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MONTHLY PROGRESS REPORT

For the Month:   July 2008

Contract Number: W81XWH-08-D-0008
Task Order:  0001
Date Submitted:   06 August 2008
TASK ORDER INFORMATION

Report Period:   1 Jul – 31 Jul 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:   Mr. James Perkins
Telephone Number:   (703) 696-9460 x126
Contracting Officer’s Representative for the Task Order:   LTC Clodeth C. Findlay
1.0   Status of Work in Progress:
A.
Administrative Support Services: 
· Establishing shared drive electronic pdf files of DCoE central files; allows ready retrieval of files and/or documents regardless of administrative staff location.
· Streamlining military in-processing procedures to ensure smooth transition for personnel arriving at DCoE; coordination is on-going with TMA Admin and Deputy Chief of Staff, DCoE.

· Maintained calendars for two DCoE conference rooms and three conference lines.  
· Requested three phone lines for Silver Spring location.

· Provided technical and material support for conferences and meetings.

· Continued processing travel claims from DCoE Summit II Conference attendees.
· Traveled to and from Falls Church VA to:

· Facilitate pick-up and distribution of government supply order.
·  Distribute incoming and outgoing mail and faxes.
· Submitted and received mass supply request for Silver Spring location; arranged for Sr. Administrative Assistant to unload and organize supplies on August 6, 2008. 

· Provided access control log support for DCoE visitors; 87 total.
· Ensured the proper labeling, use, storage and disposal of burn bags; 59 total.
· Revised and distributed the updated DCoE Staff TDY and Leave Request Form.
· Provided draft DCoE Performance Rating Scheme to Deputy CoS for review.
· Developed and received approval for new DCoE Certificate of Appreciation; first certificates will be presented on 8 Aug 08.

· Created various documents in support of the office’s mission.

· Maintained office equipment.

· Provided administrative support for the weekly formal DCoE Staff meeting and bi-weekly informal staff meeting, to include:

· Significant Events Calendar Update

· Meeting Agenda

· Presentations, as required

· Distribution of final approved meeting minutes.

· Supported the Telehealth and Technologies (T2) Directorate at off-site meeting; taking and preparing meeting minutes.

· Updated DCoE personnel access database to provide personnel reports in areas of:

· Staff Directory

· Telephone rosters

· In-bound personnel

· Provided administrative support for all DCoE Directorates.

· Update and maintained information on the DCoE shared drive.

· Updated and maintained DCoE E-Room information.

· Processed Facility Maintenance requests.

· Edited outgoing correspondence, ensuring compliance with DoD/HA guidelines.
B. Procurement Support Services:
· Provided weekly Acquisition pre-brief report for Deputy Chief of Staff, DCoE.

· Provided weekly Acquisition report for Chief of Staff, DCoE.

· Coordinated with the Chief of Staff for a category 2 SOW for Strategic Management Support.

· Coordinated with USAMRAA on sole source package for solicitation.

· Coordinated with TPS on revisions of acquisition packages.

· Coordinated with directorates on market research for upcoming conferences.

· Briefed senior staff on Source selection criteria.

· Planned Source Selection Board Training for all DCoE PH/TBI government and, appropriate, contract support staff.

· Trained and advised DCoE staff on the proper policy and procedures in the use of the government purchase card.

· Completed administrative modification to current contract with CCSI.

· Site visit to TPS to discuss TPS policy and procedures.
C. Budget, Financial, and Cost Estimation Services:
· Created Fact sheets for FY 09 requirements and FY 10 POM for Directorates 

· Provided weekly POM updates to Chief of Staff, DCoE.

· Provided weekly Budget report for Chief of Staff, DCoE.

· Provided weekly Investment Plan for Chief of Staff, DCoE.

· Provided update to FHP&R on status of DCoE funds and spend plan for remaining funds;  coordinated with appropriate programs to answer due outs from the meeting.

· Discussed FY 09 requirements with individual Directors.  

· Discussed DCoE funding levels with TM ARM; discussion regarding actual standing of funding levels v. confusion caused by IBEAMS not being considered as an accurate tool this year 
· Maintained and updated for the Chief of Staff

· Investment Strategy Spreadsheets for FY 08 and FY 09

· Roll-up Slide

· FY 08 Walk

· FY 09 Requirements Numbers

· FY 10 POM

· Met with T2 to discuss how to respond to FHP&R program questions.
· Initiated discussion with T2 to determine possibility of sending funds to the VA to work on the Suicide Event Report.  
· Coordinated meeting with RDT&E Directorate and Legal to discuss any legal issues in spending the additional RDT&E funds.

· Attended VTC led by Ms. Embry to discuss spend plan for the RDT&E funds.

· Attended VTC meeting with MRMC to discuss the $273 M supplemental funds spend plan and processes for granting research proposals.

· Coordinated with MRMC to ensure DCoE is up to date on RDT&E actions including fund obligated to date. 

· Coordinated with DVBIC and Ron Henke regarding budget issues; included attending conference meeting to discuss travel funds for the Services.  
· Reviewed DVBIC FY 09 Factsheets; provided feedback and awaiting response. 

· Supported Ms. Giese with development of Report for Congress by obtaining numbers, missions, and objectives for all the Directorates and Centers.
· Responded to questions about the submitted FY09-15 numbers.

· Completed a tasking from TMA on the FY09 DCoE Spend Plan.
· Updated the funding walk that shows controls and execution.
· Prepared detailed DCoE Travel Fund expenditure list.

· Reviewed and updated the FY08 PRW binder; made adjustments based on revision made by the acquisition team. 

· Coordinating with T2 to ensure funding requirements stay within proper controls.

· Created an FY09 Requirements timeline and updated the FY10 POM timeline.

· Coordinated with acquisition team to ensure alignment of SOWs and allotted funding for all years. 

· Coordinated and scheduling briefings to Chief of Staff by Directors about their FY09 requirements; supported Directors FY09 requirements brief by sending out the FY10 Fact sheets for reference points,

·  Set up FY09 kick-off meeting with Director DCoE. 

· Called the Hyatt in San Antonio to have erroneous charges removed from the bill. 

· Coordinated with Stacy Lear regarding spending for AfterDeployment Program; cut the PRWs and obtained required signatures. 
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

Deborah Scott Thomas

President & CEO
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