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MONTHLY PROGRESS REPORT

For the Month:    December 2008

Contract Number: W81XWH-08-D-0008
Task Order:  0001
Date Submitted:   8 January 2009
TASK ORDER INFORMATION

Report Period:   1 Dec – 31 Dec 2008
Task Order Number:  0001
Task Order Title:  DCOE PH/TBI PROGRAM OFFICE SUPPORT SERVICES 
Period of Performance:   19 Feb 2008 – 18 Feb 2009
Task Order Total Dollar Value:  $5,414,646.16
Contractor’s Project Manager:   Ms. Rita A. Kerrick
Telephone Number:   (301) 295-3384
Contracting Officer’s Representative for the Task Order:   Ms. Kathleen Wiggins
1.0   Status of Work in Progress:
A.
Administrative Support Services: 
· Developed and presented to LTC Findlay, CDR Arena and Ms. Carmita Meyers, the strategic plan outlining the realignment of roles and responsibilities of Sr. Administrative Assistants to provide primary support to staff functions within the Office of the Chief of Staff.  Realignment includes:
· Coordinate the development and/or revision of Administration Standard Operating Procedures 

· Draft formalized training plan for all Executive and Sr. Administrative Assistants assigned to DCoE
· Provided direct support for the DCoE Global VTC conducted on 3 Dec 08

· Provided direct support for the DCoE Open House held on  11 Dec 08; approximately 

· Initiated travel order coordination and provided funding and settlement guidance to travelers for the HBOT Conference (5-6 Dec 08); the SOMA-Blast Conference (13-18 Dec 08)
· Provided funding guidance and authorization documents/letters to 29 travelers for the CDP Training Conference – Topics in Deployment Psychology (4-16 Jan 09)
· Initiated notification and planning guidance and instructions to 48 travelers projected to attend the Suicide Prevention Conference (11-15 Jan 09)

· Continued support to travelers from the November AMSUS and Resilience Conferences on reimbursement matters
· Provided VTC support which included; scheduling, coordination, set-up, and resolution of connectivity problems for conferences and meetings 

· Supported numerous meetings between and for the staffs at Rosslyn and Silver Spring

· Continued informal one-on-one  training for all administrative support staff located     at the Silver Spring and Rosslyn locations

· C
completed personnel actions
· In-processing – contractors and  civilian personnel
· Updated DCoE Rating Scheme to reflect performance evaluation rating periods for new government personnel

· Completed monthly inventory and supply processes
· Submitted two supply orders for Silver Spring

· Completed and updated inventory control log and appropriately distributed supplies
· Verified status of supply orders:


-  received one (1) partial shipment of submitted orders
· Traveled to and from Falls Church VA to:

· Facilitate pick-up and distribution of government supply orders

· Distribute incoming and outgoing mail and faxes

· Maintained calendars for 4 DCoE conference rooms and 5 conference lines at Rosslyn and Silver Spring locations
· Provided access control log support for DCoE visitors

· Ensured the proper labeling, use, storage and disposal of burn bags; 32 
· Maintained office equipment
· Provided administrative support for the weekly  DCoE  Staff and Huddle Meetings 
· VTC coordination and operation between DCoE sites
· Coordinate slide presentations, as required

· Significant Events Calendar Update

· Development and distribution of meeting agenda
· Distribute final approved meeting minutes.
· Updated DCoE personnel access database to provide personnel reports in areas of:

· Weekly Man power Staff Reports
· Staff Directory

· Telephone Directory
· In-bound personnel
· Update and maintain information on the DCoE shared drive
· Process Facility Maintenance requests
· Edit outgoing correspondence, ensuring compliance with DoD/HA guidelines
B. Procurement Support Services:
· Provide Contract Administration Support:
· GAP Environmental Scan
· Assisted COL Thurmond, CDR Blankenship and Paul Mandel, BAH Program Manager, with Wide Area Work Flow (WAWF) procedures and invoice work around activities to process monthly invoice/cost report
· Telehealth & Technology (T2)
· Provided direct acquisition support and guidance to T2 Management staff rotating between Ft. Lewis, Takoma Washington and Silver Spring, MD.  Staff rotations involve: Dr. Gregory Gahm – Director, Ann Horrell, Administrative Officer, Dr. Matt Mishkind, Research Psychiatrist, and Maj Deborah Johnson, Executive Officer

· Facilitated meetings and discussions with to support FY09 Requirements in areas of: Automated Behavioral Health Clinic Services, developed and submitted request for posting of  RFI for Mobile Telehealth Unit
· Second Life Virtual World 

· Participated in meeting between COR and Program Manager to discuss recently issued contract modifications

· Sesame Street DVD
· Assisted COR and vendor resolve issues related to  submission and rejection of WAWF invoice 
· CCSI
· Developing recommendations, for COL Lugo, regarding overlapping services of two contracts.  Focus of recommendations is to provide alternatives for continuing services while determining if the contracts can be combined 

· DVBIC – Contract Award signed December 23, 2008

· PTSD  Phase III (After Deployment) Contract Award kickoff planning initiated

· Identified issue with DCoE CORs non-registration in Wide Area Work Flow (WAWF) Invoice System. Coordinated with TMA Acquisition Office staff to facilitate a temporary work around to accept/approve all the monthly contract invoices submitted to WAWF  System

· Forwarded list of DCoE contract CORs to TMA WAWF Administrator to initiate registration actions
· Purchase Order Support: 
· Coordinated actions related to obtaining DCoE Coin

· Forwarded prototype changes to vendor and obtained updated pricing 

· Obtained approval for finalized artwork and placed order for production of 500 coins to be delivered NLT 22 Jan 09

· Discussed with TMA Office of General Council guidelines related to purchase coins using personal funds
· Coordinated actions related to obtaining architectural interior signage for DCoE spaces on 6th and 9th floors

· Conducted on-site walk through with vendor to discuss signage requirements, style and color scheme recommendations to be  presented to senior management

· General Acquisition Support Activities

· Semi-monthly Acquisition Status Meetings held  with COL Lugo; discussed the status of all acquisition actions; category of discussions include actions related to Contract Administration,  Purchase Orders and General Acquisition Support

· Assisted financial management team to follow-up research DRAC required by LT Gribben, DCoE Resource Manager to support briefing given to auditors
· Participated in initial discussion with LT Gribben and Task Manager regarding initiation of a FY 09 Acquisition Strategy Roll-out Plan
· Government Purchase Card Status

· Verified completion of required training for DCoE staff identified to be GPC card holder and reviewers; all training complete and certificates obtained

· Drafted e-mail for, COL Lugo’s review and action, to forward to Jack Perry the paperwork required to obtain new Managing New Credit Card Account; launched 15 Dec 08

· Provided, per COL Lugo,  web-based link to Mr. Greenwood and Ms. Wiggins to obtain GPC training; sent 16 Dec 08
· COR Training Course

· Directed by COL Lugo to research information relative to one week COR Training Course for Ms. Wiggins

· Off-site location identified and SF182 training form  completed and forwarded  to obtain TMA funding approval and  registration actions

· Development of a COR Pocket Reference Guide; do’s and don’ts for interaction with vendors

· On-going Actions

· Revision of Acquisition Files and Folders

· Update of weekly Acquisition Action Status Report

· Update of COR Deliverables Status Report

· Update of DCoE Acquisition Reference Guide
C. Budget, Financial, and Cost Estimation Services
· FY09 Requirements Briefing given to BG Sutton, Dr. Batten and COL Lugo
· Information presented on compilation and analysis of second iteration of fact sheets completed post contract award with actual staffing numbers
· Demonstrated need for a quarterly financial management review process to monitor how resource consumption creates earned value while identifying future requirements
· Emphasis on identifying demonstrable target up front and performance being evaluated against those targets
· Obtained support of DCoE senior leadership/management for a quarterly financial management review process; announce to Directors and Managers and weekly staff meeting
· Development or modification of DCoE Budget Reports

· Resource Control Report

· Used to monitor management throughout DCoE, Directorates and Centers, to ensure that planned and performed activities do not exceed available resources

·  Investment Plan Analysis Report
· Analyzes comparison of actual expenditures against baseline projections to determine budgetary variances and “earned value” concept
· Travel Plan Report

· Provides detailed record of organization-wide travel expenditures

· Funding and Execution Report

· Modified format and content to enhance report utility and understanding of financial programmatic data
· Purchase Request Worksheets (PRW) completed for COL Lugo’s signature and forwarded to TMA Finance for processing actions
· Coordinated with acquisition team to resolve issues related to CORs lack of access to WAWF System. 
· Established dedicated financial management e-mail account to receive electronic copies of monthly cost report/invoice

· DCoE_Finance@tma.osd.mil established

· CORs  notified to inform contract Program Managers of new e-mail site

· Participated in discussion of FY09 Acquisition Strategy Roll-out Plan
· Discussions held with Maj Deborah Johnson, Executive Officer, to review T2 FY09 Fact Sheets and Budget and funding control levels
· Communicated with TMA Publishing Office to gather and submit funding information required to process the printing of the DCoE Newsletter
· Provided semi-weekly Budget Status brief to COL Lugo, Chief of Staff

2.0   Problems or Constraints Encountered During the Reporting Period:  
3.0   Suggested Solutions:   
4.0 Cost Reporting:  See attached.  

5.0 Earned Value Management Report (if required):  N/A

Prepared By:  Rita Kerrick, Task Manager

Submitted By:  Deborah Scott Thomas, President & CEO
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