Guidelines for Completing CIO-ITAMO Quarterly Business Review (QBR) Briefing Slides

· Quarterly Business Review (QBR) provides for a 30 minute presentation. 
· Vendors have 15 minute to brief the vendor slides
· COR have 15 minutes to brief the COR slides
Times will be adjusted based on the size and complexity of the task order.
· After a review of your QBR slide deck with the COR:
· FOR SITE and E-SITE TASK ORDERs: save the completed file in the SITE/E-SITE SharePoint site for your under Vendor Deliverables/QBR with the following naming convention: 
· Format: 	[IDIQ #]_[Task Order #]_[YYYY]_Q[qq]_QBR.pptx
· Example: 	HHM402-15-D-0001_0001_2017_Q01_ QBR.pptx
· *Note 1: “qq” represents the quarter (01, 02, 03 or 04) being reported on – not the date when the QBR actually occurs). 
· Q01 = Oct-Dec; Q02 = Jan-Mar; Q03 = Apr-Jun; Q04 = Jul-Sep
· “Quarter” refers to the quarter within the Government’s Fiscal Year – 1 October to 30 September.
· Example: For the QBR occurring in January 2017, the reporting period is October-December 2016, which is Q01 FY2017

· FOR NON SITE/E-SITE CONTRACTS & TASK ORDERS: email the completed file to E-SITE@dodiis.mil with the following naming convention: 
· Format: 	[Complete CONTRACT #]_[Task Order #]_[YYYY]_Q[qq]_QBR.pptx
· Example 1: 	HHM402-16-D-0001_0001_2016_Q04_QBR.pptx
· “A” and “D” type contracts, for example
· Example 2:	HHM402-16-C-1234_2016_Q04_QBR.pptx
· “C” type, standalone contracts
· See additional notes above on Quarter naming convention.
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Cover slide:  Enter the company, Task Order name, and Contract Number/Task Order number
Slide 2:  Complete Task Order Overview chart as follows:
· Report Date
· COR Task Order Rating Assessment – assessment of the overall Contract/Task Order, as determined by the COR with concurrence of the vendor
· Task Order Overview
· Vendor data & contact information
· Task Order description – brief description of the project
· Period of performance for both Current Period and remaining Option periods
· Current “total contract value” for all options and CLINs
· Overview of Task Order with key requirements, objectives, goals of the project
· Performance Metrics – status of performance metrics identified in the contract (add additional pages as necessary)
· Task Order Metrics
· Critical Success Factors status and “stoplight” assessment
· Financial
· Invoicing
· Schedule
· Staffing
· Deliverables
Slide 3:  Complete Task Order Overview Status and Task Order Risk/Issue Status as follows:
· Task Order Overview Status
· Summary of accomplishments and concerns since the last QBR; planned events in the next 90 days, and any additional notes
· Task Order Risks & Issues
· Describe current project risks/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 (it is not necessary to have a risk/opportunity of each color; just as appropriate).
Slide 4:  Complete Financial Status quad-chart as follows:
· Contractor Finance Rating Assessment: Provide assessment of overall Task order financial status, using red/yellow/green ratings.
· 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.  
· Option Year 2, 3, 4, etc. Labor & ODCs (as needed)
· 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(s) (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.  Definitions listed below:
· Total Amt Invoiced: It is comprised of past invoices and invoice for the month of this report. 
· Charges Not Yet Invoiced:  Outstanding liabilities that have not been invoiced. Examples include subcontractors and outstanding ODC purchases.
· Funds Remaining = Amt Currently Funded-Total Amt Invoiced-Charges Not yet Invoiced.
· Percent Expended = Funds Remaining divided by Amount Currently Funded.
· The Ceiling and Charges Not Yet invoiced can be either at CLIN Level or SLIN Level depending on available data.
Slide 5:  Contract 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.
COR Slide (to be completed by Task Order COR):
· In addition to the contractor slides, two slides are available for a 15 minute brief by the Task Order COR.  After a review of your COR QBR slides, save the completed file in the SITE SharePoint site under Vendor Deliverables/QBR for SITE Task Orders and email the file to SITE@dodiis.mil for NON-SITE Contracts/Task Orders with the following naming convention: 

For SITE Task Orders:
· Format: 	[IDIQ #]_[Task Order #]_[YYYY]_Q[qq]_COR_QBR.pptx 
· Example: 	HHM402-15-D-0001_0001_2017_Q01_COR_QBR.pptx

For NON-SITE Contracts/Task Orders:
· Format: 	[Complete Contract Number #]_[YYYY]_Q[qq]_COR_QBR.pptx 
· Example 1: 	HHM402-16-D-0001_0001_2016_Q04_COR_QBR.pptx
· BPA/IDIQ task orders – “A” and “D” type contracts, for example
· Example 2:	HHM402-16-C-1234_2016_Q04_COR_QBR.pptx
· “C” type, standalone contracts
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