Sample Progress Report Memorandum

TO:

114.H/Professional Administrative Intern Program Coordinator

FROM:
Intern's Organization
SUBJECT:
Professional Administrative Intern Program 4-Month Level I Progress Report

The first three months in the Professional Administrative Intern Program as a Contract Specialist have given me a broad exposure to procurement activities.  Thus far, I have awarded and administered contracts resulting from unsolicited proposals (primarily universities), contracts for hardware, and contracts for support services.  The most notable of which is the contract supporting the Nimbus Operating Processing System as part of the pre-solicitation phase of the contract for the actual operation of the Nimbus Control Center.  This is anticipated to be close to $5M in value.  In addition the these job responsibilities, I have attended the week-long "Contract Administration" class held on Center, a Code 219 Open House, and the New Employee meeting with the Acting Director of my Procurement Manager, and the Directorate Resources Manager of Code 900.  On   June 28-29, I attended the two-day Career Transition Workshop for Professional Interns, which examined the transition into a new position, as well as into a new career path.

In the next six months, I foresee expansion of my on-the-job procurement experience and more formal training.  I plan to attend the "Negotiation Techniques" class, the "Costa and Price Analysis" class, and the PIP New Employee Welcome, which begins later this month.

If any further information is needed, I can be reached at (301) 614-XXXX.


Intern's Name

Contract Specialist

cc:

219/Intern's Supervisor

XXX/Intern's Mentor

