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MONTHLY PROGRESS REPORT

For the Month:    September2008

Contract Number: W81XWH-08-D-0008
Task Order:  0001
Date Submitted:   6 October 2008
TASK ORDER INFORMATION

Report Period:   1 Sep – 30 Sep 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: 
· Supported relocation of 6 personnel from Rosslyn, VA site to Silver Spring, MD site on September 15, 2008; final wave of transfers
· Provided extensive support for completion of various Reports to Congress; especially special project requiring integration and re-format of four (4) edited versions of NDAA 1618, Response to Congress

· Coordinated and refined procedures to support integration and participation of all DCoE sites with VTC capabilities
· Developed and submitted for final review Standard Operating Procedure (SOP) for VTC operations and scheduling
· Coordinated government personnel in-processing for:

º CDR Jerry O’Toole – Resilience & Prevention Directorate

º LCDR Ivonne Arena – DCoE Management Staff

º Ms. Carmita Myers – DCoE Management Staff

◦ CDR Gail Davis – Strategy Plans & Programs Directorate

◦ LCDR Emily Williams – Clearinghouse, Outreach & Advocacy 

  Directorate
· Processed via Defense Travel System (DTS) one (1) TDY request, eleven (11) travel claims, twenty-four (24) local area travel, one (1) Invitational Travel Order requests and working with eleven (11) travelers to acquire supporting documentation to complete Invitational Travel Orders
· Initiated contact with twenty (20) personnel from outside agencies to coordinate funding and travel orders for DCoE sponsored Resilience Conference

· Provided training on DTS to Capt Cogan, BG Sutton’s Military Executive Assistant

· Provided onsite support at the Rosslyn HQ site for Community Collaboration Day; a six hour training and collaboration event for current and potential DCoE vendors
· Scheduled Emergency Evacuation and Shelter in Place Training for personnel at Silver Spring

· Provided, as needed, support to acquisition staff in preparation for Source Selection Evaluation Boards (SSEB); building SSEB Binders and DVD packages. 

· Processed supply requests

· Submitted eleven (11) supply orders for Rosslyn and Silver Spring sites
· Received nine (9) partial shipments of submitted orders
· Maintained calendars for 4 DCoE conference rooms and 5 conference lines at Rosslyn and Silver Spring locations
· Provided technical and material support for conferences and meetings
· Traveled to and from Falls Church VA to:

· Facilitate pick-up and distribution of government supply orders.
· Distribute incoming and outgoing mail and faxes
· Provided access control log support for DCoE visitors

· Ensured the proper labeling, use, storage and disposal of burn bags; 65 
· Created various documents in support of the office’s mission
· Maintained office equipment
· Provided administrative support for the weekly  DCoE  Staff meeting and Huddle Meetings to include: 
· VTC coordination between DCoE sites

· Significant Events Calendar Update

· Meeting Agenda

· Presentations, as required

· Distribution of final approved meeting minutes.

· Operation of VTC equipment.

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

· Manpower Staff Reports;  initiated as new weekly report
· Staff Directory

· Telephone rosters

· In-bound personnel

· Provide support in taking meeting minutes for monthly DCoE Global VTC
·  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
· Provided information which facilitated completion of SSEB and COR  Training for new government employees; CDR O’Toole, CDR Davis, CDR Gearheart, LCDR Williams, LCDR Frazier, LT Nelson and Mr. Greenwood
· Special appreciation expressed to Sr. Administrative Assistant, Angel Hughes, from LTC Benedek, Center for Study of Traumatic Stress (CSTS) for support in establishing VTC connectivity
· Special appreciation expressed to Sr. Administrative Assistant Scott Pugh, from LTC Hull (R&P), for support provided for upcoming Resilience Conference
B. Procurement Support Services:
· Oriented and trained new Sr. Acquisition Analysts; Treena Greene and Darlene Pope

· Processed termination of Sr. Acquisition Analyst; David Bowman

· Tracked and briefed senior management on all acquisition actions; weekly
· Daily Briefings; initiated on September 15 with first SSEB Board kickoff
· Acquisition Status Report(s) to DCoE Chief of Staff

· Update SSEB membership status 
· Coordination Actions within DCoE, TPS and USAMRRA 

· Completed COR training for 6 newly selected government personnel
· Coordinated J&A for CCSI with USAMRRA

· Processed Questions and Answers responses from vendors on contract proposals 
· Coordinated with  SSEB  board members to facilitate processing of final consensus evaluations for 16 solicitations
· Coordinated revisions of solicitations for resubmissions to USAMRRA
· Processed notification of 15 contract award and initiated developed post award kickoff COR contact list and agenda template

· Provided SharePoint software license and price quote information

· Overtime  hours worked in support of SSEB
· Task Manager – 54.5
· Sr. Acquisition Analysts


  -  David Bowman – 16.0


  -  Trenna Greene - 21.75


  -  Darlene Pope – 6.35

· Financial Manager – 13.35
· Cost Analyst – 12.0

· Administrative Assistant


   -  Brenda Gross – 3.5 hours

Total hours = 127.45
· Numerous SSEB members expressed appreciation to acquisition and finance staff for support given during SSEB and consensus development process.  
C. Budget, Financial, and Cost Estimation Services
· Developed and   presented  FY09 Financial Management Requirements Briefing to BG Sutton;  received senior level management support to proceed with development of redirected focus for DCoE Financial Management
· Facilitators of financial management process with focus on making budget recommendations which appropriately support and justify the adoption of Director’s program and staffing requirements
· Prepared materials and analyzed data used to provide POM updates, budget, and investment plan reports to Chief of Staff, DCoE
· Maintained FY08 execution track of O& M and RDT&E funds to ensure programs were obligating and expending funds as planned and to identify any potential loss of funds at year-end
· Coordinated and facilitated FY09 Requirements meeting with all Directors; facilitated preparation or revisions to fact sheets
· Researched, documented and completed the PH CSoC FY09 Investment Strategy and Factsheets

· Participated with COL Lugo and Walt Ruggles in discussion re: DCoE year-end execution strategy

· Coordinated with TMA to determine why FY09 APCs not uploaded into IBEAMS
· Assisted with efforts to obtain CMEs for Clearinghouse Directorate Gender Conference
· Supported completion of SOC decrement drill and assisted in presentation to BG Sutton

· Supported the PWC metrics/study assessment used in DCoE POM
· Secured TMA legal opinion on VA Suicide Data Project which permitted DCoE to fund the activity within constraints
· Participated in Acquisition status briefings

· Supported multiple SSEBs; building consensus worksheets and inserting cost data into consensus documents
· Processed MIPR to Walt Ruggles for printing DCoE Newsletter

· Coordinated with TMA regarding DCoE spending levels for purchase card bills

· Supported T2 personnel in development of Center vs. Directorate cost breakout

· Developed and 
· Obtained quote for 9 adobe licenses.

· Created a budget slide for SMMAC Brief
· Appreciation for efforts expressed by BG Sutton, COL Lugo and senior finance staff at TMA

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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