Guidelines for Completing Enterprise Task Order
Quarterly Business Review (QBR) Briefing Slides

· Quarterly Business Review (QBR) provides for 45 minute presentation/15 minute Q&A for a total of no more than 60 minutes and 9 slides.
· After review of QBR slide deck with COR, save completed file in SITE SharePoint site under Vendor Deliverables/QBR with the following naming convention: 
QBR_Task Order Name_Q2_2012 (example QBR_EOS_Q2_2012).
Cover slide:  Enter the company and task order name
Slide 2:  Complete Contract Overview quad-chart as follows:
· Description
· Period of performance for both Base Period and Option periods
· Current “total contract value” for all options and CLINs
· Overview of Task Order with key requirements, objectives, goals of the project
· Current staffing metrics 
· Schedule/Deliverables/Performance Metrics (add additional pages as necessary)
· Identify key schedule dates for past 90 days, and planned events for future 90 dayes
· Identify key performance metrics and level of achievement for past 90 days and planned events for future 90 days per Task Order QASP
· Issues (add additional pages as necessary)
· Describe current project issues, responsible issue owner, and current issue status
· Color-code issue as red for a high risk issue, yellow for medium risk, and green for a project opportunity
· Risks/Opportunities (add additional pages as necessary)
· Describe current project risks, responsible risk owner, and mitigation strategy(ies)
· Color-code risk as red for a high risk issue, yellow for medium risk, and green for a project opportunity
Slide 3:  Complete Financial Status quad-chart as follows:
· Base Year Labor & ODCs
· Include both Labor and ODC projections and actual expenditures in graph
· Option Year 1 Labor & ODCs
· Include both Labor and ODC projections and actual expenditures in graph  
· Base Year CLIN Table (re-use of CLIN data from CAR Summary Report)
· Specify date for contract funding status and complete CLIN data table with CLIN #, amount CLIN currently funded, total amount invoiced, funds remaining, percent expended, and charges not yet invoiced
· Option Year CLIN Table (re-use of CLIN data from CAR Summary Report)
· Specify date for contract funding status and complete CLIN data table with CLIN #, amount CLIN currently funded, total amount invoiced, funds remaining, percent expended, and charges not yet invoiced
Slide 4:  Task Order Summary:  
· List Task Order/options exercised, date awarded, period of performance, labor and ODC values, total value, and a brief narrative description of the modification.  List subsequent contract modifications and add additional pages as necessary.
Slide 5:  Recommendations for Near Term Efficiencies:  
· Provide high-level summary recommendations where they vendor can achieve cost and/or service efficiencies within the next couple of months.  
· Details for the recommendation should be contained in a supporting white-paper.
· Benefit analysis should show # FTEs reduced, $$ saved, service levels improved, etc.
Slide 6:  Recommendations for Long Term Efficiencies:  
· Provide high-level summary recommendations where they vendor can achieve cost and/or service efficiencies within the next couple of months.  
· Details for the recommendation should be contained in a supporting white-paper.
· Benefit analysis should show # FTEs reduced, $$ saved, service levels improved, etc.


