ESS Program Correspondence Matrix
Purpose of this matrix is to define where certain pieces of correspondence should be addressed and sent, i.e. who is the primary recipient.  Invoices are addressed elsewhere in the base contract and task orders and need not be included here.  Monthly Safety Reports (exposure hours) will be sent directly to the Contracting Officer.
POC’s from each organization will be listed in the respective TO’s.  For day to day interface, a COR (Contracting Officer’s Rep) will be identified by Letter for each TO.
	Item
	Media
	PM
	ED
	CT
	Safety
	Cost

	
	
	
	
	
	
	

	Status Reports
	e-mail
	P
	C
	NI
	NI
	NI

	Schedules
	e-mail
	P
	C
	NI
	NI
	NI

	QC Plans
	e-mail initial,  printed copy after approval

	P
	See footnote 2
	NI
	NI
	NI

	Submittals (TDP’s)
	printed copy
	P
	See footnote 2
	NI
	NI
	NI

	APP’s and AAPP’s
	e-mail initial,  printed copy after approval

	P
	See footnote 7
	See footnote 7
	See footnote 3
	NI

	Letters
	printed copy
	See footnote 5
	See footnote 5
	P
	NI
	NI

	RFI’s
	e-mail
	P
	C
	See footnote 1
	NI
	NI

	ECP’s
	e-mail
	P
	C
	See footnote 4
	NI
	NI

	Proposals from RFP’s
	printed copy
	See footnote 5
	See footnote 5
	P
	NI
	See footnote 6


P 
Primary recipient and lead on issue(s), point of entry for receipt of docs, and responsible to provide response back to Contractor
C 
Copied
NI
Not involved until requested by PM
Footnotes

1. If cost or time impact, CT will be involved.  Actions may result in RFP or ECP.

2. PM will task ED 
3. PM will task Safety 
4. If cost or time impact, CT will be involved. 
5. CT will involve PM/ED as required for response
6. PM will task Cost
7. CT requires notification of acceptance prior to giving NTP for a given TO; PM will notify CT and ED of APP or AAPP disposition

8. Submission of classified data will be in accordance with paragraph 35 of the Statement of Work, and Section J.

Acronyms:

TO

Task Order
ECP
Engineering Change Proposal

RFP
Request for Proposal
RFI

Request for Information
APP
Accident Prevention Plan
AAPP
Abbreviated Accident Prevention Plan
TDP
Technical Data Package

NTP
Notice to Proceed

QC

Quality Control

PM

Project Management Directorate
CT

Contracting Directorate
ED

Engineering Directorate

