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Washington, DC 20585 

March 26, 2010 

MEMORANDUM TO HEADS OF CONTRACTING ACTIVITIES AND PROCUREMENT DIRECTORS 

~£~
FROM: THOMAS BROWN 

DIRECTOR 

OFFICE OF CONTRACT MANAGEMENT 

SUBJECT: Establishment of Requirement for Monthly Status Reporting on 

Source Evaluation Boards (SEBs) Valued in Excess of $25 Million 

As everyone is aware, DOE accomplishes the majority of its work through its various 
contracts. In recent years, the Department has drawn increased scrutiny from a number 
of different sources. As a result, the procurement process receives a tremendous amount 
of visibility among senior DOE management, particularly our largest and most critical 
procurements which are conducted by SEBs. This highlights the critical need for SEB 
reporting and tracking. 

At the Procurement Directors meeting held in December 2009, it was mentioned during 
the presentation on the SEB Secretariat and Knowledge Management position, that we 
would be re-establishing the requirement for monthly status reporting for SEBs. There 

are several reasons why a monthly reporting requirement is both important and needed. 
It will lead to early identification of problems thereby allowing Headquarters to assist with 
problem resolution and identify areas where additional guidance may be needed. It will 
also help in the creation and sharing of lessons learned, as well as, allow for the 
identification of trends occurring across the sites. Lastly, it will keep senior management 
within the Department apprised of the various SEBs' status. 

Accordingly, all SEBs whose procurement dollar value exceeds $25 million shall begin 
submitting monthly status reports to the SEB Secretariat and Knowledge Manager in April 
2010. The.,monthly report shall be submitted by the fifth day of each month. The format 

for the monthly status report is provided as an attachment to this memo. 

The monthly status report should be submitted to Jeff Burgan by e-mail at 

jeffrey.burgan@hq.doe.gov. If you have questions, Jeff can be reached by phone at (865) 
241-2513. 

Attachment 

mailto:jeffrey.burgan@hq.doe.gov


SEB MONTHLY STATUS REPORT 

SEB POINT OF CONTACT: 

TARGET ACTUAL 
MILESTONE ACTIVITY DATE STATUS DATE NOTES 

SEB Established 

AP AT Review Initiated 

APAT Approval 

Sources Sought Synopsis Issued 

Acquisition Plan Completed 

Acquisition Plan Approved 

Draft RFP Completed 

Draft RFP Approved 

Draft RFP Issued 

Source Selection Plan/Rating Plan Completed 

Final RFP Completed 

Final RFP Approved 

Final RFP Issued 

Proposals Received 

Audits Received 

Technical Evaluation of Technical Proposals Completed 

Technical Evaluation of Cost Proposals Completed 

Cost Evaluation of Proposals Completed 

Initial SEB Report Approved 

SSO Briefing 

Competitive Range Established 

Discussion Questions to Offerors 



Discussions.Completed 

Final Proposals Requested 

Final Proposals Received 

Technical Evaluation of Final Technical Proposals Completed 

Technical Evaluation of Final Cost Proposals Completed 

Cost Evaluation of Final Proposals Completed 

Draft Final SEB Report Forwarded to MA-621 

Final SEB Report Approved 

SSO Briefing 

Contract Award 

SEB Lessons Learned Completed 

Notes 
If the status of a milestone activity is "behind schedule," a note should be included to indicate why the SEB is 
behind for that activity, as well as any corrective action taken. If a target date is missed, a note should be 
included to explain why. 

Issues/ Areas of Concern 
Identify and discuss any issues which have arisen or any areas of concern. 


