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MONTHLY PROGRESS REPORT

For the Month:    November 2008

Contract Number: W81XWH-08-D-0008
Task Order:  0001
Date Submitted:   11 December 2008
TASK ORDER INFORMATION

Report Period:   1 Nov – 30 Nov 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:   LTC Clodeth C. Findlay
1.0   Status of Work in Progress:
A.
Administrative Support Services: 
· Continued coordination with TMA staff to resolve errors in DTS funding authorization and other issues related to transition across fiscal years

· Provided support with program scheduling and coordination of attendance for 54 new employees at first DCoE New Employee Orientation

· Provided multiple days of dedicated support in processing travel orders, DTS and Invitational, and reimbursement guidance for attendees of the Resilience & Prevention and AMSUS conferences

· Initiated guidance, funding letters and travel orders for participants of the HBOT Conference being held on 5-6 Dec 08
· Initiated or continued one-on-one training for new Executive Assistants (EA) at Rosslyn and Silver Spring; 8 EAs provided familiarization with various DCoE administrative procedures
· Provided VTC support which included; scheduling, coordination, set-up, and resolution of connectivity problems for conferences and meetings 

· Supported numerous meetings between staffs at Rosslyn and Silver Spring

· C
completed personnel actions
· In-processing – 4 contractors and 3 civilian personnel
· Out-processing – 1 contractor
· Updated DCoE Rating Scheme to reflect performance evaluation rating periods for new government personnel

· Initiated pre-in-processing checklist for three (3) personnel
· Completed monthly inventory and supply processes
· Completed and updated inventory and inventory control log for Silver Spring supply room
· Verified status of supply orders:



-  return of wrong size key board stand



-  location of coat rack and file cabinet for LTC Hull


-  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; 41 
· 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
·  Provided  direct administrative support for  Telehealth  & Technology  Directorate staff; served as information and training resource to new EAs supporting other Directorates
· Update and maintain information on the DCoE shared drive
· Update and maintain DCoE E-Room information
· Process Facility Maintenance requests
· Edit outgoing correspondence, ensuring compliance with DoD/HA guidelines
B. Procurement Support Services:
· Provided Contract Administration Support:
· Telehealth & Technology (T2) PM Support
· Coordinated Requests for Information (RFI) and posting for three (3) upcoming requirements; (1) Mobile Telehealth Unit, (2) Self-propelled Shipping Containers, and (3) NDAA FY09 Web-based Clinical Services
· Provided direct acquisition support and guidance to T2 Manager rotating in from Ft. Lewis in Seattle, Washington. Ann Horrell here for 1.5 weeks.  Attended meeting with General Dynamic Information Technology (GDIT) staff, CAT 2 contractor supporting T2; reviewed contract obligations and processes
· Environmental GAP Analysis
· Tracking status of request to make CDR Blankenship Alternate Task Order COR

· Assisted COL Thurmond, CDR Blankenship, and Paul Mandel, BAH Program Manager, with understanding contract requirements related to the submission of the monthly cost report/invoice
· Institute of Medicine (IOM) Proposal
· Coordinated with DOD/HHS/IOM-NAS officials to initiate actions needed to obtain, for CDR Blankenship the COR Designation Letter, Interagency Agreement (IA) and Task Order Agreement (TOA)

· Facilitated meeting between LTC Findlay and CDR Blankenship to discuss status of IOM related to obtaining  the IA and TOA
· Purchase Order Support: 
· Coordinated DCoE coin design approval and sample coin delivery for final review

· Continued coordination of statement of need requirement for architectural interior signage for DCoE spaces on 6th and 9th floor
· General Acquisition Support Activities

· Generated analytical data spreadsheet of acquisition activities for LT Gribben; supported financial briefing given to external auditors

· Provided Financial Management Team with DCoE COR listing; facilitates tracking of receipt of monthly invoices

· Prepared and submitted two (2) COR change requests

· Coordinating with Mr. Bozo, TMA contractor, to register and train CORs in use of Wide-Area Work Flow (WAWF) System used to process contract invoices

· Generated WAWF COR and LPO designation spreadsheet to facilitate registration into system

· Preparing briefing to DCoE management regarding procedures related to CORs gaining WAWF access and continued centralization of LPO role by COL Lugo

· Update and provide weekly Contract Administration Status Report

· Provide semi-weekly Acquisition Actions Status Report to COL Lugo

· Track and verify receipt of COR deliverable for all assigned contracts (on-going) 

· Develop pocket size Acquisition Tip Sheet; outlines do’s and don’ts for DCoE Contractors
· Track and assist with efforts to obtain Government Purchase Cards

· Drafting Acquisition Quick Reference Guide for use of DCoE personnel
C. Budget, Financial, and Cost Estimation Services
· Provided semi-weekly Budget Status brief to COL Lugo, Chief of Staff

· Continue to analyze FY09 Requirements data received from Directors; goal to develop and present to BG Sutton and other Sr. Leadership a realistic and justified funding status of DCoE programs.  Pre-brief to COL Lugo and LT Gribben that data analysis determined overall level of DCoE’s O & M resource requirements were consistent with the previous analysis and could essentially be met with current TMA funding allocations
· Identified potential FY09 Resource Requirements shortfalls in RDT&E and Procurement; pursued actions to close those gaps
· Continued efforts to identify, analyze and coordinate issues associated with travel reimbursements and vendor ODCs related to the Trauma Spectrum Disorder Conference of 1-2 Oct 08; included researching ramifications of TMA Office of General Counsel recommendation to not pay incurred costs
· Participated in TMA Training on IBEAMS and WEBE and Primavera Project Management Software
· Designed and implemented DCoE Travel Management Process to support receipt and verification of funds availability for travel requests prior to submitting to COL Lugo for final approval

· Compiled pertinent finance information to support external auditors briefing given by LT Gribben; supporting documents included budget data of expenses, planned resource consumption and supporting data such as DCoE Fact Sheets
· Prepared agenda and materials for initial FY09 Resource Requirements meeting between DCoE  Management and TMA Financial Management; attendees DCoE CoS, COL Lugo, DCoE Financial Manager, Tom Fitzpatrick, DCoE Resource Manager, LT Gribben and TMA Financial Managers, Walt Ruggles,  Ron Henke and Carla Carmichael
· Initiated discussion with DCoE IT staff to determine feasibility of establishing a DCoEInvoices.com e-mail account to which all invoices and bill can be electronically transmitted

· Complied with directive from COL Lugo to identify 1st quarter  Funding Allocation Document (FAD) for $500K for T2 Directorate to support manning, space and storage requirements
· Notified DCoE CORs to inform contract Program Managers of need to ensure copies of monthly invoices are routed to DCoE Financial Team, Tom Fitzpatrick, Financial Manager and Sydney Simms, Cost Analysis

· Prepared PRWs for contract funding

· Participated in meeting with Task Manager and Sr. Acquisition Analysts to follow-up development of a strategic plan for  a DCoE Financial Management and Acquisition Management System

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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