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SUBJECT:  

Contract and Task Order Level Status Reporting

APPLICATION:  
This guidance applies to all Project Management Oversight (PMO) 





Program Task Orders for contracts awarded after FY03.

APPENDICES: 
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Appendix B 
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PURPOSE:  

To provide guidance to PMO contractors on improving the accountability and effectiveness of FTA’s oversight program and operations by establishing, assessing, correcting, and reporting on management controls. 




To provide information and an inventory of contractor deliverables and products for internal FTA use to monitor the status of the contractual agreement, specific task orders, verify the reasonableness of the PMO contractor’s invoices, reported costs and expenses accrued during the reporting period, and estimate costs to be accrued during the subsequent reporting period(s) as well as cost and schedule performance. 

Section A: Background 

The proper stewardship of Federal resources is a fundamental responsibility of both FTA employees and PMO contractor managers and staff. FTA and PMO contractor management employees must ensure that government resources are used efficiently and effectively to achieve intended program results. Resources must be used consistent with agency mission, in compliance with law and regulation, and with minimal potential for waste, fraud, and mismanagement.

Management accountability is the expectation that managers are responsible for the quality and timeliness of program performance, increasing productivity, controlling costs and mitigating adverse aspects of agency operations, and assuring that programs are managed with integrity and in compliance with applicable law. 

Management controls are the organization, policies, and procedures used to reasonably ensure that (i) programs achieve their intended results; (ii) resources are used consistent with agency mission; (iii) programs and resources are protected from waste, fraud, and mismanagement; (iv) laws and regulations are followed; and (v) reliable and timely information is obtained, maintained, reported and used for decision making. 

The PMO contractor shall use management procedures in the performance of this contract that provide for: 

· Planning and control of costs;

· Measurement of performance (value for completed tasks, subtasks and individual work orders); and

· Generation of timely and reliable information to be reported at the contract level or for the specific task order level such as the monthly progress report.  

As a minimum, these procedures must provide for:

· Establishing the time-phased budgeted cost of work scheduled (including work authorization, budgeting, and scheduling), the budgeted cost for work performed, the actual cost of work performed, the budget at completion, the estimate at completion, and provisions for subcontractor performance measurement and reporting; 

· Provisions for use and control of undistributed budget (if any); 

· Incorporating changes to the Task Order budgets inclusive of individual work orders for both FTA directed changes and the PMO contractor’s management planning;

· Establishing constraints to preclude subjective adjustment of data to ensure that performance measurement remains realistic; and

· Establishing the capability to accurately identify and explain significant cost and schedule variances, both on a cumulative basis and projected at completion basis.

The purpose of this file is to fully document the distribution of contract/task order documents and will be maintained in a physical file for inclusion in the Final Report as appropriate or requested by FTA.

Section B: 

CLIN 0009 – Status Reporting

The following PMOOG No. 65 Subtasks may be ordered under this CLIN:  

Subtask 65A Task Order Level Status Reporting 


Subtask 65B Contract Level Status Reporting  


Subtask 65C PMO contractor Deliverable or Product Listing

The following PMOOG No. 10 Subtasks may be ordered under this CLIN: 

Subtask 10C: Individual Work Order Level Implementation Plans 

Section C: Scope of Work 

Subject to the issuance of individual work orders, FTA may require the PMO contractor to perform the following subtasks as part of the products or services delivered under this PMOOG No. 65 guidance. 

Subtask 65A: Task Order Level Status Reporting (TOLR)
The PMO contractor shall report to the CO, COTR and TOM on the results generated from its management procedures as they apply to specific task orders in the form of a progress report (TOLR)
Subtask 65B: Contract Level Status Reporting (CLSR) 

The PMO contractor shall report on the results generated from its management procedures for all awarded TOs in the form of a contract level status report (CLSR). Any inconsistencies in reporting between the TOLRs and the CLSR deliverables should be identified and supported by narrative in a separate section of the CLSR deliverable. 

Subtask 65C: PMO contractor Deliverable or Product Listing

The PMO contractor shall compile, organize and deliver all deliverables or products produced or delivered during the period specified for all task orders.    

Subtask 10C: Individual Work Order Level Implementation Plans  


See PMOOG No. 10 for Section C: Scope of Work requirements

Section D: Delivery and Formatting  

The Section D requirements of PMOOG No. 9 are applicable to all PMOOG No. 65 subtask deliverables or products. 

The following requirements shall also apply: (In this guidance, use of the word “Appendix” refers to supplemental material for this guidance. Use of the word “Attachment” refers to material that is part of the monitoring report delivered by the PMO contractor.) 

Subtask 65A Task Order Level Status Reporting 

1. Unless directed otherwise by FTA’s Task Order Manager (TOM) or COTR, the CLIN 0009 Progress Reports (or MPRs) shall be delivered with the CLIN 0003 products (Reference PMOOG no. 12) as Part II of a single delivery.  This will allow FTA to forward copies of Part I (project-related) of the report to a grantee but not Part II (PMO contractor-related) of the report. 

2. Under no circumstances, shall the MPR be distributed to other than the CO, COTR, or TOM. 

3. FTA from time to time may require the PMO contractor as part of work order direction, to deliver CLIN 0009 products separately from CLIN 0003 products. 

· In those instances, the PMO contractor shall transmit the CLIN 0009 MPR with a cover letter that is only transmitted to the Contracting Officer, including appropriate reference(s) to the contract number, project number, task order number, date of report, report number, period covered and the distribution.  

4. In addition to the requirements of PMOOG no. 9, MPRs shall be formatted as follows:  


COVER 


Table of Contents


List of Acronyms


Executive Summary 

1. PMO Contractor Activities

2. PMO Contractor 60 Day Look Ahead Schedule

3. PMo Program Benefits

4. PMo Contractor Cost and Staff Utilization

5.  PMO CONTRACTOR ACTIVITIES

This section of the MPR is to be used to highlight contractor activities during the reporting period and define contractor activities planned in the next two reporting periods.  The bullet list of activities should include items such as PMO contractor reviews conducted, PMO contractor deliverables completed, PMO contractor submittal of contract documents, FTA's approval of contract documents, attendance at quarterly review meetings, etc.

The purpose of this section of the report is to depict PMO contractor activities - both accomplished and planned.  

6. PMO CONTRACTOR 60 DAY LOOK AHEAD SCHEDULE 

This section of the MPR is to be used to forecast contractor activities planned in the next two reporting periods on a separate page titled “60-day look ahead schedule”.  This page will show the activities, reviews, meetings, and site visits the PMOC plans to conduct in the following 60-days including the PMOC staff who are conducting such activities.  This schedule will allow FTA personnel to better schedule their workloads to accommodate such activities and to be better prepared to assist the PMOCs in their work.  (An example of the 60-day look ahead schedule is in Appendix A).

7. PMO PROGRAM BENEFITS

This section of the report shall consist of one to two pages highlighting benefits the PMO Program has brought to the major capital projects being monitored.  A benefit, although not usually quantifiable, needs to reflect a tangible positive impact the PMO contractor has had on the project.  A benefit should be framed in terms of what suggestions/recommendations have been made by the PMO contractor, those accepted and implemented by the grantee, and those that have been beneficial to the project.  This section needs to reflect the benefits of the PMO Program from the beginning of the individual assignments, but only carrying over the most important benefits from month to month.  Many of these benefits may be later developed into lessons learned under that specific program.

8. PMO CONTRACTOR COST AND STAFF UTILIZATION

The PMO contractor shall develop and report on its incurred costs, labor effort and staff utilization as of the end of the reporting period; by a set of tables and charts, which clearly demonstrate the contractors utilization of contract/task order funds and staff-hours, including the progress of its Small and Small Disadvantaged Business Concern (S/SDBC) subcontracting effort.  All figures (cost and staff-hours) shall be documented against an approved baseline plan that is consistent with the task order tasks, or listed subtasks, compensation limits and approved contract implementation plan). The PMO contractor shall segregate cost reimburseable task/listed subtasks from fixed price task/listed subtasks in its planning, forecasting and reporting.

The PMO contractor shall state in this section in bold print, one of the following paragraphs:

· The PMO contractor has expended a percentage, less than 75% of either its authorized effort (State the actual percentage) or compensation (State the actual percentage), more than 90 calendar days remain until the end of performance (State the actual number) and its current forecast to the nearest month of when 75% of the budgeted hours and/or costs will have been expended compared to the specific Task Order compensation limits, or applicable compensation sublimits is (State the forecasted month and year) and the previous MPR forecasts of 90 days ago was ( state forecast) and 180 days ago was (state forecast). (Note is the forecast is different by more than a month from that given in the previous MPR 90 day  ago, the PMO contractor shall present in a separate paragraph its analysis of why this has occurred.);

· The PMO contractor has expended a percentage, more than 75% of either its authorized effort (State the actual percentage) or compensation (State the actual percentage), more ( or less as the case may be) than 90 calendar days remain until the end of performance (State the actual number) and its current forecast to the nearest month of when 75% of the budgeted hours and/or costs will have been expended compared to the specific Task Order compensation limits, or applicable compensation sublimits is (State the forecasted month and year) and the previous MPR forecasts of 90 days ago was ( state forecast) and 180 days ago was (state forecast). (Note is the forecast is different by more than a month from that given in the previous MPR 90 day  ago, the PMO contractor shall present its analysis of why this has occurred.);

The PMO contractor shall report on the basis of incurred costs and expended efforts. However for a limited period of time, not to exceed 90 calendar days, the contractor may use an “estimated actual” or “best estimate,” if actual data is not available and if efforts to gather and include it will cause a delay in timely submission of the monthly report. The PMO contractor shall disclose this reporting procedure in a separate section of the MPR and what steps it is taking to reduce the occurrence of such measures as well as footnoting the attached charts with the raw data and forecasted materials as applicable. 

· Cost Utilization By Task and listed subtask - this table should show planned and actual/estimated cost, by task/listed subtask, for the prime and each S/SDBC contractor for the reporting period and to date.  It shall also show total S/SDBC cost to date as a percentage of PMO contractor total cost, and breakout S/SDBC planned and actual/estimated cost by S/SDBC category.  An example of this table is illustrated in Appendix B labeled “Cost by Task/Listed Subtask”.

· Staff Hours Utilization By Task - this table shall depict the planned and actual/estimated staff hours, by task, for the prime and each S/SDBC contractor for the reporting period and to date. It shall also show total S/SDBC staff hours to date as a percentage of PMO contractor total staff hours and breakout S/SDBC planned and actual/estimated usage by S/SDBC category. An example of this table is illustrated in Appendix B labeled “Hours by Task/Listed Subtask”.

· Staff Hours Utilization By Firm, Individual, and Position – data for this table shall be provided at two levels of detail.  At the first level, planned and actual/estimated staff hours by general labor category (for example Technical Support) for each firm (prime and subs) shall be shown.  At the second level, actual/estimated staff hours shall be shown for each individual.  The information should show figures for the period being reported and to date. An example of this table is illustrated in Appendix B labeled “Hours by Individual”.

· Cost Utilization (Planned vs. Actual Cost) – this graph/chart should depict a comparison of the PMO contractor planned and actual/estimated cumulative cost, including a similar comparison for S/SDBC planned and actual/estimated cost. Data for the duration of the task order should be shown to include actual/estimated amounts up to the current period being reported and planned amounts projected through the end of the task order period of performance. An example of this chart is illustrated in Appendix B labeled “Cost Chart”.

· Staff Hours Utilization (Planned vs. Actual Staff Hours) – this chart should depict a comparison of the PMO contractor planned and actual/estimated cumulative staff hours, including a similar comparison for S/SDBC planned and actual/estimated hours.  Data for the duration of the task order should be shown to include actual/estimated amounts up to the current period being reported and planned amounts projected through the end of the task order period of performance.  An example of this chart is illustrated in Appendix B labeled “Hours Chart”.

An additional table is to be included under “Cost by Task” and “Hours by Task” when the PMO contractor has oversight responsibility for multiple grantees, under a single Task Order.   The table provides a cost/hour breakdown by grantee.  Examples of the table can be found in “Cost by Task” and “Hours by Task” – under the title “Breakdown by Grantee.”

Unless otherwise directed by the TOM with TPM concurrence, an additional table is also to be included under “Cost by Task” and “Hours by Task” when the PMO contractor has oversight responsibility for multiple projects undertaken by a single grantee, under a single Task order.   The table provides a cost/hour breakdown by the grantee’s individual projects.  

Note:  Generally, a minimum goal is established for S/SDBC participation under the PMO Program.  However, each firm is required to meet the S/SDBC goal negotiated and set forth in its individual contract. 

Subtask 65B Contract Level Status Reporting 

The COTR will detail the specifics in the work order itself.  

The following requirements shall also apply:

The contractor shall provide a contract level progress, status, and management report that consolidates data for all task orders issued under the contract.  The contract level progress, status, and management report shall at least include the following information: 

· Listing of all active task orders

· Listing of all inactive task orders and date of closure and final total cost

· Listing of contract expenditures for Subcontractors/S/D/BE:

· Cost data summaries for contract, as a whole, and each active task order.  Reported “costs” shall include all costs expended in performance, regardless of invoice and/or voucher amounts; estimates of vendor/subcontractor costs are acceptable.  Cost data summaries shall include: 

· Initial total projected costs for full period of performance

· Cumulative costs to date

· Total costs for the previous month

· Ratio of expenditures for prime contractor to subcontractors, for the contract year to date and cumulative for the life of the contract

· The estimate of costs-to complete for each task and listed subtasks, and supporting narrative and analysis for overruns and underruns for variances over 10%

·  Listing of Task Orders with significant issues and/or problems.  

Subtask 65C PMO Contractor Deliverable or Product Listing

The PMO Contractor shall compile a listing of all deliverables or products furnished under the contract/task order for any CLIN that have been accepted by FTA. It shall also include any Technical direction or work order related correspondence. This does not need to include working materials, informal email communications or discussions between the PMO contractor and FTA personnel  

Subject to individual work orders from the COTR, the PMO contractor shall compile all deliverables or products for a period of 12 months, organize them into directories that are titled by Task Orders, by Grantee Projects, by TO CLINS, by PMOOG tasks or subtasks, and by work order as applicable and mount these onto a CD-ROM for transmittal to the Contracting Officer and COTR.  

The delivered CD-ROM shall include a cover letter to the Contracting Officer. Such cover letter shall include appropriate reference(s) to the contract number, project number, task order number(s), reporting period, and the distribution of the CD-ROM.  
Subtask 10C: Individual Work Order Level Implementation Plans 


See PMOOG No. 10 for Section D: requirements 

Section E: Inspection and Acceptance 

Inspection and Acceptance shall be in conformance with this PMO Operating Guidance No. 65. 

Subtask 65A Task Order Level Status Reporting 

Products will be delivered and services performed in conformance with PMO Operating Guidance Number 65. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted. 

Subtask 65B Contract Level Status Reporting 

Products will be delivered and services performed in conformance with PMO Operating Guidance Number 65. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted. 

Subtask 65C PMO Contractor Deliverable or Product Listing 

Products will be delivered and services performed in conformance with PMO Operating Guidance Number 65. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted. 

Subtask 10C: Individual Work Order Level Implementation Plans  


See PMOOG No. 10 for Section C: Scope of Work requirements

Section F: Deliveries or Performance 

The due dates may be modified by the TO, Implementation Plans, individual work orders or by written direction of the COTR.   






Due date 


 







(All from Task Order or Work Order Effective Date) 

Subtask No. 65A – Task Order Level Status Reporting  

Products 

1.
Monthly Progress Report 
(1) As specified in an individual work 
order; or 


(2) 10 working days from the end of each month. 

2.
Specialized Progress Reports 
As specified in an individual work order
3.
Trip Reports






7 calendar days from end of any 










task order specific travel


Note: To TOM only unless otherwise directed by COTR  

Outcomes: 

1.
FTA technical debriefings on progress.   


Throughout the period 

 








           

 of performance .


Subtask No. 65B – Contract Level Status Reporting:   

Products 

1.
Contract Level Status Report




10 working days from the end 
 








of each calendar year quarter. 

For example, the first quarter runs from January 1st until March 31st.

Also note that there is no contract level report due if the first reporting quarter due date occurs less than 90 calendar days from the Contract NTP date or first TO award date which is later. 

2.
Specialized Progress Reports 
As specified in an individual work order
Outcomes: 

1.
FTA technical debriefings on progress.   


Throughout the period 

 





            

of performance .
 

Subtask 65C PMO Contractor Deliverable or Product Listing 

Products 

1.
PMO contractor Deliverable or Product Listing

(1) within 30 days of the close 










of the period specified 










in the work order or 










(2) 10 working days from the 










end of each calendar year quarter,  









whichever comes earlier. 

2.
PMO contractor Deliverable or Product Inventory  

(1) within 30 days of the close 










of the period specified 










in the work order or 










(2) 20 working days from the 










end of each calendar year, or 










(3) the end of 
the period of 











performance 











whichever comes earlier. 

3.
Specialized Deliverable Listing Reports 
As specified in an individual work order
Outcomes: 

1.
FTA technical debriefings on progress.   


Throughout the period 

 








  of performance .


Subtask 10C: Individual Work Order Level Implementation Plans  


See PMOOG No. 10 for Section C: Scope of Work requirements  

Section G: Contract Administration Data

Ordering Procedures for Individual Work Orders 

In addition to the requirements of PMOOG no. 5, Subtasks 5G-W1, 2 and 3, the following requirements also apply:

None. 

Section H:  Special Requirements 

The Section H requirements of PMOOG No. 8 are applicable to all PMOOG No. 65 subtask deliverables or products. 

The following requirements shall also apply to all subtasks:

 No additional requirements apply.
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