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MONTHLY PROGRESS REPORT

For the Month:    October 2008

Contract Number: W81XWH-08-D-0008
Task Order:  0001
Date Submitted:   7 November 2008
TASK ORDER INFORMATION

Report Period:   1 Oct – 31 Oct 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: 
· Provided dedicated support to Clearinghouse, Outreach, and Advocacy Directorate in meeting  protocol requirements for the Trauma Spectrum Conference held 1-2 Oct 08 

· Provided direct support for the Centers Community Collaboration Day which included; scheduling, guest greeting and escort, presentation support and collection of future reference materials
· Provided VTC support which included; scheduling, coordination, set-up, and resolution of connectivity problems for conferences and meetings 

· Supported numerous meetings between staffs at both headquarters

· Supported coordination between 9 sites participating in the Telehealth & Technology (T2) VTC on 28 Oct 08

· Led coordination of facility maintenance issues caused by expiration of day time cleaning services at Rosslyn Headquarters

· Facilitated discussions between key personnel at DCoE, TMA and Building Management

· Assumed responsibility for office maintenance during interim until cleaning services were restored

· Coordinated resolution of Defense Travel System (DTS) issues
· Contacted TMA Travel Office staff and identified issues were related to non-availability of FY09 funding and obtained commitment to resolve

· Published twenty (20) travel claims; ten (10) local area reimbursements; and eight (8) travel vouchers

· Coordinated acquisition of supporting documents to complete nine (9) Invitational Travel Orders

· Responded to general DTS process inquiries from DCoE staff

· Initiated travel processing support for attendees to Resilience & Prevention Directorate  Conference being held in November 2008

· Responded to numerous inquiries on travel coordination issues from projected attendees
· Processed ten (10) funding letters/authorizations for outside agency personnel
· C
completed personnel actions
· In-processing – 18 contractors and 1 civilian personnel
· Out-processing – 2 contractors
· Initiated informal orientation for new TEAMS Executive Assistants assigned to DCoE Directorates 

· Updated DCoE Rating Scheme to reflect performance evaluation rating periods for new government personnel

· Initiated pre-in-processing checklist for three (3) personnel due to report 3 Nov 08

· Processed supply requests

· Submitted two (2) supply orders for Rosslyn and Silver Spring sites
· 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; 64 
· Created various documents in support of the office’s mission
· Maintained office equipment
· Facilitated set-up of four (4) large shredders at Silver Spring

· Finalized inventory of equipment at Rosslyn site 

· Provided administrative support for the weekly  DCoE  Staff and Huddle Meetings 
· VTC coordination and operation between DCoE sites

· Significant Events Calendar Update

· Development and distribution of meeting agenda

· Coordinate slide presentations, as required

· 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 support in taking meeting minutes for monthly DCoE Global VTC
·  Provided administrative support for  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:
· Monitored and verified contract award status for DCoE solicitations; 15 of 16 Contracts Awarded
· Conference Planner/Conference Support
· Telehealth & Technology (T2) PM Support
· CAT 2 PM Support
· Outreach Call Center
· Strategic Planning & Program Development
· CCSI PM Support Extension for DCoE
· Real Warriors Campaign
· Environmental GAP Analysis
· Second Life Virtual World
· Caring Letters
· Sesame Workshop Web Portal
· Sesame Workshop  and Sesame DVD Kits
· After Deployment 
· After  Deployment opt 1
· Conference Planner - developed a standardized Conference Planning Services Request Worksheet; assisted CDR Davis in analysis of contract data for strategic planning report
· Environmental GAP Analysis – provided recommendations to resolve issue of paying parking for contract employees to COL Thurmond; submitted request to add CDR Blankenship as Alternate Task Order COR
· Telehealth & Technology – supported Dr. Mishkind in reevaluation and acquisition planning for FY09 requirements of Mobile Virtual Reality Telehealth Unit, Self-propelled Shipping Containers and NDAA 09 Web based Clinical Services
· Institute of Medicine (IOM) Proposal –  initiated tracking as FY09 initiative under the Research Directorate; awaiting receipt of contract from National Academies

· Non-Contract Acquisition Support:
· Coordinated and arranged rental and delivery of office furniture for 45 days while awaiting installation of permanent furniture

· Researched and provided information, on cost of living rates for specific labor categories in various locations, for LTC Findlay, Deputy Chief of Staff and Carmita Meyers, Management Analyst Specialist
· Generated analytical brief and recommendations for DCoE Coin Purchase; acquisition approved
· Developed statement of need for signage requirements for 6th and 9th floor
· Assist and track efforts to obtain Government Purchase Card

· Obtain a quote for purchase of plaque for LCDR Arena
· Participated in TMA Acquisition Training for DCoE CORs

· Drafting Acquisition Quick Reference Guide for use of DCoE personnel

· Collaborated with Financial Manager to develop and present a briefing to COL Lugo, Chief of Staff regarding the strategic focus of the Financial & Acquisition Management System
C. Budget, Financial, and Cost Estimation Services
· Interviewed, selected and orientated newly hired Cost Analyst, Sydney Simms

· Continued review and analysis of FY09 Requirements; goal to develop and present to BG Sutton and other Sr. Leadership a realistic and justified funding status of DCoE programs.
· Met with Directorate and Center Directors and staff to update FY09 fact sheets and develop realistic staffing plans

· Initiated bi-weekly Budget Status Meetings with Chief of Staff
· Reviewed FY09 1st Quarter Allocation and POM

· Supported DVBIC pre-SSEB briefing related to funding issues

· Met with Walt Ruggles, TMA Financial Manger, to discuss TMA requirements, systems and personnel related to DCoE
· Scheduled meeting between COL Lugo and Mr. Ruggles to discuss FY 09 funds status
· Coordinated, prepared, obtained approval and submitted PRW for Silver Spring Furniture System
· Drafting DCoE Financial Manual for use of DCoE Directors to use as guide in conducting routine financial activities related to contract management
· Collaborated with Acquisition Analysts to develop and present a briefing to COL Lugo, Chief of Staff regarding the strategic focus of the Financial & 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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