs) on Initiating, Planning, Executing, Controlling, and Closing Task Orders compliant with the Project Management Institute PMI® Project Management Body of Knowledge, PMBOK® Guide.  The manual also provides ready reference on RGII project management policy to Program Managers (PMs), and Directors.  Newer employees will find that the manual will help prepare them for advancement to the position of Project Leader.

1.2 What is a Project?

A project is a temporary endeavor undertaken to achieve a particular aim and to which project management can be applied, regardless of the project’s size, budget, or timeline.

1.3 What is Project Management?

Project management is the application of knowledge, skills, tools, and techniques to a broad range of activities in order to meet the requirements of a particular project.  Project management is comprised of five processes as well as nine associated knowledge areas.

Five Processes include:
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Nine knowledge areas directly related to project management center on management expertise in project:

	· Integration
	· Human Resources

	· Scope
	· Communications

	· Time
	· Risk Management

	· Cost
	· Procurement

	· Quality
	


The Project Team, under the direction of the PL accomplishes project work that typically involves:

· Completing project demands for: scope, time, cost, risk, and quality

· Stakeholders (ie, project manager, customer, performing organization, sponsor, project team members, etc.) with differing needs and expectations

· Identified requirements

The figure on the following page provides an overview of the relationship of the elements of project management to the five project management process groups in the boxes across the top and nine project management knowledge factors down the left side.
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Figure 1‑1 Relationship of Project Management Elements and Process Groups

The generally accepted knowledge and practices described in the RGII Project Management Manual are provided as a guide to the RGII Project Team.  Most Task Orders require that the RGII project team provide management, engineering, technical, or information technology services.  Project teams usually include fifteen or fewer persons on a regular basis, and the deliverable products typically include technical reports, presentations, acquisition documentation, and technical documentation.  

Proper establishment and management of a Task Order in accordance with RGII policies helps minimize the risk associated with a project and ensures that the quality of all deliverable products will encourage follow-on business with the customer.  RGII’ organizational approach to the management of projects allows for progressive elaboration, (worked out with care and detail) to the projects as required throughout the life cycle of the project.  Success depends upon doing the best job at the lowest practical cost.  The PL is instrumental to ensuring our success.  The Project Team is always responsible and accountable for responding to the requirements of the Task Order.

RGII’s project management process shown in the following figure is based upon the elements of project management relative to the five project management process groups and the nine project management knowledge factors.  
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Figure 1‑2 RGII Project Management Process

1.4 Organization

RGII has been organized to facilitate management of projects on a Task Order basis.  As the division grows, the organization must remain flexible enough to allow cross-pollination of ideas, and the sharing of expertise.  The Project Team organization, headed by a PL, allows the crossing of project lines in assembling the proper assets to efficiently deliver top quality services and products.  Support services including personnel administration, security assistance, and corporate contract administration are provided by staff support outside of the project team group.  

The figure below shows RGII organization for project management.
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Figure 1‑3 RGII Organization For Project Management

1.4.1 Responsibility and Authority

1.4.1.1 The Project Leader (PL)

The Project Leaders are the persons who lead Project Teams comprised of engineers, technicians, analysts, computer programmers/specialists, and other support personnel, in the execution of a Task Order.  A member of the staff can only be assigned as PL for a Task Order after receiving the proper orientation, on-the-job training, and the written certification from their Vice President.  The PLs are assigned as recommended by Program Managers based upon requisite technical expertise, experience, and ability to direct the Task Order tasks.  The PLs report directly to the Program Manager on all Task Order matters, and receive direction from the Program Manager.

The PLs are entrusted with the authority to apply project management knowledge factors as they may apply to the project management processes.  The PLs give management and technical direction to Project Team personnel and control Task Order resources throughout the period of performance of the project.  They endorse travel requests and requests to incur other direct costs on their Task Order funds, and forward them to the Program Manager.  The PLs review and verify time sheets for their Task Order; verify account name, hours applied, contract/job number, task number, labor category and department number; records hours for future comparison with accounting records; and forwards time sheets to the cognizant Program Manager.

The PLs are responsible for ensuring that the Task Order is executed within budget, and on schedule.  Upon receipt of the Task Order Contract the PL establishes the task order file and develops the cost accounting file that outlines personnel, labor, travel, material and ODCs.  The cost accounting file contains the staffing plan that will be integrated into the Task Order Project Plan and the Establishment Memorandum (TOEM).  The PLs then prepare Task Order Project Plans at the start of the Task Order and forward them to the Program Manager and Director for review.  The Task Order Project Plan details the resources required to accomplish the work and provides a plan for the contract task order following the RGII Project Management Process.  The Task Order Project Plan must allocate sufficient time and labor for the final technical and editorial review of all deliverables.

Following the development of the Task Order Project Plan, the PL develops the TOEM.  The TOEM alerts corporate accounting that a task order is in place and the corporate accounting file needs to be established for the contract.  The TOEM is maintained by the PL and distributed to each member of the project team.  The TOEM is to be kept in the time sheet folders as contains reference information for completing time sheet account name, Project/Job number, Task Number, Organization Number, and Labor Category.  TOEMs contain a staffing plan matrix that outlines the initial hours allowed for each person to charge by month throughout the period of performance of the contract.  TOEMs establish the direct link between project team personnel labor categories and available hours and the corporate contract file for invoicing.  As the task order PoP progresses the PL compares actual hours used for each team member against what was planned.  The PL is ensures that hours are expended as planned to avoid cost under or over runs.  The TOEM also contains the contract statement of work for ready reference.  

A summary of all time charged to a Task Order is available to the PLs at the end of each pay period.  The PLs are responsible for 1) ensuring that all labor hours and direct charges to the Task Order are legitimate and correct; 2) preparing and presenting Task Order Reviews that detail the progress of the Task Order; 3) for the initial quality of all deliverables.

The PLs and the Project Team constantly work together to ensure that only products which are technically sound, accurate, properly formatted, and of the highest quality are entered into the final review stage conducted by the Program Manager, and Director.  If priority conflicts occur, it is the PL’s responsibility to attempt to resolve them.  Any conflicts that cannot be resolved are referred to the cognizant Program Manager.

1.4.1.2 The Program Manager (PM)

The PMs are experienced individuals, chosen by the Directors and VPs to fulfill the requirements of the PM labor category of a contract.  PMs serve as a liaison between the commercial contractor and the U.S. Government officials with respect to contract technical and administrative matters, management decisions, and problems.  Plans and develops methods and procedures for implementing program, directs and coordinates program activities, and exercises control over personnel responsible for specific functions or phases of program.  PMs supervise the activities of the contract PLs and the Project Teams.  They monitor, control, and provide technical assistance to their PLs; review and direct the daily activities of the PLs; and provide first level quality control of contract deliverables.  They ensure the PLs are accurately managing their task orders in terms of cost, schedule and performance.

The PMs assist the PLs with personnel leadership and management.  They provide guidance and motivation when required, direct temporary exchanges of personnel during workload fluctuations, and transition staff during major workload changes.  The PMs directly supervise the PLs and appraise their performance.  They review and endorse the Task Order Plans and TOEMs under their cognizance, as well as monitor the performance of staff working on their contract, and generate the first draft of the employee annual performance appraisals utilizing input from the PL. 

The PMs are responsible for: reviewing and forwarding Task Order Plans and TOEMs to the Directors; endorsing and forwarding Task Order expenditures to the Directors; and reviewing and forwarding deliverables to the required reviewing person depending upon the deliverable.

1.4.1.3 The Director

The Directors are experienced professionals who are chosen to supervise and coordinate the administrative operations with the PMs.  The Directors take direction from the Vice Presidents.  The Directors coordinate the efforts of the PMs performing on Task Orders under their cognizance by promoting teamwork and avoiding duplication of effort.  They review all Task Order Plans for their divisions and forward them to the Vice President for review and the Accounting Manager for corporate records.  They monitor the performance of contracts in their Division by scheduling and conducting Task Order Reviews.  Directors monitor costs by evaluating, endorsing, and forwarding travel and other direct costs requisitions to the VP.  The Director reviews and, as necessary, revises selected deliverables and forwards them to the VPs, if required, for final review and approval.  The Director assists the VP with the development of the Business Operations and Business Development Presentations, which are presented at regular corporate meetings.

1.4.1.4 The Vice President (VP)

The primary thrusts of the Vice President position is to promote and provide corporate-wide quality control on contract deliverables; and provide technical and administrative insight into existing, follow-on, and new business.  The VP monitors the resolution of customer reported quality problems, and promotes continuing improvements in the RGII Technologies, Inc. Quality System.  The VP reviews and approves selected deliverables as necessary.  The VP reports to their respective Senior Vice President of Operations (SVPO) and is responsible for all management and new business development activities, financial performance of the applicable division, increasing client satisfaction and enhancing project management effectiveness and efficiency.

1.4.1.5 Chief Executive Officer (CEO) and the President

They are the owners of RGII Technologies, Inc. and have executive responsibilities and authority.  In addition to managing the company and directing business development to support stable and prosperous growth, the CEO and President provide vision, guidance, framework, and policy for RGII Technologies, Inc.

1.4.1.6 Chief Financial Officer (CFO)

The Chief Financial Officer (CFO) reports directly to the Chief Executive Officer.  The CFO is responsible for the formulation, oversight, and implementation of Financial, Contractual, and Accounting goals, initiatives, policies and procedures as established for the company by the Board of Directors, CEO and President.  The CFO ensures the short and long term financial, contractual, and accounting goals are achieved.  Goals and initiatives involve strategic planning and accountability for all fiscal and managerial results, company-wide analysis, monthly quarterly and annual financial reporting, budget formulation, preparation and execution, internal

controls and systems for payroll, cash disbursements and receipts.

1.4.1.7 Vice President of Corporate Administration

The Director of Administration reports directly to the Chief Executive Officer.  The Vice President of Corporate Administration is responsible for all matters affecting human resource affairs within the organization.  The Vice President of Corporate Administration is responsible for the professional planning, organizing, developing, and directing the strategic management of the Human Resources program.

1.4.1.8 Vice President Finance and Contracts Administration

The Vice President Finance and Contracts Administration reports directly to the Chief Financial Officer (CFO).  The Vice President Finance and Contracts Administration is responsible for supervising the daily accounting operations including: indirect rates, government contracts, government billings, collections, labor distribution, general ledger, time sheets, payroll and other ad-hoc reporting and analysis.  Manages daily accounting functions including special ad-hoc reports and analysis.  Maintains accounting practices to ensure accurate and reliable data necessary for business operations. Supervises professional and/or clerical accounting employees.  The Vice President Finance and Contracts Administration is also responsible for but not limited to the following activities:

· Establishing and maintaining the corporate Contract Task Order files,

· Maintaining the Deliverables Database,

· Maintaining contact with customer contracting offices,

· Assisting the PLs in establishing the task order plans and establishment memos,

· Offering assistance in accessing computer databases including the following dialog:

· National Technical Information Systems

· Defense Technical Information Center

2 PROJECT LEADER

2.1 Description

The Project Leader (PL) is the person chosen to lead a team of engineers, engineering technicians, information specialists, and analysts in the execution of a Task Order.  The PL is recommended to the VP by the PM and/or Director based upon requisite technical expertise, experience, and ability to direct all Task Order tasks.  The PL reports directly to the PM on all Task Order tasks and matters.  The PL receives all contract and Task Order related direction from the PM.

2.2 Qualifications

PL’s are selected by matching the needs of a specific project with capabilities and experience of individuals.  A good PL necessarily possesses:

· Technical competence in Task Order matters.

· Initiative and proper work ethic.

· Ability to organize the Task Order.

· Ability to interface with the customer on a technical level.

· Ability to understand the customer’s needs and to develop the proper solutions to problems.

· Ability to manage project personnel and to work effectively with support personnel.

· Ability to accomplish project work on time, within budget, and at a high quality level.

· Ability to communicate project status to RGII management

2.3 Responsibilities

The PL is entrusted with the authority to control all Task Order resources throughout the course of the project.  The responsibilities that accompany this authority are described in the following subsections.

Technical Direction.  The PL must control all Task Order work, and must give technical direction to project personnel.  The PL must constantly keep abreast of all Task Order issues.  If technical assistance beyond the Task Order team’s capabilities is needed, the PL must immediately communicate the need for assistance to the PM.

Resource Planning and Control.  The PL must ensure that the Task Order is executed within budget and on time.  The PL must, therefore, determine the skills, equipment, software, number of personnel, and corporate support service required to satisfactorily complete the Task Order.  The resources required shall be stated in the Task Order Plan prepared at the start of the Task Order.  All employee labor is recorded on the RGII time sheet.  A summary of all time charged to a Task Order is provided to the PL at the end of each pay period.  All purchases or direct travel requests must be endorsed by the PL.  The PL is responsible for ensuring that all labor hours and direct charges to the Task Order are legitimate and correct.  

Customer Interface.  The PL is the primary Point of Contact with the customer.  The PL must constantly check with the customer to ensure that all legitimate customer needs are satisfied.

Quality Control/Assurance.  The PL is responsible for the timeliness and quality of all deliverables.  The Task Order Plan must allocate sufficient time and labor for the final technical and editorial review of all deliverables.  The final review of a deliverable is not intended to be the only place where the quality of a deliverable is ensured.  The PL and the Project Team must constantly work together to create products that are technically sound, accurate, and of the highest quality.

2.4 Relationship With The Customer

RGII has always been proud of the fact that its personnel have been immediately available to solve customer problems when they arise.  As RGII continues to grow, we must constantly keep in mind that frequent meaningful communication with the customer is essential to meeting the customer’s expectations.  The PL’s responsibility for frequent personal interface with the customer cannot be delegated to other project personnel.  A good customer relationship is essential for the following reasons.

· Statements of Work seldom convey the customer’s total needs.

· Emerging problems don’t become crises if the customer has been kept informed of Task Order progress.

· Changing customer requirements can be accommodated if they are communicated in time.

· Follow-on work can only be obtained from a satisfied customer who is convinced of the contractor’s ability to meet customer’s expectations.

· Good relations give the PL the opportunity to learn of other business opportunities.

We are hired as experts, and we therefore must provide solutions that meet the customer’s requirements.  At times the PL must make unwelcome recommendations.  Good customer relations help ensure that difficult situations can be treated in a professional and business-like manner; and that unbiased, technically correct decisions can be reached.  In the long run, our customers are best served by accurate logical analyses and good counsel.  An essential element of good customer relationship is adequate preparation for all reviews and meetings.  A poorly planned or technically inadequate meeting quickly undermines the customer’s confidence in our abilities.

2.5 Performance Assessment

Many factors affect the success or failure of a project.  The PL’s primary responsibility is to control these factors.  A PL’s performance is evaluated by considering the following.

· Whether all contractual requirements met?

· Is the project completed within the budget?

· Is the project completed on time?

· Is the customer satisfied?

· Is follow-on business obtained?

In addition to the above “macro” level performance criteria, certain “micro” level criteria are also considered.

· Do all deliverables meet Company standards for technical soundness?

· Do all deliverables meet Company standards for quality?

· Are all project problems detected and solved in an orderly manner?

· Is Task Order Planning and budgeting timely and effective?

· Does the PL effectively manage and motivate all project personnel?

· Does the project work result in a RGII unique product that can be marketed further?

The macro- and micro-level criteria, as well as the PL’s technical abilities and contributions comprise the basis for the PL’s annual appraisal.

3 PROJECT MANAGEMENT PROCEDURES

This section describes the RGII project management procedures, and the sequence of events in the process from Task Order concept development through Task Order closeout.  The PL is responsible for ensuring that these requirements are met and that the Task Order flows smoothly from start to completion.  A funded Task Order is usually preceded by a technical and/or cost proposal to the customer in response to an Invitation to Tender (ITT), a Request for Proposal (RFP) or a Request for Quote (RFQ).  The figure below is a generic representation of the process and time require to respond to an RFQ/RFP through contract award (source selection).
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Figure 3‑1 Generic Proposal/Quote Timeline (From Solicitation Issue to Contract Award)

3.1 Proposal Activities

A proposal is a Company proprietary document prepared to describe to a potential customer the technical approach and the resources that we will use to accomplish the stated work objectives.  Every proposal is assigned a proposal number by CFO, who authorizes expenditure of maximum amount of labor and funds in pursuit of a specific contract.  RGII proposals are developed in accordance with the RGII proposal development process as directed by the RGII Business Development Team.

Proposals Are Everyone’s Business

Consider your proposal as your first deliverable

A proposal is a reflection on your company’s ability

to provide a technically sound and

quality product in the format & structure

that the company was instructed to provide it in

accordance with instructions provided in the solicitation
3.1.1 Contract Review

The contract Task Order or modification is normally sent to the RGII CFO or Accounting Manager at RGII Corporate.  Following their initial review, the CFO or Accounting Manager will forward the contract Task Order or a modification to the PL/PM associated with the work specified.  The PL/PM will conduct a review of the document to confirm RGII’s obligations to the customer and RGII’s capability to perform the specified work.  This is accomplished through an internal assessment of the scope of the task order contract to ensure that the requirements are defined, documented, and understood.

Reviewers assess whether there are any problems with the SOW/PWS, such as the list of deliverables or the required delivery dates, annotate the routing sheet accordingly, and forward the package to the next reviewer.  Comments from reviewers may be obtained by the most convenient and effective method to minimize review time.  Differences between the contract specifications and the requirements stated in the solicitation will be documented and shall be resolved through meetings, conversations or correspondence with the customer.

Upon completion of the review and resolution of any comments, the contract is accepted by the VP or SVPO as recommended by the PL/PM and approved by the CFO or CEO.  When the contract is signed and excepted by the authorized customer and RGII representatives it becomes an official contractually binding document.  Contract review forms are quality records and are maintained as part of the PL’s Task Order File.  The RGII project management process advances to the project initiating process group.

3.2 Project Initiating

Upon receiving notification of task order contract award the RGII PL and project team will be assigned and immediately assembled.  The PL will report directly to the Division PM.  RGII believes that the PL position is key the success of the contract throughout the period of performance and that it is absolutely imperative that the right individual is selected for that position.

3.2.1 Contract Award

The official formal task order contract will be provided to the PL as the “charter” to initiate the project and management of it.  The task order contract should contain the Statement of Work (SOW) or Performance Work Statement (PWS) and CDRLs, a list of GFI/GFE/GFM, if any, to be provided for task order performance, the technical point of contact for the order, the task order beginning and end date, and the not-to-exceed task order cost.  If required, specific COR approval for the use of subcontractor/consultant, and substitute personnel would be included with the task order.  The RGII VP, PL, and PM and staff accountant will review the contract in its entirety.  Depending on the terms and conditions of the RGII task order contract the project “Kick-Off” meeting is usually held within five (5) business days after the date of award.  The PL contacts the customer to confirm time and date of the project “Kick-Off” meeting.  Additionally the draft Project Plan is to be submitted at the project “Kick-Off” meeting.  The PL will then pre-position the project team for project planning.

3.2.2 Initiate Cost Accounting System

The RGII PL establishes a Task Order Establishment Memorandum (TOEM), sample TOEM is provided in Appendix A and collaborates with the RGII Director, Accounting and Contracts Administration to finalize it.  The purpose of the TOEM is to notify personnel of the existence of the new task order.  The memorandum provides key project personnel, staffing plan matrix outlining project team personnel, labor categories, labor category codes for contract accounting, and planned hours allotted by month for the task order.  The RGII Director, Accounting and Contracts Administration approves the labor codes associated with each labor category and assigns the task order number that is RGII’s basis for task order accounting.  The memorandum also contains the task order SOW/PWS identifies the level of effort and period of performance for the new effort and is placed in the time sheet folders of project team personnel for daily reference and time sheet audits.  The PL finalizes the TOEM and submits it to the PM or VP for final approval.  The TOEM confirms with the CFO and RGII Director, Accounting and Contracts Administration as to the new effort and to establish cost accounting within DELTEK Costpoint® for the new task order.  TOEMs are also maintained in the PLs task order file as well as the corporate contract file, and is a quality record.

3.3 Project Planning

3.3.1 Project Plan Development

The first major function performed by the PL after task order establishment is completion of the Task Order Project Plan, sample Project Plan is provided in Appendix B.  The effort expended in formalizing the plan will prove to be instrumental to the success of the Task Order.  The Task Order Project Plan documents the detailed methodology that is planned for satisfying the requirements of the Task Order.  Major contract tasks are broken down into subtasks and the planning for quality assurance of all deliverables is done at this time.  In addition, all formal and informal deliverables are entered into the RGII Deliverables Database as a matter of conforming to task order performance requirements metrics.

3.3.2 Scope Statement

The RGII Project Team will provide support services and products required as defined by contract.  The scope statement provides a documented basis for making future project decisions and for conforming or developing a common understanding of project scope among the stakeholders.  As the project progresses, the scope statement may need to be revised or refined to reflect changes as approved by the COR/COTR to the scope of the task order.  The scope statement should include, either directly or by reference to other documents:

· Project Justification

· The business need that the project was undertaken to address

· Project’s Product

· A brief summary of the product description

· Project Deliverables

· List of sub-products whose delivery marks project completion

Project Objectives

· Quantifiable criteria that must be met in order for the project to be successful.  Project objectives must at least include cost, schedule, and quality measures.

3.3.3 Scope Definition and Time Management Planning Schedule

The scope definition and time management planning schedule, sample provided in Appendix C outlines the specific tasks, subtasks and deliverables that the RGII project team will be working and delivering in accordance with the SOW/PWS.  The RGII PL will be working with project team personnel to ensure that tasks are accomplished on time within budget.  The RGII PL will use this planning schedule though out the period of performance of the task order.  The schedule will be updated monthly and included in the Monthly Progress Report (MPR) that is submitted in accordance with direction outlined in the applicable Contract Deliverable Requirements List (CDRL).  The schedule will also be used as reference during progress meetings held between the RGII PL, TPOC, and the COR.

3.3.4 Minimum Performance Requirements

The Performance Requirement Summary (PRS) (sample) table below reflects the deliverables referenced to the SOW/PWS considered be most important for the successful performance of the task order.  These deliverable may vary depending on the requirements of the task order.  This includes the expected standards of performance and may describe planned reductions for not meeting those standards.  The client may establish a Quality Assurance Surveillance plan to monitor PRS items described in the table below.  The RGII PL will ensure the project team complies with the performance requirements set forth by the client in the SOW/PWS for each task order.

	PROGRAM, IT, TECHNICAL, AND FINANCIAL MANAGEMENT SUPPORT SERVICES

FOR THE DEPT of HOMELAND SECURITY

	Objectives
	Required Service
	Performance Standard
	Reductions

	1. Timely receipt of all documents
	Provide all documents on time (SOW/PWS 5.1.1, 5.1.2, 5.1.3, 5.2.4)
	100% on time delivery (unless Government causes delay)
	Based upon COR random sampling of Contractor work, if more than one inspection reveals material errors in separate samples, the results may be reflected in the contractor’s past performance evaluation for the task order.

	2. Accurate Project Account Information.
	Assist the Government in updating and maintaining auditable project accounts (SOW/PWS 5.2 ). 
	100% reconciliation (unless Government causes error(s)
	A X% reduction of the total task order value will be assessed if, at the end of the performance period, project financial databases and ledgers contain un-reconciled errors after final reconciliation.

	3. On-Time Monthly Reports (MPRs).
	The Contractor shall provide MPRs

(SOW/PWS 5.3.3)
	No report is delayed more than one business day (unless Government causes delay)
	A $XXX reduction will be assessed for each business day a report is overdue (as verified by the COR).  

	4. On-Time Congressional Quarterly Reports.
	The Contractor shall provide Congressional quarterly reports  (SOW/PWS 5.3.3)
	No report is delayed more than one business day (unless Government causes delay)
	A $XXX reduction will be assessed for each business day a report is overdue (as verified by the COR).  


3.3.5 Project Cost Plan

The Task Order cost plan graph provides the client with the financial overview of the project based upon funding of all tasking outlined in the SOW/PWS.  This graph represents the funding plan from the onset of the task order.  Deviations from planned spending will be depicted in MPR throughout the period of performance of the task order reflective of the amount invoiced.  The graph contained in the MPR will provide the client with the opportunity to quickly focus in on “how the task order is doing” in terms of funding planned versus funding expended over time.  Reasons and associated actions to be taken as a result of excessive deviations from what was initially planned will be described in the MPR.  This cost plan will be developed by the PL when the Task Order Cost File is developed.
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Figure 3‑2 RGII Task Order Cost Plan

Staff Planning and Acquisition

The PL will also develop a project staffing plan matrix based upon specific requirements of the task order and personnel with technical expertise to satisfy the requirements of the SOW/PWS over the period of performance of the task order.  The PL’s Staffing Plan Matrix for the task order can be seen below and will be addressed during the “Kick-Off’ review.  The finalized staffing plan will be incorporated into the Project Plan and the Task Order Establishment Memorandum.  RGII’s staffing plan outline graph/table provides labor category and hours allocation over the contract period of performance.  This staffing plan matrix will be developed by the PL when the Task Order Cost File is developed.
Table 3‑1 Staff Planning Matrix

[image: image9.wmf] 

 

REQUESTOR:

PHONE:

DEPARTMENT:

DATE:

DATE REQUIRED:

NAME OF PAYEE:

ADDRESS OF PAYEE:

Check one of the following boxes:

 (Account Number MUST be entered below)

Direct Contract Charge

Contract Name:

Indirect Charge

RGII ACCOUNT

NUMBER

PURPOSE/DESCRIPTION

AMOUNT

TOTAL CHECK AMOUNT

DISTRIBUTION:

 

Overnight Delivery

Regular Mail

Hold for Pick-up

Other

SIGNATURES/APPROVAL(S):

REQUESTOR:

Date:

PROJECT MANAGER(1):

Date:

DIVISION DIRECTOR:

Date:

CFO:

Date:

CHAIRMAN/CEO (2):

Date:

(1) - Project Manager approval required for all direct charge requests.

(2) - Chairman/CEO approval REQUIRED for all requests in excess of $5,000.

 

 


3.3.6 Quality Planning

RGII is dedicated to efficiently providing a quality services and deliverables.  The Management of the Company is focused on optimizing the performance of our highly talented professionals on task order Project Team.  Project team members will be unencumbered as they are committed to providing unparalleled quality support services and deliverables to their client under direction of the PL.  Proper management of a contract in accordance with company policies minimizes the risk associated with a project, and ensures that the high quality of services and deliverables will encourage follow-on business with the customer.  Company success depends upon doing the best job at the lowest practical cost.  Quality planning is an integral part of RGII task order project plans.  Our PLs and the leadership they provide are instrumental in ensuring our success.

The RGII Project Team will provide superior support services to the client.  Deliverables associated with tasking may include, but are not limited to program documentation, presentations, day-to-day spreadsheets, weekly, monthly, and quarterly reports to various internal and external points of contact.  The RGII PM will employ a number of established processes and procedures described later in this Project Management Manual to ensure deliverables and associated day-to-day support services are maintained at the highest standard of quality that include but are not limited to:

· Deliverables review process

· MPR Development Process

· Analyzing the quality of the work produced in accordance with the SOW/PWS

· Procedures and processes to ensure continuous operational improvement

· Internal Audits, Analysis, and Reporting

· Establishment and Maintenance of a Record-Keeping System

3.3.7 Staff Acquisition

The RGII Team has made a commitment to deliver individuals to meet the level of effort requirements in a timely manner.  Staffing plans identify project team personnel who possess the qualifications and experience that will meet, and in most cases, even exceed the requirements and expectations of the client for the project.  RGII believes that we consistently offer the client a very low risk, highly capable project team that looks forward to the opportunity of partnering with the USCG in supporting their mission.

RGII is fully responsible for knowing when project team members become unavailable.  If any project team member is unavailable to be assigned to the task order for a period of more than 15 days, RGII will notify the COR/TPOC and will provide the resume of another person of equivalent experience, skill, and security clearance.  This individual will have been interviewed, screened, work experience and clearances verified and initial job specific training completed before proposing as a replacement staff member.  RGII will not assign alternate personnel to contract task order work until we receive written notification of approval from the COR and Contracting Officer.
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RGII has extensive experience in recruiting staff members with specific managerial, technical, and administrative backgrounds.  Our Human Resources Department (Human Resource Manager, HM)  is responsible for identifying and referring qualified internal candidates for positions and for locating and screening external candidates.  RGII’s recruiting process is shown below.

Figure 3‑3 RGII Recruiting Process 

Recruiting Qualified Personnel:  As a dynamic and growing technical services firm of over 300 employees, RGII continually recruits within the marketplace for highly qualified professionals.  As such, RGII has established a personnel database that details the areas of expertise, education, and years of experience of current employees, as well as those of pre-screened candidates.  As we identify vacant position requirements existing or new contracts/task orders, or if replacements are later required, RGII will determine the availability of current employees by skill, education, and experience to support the effort.

3.3.8 Risk Management Planning

The intent of risk management is to establish a process that eliminates or mitigates associated project risks to the point where the project can be successfully completed within its cost, schedule and performance requirements.  Risk management planning is the process of determining how to approach and plan for project risk management activities.  Risk management considerations:

· Organizational risk management policies

· Organizational roles and responsibilities

· Stakeholder risk tolerances

· Planning/In-progress meetings

· Effective Planning (Project Plan)

· Effective monitoring (cost, schedule, performance)

· Effective communications (reporting and feedback)

Risk management addresses a measure of the probability of attaining a desirable outcome by performing a series of tasks or an individual task.  Further, risk management takes an active role in managing the identified risks by prioritizing them and implementing efforts required for early mitigation of risks.  The risk management process flow below provides a simplified overview of the process.  The underlying technology and processes are a result of work intended to reduce or eliminate adverse project(s) cost, schedule and/or performance consequences.  The idea is to proactively identify, characterize and undertake specific tasks to reduce the uncertainty of future outcomes.
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Figure 3‑4 Risk Management Process Flow

RGII management draws heavily from the techniques and processes of “Risk Management,” to characterize, understand and take actions to identify risk issues.  Steps are immediately taken to resolve or mitigate the impact of the define risk.  Risk Management is commonly referred to as management for “success.”  It is an organized, analytical, proactive process to identify what can go wrong and a series of actions to avert problems.

Risk Assessment. The Project Team will develop a methodology for conducting a thorough program/project risk assessment.  The team will conduct a risk assessment according to the methodology and provide documentation containing the assessed, prioritized risks.  The team will document potential and practical mitigation plans for each of the major risks uncovered during the risk assessment.

The team will utilize its established process of risk management to assess risk for each project.  The team will provide risk assessment for the project in the areas of identifying, collecting, and managing performance measures/metrics related to critical project areas and risk events, technical as well as financial functions.  With the aid of a risk database, our project team will proactively identify, characterize, and undertake specific tasks to reduce the uncertainty of future outcomes.  Our Project Leaders and analysts understand that probabilities used in risk management are developed as a measure of severity and a likelihood of occurrence factors.  Risk Assessment Templates as seen in the figure below aid in characterizing the impact and probability of occurrence of each incidence.  In addition, Risk assessment templates also provide guidance to the analyst and provide a degree of uniformity to the results of various risk analyses so that the Project Leader and Program Manager’s assessment remains consistent.  Efficiency and Timeliness associated with risk assessment is aided by the risk database.  Potential Problems and Proposed Solutions in the area of risk assessment occur when the entire organization is not able to participate in the identification process.
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Figure 3‑5 RGII Sample Risk Assessment Template

Risk probabilities used in risk management are developed as a measure of severity and probability of occurrence factors.  RGII would evaluate risks qualitatively as well as quantitatively.  RGII would identify the risk, derive the frequency of occurrence (probability) of each risk, determine the severity (consequence) of each risk, and then combine the probability and the consequence of the risk to arrive at a measure of risk.  Risk assessment templates as shown in the figure above provide guidance to the PLs and analyst to define the risk and subsequently seek action to resolve it or mitigate it’s impact to a manageable level.
Risk Mitigation. The Project Team will help and advise the client in planning and controlling projects through effective utilization of risk management disciplines.  Risk management profiles and mitigation strategies will be identified to ensure risks are controlled throughout the life cycle of the projects.  Established risks will be analyzed for variance continuously from baselines and performance measurement.

The project analysts will track and provide risk mitigation strategies for each project risk identified, characterized and assessed by the project team.  In addition to mitigation strategies, those risks that are assessed as high will have mitigation plans immediately developed for approval by the program manager and client TPOC.  Those technical and non-technical risks classified as medium will be further analyzed and a recommendation to deal with them on a case-by-case basis will be provided.  Our objective is to take the appropriate action at the right time in order to reduce or eliminate risk before it becomes a problem, causing serious or adverse cost, schedule, technical, supportability or user satisfaction impacts.  Our analysts are well trained to employ technology and processes to mitigate adverse program(s) or project(s) cost, schedule and/or performance consequences.  Our analysts will take an active role in managing the identified risks by prioritizing and identifying efforts required for early mitigation of risks.  The key to Efficiency and Timeliness associated with risk mitigation is to utilize the risk database and constantly update your assessments on a weekly to monthly basis depending on the risk characterization.  Potential Problems and Proposed Solutions in the area of risk mitigation are generated as a result of not following the process.  This can be easily resolved by being committed to executing the pre-approved risk mitigation plans on time as opposed to waiting an experiencing the consequences.

3.3.9 Procurement Management

RGII employs a formal procurement process to ensure that the products and services obtained that affect quality, meet the specifications required by the customer.  Acceptable suppliers are maintained on a list of approved vendors based on the quality of their products or services.  

3.3.9.1 Approved Vendors List

The Approved Vendors List contains sources that have been previously evaluated.  The PL will research vendor sources and develop an Approved Vendors List for the Project.  The Approved Vendors List consists of three parts:  A, premium suppliers; B, Second sources and provisional entries; C, unacceptable suppliers.  This list should be consulted prior to selecting a supplier.  Subcontractors, consultants, and vendors were placed on the original list based on recommendations from the RGII employees who had possibly used them in the past.  Additions to the list are made provisionally by sending a memorandum to the PL, PM, and Director, Accounting and Contracts Administration who will enter them into the B list.  Their provisional status is subsequently removed when their performance is later evaluated.

3.3.9.2 Ordering Goods and Services

The Purchase Requisition (PR) Form, sample provided in Appendix D is used to obtain goods and services.  This form may be obtained upon request from the Administrative Assistant.

Purchasing documents shall contain data clearly describing the product ordered including the following where applicable:

· The type, class, grade, or other precise identification

· The title or other positive identification, and applicable issues of specifications, drawings, process requirements, inspection instructions, and other relevant technical data, including requirements for approval or qualification of product, procedure, process equipment, and personnel

· The title, number, and issue of the quality-system standard to be applied

Supplies and services should be purchased at the lowest possible price consistent with obtaining quality products.  Purchases to be made with task order funds shall be reviewed for adequacy of the specified requirements by the PL, endorsed by the PM, Director, and VP when required.  The CFO must approve all PRs prior to the preparation of a Purchase Order (PO).  The CFO assigns a requisition number to the PR for tracking purposes.  Disapproved PRs are returned to the originator.  PR forms and detailed instructions for completing the form are available from the PL or through the RGII wesbsite, www.rg2.com, -employees only, -forms.  A PO is a legally binding document and will only be prepared in the Corporate Offices.  The only individuals authorized to sign Purchase Orders are the CFO, and Accounting Manager.  Three verbal quotes are required for purchase orders between $200 and $2,500, and source information is required to be attached to the PO.  POs in excess of $2,500 require three written quotes that will be attached to the PO.

After approval, a copy of PR is routed to the Accounting Manager for action.  The original of the PR is sent to the CFO for entry into Costpoint®, if required, and held in file pending receipt of the product.  The Accounting Manager maintains file copies with ordering information.  A copy of the PR is sent to the applicable PL for direct purchases made with task order funds.  For indirect purchases made with Company funds, the request is sent to the originator of the request.

3.3.9.3 Material Receipt Inspection

Material received at RGII shall be routed to the appropriate PL or the purchase originator as applicable.  The extent to which a receiving inspection will be performed by RGII on products that directly affect quality is included in the task order Project Plan.  For received goods that are found acceptable, a copy of the PR is so marked and is sent to the CFO to initiate payment.  PLs maintain a reproduced copy of the PR and the receipt inspection results in their task order files.

If the PL proposes to verify purchased product at the subcontractor’s premises, verification arrangements and the method of product release shall be specified in the purchasing documents.  Where specified in a contract, the customers or their representatives shall be afforded the right to verify that contracted products conform to specified requirements at the subcontractors premises and at RGII’s premises.  Such verification shall not be used by RGII as evidence of effective control of quality by the subcontractor.  Verification by the customer does not absolve RGII of the responsibility to provide acceptable products, nor shall it preclude subsequent rejection by the customer.

Received products that are deemed unacceptable should be appropriately labeled to identify the problem and preclude their unintended use.  Applicable inspection forms shall be completed and maintained.  Disposition of faulty parts shall be in accordance with the specific system’s logistics instructions.  Other faulty products shall be handled in accordance with the applicable task order Project Plan.  Unacceptable products that are bought with Company funds shall be handled as directed by the VPs.

3.3.9.4 Reimbursement

Reimbursements shall be made in accordance with policy and guidance provided in the RGII Technologies, Inc. Employee Handbook.  Each and every staff member is responsible for complying with the procedures of the Handbook.  Supervisors are responsible for understanding the contents of the manual and ensuring division wide compliance.  The Check Request Form is included in Appendix E.  Check Request forms and detailed instructions for completing the form are available from the PL or through the RGII wesbsite, www.rg2.com, -employees only, -forms.

3.4 Project Executing

3.4.1 Project Plan Execution

The PL and the project team will coordinate and direct the technical and organizational interfaces that have been planned for in the project.  Performance against the established project baseline will be continuously monitored so corrective actions can be taken based on actual performance.  In accomplishing the task order work, the PL is entrusted with the authority to ensure that work specified and all deliverables specified in the task order SOW/PWS are on schedule and within the task order funding limitations.  The PL will exercise management control of the project team financial analysts and will ensure that deliverables are subjected to RGII's quality control and assurance measures.  RGII fully understands that all services and deliverables prepared under the task order shall be in accordance with guidelines, directives, and standards specified in the task order SOW/PWS, and PRS as applicable.  RGII’s management control and reporting approach will assure full and complete compliance with the terms and conditions of the task order.

The Project Leader The VP of RGII ETS Division will approve and appoint a PL based on screening and validation of performance.  The PL is chosen based upon requisite technical expertise, experience, and ability to direct task order tasks.  As the manager of the task order and the project team, it is very important to understand the qualifications and responsibilities of the PL.  PLs are selected by matching the needs of a specific project with capabilities and experience of individuals.  A good PL necessarily possesses:

· Technical competence in task order matters

· Initiative and proper work ethic

· Ability to organize the task order

· Ability to interface with the customer on a technical and personal level

· Ability to understand the customer’s needs and to develop the proper solutions to 
problems

· Ability to manage project personnel and to work effectively with support personnel

· Ability to accomplish project work on time, within budget, and at a high quality level

The PL, in accordance with the PM, Director, or VP’s direction, is entrusted with the authority to manage and control all task order resources throughout the course of the project.  The responsibilities that accompany this authority are described as follows:

Technical Direction.  The PL must control all task order work, and must give technical direction to project personnel.  The PL must constantly keep abreast of all task order issues.  If technical assistance beyond the task order team’s capabilities is needed, the PL must immediately communicate the need for assistance to the PM, Director, or VP.

Resource Planning and Control.  The PL must ensure that the task order is executed within budget and on time.  The PL must, therefore, determine the skills, equipment, software, number of personnel, and corporate support service required to satisfactorily complete the task order.  The resources required shall be stated in the Project Plan prepared at the start of the task order.  All employee labor is recorded on the automated RGII time card.  A summary of all time charged to a task order is available to the PL at the end of each pay period.  All purchases or direct travel requests must be endorsed by the PL.  The PL is responsible for ensuring that all labor hours and direct charges to the task order are legitimate and correct.

Customer Interface.  The PL is the primary point of contact with the customer.  The PL must constantly check with the customer to ensure that all legitimate customer needs are satisfied.

Quality Control and Assurance.  The PL is entrusted with the authority for the timeliness and quality of all deliverables.  The PL must allocate sufficient time and labor for the final technical and editorial review of all deliverables.  The PL and the project team personnel work together to create deliverables.  Deliverables will be developed and inspected in accordance with the RGII Deliverable Inspection Process provided in the Project Plan to ensure that the deliverables are technically sound, accurate, and of the highest quality prior to submission.

Initial Task Order Coordination, (Kick-Off) Meeting.  An initial coordination meeting is usually conducted within 5 business days of task order initiation.  The objectives of the meeting are to introduce the project team to the COR/COTR, ACOTR, and client technical personnel, review the Project Plan, and set priorities and emphasize on SOW/PWS tasking to ensure that RGII’s goals and objectives are in line with the client’s goals and objectives.  This is done in order to establish and sustain peak operational performance.  The RGII PL and PM/Director will verify that there is a mutual understanding of the SOW/PWS, DD 1423, the schedule, and the availability of GFI/GFE/GFM with the client technical representatives.

Finalize and Issue Project Plan.  In conference, the PL, PM/Director, and possibly the division VP will finalize the Project Plan, incorporating the results of the previously described initial task order coordination meeting.  The Project Plan will be updated periodically by the PL to reflect the COR and TPOC technical direction and to ensure successful implementation of guidance to the RGII task order project team.  The funding plan graph and measurable tasks/milestones schedule will be finalized to reflect the contract and any slight variations required by client personnel.  Known cost, performance, and schedule risks will also be identified and documented.

Establish Task Order Contract File.  The RGII PL assists the RGII Director of Contracts Administration in preparing and maintaining the Task Order Contract File for the new task order.  At a minimum, the Task Order File shall include:

· Task Order/contract and modifications (original)

· Initial Task Order Coordination, (Kick-Off) Meeting information

· Cost accounting file (for development of TOEM & MPRs)

· Task Order Establishment Memorandum

· Task Order Project Plan

· Task Order/contract reviews

· Weekly Status Reports (as required)

· Monthly Status Reports

· Delivery Letters

· 75%/85% Expenditures Letters

· Contract/Task Order correspondence

· Task Order financial data, Contract/Task Order DELTEK Costpoint® File

· Invoices

· Financial correspondence

· Quality Issue Reports (QIR)

· Task Order Close-Out Memoradum

The Task Order Contract File is the primary source of reference material used by RGII during in-process reviews, internal quality audits, client quality audits, and DCAA rate and cost audits.  These file/records are quality records.

3.4.2 Project Team Development

The RGII project team will be dedicated to the client’s project.  Project team members will be accountable to the RGII PL for performance of the requirements outlined in the SOW/PWS.  Team member’s individual development in terms of technical and management skills will be enhanced throughout the period of performance of the task order.  RGII has established reward and recognition systems in place that promote or reinforce desired behavior.  Project team personnel performance will be evaluated throughout the course of the task order.

Accomplish Task Order Work.  The Project Team, under the guidance of the PL, is responsible for the proper and timely conduct of task order work in accordance with guidance, approach, and schedules documented in the Project Plan.  The PL is the day-to-day technical coordinator and evaluator of the work performed by Project Team members.  The PL will make recommendations to the PM/Director/VP for special recognition, extra training, and salary adjustments, as well as for the removal and replacement of Project Team members in the unlikely possibility that they are not achieving acceptable standards of work performance. 

Project Team Personnel Time Cards. Electronic timecards are used by each RGII employee to record the actual work hours spent performing against a applicable task order.  Each employee is required to fill in his or her timesheet at the end of each workday.  At the end of the accounting period the employee signs their sheet to attest to its accuracy.  The PL validates timesheet task order numbers, number of hours worked on task orders, that work was actually performed; and that vacation, sick leave, and other time off the job are accurately recorded.  To accomplish this, the PL relies both on direct supervision and on independent in-house floor audits, which are randomly conducted by the Director/VP.  The PL also verifies hours summation prior to submitting time sheets to the PM/Director for review.  The PM/Director also reviews the timesheets to ensure that they are properly completed, signed by the individual employees, and that the proper account numbers have been used.  The time sheets are then signed by the signature authority attesting to their accuracy and full compliance.  The PL will notify the VP that timesheets have been reviewed and ready for approval.  Following approval, time cards will be available for Accounting and Contracts Administration for processing.  The PL will receive draft invoices from the assigned RGII Corporate Senior Staff Accountant.  The draft invoices derived from the time sheet data will be analyzed by the PL to ensure they reflect work actually performed and is in accordance with our subcontracting agreement.  The PL will then alert the RGII Corporate Senior Staff Accountant of the status of the invoice.

Prepare and Distribute RGII Automated Cost/Manpower Reports The RGII automated accounting system, DELTEK Costpoint®, produces the standard management Cost Funds Status Reports once a month.  The RGII timesheets, after being signed by the signature authority, are provided to the assigned RGII Corporate Senior Staff Accountant where they are combined with subcontractor and consultant costs, if required, and any other direct costs incurred, to establish the cost incurred in that time period.

Develop and Deliver Monthly Project Report (MPR) The RGII PL will prepare MPRs for use by client that will summarize RGII’s specific accomplishments, performance achieved versus projected, explanation of costs incurred for the month, issues, recommendations, and plans and significant accomplishments for the month.  The report will contain sufficient detail for client managers to know the status of the project and the impact of accomplishments, spending patterns, issues, and future plans on the project and the client’s program.  A sample MPR is provided in Appendix F.  The MPRs shall also contain a financial summary that includes:

· Total Task Order Funded Amount

· Line Item Name; the following by Line Item

· Total Line Item Funding

· Total Line Item Expenditures

· Total Line Item Funding Remaining

· Total Task Order Funding Remaining

Conduct In-Progress Reviews The Project Plan provides provisions for both in-house project review meetings and formal client in-progress reviews.  Informal progress reviews will be held frequently (at least every 60 days) to assess status.  Primary topics to be addressed at formal reviews include: comparison of work accomplished with work planned; status of any quality deficiencies; adequacy, and stability of Project Team staff; and comparison of man-hours and funds expended with man-hours and funds planned to be expended based on work accomplished at the time of review.  RGII welcomes client personnel to attend any of their informal progress reviews.  Formal progress reviews may be waived only upon concurrence of the COR, and/or client’s technical personnel if work of a continuing nature is experiencing no difficulty.  A sample format for project reviews is provided in Appendix G.

Notify Client When 75%/85% Expended
The PL, working in conjunction with the RGII Staff Accountant, will provide written notification to the client Contracting Officer when 75% or 85% of the task order funds have been expended depending on the requirement specified in the task order.  This requirement is provided by a built-in utility of DELTEK Costpoint®, which automatically indicates this based on cost incurred data.  A sample 75%/85% Expenditure Letter is provided in Appendix H.
Task Order Completion.
Upon completion of the task order effort, RGII management will request a close out meeting with the COR and client technical personnel.  The purpose of this meeting will be to ensure that the requirements of the task order have been met to the satisfaction of the client, and to exchange thoughts relative to the need for additional efforts if appropriate.  The PL will develop a Task Order Close-Out Memorandum and issue it to the project team, RGII Staff Accountant, and RGII Director Contract and Administration Management to notify them that no more charges should be made to the task order and close out procedures should be initiated.  A sample Task Order Close-Out Memorandum is provided in Appendix I.
Task Order Administration will be the responsibility of PL and the RGII Senior Staff Accountant assigned.  The Senior Staff Accountant will work with the PL to develop the Cost Funds Status Report.  The PL will be responsible for reviewing Cost Funds Status Report for accuracy prior to submission.

Monthly Progress Reports

RGII’s MPR report provides detailed cost, schedule, and performance data each month.  In accordance with the SOW/PWS the RGII MPR will include a summary of all RGII work performed, including a breakdown of labor hours by labor category, all direct costs by line item, an assessment of technical progress, schedule status, any travel conducted and any RGII concerns or recommendations for the previous months period.  The development of MPR is a project team effort lead by the PL.  The reports shall contain sufficient detail for the client to know the status of the project and the impact of accomplishments, spending patterns, issues, and future plans on the project.  The RGII MPR will be submitted in accordance with the corresponding SOW/PWS CDRL.

Prepare Technical Section
At the close of each month, the PM will work with his project team staff to prepare the technical section of the MPR.  The report will include specific accomplishments and performance, and pay particular attention to the discussion of any problem areas encountered, and to proposed resolution of those problems mutually formulated with project team members.  The technical section of the report will be provided to the PM/Director for review and editing.

Prepare Financial Summary Section The RGII accounting system, DELTEK Costpoint®, will be used to develop all the data required for this section of the report.  RGII uses full time accounting, recording all hours worked, each day at the close of the day on our time cards.  Electronic time cards are reviewed by the PL, approved by the designated approval authority, and available to the RGII Staff Accountant and Director, Accounting and Contracts Administration for invoice processing.  Costs including travel, amterial, and ODCs will be reviewed by the PL prior to being entered into the DELTEK Costpoint® system.

Prepare Line Graph.  The PL will maintain and update the required cost expenditure line graphs using monthly labor and cost data.  The required graphs presents a comparison between planned use of resources and actual use of resources.  The line graph includes task order funded, planned, projected, expended and 75%/85% point lines.

Integrate Inputs.  The PL will integrate the updated line graphs with the Technical and Cost Sections and format the formal MPR.  The report is now available for internal review.

Program Manager/Director Review.  The PM/Director will review the MPR in its entirety.  The PM/Director will assess the adequacy of technical progress, the progress achieved relative to costs expended, the accuracy of cost data, the justification for all travel and ODCs, and the results of the line graph presentations.

Final Review, Approval and Distribution.  The MPR will be reviewed by the VP for review and approval prior to distribution.  The VP will be particularly interested in the assessment of work accomplished, potential problems, and proposed solution.  If they feel that it is appropriate, the VP will meet with the PL to more fully explore any problems, and to ensure that the proposed problem resolution is the most effective approach.  The approved MPR will be delivered with copies in accordance with the task order SOW/PWS.

Vouchers for Payment.  Invoices for payment of task order work will be prepared by the RGII Staff Accountant and submitted to the PL for review.  Once the invoice has been verified to be correct the RGII Staff Accountant will prepare the final invoice for signature and submit to the client address in accordance with the task order contract.

A separate invoice will be prepared for each task, using Standard form 1034, Public Voucher for Purchases and Services Other than Personal, and will cover all services rendered and costs incurred during the accounting period.  The Certificate of Performance (COP), uncompensated time (UT) report, and labor hour summary reports are produced from RGII's cost accounting system.

The RGII MPR process is shown on the following page.
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Figure 3‑6 RGII Monthly Project Report Process

Quality Assurance

RGII understands that task order quality encompasses more then the review of all deliverable products.  The quality of the services and products required by the task order begins with careful task order planning.  The PL ensures that the quality assurance language in the project plan is communicated to project personnel so that they can intelligently contribute to the project goals.  Only through this total commitment to quality can RGII ensure that our products and services will surpass the products of our competitors.  In order to ensure that all products meet the highest quality standards, deliverable control and review procedures have been established.  Deliverables must be reviewed by designated internal RGII personnel prior to official delivery to the customer.  Depending on the deliverable and the determination of the PL, deliverables are reviewed and approved by selected RGII personnel prior to delivery to the customer.  The Internal Report Review Routing Sheet, sample provided in Appendix J provides a means by which to document this process.  Day-to-day performance of services is evaluated and documented on survey forms and maintained as a matter of quality in the PM files.  Any unsatisfactory performance is addressed with the individual and remedial action is taken.  If unsatisfactory performance persists the person will be replaced.  This will be coordinated in accordance with customer approval.

3.5 Project Controlling

3.5.1 Integrated Change Control

The PL is entrusted with the authority for controlling the project.  The PL is an experienced individual, chosen by the VP to fulfill the requirements of the PL for the task order.  The PL is the person who will lead contract project team comprised of personnel to include but not limited to Information Technologists, analysts, acquisition specialists, and engineers for the execution of the task order.  The PL is assigned based upon requisite technical expertise, experience, and ability to direct contract tasks.  The PL will report directly to the PM/Director on all contract matters, and receive direction from the PM/Director.  The PL will supervise the activities of the task order project team personnel and liaison between the RGII and government officials with respect to contract technical and administrative matters, management decisions, and problems.  The PL ensures that the original defined project scope and integrated performance baseline are maintained by continuously managing changes to the baseline either by rejecting new changes or by approving new changes and incorporating them into the project to establish a new baseline.  The PL must ensure that changes to the project are within scope and that changes to the project relative to schedule, cost, staffing, risk, or quality may directly affect all the others.  If a change is determined to be viable the PL must ensure that the change (s) is agreed upon, determining when the change occurred, and managing changes as they occur.  The PL is responsible for the review and direction of day-to-day activities, first level quality control of contract support and deliverables, coordination of contract requirements, and technical interface with the client.  RGII believes that maximum coordination and communication between the client and RGII is important to obtain optimum performance and essential to meeting the customer's expectations.  RGII's PL will ensure that highly visible and active day-to-day communication is established and maintained with the RGII project team and client personnel.
The PL is accountable to RGII for controlling contract cost, schedule, performance, and quality.  RGII provides contract administration and management tools to assist the PL’s in exercising their responsibilities.  These tools are:

· A supportive management organization.

· An organized and documented Task Order structure.

· A highly automated and capable resource planning and tracking system.

· A structured quality control system.

One of the most important tasks undertaken by the PL is interpretation of the SOW/PWS.  Because of the changing nature of every program, the SOW/PWS cannot be considered an inflexible and absolute guide to what work must be performed.  The contract SOW/PWS, however, always is the final reference point if a disagreement arises between RGII and the client.  The SOW/PWS usually serves as the definition of the minimum acceptable level of performance.  The PL’s personal interface with the customer is essential to satisfying all requirements both technically and contractually.  The following rules always apply.

· The contract SOW/PWS must be followed.  All deliverables must be provided as scheduled.

· If the SOW/PWS is very general, all tasks performed should be documented in the MPR to the customer.

· If events dictate changes to the SOW/PWS, the VP and COTR must be notified.

· A “Kick-Off” meeting with the customer should be held to verify Task Order objectives and schedule.

· “In progress” reviews with the customer should address SOW/PWS issues

In summary, the PL must conform to the SOW/PWS, and should also meet the client’s expectations.  The customer and RGII management must be immediately notified if a deviation from the SOW/PWS is necessary.  Only the RGII CEO and CFO can conduct contract change negotiations with customer Contracting Officers.  Changes in the contract scope without RGII and customer approval can prove very costly from both a customer relationship and a financial standpoint.

3.5.2 Schedule Controls

The PL must constantly be aware of the specific tasks, subtasks and deliverables that the RGII project team will be accountable for throughout the period of performance of the task order.  The RGII PL will be working with project team personnel to ensure that tasks are accomplished on time within budget.  The schedule will be updated monthly and included in the MPR that is submitted to the COR.  The PL will constantly be confronted by problems that threaten the task order schedule.  Typical problems include, but are not limited to:

· Changes to contract scope

· Incomplete identification of technical risks

· Inadequate performance by project personnel

· Conflicting demands on the Company support staff

· Subcontractor performance

· Lack of sufficient data, or accomplishment of critical work outside of PL control

· Lack of required equipment/documentation

PL’s are selected because RGII believes in their ability to work around these problems.  Ingenuity, enthusiasm, and experience help solve these problems.  A PL’s ingenuity cannot be applied to solving a schedule problem if the PL doesn’t know that a schedule risk exists.  The initial task order project plan delineates the tasks and subtasks required to meet the schedule.  Only by constant comparison of actual progress to the plan can the PL identify unsatisfactory trends.  The Deliverables Database, sample provided in Appendix K assists the PL in schedule tracking.  The report shows deliverables due in the preceding thirty days and compares actual delivery date with the planned delivery date.  This report can be used for trend analysis.  The report also shows deliverables due in the next thirty days.  These schedules are maintained at the division level in order to maximize efficiency and quality control.  The PL will present any deviations from the established schedule to the COR/TPOC and determine the impact and action required to resolve the problem.  The schedule will also be used as reference during progress meetings held between the RGII PL and the client representatives.

3.5.3 Cost Controls and Accounting

RGII uses the Costpoint® cost accounting and cost proposal system.  This system stores information from the time of preliminary manpower planning through contract completion, ensuring that accurate cost budget and cost expenditure report information is available to the PL, PM Director, and VP via the RGII Staff Accountant on a biweekly basis.  The Costpoint® system relies on the accuracy of its data inputs.  These inputs originate from the formal cost proposal, the Manpower and Other Direct Cost (ODC) estimates, the Task Order Establishment Memorandum, the Task Order Project Plan, time cards, and expense reports.  All requests for expenditures charged to a task order must be recommended for approval by the PL.  Any approved expenditure greater than $100 shall be entered into the Costpoint® system as a funding commitment.  Approval from the PL is required for all direct charge requests against a task order.

3.5.4 Quality Control

The basic elements of project quality control, including quality control, auditing, reporting, quality processes, and record-keeping are standard at RGII.  The quality control processes described herein have been developed over the past ten years at RGII, and are well documented and fully implemented throughout RGII ETS Division contract support product lines.  The work that is required by this contract is a core business area for RGII, building on our extensive business and financial management, budgeting and accounting support services experience base.  

3.5.4.1 Internal Quality Control, Inspection, and Feedback System

RGII’s internal quality control, inspection, and feedback system facilitates internal and external monitoring and auditing in the areas of inspection of deliverables and customer satisfaction surveys.  The RGII PL will lead and manage the task order project team in accordance with established RGII documented policies and procedures in accordance with the RGII Quality Manual and The RGII Project Management Manual.  These documents provide documented policies and procedures by which the PL will manage the contracts in terms of cost, schedule, and performance.  Additionally, PMs initiate and coordinate project management internal quality control, inspection, and feedback to enhance the quality of services and products to the customer.  The development and delivery of a document in accordance with contract requirements is a team effort.  The primary responsibility for technical soundness of the report rests with the PL.  The PL must ensure that qualified personnel are assigned the responsibility authoring a document.  The PL must then manage the preparation of the report from outline to final production and inspection.  The inspection process and nominal time requirements for a report are shown in the figure below.
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Figure 3‑7 Deliverable Inspection Process

In order to ensure that the quality inspection of deliverables does not adversely impact schedule, the PL should plan five working days for inspection and editing of deliverables.  If the five-day requirement is not permissible, the PL must identify special review requirements in the Project Plan and at subsequent contract reviews.

3.5.4.2 Customer Feedback

In-Progress Reviews (IPRs) generally discuss the status of the same topics as the project management review modified as required to address additional areas that could possibly improve contract operational efficiency and organizational realignment, processes, or responsibilities on a case-by-case basis.  IPRs may also address cost, schedule, or performance issues or status related to the contract.  IPRs are normally conducted periodically as described in the contract or as required by the customer representative(s).  

Presentations and minutes associated with operations reviews are quality records and are maintained in the PL’s and corporate contract file.

3.5.5 Customer Satisfaction Surveys

RGII Technologies, Inc. values its reputation for being a world-class company with the staff expertise and knowledge to create practical, efficient, innovative technology solutions.  RGII is committed to developing and implementing effective performance measurements for the organization as a whole and for the customers we support.  It is through such measures that RGII will remain a high-performance organization.  Our performance measures are driven by RGII’s Seven Guiding Principles:

· Earn Our Clients Respect

· Partner with Our Customers

· Ensure Superior Performance

· Deliver Quality & Value

· Operate with Integrity

· Keep Costs Competitive

· Value Our Greatest Asset: Our Employees

Performance measurement, in simplest terms, is the comparison of actual levels of performance to pre-established target levels of performance.  Therefore, performance measures are derived from the establishment of goals and objectives as determined by management and/or customer organizations.  RGII’s goals and objectives are derived from its Strategic/Survival Plan.  RGII utilizes its performance measure information at all levels of management as quality record to provide a view of current, past and future levels of performance, drive continuous improvement, measure overall effectiveness, and chart the progress being made on organizational activities as well as customer-driven activities.  The results from the information collected are then shared with the applicable stakeholders, i.e., management, customers, and employees to affect the necessary actions required for improvement.  Such collection of data will not be a mere paper exercise, but will be used as a management tool to ensure an unsurpassed level of performance, to establish accountability for performance at all management levels, and to identify opportunities for re-engineering and reallocation of resources if and where required.

The performance measures RGII utilizes are both quantitative and qualitative in nature.  Quantitative data are numbers related and are considered easily measured, while qualitative data requires more analysis in order to interpret its meaning.  The voice of the customer drives RGII’s operations and charts the course for our future.  Since the voice of the customer is such an integral part of our organizational strategies and success, the company is therefore termed a “customer-driven” organization.  A “customer driven” organization is one that maintains a focus on the needs and expectations, both spoken and unspoken, of customers, both present and future, in the creation and/or improvement of the product or service being provided.  There are many areas of work in which performance can be measured, and for each work area there can be many performance measures.  Customer satisfaction, financial stability, internal controls, employee growth, contract performance, are just a few areas whereby the company’s performance can be measured.  The performance measures that we believe to be crucial, and not all-inclusive, to maintaining a high-performance reputation as well as to the continued success of RGII fall in three categories:  Management Performance, Technical Performance and Cost Performance.  The RGII Performance Survey Form (PSF), below is the means by which areas of performance are graded.  The PSFs are a matter of quality record and maintained in the ETS Division and PM’s contract file.  Feedback form the surveys is taken by the PM to pursue corrective action as applicable.  The areas determined to be a problem as identified in the PSF are documented in an RGII Quality Issue Report (QIR) shown following the PSF.

	RGII TECHNOLOGIES, INC PERFORMANCE SURVEY FORM

	(1) Outstanding – Exceeded requirements of the position/contract in a sustained and outstanding manner.

(2) Good  - Requirements of the position/contract fulfilled in accordance with statement of requirements.

(3) Satisfactory – Requirements of the position/contract mostly fulfilled but needs improvement in specific areas.

(4) Unsatisfactory – Requirements of the position/contract not fulfilled, remedial plan of action required.

	PERFORMANCE MEASURE
	RATING

	· Level of customer satisfaction
	

	· Understanding of customer mission & objectives
	

	· Management interaction/involvement w/customer (Director Level and Above)
	

	· Ability to offer added-value solutions (short-term/long-term)
	

	· Ability to resolve contract management problems in a timely manner
	

	· Ability to practice risk management
	

	· Ability to communicate effectively 
	

	· Responsiveness to customer concerns & issues
	

	· Timeliness of Deliverables
	

	· Quality of Deliverables
	

	· Technical Capabilities to perform requirement
	

	· Proactiveness in recommending new technologies and technology sharing
	

	· Ability to respond to escalated customer requirements
	

	· Ability to partner with customer to achieve stated mission and objectives
	

	· Observed level of employee satisfaction
	

	· Quality of staff assigned to project/program
	

	· Ability to staff open positions with qualified staff in a timely manner
	

	· Cost control/attainment ability
	

	· Ability to maximize direct productive labor hours
	

	· Ability to provide cost savings recommendations
	

	· Timeliness and accuracy of invoices
	

	Additional Comments:

	Note: For any unsatisfactory rating, please explain:

	RGII Person’s Name:

Signature:

	Customer Name/Title:                                              Agency:

	Customer Signature:                                                 Date:


Figure 3‑8 RGII Technologies, Inc. Performance Survey Form

The RGII Quality Issue Report (QIR) Form is depicted below.

	RGII QUALITY ISSUE REPORT (QIR) FORM

	QIR #
	Assign Date:

	Submitted By:
	Receive Date:

	Title:
	Completion Date:

	Subcontractor (if Applicable):
	Time Elapsed to Complete:

	Description of Problem:

Cost:

Schedule:

Performance:

	Affect on Contract/Project:

Cost:

Schedule:

Performance:

	Root Cause:



	Immediate Action and Responsibility:



	Corrective Action Plan and Responsibility:



	Action(s) Taken to Prevent Reoccurrence and Responsibility:



	SIGNATURES/INITIALS & DATE

	Project Manager:



	Division Director:



	Division VP:



	QA/QC Manager:




Figure 3‑9 RGII Quality Issue Report (QIR) Form

3.5.6 RGII Policy and Procedures for Issue Resolution

RGII Technologies believes that the best way to address problems/issues that effect the quality of program support services to implement issue resolution policy and procedures process that provides a means by which to identify, document, and resolve problems/issues.

Our issue resolution policy and procedures methodologies, which are part of our quality assurance program, are designed as a continuing problem anticipation process so that corrective action can be taken/implemented before problems affect the project's progress.  This issue resolution process ensures that timely, appropriate corrective actions will be completed for the customer and recorded as part of the quality account history.

Issues are defined as reported instances of management, technical, or administrative non-conformance with project objectives, including faulty technical support and/or deliverables, substandard performance or behavior of project personnel, or faulty allocation of resources that have not been addressed or resolved successfully by project personnel.  These problems may be reported directly to the RGII PL, PM, Director or Division VP.  Normally, problems are initially recorded on the first level as a Quality Issue Report (QIR) by the PL, but may be initiated at any level in the organization.  The RGII Division Vice President will discuss the issue with the Division Director and PM to determine if adequate and timely information is available from the customer and RGII to resolve the problem satisfactorily.  If required as determined by the Division VP, the RGII QC/QA Manager will also meet with the project staff and the customer, when necessary, to collect information for appropriate corrective action and to communicate corporate standards.

Accordingly, the PL, PM and Division Director/VP track project problems, along with the QC/QA Manager, from the beginning.  If RGII Technologies’ PL reports timely problem resolution he will contact the QC/QA Manager will verify that corrective actions have been taken that satisfy the customer performance standards and contact customer management for feedback and closer to the issue.

All high priority problem action items and all problems that fail to be resolved within seven days are escalated to the RGII corporate level for additional analysis and recommendations.  Using the original QIR to document further action, the PL and/or the QC/QA Manager will confer with any involved party, including the customer technical point of contact and/or Contracting Officer or COR, to collect additional relevant information for problem resolution.

At this second level, the PL and QC/QA Manager records additional corrective action, and a new target date for problem resolution is developed.  The PL verifies mutual understanding and commitment.  Once the reported problem is resolved, the Vice President or QC/QA Manager will verify successful corrective action by consulting with the customer management and by documenting action on the QIR.

The PL will also be responsible for verifying that appropriate controls are added to the RGII Project Plan to avoid similar future problems.  These controls are the main components of our proposed approach for issue resolution of problems encountered for our clients.

RGII Technologies may include reviewing workflow procedures and processes and developing ways to identify and foresee issues or problems should it become necessary.  This includes conducting and analyzing random samplings of data to measure and track deviations from accepted norms and instituting periodic internal reviews and corporate reviews to ensure that technical standards are being met.  Workflow documentation serves as input in developing additional comprehensive ways for anticipating technical problems and issues.

When an administrative problem is encountered that cannot be resolved, the RGII PM will interface directly with our corporate administrative managers in Human Resources, Finance, and Contracts to resolve the problem.  If there is escalation of a problem, the Program Manager will have direct access to the Division VP, Chief Operating Officer, or Chief Executive Officer for quick and effective resolution.  RGII’s Issue Resolution Process is shown below.
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Figure 3‑10 RGII’s Issue Resolution Process

3.5.6.1 Internal Audits, Analysis, and Reporting

Quality audit and assessment reports are reviewed and quality meetings are held by RGII Division management to ensure the continuing suitability and effectiveness of products in satisfying the requirements of the RGII’s quality policy and objectives.  Internal audits of the RGII project management and quality system are conducted at least semi-annually to ensure its continuing suitability and effectiveness in satisfying the requirements of the corporate policy and objectives.  The RGII Quality Assurance Manager and the VP will review the results of these internal audits reports and develop a plan for revising the quality systems as required.

Management reviews of contracts are conducted during in-progress reviews and quarterly contract performance reviews.  The quorum for this review is PLs, PMs, Directors, and VPs.  The CEO, SVPO and Quality Assurance Manager may attend.  Problems identified in accordance with the Project Management Manual and Quality Control Manual are documented in a Quality Issue Record corrected as soon as possible through updates to the respective documentation.  This report is a quality record that will be maintained in the Corporate Quality File for three years after which time it may be destroyed.

RGII’s internal quality control, inspection, and feedback system facilitates internal and external monitoring and auditing in the areas of Project Management Reporting, Operations Reviews, and Customer Satisfaction Surveys.  The RGII PL will lead and manage the task order project team in accordance with established RGII documented policies and procedures contained in the Project Plan.  This document provides documented policies and procedures by which the PL will manage the task order in terms of cost, schedule, and performance.  Additionally, PLs initiate and coordinate project management reporting, operations reviews, and customer satisfaction surveys.

3.5.6.2 Project Management Reporting

Project management reviews are normally scheduled as recommend by the PL as coordinated with the PM/Director and Division VP.  PLs may be required to present a project management review by the RGII SVPO or CEO in order to obtain the status of a contract.  Project management reviews provide the PL with the opportunity to formally report the status of, and discuss all aspects of the contract with division management without any interruptions.  PLs will report the status of cost, schedule, performance, personnel, resources, and quality assurance requirements relative to the contract.  PLs have the opportunity to share contract concerns with personnel who have a vast amount of experience in project management and are fertile ground for the exchange of ideas.  The quorum for project management reviews is the PL, PM, the Director, and Division Vice President.  Feedback form the reviews is taken by the PL to pursue corrective action as applicable.

Presentations and minutes associated with project management reviews are quality records and are maintained in the PL’s and corporate contract file.

3.5.6.3 In-Progress Reviews

As previously discussed in paragraph 3.5.4.2 IPRs provide the means for project management reporting to address additional areas that could possibly improve contract operational efficiency such and organizational realignment, processes, or responsibilities on a case-by-case basis.  In-Progress may also address cost, schedule, or performance issues or status related to the contract.  

3.5.6.4 Procedures and Processes to Ensure Continuous Operational Improvement

RGII has implemented comprehensive project management processes and procedures including those addressed in this Project Plan and MPRs coupled with Project Management Reviews provide the means to accommodate feedback, and issue resolution to ensure continuous improvement in operations.  Particularly in the areas of cost effectiveness, control, and data integrity RGII, Inc. utilizes the DELTEK Costpoint® accounting system.  Costpoint® is a fully integrated, enterprise solution developed specifically for leading sophisticated project-based businesses.  It offers market-leading functionality in project and financial accounting, people administration, materials management and premium industry reporting tools.  Additionally, Costpoint® functions as a project financial system, which enables RGII to record, bill, collect, and report costs and revenue at any level of a work breakdown structure (WBS).  It tracks the true costs and revenue associated with the performance of any project or activity, in part or in whole.  It allows for the automatic generation of customer billings for all projects and customers and allows for the distribution of unprecedented financial information to financial and project managers.  Costpoint® is designed with maximum flexibility to allow RGII to provide dynamic business solutions to adapt to client’s changing needs.

DELTEK accounting systems, including Costpoint®, are utilized as standard software for the conduct of public and private sector project cost accounting, as well as financial accounting.  In fact, this accounting system is widely recognized as the defacto standard for entities operating in a government contract environment.  As noted above, Costpoint® provides project and corporate management and clients with multiple levels of cost budgeting, accumulation, and reporting and sufficient flexibility to track costs by and within multiple-tasks (work segments).  The system is designed to meet, and does meet, all of the requirements of Federal Acquisition Regulations (FAR) and Cost Accounting Standards (CAS).  Additionally, DELTEK accounting systems have received continuous approval from the Defense Contract Audit Agency (DCAA).  Costpoint® provides a means for management of budgets at all levels and provides for the management and tracking of individual projects/tasks through accumulation of job costs and the generation of various project management reports.

3.5.6.5 Record-Keeping System

RGII’s approach to record-keeping is straight forward.  From contract inception through contract close-out, RGII maintains a record-keeping system that maintains and displays inspection, quality history, corrective actions taken, and follow-up actions necessary to maintain quality control of the contract.  Upon contract award the PL, RGII Staff Accountant, and RGII Director of Accounting and Contracts Administration establish the contract files at contract inception.  The DELTEK Costpoint® system maintains a complete history of contract man-hour and cost expenditures as managed by the RGII Director of Accounting and Contracts Administration.  All files maintained by the PL must be arranged so that they are readily accessible in the case of his/her absence.  Computer-generated work is maintained in a contract file with the PL and a corresponding file at the RGII Corporate Accounting and Contracts Administration Office.  Additionally, the PL establishes and maintains his/her contract files at their designated project site.  The following paragraphs outline the files/records maintained by the RGII Staff Accountant, Director of Accounting and Contracts Administration, and PL for each Contract/Task Order.  This system/approach defines how RGII will establish, monitor, and maintain quality control of the work they produce from the corporate and project management perspectives.

3.5.7 Accounting and Contracts Administration Files/Records

· Contract and contract mods

· Initial Task Order Coordination, (Kick-Off) Meeting information

· Task Order Establishment Memorandum

· Project Plan

· Task Order/contract and modifications (original).

· Task Order/contract reviews

· Weekly Status Reports

· Monthly Status Reports

· Delivery Letters.

· 75%/85% Expenditures Letters

· Contract/Task Order correspondence.

· Task Order financial data, Contract/Task Order DELTEK Costpoint® File.

· Invoices

· Payment record

· Financial correspondence

· Quality Issue Reports (QIR)

These file/records are quality records

3.5.8 Project Leader Files/Records

For active Task Orders, the PL shall maintain a file of quality records that contain the following items as applicable.

· Contract and contract mods

· Initial Task Order Coordination, (Kick-Off) Meeting information

· Task Order Establishment Memorandum

· Project Plan

· Monthly Status Reports

· Delivery Letters.

· 75%/85% Expenditures Letters

· Contract/Task Order Kick-Off Review Reports

· Contract/Task Order Progress Review Reports

· Completed Internal Report Review Routing Sheets

· Completed External Report Review Routing Sheets

· Purchased product receipt inspection procedure and results

· Memorandums documenting urgent release of un-inspected purchased products

· Maintenance and calibration files of inspection, measuring and test equipment

· Procedures and results of in-process and final inspections and tests

· Reports on nonconforming products

· Receipt for return of customer supplied products

· Project team personnel training status

· Quality Issue Reports (QIR)

RGII’s file/record keeping system maintains and displays inspection, quality history, corrective actions taken, and follow-up actions necessary to maintain quality control of the contract.  This system is further stimulated by the development of comprehensive Project MPRs.  The MPRs provide a record of quality history, problems encountered, corrective actions taken and follow-up actions necessary to maintain quality control of the contract.  In addition to problems encountered, corrective actions taken and follow-up actions necessary being documented in the MPRs, a Quality Issue Report (QIR) is also generated and processed in accordance with the RGII Issue Resolution Process described earlier in the Project Plan.  MPRs contain at a minimum the following information.

· Authorized contract/task order period of performance

· Cumulative dollars authorized and funded

· Modification status of basic contract/task order

· Government furnished equipment inventory

· Active task order monthly accounting and funding status

· Major task order accomplishments

· Task/ scope definition and time management planning schedule (status update)

· Potential problems/preventive actions

· Problems encountered

· Corrective action Taken

· Future opportunities

· Summary/feedback

3.5.9 Risk Monitoring and Control

Risk monitoring and control is an ongoing process for the life of the project.  As the project matures, new risks may appear and anticipated risks may disappear.  The PL will keep track of identified risks, monitor residual risks and identifying new risks.  Project risks are normally associated with cost, schedule, or performance.  The PL will ensure that risks are documented as appropriate in the MPR and communicated effectively with the client throughout the period of performance of the task order.  RGII understands that good risk monitoring and control practices and processes provide information that assists with making effective decisions in advance of the risk’s occurring.  Communication to project stakeholders is required periodically to assess the acceptability of the level of risk on the project.  The PL will determine the impact of the risk and take appropriate action to resolve the cause of the risk or mitigate it’s impact on the project.  Risk control may involve choosing alternative strategies, implementing a contingency plan, taking corrective action, or re-planning the project.

3.6 Project Closing

3.6.1 Administrative Closure

Upon completion of the task order effort, RGII management will request a close out meeting with the client COR and technical personnel.  The purpose of this meeting will be to ensure that the requirements of the task order have been met to the satisfaction of the client, and to exchange thoughts relative to the need for additional efforts if appropriate.  The PL will develop a Task Order Close-Out Memorandum and issue it to the project team and RGII Director Contract and Administration Management to notify them that no more charges should be made to the task order and close out procedures should be initiated.  The Task Order Close-Out Memorandum describes that:

· Notice has been distributed to all personnel to stop time sheet charging to the task order, which ended on “Date”.

· Copies of all contractual documents (quotes, contracts modifications, etc.), deliverable items as required, correspondence, and diskette copies of or original reports and computer source code as required have been filed in the corporate Task Order File.

· Computer files have been archived and will not be deleted from the Corporate computer systems until we have completed the DCAA audit for this year (probably in one-two years).

· Disposition of any classified material.

· Return of customer furnished product.

· Filing of patent and other administrative reports.

· Storage of project quality files.

· Correspondence requesting any transfer of material/data to follow on Task Order.

· Final billings.

3.6.2 Contract Closeout

Actual contract closeout will be administered by the RGII Director, accounting & Contracts Administration.  Final closeout will occur after DCAA audit.

DESIGN CONTROL

3.7 General Design Control Information

This section defines the procedures to be followed when RGII performs design efforts.  The objective of these procedures is to affect the appropriate level of management to control the design process, verify the design product, and ultimately to produce a final design that meets the customer’s requirements.

3.8 Design and Development Planning

The design and development planning process is documented in the preparation of a Design Plan.  The PL is responsible for assigning a Design Team Leader whom will produce the Design Plan.  The Design Plan shall document all aspects of the design effort needed to ensure that the final product meets the customer requirements.  Specifically, the Design Plan shall define the design requirements, the design process, the required funding resources, the required personnel resources, change control practices, and information about how design verification and design validation are controlled.  The Design Plan and any revisions shall be reviewed and approved using the Report Review Process contained in the RGII Document Management Manual.

The Design Plan, sample provided in Appendix L, shall address each of the design concerns presented in the following subsections.  The Design Plan is a quality record and is maintained in the PL Task Order File.

3.9 Organizational and Technical Interfaces

In preparing the Design Plan, the Design Team Leader is responsible for the identification of the tasks to be performed in the design effort and the associated skills needed to accomplish each task.  Personnel with the appropriate skills shall be identified to perform each task, and their organizational relationship within the design team defined.  The Design Team Leader shall define organizational and technical interfaces between different groups that input into the design process.  The make up and information transferred between these groups shall be documented, transmitted and reviewed regularly by the Design Team Leader.

3.10 Design Input

The design input requirements are documented in the design input section of the Design Plan.  Customers typically provide their design inputs in the contract statement of work.  If the customer does not provide documented design input requirements or specifications, the PL shall establish and document them through meetings with the customer.  In addition, the PL shall incorporate statutory and regulatory requirements, as applicable to the design.

A preliminary design meeting shall be held with the customer with the objective of resolving any ambiguous, incomplete or conflicting design input requirements.  Persons required to attend the preliminary design review meeting include the customer, the PL, the Design Team Leader, and the customer representative authorized to approve changes to the design requirements.  The identity of the customer representatives authorized to modify or clarify the design requirements should be established and documented in the Design Plan.  The results of this preliminary design meeting shall be included in the design input section of the Design Plan.  The design input shall take into consideration and include any changes due to contract review activity.

3.11 Design Output

The output of the design process is a final design and associated documentation that meet the design input requirements.  The design output must support evaluation of each design input and acceptance criteria.  In addition, the plan shall identify any critical safety or functional characteristics of the product to the customer.

3.12 Design Review

The progress of the design is monitored during intermediate verification and final validation design reviews.  The Design Team Leader identifies the members of the Design Verification Team and the Design Validation Team in the Design Plan.  These teams should consist of personnel competent for the design task and should include people who are independent of those having direct responsibility for the design.  Representatives of all functions concerned with the design stage being reviewed as well as other specialists, as necessary, should participate in the design reviews.  At a minimum, the PL and Design Team Leader shall be present at a design review.  At a minimum, the PL, the Design Team Leader, PM, and Division Director shall be present at the design validation review.

3.13 Design Verification

At the appropriate stage of design, the design may be verified by comparing the design performance with the established acceptance criteria, as presented in the design input section of the Design Plan.  Verification of the acceptance criteria can be accomplished by performing alternative calculations, conducting demonstrations and tests, comparing the new design with an available similar proven design, and by reviewing design documents before release.  The results of efforts such as trade studies, risk analyses, testing, and lessons learned are reviewed by the Verification Team as the design matures.  These reviews shall be documented in Design Verification memorandum reviewed by the PM and Director and approved by the VP and retained in the PL’s Task Order File.

3.14 Design Validation

Design validation is performed to ensure that the product meets customer requirements.  Validation is normally performed on the final product after it has been verified under defined operating conditions.  The Design Validation Team is identified in the Design Plan, and must include the PL, the Design Team Leader, the Program Manager and the Director.  Successful design validation represents the completion of the design effort.  This review shall be documented in a Design Validation Memorandum and retained in the PL’s Task Order File.
3.15 Design Changes

The preliminary design is presented to the Design Verification Team for review and approval.  Once the initial design is approved, subsequent changes shall be documented and submitted to the Team by memorandum.  The Team endorses the change memorandum with approval or rejection of the proposed changes.  The individuals authorized to approve changes shall be identified in the Design Plan.  All approved changes shall be documented in a revised Design Plan.  Proposed changes to a validated design will normally be addressed under a new design effort.

4 SUBCONTRACTING


Initial Selection.  Subcontractors, consultants, and vendors are chosen on the basis of their ability to meet subcontract requirements including the quality system and any quality assurance requirements.  The type and extent of control exercised by RGII over subcontractors is dependent upon the type of product, the impact of the subcontractors product on the final product quality and, where applicable, on the quality audit reports or quality records of their previously demonstrated capability and performance.  The subcontractor control requirements are documented by the PL in the Task Order Design Plan. 


A PL who requires a subcontractor/consultant provides sufficient information to the RGII Director Contract and Administration Management and CFO so that a SOW/PWS and a contract/agreement may be prepared.  The PL and PM submit the SOW/PWS, the contract/agreement and a Purchase Authorization Request for review by the Director and the VP, and approval by the SVPO.


Evaluation.  The CFO shall attach a Subcontractor Assessment Memorandum to incoming subcontractor invoices.  This memorandum is used by the PL to assess the subcontractor’s performance and is routed to the PM, Director, and VP.  They review the memorandum and make a judgment to maintain the subcontractor on the Approved Vendors List in the A or B categories, or recommend that the subcontractor be moved to the C category.  Memorandums are forwarded to the CFO for invoicing to the customer.  The completed memorandums are quality records and are maintained in the corporate quality file for a period of four years after which time they may be removed and destroyed.

5 TRAVEL REQUIREMENTS

5.1 Authorization

The Travel Request Form is used to obtain authorization for direct travel, and all overhead travel with the exception of interoffice trips (e.g., Annapolis to Patuxent River).  The form is also used to coordinate the required visit requests and to obtain reservation and tickets from the travel service.  The traveler provides itinerary and estimated cost information.  Travel to be paid with Task Order funds is recommended by the PL and approved by the PM and Director.  The CEO/CFO must approve overhead travel with the exception of interoffice trips.  For travel requiring visit requests, the form shall be sent to the FSO for action.  The Administrative assistant shall coordinate travel arrangements with the travel service.  The form is sent to the Staff accountant and Director, Accounting and Contracts Administration who enters the estimated travel cost in Costpoint® as an obligation for travel related to Task Order.  The Staff accountant and Director, Accounting and Contracts Administration maintain the form in a suspense file pending return of the traveler.  Travel Request forms and detailed instructions for completing the form are available from the PL or through the RGII wesbsite, www.rg2.com, -employees only, -forms.

5.2 Expense Report

The Corporate Expense Report form shall be completed in accordance with The RGII Technologies, Inc. Employee Handbook.  The form is used to document the travel costs incurred and to obtain reimbursement for all travel (local, distant, direct and overhead).  The traveler submits this form with all required receipts and transportation ticket stubs.  Submission should not be delayed while awaiting rental car or credit card invoices.  Corporate Expense Report forms and detailed instructions for completing the form are available from the PL or through the RGII wesbsite, www.rg2.com, -employees only, -forms.
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Appendix A Task Order Establishment Memorandum

TASK ORDER ESTABLISHMENT MEMORANDUM
AIRCRAFT TEST AND EVALUATION FACILITY SUPPORT

1 August 2002

From: 
Name, Project Leader/Program Manager

To:
Name, RGII Director, Accounting and Contracts Administration (Corporate Contract File)

Via:
Name, Director RGII Name Division Aviation Programs and Name, VP RGII E&TS
CC:
Personnel assigned to contract (Contract #) (Place Memo in Time Sheet Folders)
Subj:
ASSIGNMENT OF TASK ORDER NUMBER: (Contract #)

Title:
(Title of Work – Program Office Code – Location) 

1. Description of Work:  (See attached Statement of Work)

2. Customer Data:

	Contracting Officer's Representative (COR) PMA-260
	Alternate Contracting Officer's Representative (ACOR)

	Organization

Address

Atten: Name/Code

Ph# (301)-757-xxxx, Fax (301) 757-xxxx

Email: 
	Organization

Address

Atten: Name/Code

Ph# (301)-757-xxxx, Fax (301) 757-xxxx

Email:

	PCO

Name and Address
	Contract Specialist

Name and Address

	Organization

Address

Atten: Name/Code

Ph# (301)-757-xxxx, Fax (301) 757-xxxx

Email:
	Organization

Address

Atten: Name/Code

Ph# (301)-757-xxxx, Fax (301) 757-xxxx

Email:

	Technical Point of Contact

Name and Address

	Organization

Address

Atten: Name/Code

Ph# (301)-757-xxxx, Fax (301) 757-xxxx

Email:


3. Prime Contractor: Enter Name
4. Subcontractor: Enter Name

5. Contract Number: Enter Number
6. Sub-contract Number: Enter Number
7. Task Order Number: Enter Number
8. Period of Performance: From Enter Date Through Enter Date.

9. Contract Type: Enter Type (ie.TM, FP etc.)

10. Division: Enter RGII  Division Name

11. Program Manager: Name
12. Project Leader Name
13. Task Order Project Plan Due Date: Enter Date

The following personnel are authorized to perform labor on Task Order #XXX
[image: image16.wmf]Date

Purchase Requisition Number

Date Required

Dept Number

Requestor

Location

Phone

Purpose of Requirement:

(Three verbal quotes required for orders between $200 and $2,500 - attach source information; orders 

in excess of $2,500 require three written quotes attached.)

Item

RGII Account

Unit 

Number

Number

Complete Item Description (brand, color, size, etc.)

Quantity

Price

Amount

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

-

$                         

 

RECOMMENDED VENDOR:  (From quotes received)

MUST Check Appropriate Box:

SUBTOTAL

-

$                         

 

SALES TAX

Name:

  Direct Contract Charge

SHIPPING COSTS

Address:

  Contract Name: _______________

INSURANCE

 

Phone:

   Indirect Charge

Fax:

Contact:

Contract/Acct number above

must be fully completed

TOTAL

-

$                         

 

COMMENTS:

SHIPPING INSTRUCTIONS:

SIGNATURES/APPROVAL(S):

REQUESTOR:

Date:

PROJECT MANAGER(1):

Date:

DIVISION DIRECTOR:

Date:

IRM MANAGER/DIV VP (2):

Date:

COO (3):

Date:

CFO:

Date:

CHAIRMAN/CEO (4):

Date:

(1) - Project Manager approval required for all direct charge requests.

(2) - IRM Manager approval required for all indirect IRM purchases.

(3) - Chief Operating Officer, CFO or CEO approval required for all purchases from the divisions.

(4) - Chairman/CEO approval REQUIRED for all requests in excess of $5,000.

                                 *ISO 9001:2000 Compliant


15. Remarks:  Enter any specific/peculiar remarks that may apply as known at this time.

16. Time Sheet Data:


Account Name:

Name

Project/Job Number:

Number

Task Number: 

Number

ORG Number:


Number
Labor Category:
(Individual Dependent – PL/PM Established and coordinated with the RGII Director, Accounting and Contracts Administration)

Example

	Personnel
	Labor Category
	Labor Category Code

	Doe, John
	Senior Advisor
	1

	Buffet, Bill
	Senior System Engineer
	2

	Orange, Bill
	Senior System Engineer
	2

	Hull, Dave
	Project Quality Control
	3

	Wine, Chris
	Analyst II
	4

	Pine, Kim
	Analyst II
	4


DISTRIBUTION: (Upon establishment of Corporate Task Order File)

RGII Corporate Senior Staff Accountant, xxxx xxxx

RGII Director, Accounting and Contracts Administration, xxxx xxxx

RGII Corporate (Contract #), Contract File 

Project Team Personnel

Statement of Work (attached)

Appendix B Sample Format for Task Order Project Plan

Due to the size of the document a sample task order Project Plan will be provided separately to the RGII Project Leaders so they can use the format and to tailor the plan to their specific task order Requirement.

Appendix C Scope Definition and Time Management Planning Schedule
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Figure 7‑1 Scope Definition and Time Management Planning Schedule

Appendix D Purchase Requisition Form
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Figure 7‑2 Purchase Requisition Form

Appendix E Check Request Form
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Figure 7‑3 Check Request Form

Appendix F Sample Task Order Monthly Project Report
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RGII Technologies, Inc.

(RGII Division Name) Division

(Task Order Title, Client’s Office Title Location)

MONTHLY PROJECT REPORT

1 April 2004 – 30 April 2004

For

N00421-03-A-0006-0002
PREPARED BY:

RGII Technologies, Inc.

a Computer Horizons Company

Annapolis, MD 21401

Submitted By:

(Project Manager Name)

Project Manager

Approved:

(Name)

Vice President, (RGII Division Name)
Copy to:

COR, (Name, Code)
ACOR, (Name, Code)
TPOC, (Name, Code)
RGII Corporate Senior Staff Accountant, (Name)
RGII Director, Accounting and Contracts Administration, (Name)
Project Leader’s Task Order File
A.
AUTHORIZED TASK ORDER PERIOD OF PERFORMANCE

· From Start Date to End Date

B.
CUMULATIVE DOLLARS AUTHORIZED AND FUNDED

	FUNDS
	PROPOSED
	FUNDED

	Labor
	$286,524.33 
	$286,524.33 

	Travel
	$25,429.61 
	$25,429.61 

	Material
	$8,760.67 
	$8,760.67 

	NMCI
	$8,231.67 
	$8,231.67 

	Total
	$328,946.28 
	$328,946.28 


C.
MODIFICATION STATUS OF THE BASIC TASK ORDER 

Task Order Modifications Issued:

Mod. 001 Describe precisely what the modification is about.

D.
GOVERNMENT FURNISHED EQUIPMENT INVENTORY

	EQUIPMENT ISSUED
	TASK ORDER
	STATUS

	NTD
	N/A
	N/A


E. [image: image21.wmf] 

T.O. #

N00421-03-A-0006-0002

As of 4/30/04

Task Order Title: Technical Support Services

Total Task Order Funding

$328,946.28

Total Direct Labor Funded

$286,524.33

Direct Labor Invoiced To Date 

$174,135.54

Direct Labor Funding Remaining 

$112,388.79

Total Travel Funding

$25,429.61

Travel Invoiced To Date

$9,754.48

Travel Funding Remaining

$15,675.13

Total Material Funding

$8,760.67

Material Invoiced To Date

$3,301.12

Material Funding Remaining

$5,459.55

Total NMCI Funding

$8,231.67

NMCI Invoiced To Date

$0.00

NMCI Funding Remaining

$8,231.67

Total ODCs Funded

$42,421.95

Total ODCs Invoiced

$13,055.60

ODCs Remaining

$29,366.35

Total Task Order Funding Remaining

$141,755.14

ACTIVE TASK ORDER MONTHLY ACCOUNTING

F. FUNDING STATUS
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G. MAJOR TASK ORDER ACCOMPLISHMENTS

· Developed presentation for PMA-260C, for the 10 Ton Diesel-Electric Air Conditioner Critical Design Review 

 Attended and participated in the Post Award meeting Preliminary Design Review for the new procurement of the Mid-Range Tow Tractor.

 Coordinated and prepared briefings for the upcoming PMA-260 Program Reviews.

· PMA-260 Work Load processing.

· Continued updating project structures and billing elements in the SIGMA SAP system for all funding types.

· Configuration Management:

· Continued review and coordination of PMA-260C Engineering Change Proposals (ECPs) and Technical Directives (TDs) for PMA-260C. 

· Continued processing Software Change Proposals (SCPs)

H.
TASK/DELIVERABLE STATUS SCHEDULE
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I.
POTENTIAL PROBLEM/PREVENTIVE ACTIONS


Describe potential problem/preventive actions this period.

J.
FUTURE OPPORTUNITIES


Describe future opportunities preventive actions this period.

K.
SUMMARY/FEEDBACK


Provide overall summary of efforts for this period.
Appendix G Sample Format for Project Reviews

SAMPLE FORMAT FOR PROJECT REVIEW

DATE

REVIEW NUMBER  __________  FOR TASK ORDER   __________, (Title of T.O.)

Introduction - A Task Order Review for the subject Task Order was held on the above date.  Attendees were:

	Name
	Title
	Code
	Phone#/Email

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Submitted:





Reviewed:

______________________________

______________________________

Project Leader 




Program Manager

Approved:







______________________________



Director/VP

1. MAJOR TASK ORDER DEVELOPMENTS

{This section contains a summary of the major accomplishments, changes, or problems that will be discussed during this review.  A general statement of the progress attained to date and the Project Leader’s assessment of the “health” of the Task Order is to be included in this section.}

1.1. Task/Deliverable Status

{This section contains an explanation of performance against the Task/Deliverable Schedule discussed in the Task Order Plan.  Actual versus planned performance must be made.  This section must contain a listing of CFI/M/E required, and the status of delivery by the customer.  An updated Task Order Plan and Status Chart shall be enclosed.  A sample chart is shown on a following page.}

1.2. Labor Status

{An updated labor budget shall be presented if required.}

2. POTENTIAL PROBLEM/PREVENTIVE ACTIONS

{This section shall explain all problems anticipated.  The Project Leader shall include recommendations for problem resolution.}

3. FUTURE OPPORTUNITIES

{This section shall contain the Project Leader’s assessment of future opportunities that will result from this Task Order.  This includes expanded levels of support, spin-off tasks, and follow-on.  Resources needed to take advantage of these future opportunities should be discussed in this section.  (This section may be contained on a separate proprietary page if it is not appropriate for sharing with all review attendees.)}

4. SUMMARY/FEEDBACK

{This section will briefly note results of actions taken in response to management feedback noted during the kick-off meeting and/or subsequent Task Order Reviews.}

{This section shall also document comments and action items assigned during the review.  Action items will be hand written, read aloud, and agreed to at the project review.  Approximately ½ page should be left blank for the recording of new action items.}
Appendix H Sample 75%/85% Expenditure Letter

Date XX September 200X

Mr. Alfred Hensler III, Code AIR-2.5.1.3.1

Naval Air Warfare Center, Aircraft Division

21983 Bundy Road, Building 441, Unit 7

Patuxent River, MD 20670-1127

Attention:
Mr. Alfred Hensler III

Subject:
85% Letter

Reference:
Contract N00421-03-X-XXXX

Dear Mr. Alfred Hensler III,

This letter is to notify you that RGII Technologies Inc. will incur approximately 85% of the total costs currently funded under Contract N00421-03-X-XXXX by X October 200X.  It is anticipated that the contract funds will expire COB XX November 200X.  Sufficient funds remain in place to fully fund the projected labor hours in support of the existing required level of effort.


If you have technical or contractual questions in regard to this letter, I will be glad to assist you.

Respectfully,

Susan Alexander

Director, Accounting and Contracts Administration

RGII Technologies, Inc., a Computer Horizons Company

1997 Annapolis Exchange Parkway, Suite 210

Annapolis, MD 21401

Tele: (410) 224-3554

Distribution:

COR, (name, code, email) 

TPOC, (name, code, email)
RGII Corporate Senior Staff Accountant, Latrice Smith

Program Manager (name)
Project Leader’s Task Order File

Appendix I Sample Task Order Close-Out Memorandum

TASK ORDER CLOSE OUT MEMORANDUM

Date:  30 November 2003

From:
Program Manager/Project Leader, Task Order  N00421-01-A-0074-0006
To:
Director, Accounting & Contracts Administration

Subj:
CLOSE OUT OF TASK ORDER NUMBER  N00421-01-A-0074-0006
1.  Notice has been distributed to all personnel to stop time sheet charging to this task order, which ended 30 November 2003.

2.  Copies of all contractual documents (quotes, contracts modifications, etc.), deliverable items as required, correspondence, and diskette copies of or original reports and computer source code as required have been filed in the corporate Task Order File.

RGII Director, accounting & Contracts Administration:  _________  (initials)

3.  Computer files have been archived and will not be deleted from the Corporate computer systems until we have completed the DCAA audit for this year (probably in one-two years).

RGII Director, accounting & Contracts Administration:  ________  (initials)

(Initial upon final closeout after DCAA audit)

Submitted:  XXXXXXXXXXXXX



Date: 30 November 2003


Project Leader

Approved:  XXXXXXXXXXXXX



Date:  30 November 2003
Program Manager

Approved:  XXXXXXXXXXXX



Date:  30 November 2003


Director/DivisionVP

Approved:  XXXXXXXXXXXX



Date:  
RGII Director, Accounting & Contracts Administration
Appendix J Internal Report Review Routing Sheet

INTERNAL REPORT REVIEW ROUTING SHEET
Part 1 (filled in by Author)

Report Number:_______________________________

Report Title:__________________________________

Customer:____________________________________

Report Type: Brief/Paper____ Status____ Interim____ Final____ Other____

Due to Customer:________________  Copies Required:___________

Task Order Number:_____________  CDRL Sequence Number:__________

Applicable Standard (DID, MIL-STD, etc.):_________________ (Attach Copy)

Special Requirements:

Subcontractor Point of Contact:_______________________________
PART II Status and Record of Review

Receipt Inspection.  Incoming product has been reviewed and found acceptable.

	Title
	

	Project Leader
	

	Signature
	

	Date
	


In-Process/Final Reviews.  This document has been reviewed and found acceptable.

	
	R/A
	Name
	Signature
	Date

	Author
	
	
	
	

	Project Leader
	
	
	
	

	Program Manager
	
	
	
	

	Director
	
	
	
	

	VP
	
	
	
	

	SVPO
	
	
	
	




R = Reviewer

A = Approval Authority

Reproductions have been reviewed and product is released to the customer___________

Delivery Date_______________Method of Delivery_______________.

Maintain completed IRRRS Form in Project Leader Task Order File.

Appendix K Sample Deliverables Database Reports

Deliverables for the Last Thirty Days

Deliverables Between 06/01/04 and 06/30/04

	Task Order #
	Deliverable
	Due Date
	Date Submitted
	Days Late
	Comments

	
	Progress Report
	6/01/04
	6/01/04
	0
	

	
	MPR
	6/15/04
	6/12/04
	-3
	

	
	Presentation
	6/21/04
	6/19/04
	-1
	

	
	Document
	6/23/04
	6/24/04
	1
	

	
	
	
	
	
	


Deliverables for the Next Thirty Days

Deliverables Between 07/01/04 and 07/31/04

	Task Order #
	Deliverable
	Due Date
	Date Submitted
	Days Late
	Comments

	
	Final Report
	7/01/04
	7/01/04
	0
	

	
	MPR
	7/15/04
	7/12/04
	0
	

	
	Engineering Schedule
	7/21/04
	7/19/04
	0
	

	
	Funding Document
	7/23/04
	7/24/04
	0
	

	
	
	
	
	
	


Appendix L Sample Format for Design Plan

SAMPLE FORMAT FOR DESIGN PLAN

Design Plan ________________, (Title of Design)

Version 1.__

Submitted:

_________________________________

[name]

Design Team Leader

Reviewed:





Reviewed:

_________________________________

______________________________

Project Leader





Program Manager

Reviewed:





Reviewed:

________________________________



Director

Reviewed:





Approved:

________________________________

______________________________

Vice President                                                           Senior Vice President Operations

{Information in braces provides direction to the submitter.  This information is not to be included in the Design Plan.  Design Plans are controlled documents in accordance with the RGII Document Management Manual.  The version number should appear on each page.}

[Information in brackets provides typical responses to the data elements.  Applicable responses can be used by removing the brackets and deleting any inappropriate responses.]

Distribution:

Senior Vice President Operations

Vice President

Director

Program Manager

Project Leader, Delivery Order-D _______

Design Team Members [per Table 1]

SUMMARY INFORMATION

	Design Title:
	

	Contract No.:

Task Order No.:
	

	RGII Task Order No.
	

	Key Employees:
	

	Customer:

[Provides funding, direction and design approval]
	Name:

Code:

Phone Number:

	Technical POC:
	Name:

Code:

Phone Number:

	COR:

[Authorized representative(s) to change/clarify design inputs requirements.]
	Name:

Code:

Phone:

	Subcontractor:
	

	Prime Contractor
	


1.0
DESIGN AND DEVELOPMENT PLANNING

1.1 Design Activities {The discussion presented in this section will identify the major tasks to be performed to accomplish the overall design objectives.  The time period for the effort must also be stated.}

1.2 Resources {The following sections will identify all of the resources needed to successfully complete the design effort.}

1.2.1 Funding/Labor {This section will present a summary of the overall financial and individual labor-hour requirements.}

1.2.2 Personnel Skills {Specific personnel skill requirements must be identified and documented to ensure that personnel are only given assignments within their capabilities.}

1.2.3 Other Resource Requirements {Any special tools, software, subcontractors, consultants, equipment, or training needed to satisfactorily complete the design effort must be identified.}

2.0
ORGANIZATIONAL AND TECHNICAL INTERFACES

2.1 Assignments {Members of the design team and their functions will be identified to ensure a clear understanding of assignments and responsibilities.}

[The members of the design team and their responsibilities are presented in Table 5 below.]

Table 1 Design Team Members and Assignments

	Name
	Organization 
	Assignment

	
	
	Design Team Leader

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2.2 Interfaces  {This subsection will present charts depicting both the technical and organizational organization of the design team.  In the case where all of the design team personnel are from within a single RGII operating group, the technical and organizational chart can be combined, as depicted in Figure 8, to show the “chain of command” reporting responsibilities.  In the case where personnel are assigned to the design team from multiple RGII operation groups, or contractors and/or consultants are part of the team, interfaces for official communication must be separately depicted from the technical interface chart.  By documenting all of the cross-organization lines of communication, RGII will ensure that the team is full coordinated and that conflicting priorities are resolved in a timely manner.}

[Figure 7-4 presents the design team technical and organizational interfaces.]   [Points of contact for external interfaces with the customer, customer technical liaison, and the Contracting Officer  Representative are presented in the summary information table previous page.]
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Figure 7‑4 Design Team Technical Interfaces
3.0
DESIGN INPUT

3.1 User Needs  {This section is to present a narrative describing the product and explain how and why the end-user will use the results of this design effort.  The possible user operating conditions must also be stated.}

3.2 Input Design Requirements {This section will present measurable design specifications that will serve as the basis for the entire design.  Where the design is in response to a contractual requirement, each design specification will be validated for accuracy.} Design goals will be outlined in a table as provided below.

Table 2 Design Goal Parameters and Acceptance Criteria

	No.
	Design Parameter
	Acceptance Criteria

	1
	
	

	2
	
	

	3
	
	

	4
	
	


3.3 Statutory and Regulatory Requirements {All statutory and regulatory requirements applicable to the design development effort or the final product must be identified and provisions made to address each in the design process.  In addition, all activities necessary to pursue corporate patent, trademark, or copyright protection must be identified and planned for, if appropriate.  A decision not to pursue patent, trademark, or copyright protection must be stated.}

4.0
DESIGN OUTPUT

4.1 Output Design Requirements {The output design will identify and characterize each form of output to be generated and how each parameter of the design input will be verified and validated through the evaluation of the output products.  This will be accomplished with the presentation of how each design goal stated in section 3.2 will be measured for compliance.  Each parameter of the design that is critical to the safe and proper functioning of the product throughout its life-cycle shall also be addressed.}

4.2 Documentation Requirements {Documentation required to support the design process and the final design product shall be identified.  A brief description of each document shall be presented describing the intended user when formal configuration control will be initiated, and when the document will be reviewed for quality.  In addition, the incorporation of liability disclaimer, as appropriate, must be addressed to identify in which document they will be presented, who will review them, and when the review will be conducted.}

5.0
DESIGN REVIEW

{The following teams should consist of personnel competent for the design task and should include people who are independent of those having direct responsibility for the design.  Representatives of all functions concerned with the design state being reviewed as well as other Specialists, as necessary, should participate in the design reviews.}

5.1 Design Verification Teams  {Identify the persons who will form the review teams for this design effort.  Indicate the applicable stages the members and advisors are to review if the Team membership is to vary.  Indicate those persons that constitute a quorum.}

[The personnel depicted in the table below will support the design verification effort.  A quorum for the design verification meetings will consist of  ___________________.]

Table 3 Design Verification Team

	Name
	Organization
	Assignment

	
	Design Team Leader
	Team Leader

Overall Review

	
	[D ______Project Leader]
	Overall Review

	
	Program Manager
	Final Review

	
	
	

	
	
	


5.2 Design Validation Team  {Identify the persons who will form the final review team for this design effort.  Indicate those persons that constitute a quorum.}  [The personnel depicted in the table below will support the design validation effort.  A quorum for the design validation meetings will consist of ___________________________.]

Table 4 Design Validation Team

	Name
	Organization
	Assignment

	
	Design Team Leader
	Team Leader

Overall Review

	
	[D ______Project Leader]
	Overall Review

	
	Director
	Overall Review

	
	Vice President
	Final Review

	
	
	

	
	
	


6.0
DESIGN VERIFICATION

{This section contains the plan for verifying the design before proceeding to the next stage.  Verification is accomplished by comparing the design with the acceptance criteria in the Design Output section of this plan.  Verification could consist of conduction demonstrations, performing alternate calculations, comparing the new design with an available similar proven design, reviewing trade study results, risk analyses, tests results, and lessons learned.  A Design Verification Memorandum, presented at the end of this appendix, will be used to document the results of the Design Verification Review Process.}

7.0
DESIGN VALIDATION

{This section contains the plan for conducting the final design validation.  Validation is normally done on the final product after it has been verified under defined operating conditions.  A Design Validation Memorandum, presented at the end of this appendix, will be used to document the results of the Design Validation review process.}

8.0
DESIGN CHANGES

{Change control is imperative to the successful completion of any project.  The following subsections address the types of changes possible in a design project.}

8.1 Changes in Design Goal {Changes to the customer’s design goals must be formally documented and approved.  In this section, the Project Leader must define who has the authority to make changes (as listed in the summary information), and what is the process for formally executing changes.  In addition, product improvement type design changes that occur after completion of this design project will be addressed by stating that a new (vice revised) design plan will be established in this instance.}

8.2 Design Plan Changes {As a controlled document, and as defined in the RGII Document Management Manual, changes to this design plan are required to enter the standard document review and approval process prior to implementation.  A review history will be tracked in the Change Record and List of Effective Pages tables located in the front of the Design Plan and by the version number on the cover and each page.}

Memorandum Formats for 

Documenting Design Review Findings
Design Verification Memorandum

DESIGN PROJECT D ____ ,  ______________________________________








(Title of Delivery Order)

A design verification review was conducted on the subject design project over the following time period:  ______________________________________________

Participants in the design verification included:

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

The method used to verify the design must examine every design input criteria against quantified or threshold values.  Exceptions to this method were: ________________________________ _________________________________________________________________________

The configuration control versions associated with the design products reviewed were:

_______________________________________________________________________________________________________________________________________________________

Please attach a table summarizing the verified output against each design input criteria.

The current design is verified as

ACCEPTABLE________/UNACCEPTABLE________by the design verification team.

Submitted:





Reviewed:

__________________________________

______________________________

[Name]





Program Manager 

Project Leader, D.O.  ______________

Reviewed:





Approved:

___________________________________

______________________________

Director/





Vice President

Design Validation Memorandum

DESIGN PROJECT D.O. _______, ________________________________








(Title of Delivery Order)

A design validation review was conducted on the subject design project over the following time period:  ______________________________________________

Participants in the design validation included:

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

A successful design verification review was previously conducted on: _______________ _______________________________________________________________________

The method used to validate the design must not only examine achievement of the design input criteria, but must also examine the stated user needs and operational scenario as stated in the Design Plan.  Exceptions to this method were:  _______________________

________________________________________________________________________________________________________________________________________________

The configuration control versions associated with the design products reviewed were:

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please attach a table summarizing the validation findings against each design input criteria.

The current design is validated as

ACCEPTABLE ________/UNACCEPTABLE_______by the design validation team.

Submitted:





Approved:

________________________

______________________

Program Manager

Date


Director


Date

Appendix M Contract Types and Methods

Contract Types and Methods

1. Basic Contract Principals
The government, as a sovereign, can only contract for those things for which it has been given the legal authority to procure.  This is given through various statutes and implemented primarily through the Federal Acquisition Regulations (FAR).  The government also cannot be sued unless it allows itself to be.  Government contracting has some basic principals and differences from private contracting.

The government procures all its requirements through authorized officials called Contracting Officers.  Procurement Contracting Officers (PCOs) issue the contracts and the Administrative Contracting Officers (ACOs) administer contract performance.  The Contracting Officer Representative (COR) is that person assigned by the PCO to liaison between the government and the contractor for the day-to-day management of the contract.  The PCO and ACO have warrants that specify their authority and are the only people who can obligate the government.  The government is not bound by law to reimburse a contractor for any costs that have resulted from action not based upon PCO or ACO authority or by acts of government agents that exceed their authority.  A contractor is responsible for determining the extent of authority exercised by a government agent.  Apparent authority does not bind the government. 

The government has a unilateral right, through a clause called the "Changes Clause", to revise its contracts.  Although the contractor may be entitled to compensation as a result of a said revision, he must continue to perform in accordance with the revision.

The government has the right to terminate any of its contracts, in whole or in part, at anytime for either the convenience of the government or because of default by the contractor.

Government contracts must be controlled by statute or regulation.  There are required clauses in all government contracts.  Many of these mandatory clauses would not be found in contracts between private parties.

Some mandatory provisions of the FAR have the force and effect of law.  Even though they may be omitted in the contract, the provisions still apply.  The termination for convenience or default clauses are the most noted of these types of provisions.  Other provisions mandate that the contractor have certain safety standards, maintain certain types of cost records, allow auditors to review their books, be inspected at any time during the period of performance to review status of deliverables, limit the amount of profit earned, and limit costs that may be recovered.

Contract type must be appropriate.  It is important that the type of contract selected is appropriate for the item being procured.

2. What is in a Government Contract

A government contract is an agreement between the government and a contractor.  It contains all the basic elements of a commercial contract: two or more competent parties, manifesting agreement in clear terms to perform or not perform specific functions with valid consideration, for a lawful purpose.  Contractual actions may be bilateral or unilateral.  A bilateral contract is made when both parties must sign the contract or modification.  A unilateral contract action is made when only the contracting officer is required to sign to obtain performance (e.g. exercise of a price option).


A government contract or solicitation is a formal document and is comprised of four major parts.  The parts are made up of sections.  A contract is structured in what is called a "uniform contract format".

· Part I - The Schedule, contains Sections A through H

· Part II - Contract Clauses is Section I

· Part III - List of Documents, Exhibits, and Other Attachments is Section J.

· Part IV - Representations and Instructions includes Sections K, L, and M.

(Part IV only applies to solicitations.  It is contained at the end so it may be removed when the contract is awarded.)

Section Description:

Section A. Solicitation/Contract Form.  This is a standard form that serves as the cover of the contract or modification.  It contains information such as the contractor name, contract number, date of issuance, issuing activity, signatures and other identifying information.

Section B. Supplies or Services and Prices/Costs.  This section contains a brief description of the supplies or services.

Section C. Description/Specification Work Statements.  Includes Overview of the tasks, Statement of Work (SOW), personnel qualification requirements, and a full description and reference to specifications and other requirements for the items listed in Section B.

Section D. Packaging and Marking.  Specifies packaging and marking requirements.

Section E. Inspection and Acceptance.  Includes inspection, acceptance, quality assurance, and reliability requirements.

Section F. Deliveries or Performance.  Includes the requirements for time, place, and method of delivery or performance.

Section G. Contract Administration Data.  Includes information on how the contract is to be managed and administered.  What is required on behalf of the government and the contractor.

Section H.  Description of travel, invoicing, and reporting requirements are contained here. 

Section H. Special Contract Requirements. Includes any special clauses required in addition to the general provisions included in Section I.  Description of limitation of liability, substitution of personnel, organizational conflict of interest, liability insurance etc. are contained here.

Section I. Contract Clauses.  Includes a checklist of clauses required by law, regulation or any other clauses that may apply to a resulting contract.

Section J. List of Documents, Exhibits and other Attachments.  This contains a listing of all attachments to the contract.  Things such as DD254, Personnel Data Form, Performance Information Form Solicitation Source List, Wage Determination, Value Engineering, and DD 1423 CDRLs may be found here.

Section K. Representations, Certifications, and other Statements of Bidders.  This is only included in solicitations.  It includes provisions that require representations, certifications, or the submission of other information by offerors.  Things such as Tax payer ID, type of business organization, place of performance, affirmative action compliance, previous contracts and compliance reports may be found here.

Section L. Instructions, Conditions, and Notices to Offerors/Quoters.  This section is only included in solicitations and includes provisions and other information or instructions to guide bidders/offerors in preparing their offers or bids.  Submission and structure requirements of proposals, type of contract to be awarded, uncompensated overtime, labor rate escalation, and pre-proposal conference information may be found here.

Section M. Evaluation Factors for Award.  This section identifies the factors that will be considered in awarding of the contract.  (Technical, Management, and Cost requirements)  It contains the evaluation criteria listed in order of importance and other factor for award.   

3. Contract Types

DoD Contracting Principles and Practices

The basic contracting rules for all Federal Government agencies are set forth in the Federal Acquisition Regulation (FAR). .  Additional rules unique to the DoD are set forth in the DoD Far Supplement (DFARS).   These publications can be reviewed at any DoD purchasing or contract administration office, at any Small Business Administration (SBA) office, and at many local libraries (where they are known as Chapters 1 and 2 of Title 48 of the Code of Federal Regulations).  To be a successful Defense contractor, you must have a working knowledge of both of these regulations.

How DoD Buys

Most of DoD's purchase transactions are for $25,000 or less.  Although they account for fewer than 20 percent of DoD's procurement dollars, they total billions of dollars each year.  Most of these millions of actions are accomplished using Simplified Acquisition Procedures (SAP).   Oral solicitations or very brief requests for quotations (RFQ) are issued to prospective suppliers in the local purchasing area.  The successful offeror is issued a purchase order, and compliance with the order (i.e., delivering the product or performing the service) constitutes contract acceptance and fulfillment.

Although within limits, commercial items may be procured using SAP, purchases over $100,000 are normally made by competitive and negotiated proposals, or (in unusual circumstances only) by other-than-competitive procedures.  The purchasing office issues a request for proposals (RFP).  Certain R&D requirements are publicized in a Broad Agency Announcement (BAA), a fully competitive general solicitation to industry for basic research proposals which are subject to a peer or scientific review.  Competitive proposals allow flexibility in defining the exact requirement or the terms and conditions of the procurement and are typically publicized in the Federal Business Opportunities (FedBizOpps).   After reviewing the proposals received, the contracting officer will typically negotiate with those suppliers that have submitted acceptable proposals, seeking the most advantageous contract for the Government.

Types of Contracts

Fixed Price or lump-sum contracts.  DoD often uses Fixed-Price contracts to acquire products and services.  It involves a fixed total price for a well-defined product.  To the extent that the product is not well defined, both the buyer and the seller are at risk.  A Fixed-Price contract establishes a price for the product or service procured regardless of contractor cost experience.  Fixed-Price contracts are generally Firm-Fixed-Price (FFP) in nature, but DoD also employs Fixed-Price with Economic Price Adjustment (FPEPA), Fixed-Price-Incentive (FPI), Fixed-Price Level-of-Effort (FPLOE), and Fixed-Price-Redetermination-Prospective or Retroactive (FPRP/FPRR) contracts.

Cost-reimbursable contracts.  This type of contract involves payment (reimbursable) to the seller for its actual costs, plus typically a fee representing seller profit.  Costs are usually classified as direct costs or indirect costs.  Direct costs are costs incurred for the exclusive benefit of the project such as salaries for project staff (Labor).  Indirect costs, also referred to as overhead costs, are costs allocated to the project by the performing organization as a cost of doing business.  Cost-Reimbursement contracts provide for payment to the contractor of allowable incurred costs to the extent provided in the contract and are used only when fixed-price contracts are not feasible.  Most research and development (R&D) contracts are of the cost-reimbursement type.  Fees under cost-reimbursement contracts are either fixed at the outset, or subject to adjustment in accordance with a formula established in the contract.  Cost-Plus-Fixed-Fee contracts establish a fee at the time of award.  Fees determined later by formula may accompany Cost-Plus-Award-Fee (CPAF) or Cost-Plus-Incentive-Fee (CPIF).

Cost-reimbursement contracts also include Cost contracts, used often for R&D contracts with nonprofit educational institutions, in which the contractor receives no fee, and Cost-Sharing contracts, where the contractor bears some of the burden of reasonable, allocable, and allowable contract costs.  In a Cost-Sharing contract, the contractor receives no fee, but typically absorbs other compensating benefits.

Time-and-Materials (T&M) contracts.  T&M contracts are a hybrid type of contractual arrangement that may contain aspects of both cost-reimbursable and fixed-price-type arrangements.  T&M contracts resemble cost-type arrangements in that they may be open ended, because the full value of the arrangement may not be defined at contract award.  Consequently T&M contracts may grow in value as if they were cost-type arrangements.  Conversely, T&M arrangements can also resemble fixed-unit arrangements when, for example, the unit rates are preset by the buyer and seller, as both parties agree on the fully burdened labor rate for selected labor categories to perform the work.  T&M contracts generally provide for the acquisition of supplies or services on the basis of:  (1) direct labor hours at fixed hourly rates inclusive of wages, overhead, G&A and profit, and (2) materials at cost.

Delivery Order contracts for supplies do not specify a firm quantity of supplies (other than a minimum or maximum quantity) and provide for orders to be issued for the delivery of supplies during the life of the contract.  Called Indefinite-Delivery/Indefinite-Quantity (ID/IQ) contracts, they provide for an unspecified time of delivery and/or quantity of delivery of supplies or services.  These contracts may utilize any appropriate and legitimate cost or pricing agreement.

Small Business Innovative Research (SBIR) contracts are funded by certain agencies with larger R&D budgets, for projects which serve a DoD need and have the potential for commercialization in private sector and/or military markets.  A SBIR solicitation invites R&D proposals from small companies.  These companies apply first for a six-month feasibility demonstration phase I award of $60,000 to $100,000.  If phase I proves scientifically, technically, and commercially meritorious, the company may be invited to apply for a two-year phase II award of $500,000 to $750,000 to further develop the concept, usually to the prototype stage.  Proposals are judged competitive on the basis scientific, technical, and commercial merit.  Following  the completion of phase II, small companies are expected to obtain funding from the private sector and/or non-SBIR government sources (in"phase III") to develop the concept into a product for sale in private sector and/or military markets.

Letter Contracts are used to bind a commitment with a contractor when the Government has an urgent requirement that cannot be negotiated in sufficient time.  Letter contracts contain a stated price ceiling and specify the dates the contractor shall submit a price proposal and negotiations shall begin.  The contract is later definitized with a bilateral modification.

Grants are used when the principal purpose is to transfer a thing of value to the recipient to carry out a public purpose of support or stimulation authorized by law, instead of acquiring property or services for the direct benefit of the government.  Grants are awarded as a result of a Broad Agency Announcement, and offerors submit proposals which are evaluated on the technical merits of the proposed research and development and the potential relationship of the proposed research and development to DoD missions.  Most grants are competed on a merit basis, and award is made by a Grants Officer.

Types of Purchases

Simplified Acquisition Procedures (SAP) allow for the procurement of commercial and noncommercial items up to the threshold of $100,000 through a Purchase Order.  The use of Test Program for Certain Commercial Items allows for the purchase of commercial items up to $5,000,000, including options, using SAP.  The award document for SAP may be a contract or purchase order, which is fixed-price in nature, and may be fully or partially funded.

Multiple Award Schedules (MAS) allow for the purchase of commercial supplies or services against an existing contract in a firm-fixed price basis.  Orders against existing schedules have already been competed and are extremely simplified.  General Services Administration (GSA) contracts are used often, as are NASA (SEWP II/ECS) and National Institutes of Health (NIH) vehicles.  Orders against these schedules may be up to the amount specified in the contract with the originating agency and are subject to its terms and conditions.

A Blanket Purchase Agreement (BPA) is used when a wide variety of items in a broad class of supplies or services are generally purchased, but the exact items, quantities, and delivery requirements are not known in advance and may vary considerably.  It provides for the simplified purchase of any item under the BPA, and orders may be placed with one or more qualified suppliers.  The contractor submits periodic invoices to the Government for the purchases made against the BPA under that time period.

The Government wide purchase card may be used for purchases at or below the micro-purchase threshold ($2,500).  To supply goods or services through a purchase card, the contractor must complete a Letter of Agreement (LOA) with the Government agency.
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