Studies and Analysis Squadron Preliminary Planning Process

Internal Communication Plan[image: image9.jpg]


[image: image10.png]




[image: image11.wmf] 


[image: image12.png]


INTERNAL COMMUNICATION PLAN

FOR
Studies and Analysis Squadron
Preliminary

Planning Process

AETC/XPM POC:

MSgt Tresa Dula-Sultan
210-652-2704/ DSN 487-2704
Table of Contents
1Table of Contents


2Internal Communication Plan / Matrix


2Schedules


2Briefings


3Project Controls


3Resource Controls


4Project Close-Out


5Appendix A:  Internal Communication Matrix


9Appendix B:  Meeting Agenda & Minutes Template


10Appendix C:  Weekly Activity Report


12Appendix D:  Action Item Log, Issue Item Log, and Contact Information




Internal Communication Plan / Matrix
This purpose of the internal communication plan is to mitigate communication breakdown among project participants and management by articulating how, what, when and to whom individuals will communicate, and where the information will be maintained.  Effective communication allows the managers to track milestones, action items, and issues to ensure the project stays on schedule.  

The Internal Communication Matrix in this section articulates the purpose of the communication, the audience, and the timing.  It identifies the authority for approving the communication and the individual responsible for the communication.  The last column in the matrix describes the final disposition of each communication.  All participants in the project have communication requirements and responsibilities that will, if adhered to, enable timely project completion.

The internal communication plan is divided into five categories of communication that will occur throughout the life of the project:  Schedules, Briefings, Project Controls, Resource Controls and Project Close-out.  Each project management communication is defined below with the specific requirements such as timing, approval and disposition outlined in the Internal Communication Matrix (Appendix A).

Communications required by this plan include:

Schedules

· Project Plan - Overarching plan outlining background, scope, roles, responsibilities, team membership, deliverables, milestone schedule, responsibility assignments, resource staffing, communication, resource tracking and project close-out.  The Project Plan Manager manages the project plan.
· Milestone Schedule - A work breakdown structure of tasks and task duration to complete project goal.  SAIC maintains the milestone schedule.
Briefings
· Town Hall Meetings - Informs the work force on the status of the project and surfaces issues needing resolution.  The Project Manager manages the Town Hall briefings.
· Status Briefing - Provides information on the status of the project and surfaces any issues needing resolution.  The Project Manager, project team members manage their individual status briefings as necessary.

· Competitive Sourcing Recommendation – Presents the Competitive Sourcing Steering Group’s research and recommendation.  After coordination through SAS and AETC/XPM it will be forward to AETC/CV for final approval.
Project Controls

Project controls track and document project progress, issues for resolution, open action items and changes to the project plan.  The Project Manager must closely monitor the following documents and logs in order to manage the schedule, resources, and issues which impact successful project completion.  Project control communications include:
· Meeting Agendas – Communicates the meeting’s purpose, topics, and deliverables during project team, group or town hall meetings.  Agendas allow participants the time to properly prepare for meetings enabling successful and timely meetings.  Agendas identify the meeting chair and scribe responsible for recording the minutes.  Meeting agendas are managed by individual meeting chairs.  The Meeting Agenda and Meeting Minute Template for this project is Appendix B.
· Meeting Minutes - Provides discussion notes from meetings and status briefings and identifies action items and issues.  The Project Manager manages the Competitive Sourcing Steering Group and the Executive Steering Group meeting minutes with all other meeting minutes managed by the appointed scribe.  The Meeting Agenda and Meeting Minute Template for this project is Appendix B.
· Weekly Activity Report (WAR) - Documents activities completed, activities planned and any action or concerns.  The WAR is the responsibility of Project Manager and all Subteam Leads/Facilitators are responsible for providing weekly inputs to the Project Director.  The WAR Template for this project is Appendix C.
· Action Item Log - Provides a centralized point from which to manage project action items.  The Project Manager is responsible for updating and managing the log.  The Action Item Log Template for this project is Appendix D.
· Issue Resolution Log - Provides a centralized point from which to manage project issues that cannot be resolved by the subteams or the Competitive Sourcing Steering Group.  The log tracks the status of issues.  The Project Manager is responsible for updating and managing the log.  The Issue Resolution Log Template for this project is Appendix E.
· Question Log – Provides a centralized point from which to manage questions received from the Randolph AFB workforce and the general public about the preliminary planning process.  Questions will be asked through the telephone hotline, email, and project portal.  The Project Manager is responsible for updating and managing the log.
Resource Controls

Resource controls track resource usage and budget expenditures.  Resource control communications include:

· Responsibility Assignment Matrix (RAM) - Identifies organizations and participants in the project and their level of responsibility.  The Project Manager manages the RAM.

Project Close-Out

Throughout the project life, participants must document lessons learned. 
· Project Lessons Learned - Documents lessons learned while conducting the SAS preliminary planning process.  Lessons learned can be passed to other organizations conducting a similar study.  Lessons learned will be incorporated into the best-practices model where applicable.  The Project Manager manages the lessons learned database.

Refer to the Internal Communication Matrix in this section for specific communication requirements. Appendix A

Appendix A:  Internal Communication Matrix
	Communication
	Purpose
	Audience
	Timing
	Approval Authority
	POC
	Disposition

	Project Plan
	To articulate project background, scope, roles, responsibili​ties, membership, deliverables, sched​ule, staffing, com​munication, and close-out.
	All project participants 
	At the start of the project.
	Wing Sponsor
	Project Manager
	The Project Manager ensures the project plan is posted on the project portal and filed. 

	Milestone Schedule


	To communicate a work breakdown structure of tasks needed to accomplish the project purpose.  Includes planned start and stop dates and an OPR for each activity.
	All project participants
	At the beginning of the project and at each milestone revision.   Revisions to major milestones are made in the master project plan.
	Major milestones – Executive Review Group;  Minor milestones -  Project Director
	Project Manager
	The Project Manager ensures the milestone schedule is posted on the project portal and filed.

	Status Briefings
	To provide information on the status of the project and surface issues needing resolution.
	Project Sponsors, Executive Review Group, Competitive Sourcing Steering Group, & Functional Team Leader 
	Functional Team Leader– weekly;

Competitive Sourcing Steering Group – monthly; Executive Review Group and Project Sponsors – as requested
	One level below the target audience
	Project Manager
	The Project Manager will file and post on the project portal (if applicable).

	Town Hall Meetings
	To inform the work force on the status of the project.
	Randolph AFB work force
	As needed 
	Project Manager
	Project Manager
	The Project Manager will file and post on the project portal (if applicable).

	Meeting Agendas
	To communicate a purpose, topics and deliverables to participants.    Agendas will identify the meeting chair and scribe responsible for recording the minutes.
	Meeting participants
	Distributed prior to the scheduled meeting.
	Project Manager
	Meeting Chair
	Meeting Chairs will submit all agendas to the Project Manager, and meeting participants.  The Project Manager will provide input and/or guidance to the meeting chair.  Meeting participants will prepare for the meeting, as needed, prior to the scheduled time.

	Meeting Minutes
	Provides discussion notes from weekly status briefings and other meetings along with any action items and/or unresolved issues.
	Meeting participants,  Project Manager
	Within 3 working days after meetings occur
	Meeting chair
	Meeting chair or appointed scribe
	Send electronic copy of meeting minutes (see template) to the Project Manager for filing.  The Project Manager  will forward a copy of the minutes to the appropriate individuals. 

	Weekly Activity Report (WAR)
	To document activities completed, activities planned and any issues and/or concerns.
	All project participants
	Weekly (Friday)
	Project Manager
	All Project Subteam leads and facilitators
	Send electronic copy of WAR inputs (see template) to the Project Manager.  WAR inputs are due to the Project Manager by 1700 each Thursday.

	Action Item Log
	To provide a centralized point from which to manage project action items.  
	AETC/XPMS
	As action items are identified in the briefings, meeting minutes and WARs.
	Project Manager
	AETC/XPMS
	Action items will be added to the log within 3 days of approved briefings, meeting minutes and WARs being submitted to the Project Manager (see template).  The Project Manager will post new action items to the log and update the status as items are closed.

	Issue Resolution Log
	To provide a centralized point from which to manage project issues that cannot be resolved by the Competitive Sourcing Steering Group.  The log tracks the status of issues passed to the Executive Review Group for resolution.
	Project Sponsors & Executive Review Group
	As issues are identified in briefings, meeting minutes and WARs that cannot be resolved by the Competitive Sourcing Steering Group.  
	Project Manager
	AETC/XPMS
	Issues will be added to the log as approved by the Project Manager.  The Project Manager will post new issues to the log, pass the issues to the Executive Review Group as required, and update the status as issues are resolved.



	Responsibility Assignment Matrix (RAM)
	To graphically link milestone schedule tasks to the project participants performing them.  To show the level of responsibility each participant has over the milestone tasks.
	Project Participants
	Established at the same time the milestone schedule is established and revised each time team membership changes or milestone tasks change.
	Project Manager
	AETC/XPMS
	Approved changes to team membership selection will be reported to the Project Manager.  The Project Manager will revise the RAM within the project plan and ensure it is posted on the project website.

	Lessons Learned


	To document lessons learned during the Sheppard preliminary planning project.  To pass lessons learned to other organizations conducting similar studies.  To incorporate lessons learned into the best-practices model where applicable.
	Organizations conducting similar studies
	As process lessons are learned or identified by project participants
	Project Manager
	AETC/XPMS
	Project Sub-Team Leads and facilitators (and advisors) are responsible for documenting lessons learned and forwarding them to the Project Director.  Any project participant may submit a lesson learned to the Project Director.

	A-76 Telephone, E-mail, & portal Question Log
	To provide a centralized point from which to manage preliminary planning questions and answers.
	Randolph AFB work force
	As new questions are identified
	Project Manager
	AETC/XPMS
	Individuals submit questions via e-mail, telephone hotline or project portal.  Questions will be added to the log and distributed within 2 duty days to find the answer.  Once an answer is received, it is put in the log, sent to the requester, and updated on the A-76 website.

	Competitive Sourcing Recommendation
	To present the Competitive Sourcing Steering Group’s research & recommendation.
	Project Sponsor
	At the conclusion of preliminary planning.
	Project Sponsor
	Project Manager
	The recommendation will be prepared by the Competitive Sourcing Office and then coordinated through the CSSG and ERG for Wing Sponsor approval.  Recommendation will then be forwarded to AETC/XPM for staffing to AETC/CC for final approval and announcement decision.
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Appendix C:  Weekly Activity Report
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Appendix D:  Action Item Log, Issue Item Log, and Contact Information
These logs have many fields and are do not view very well in this document.  Actual logs are imbedded below, however, to view the data in the spreadsheet click on the imbedded icon.   
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[image: image7.emf]Item   Description Project Phase Source Date Opened OPR Suspense Status Approved By COMMENTS

1 Weekly Activity Report Planning Other 03 Oct 03 82 TRW/CCO Every Friday On-Going

This document must  be completed each Friday for submission to 

Mr Graham, who will finalize it and forward thru Sheppard Senior 

leadership ad required. 

2 Manpower End-strength Planning  Other 03 Oct 03 82 TRW/CCO Closed  AETC/XPM

SAIC itentified the end-strength for the military authorizations under 

study were only valid thue 04/4.  There is no end-strength available 

too pay for the contract, approx 17.8 million.  Closed 8 Oct 03.  

AETC/XPM stated the endstrength is available for the study -- it just 

has already been programmed

3

Note: AF/XPMS re-organized, now is AF/DPM effective 1 July 2002.  Reference to XPMS changed to DPMS for all action items after 1 July.  

Action Item Log Date
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Issue C: 

Item Description Project Phase Source Date Opened OPR Suspense Status Recommendation Approval Authority

Approved 

Disapproved By

Impact to 

SOW Timeline

Comments

Note: yellow highlighted items denote linkage to Action Item List; teal highlighted notes denote issues forwarded to Senior Steering Group

Date
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		Meeting Summary






		Task Title:  AETC/SAS Preliminary Planning 



		Meeting called by: 

		HQ AETC/XPM

		Type of meeting:

		Preliminary Planning Project Preparation Session



		Date:

		 

		Location:

		HQ AETC/XPM Conference Room



		Attendees:

		AETC/SAS

		Maj Mike Allin, SAS/TE, (210) 652-5517, 
michael.allin@randolph.af.mil



		

		HQ AETC/XPM

		MSgt Dula-Sultan, (210) 652-2704, megan.naymik@randolph.af.mil 

Mrs. Melody Evans (210) 652-8096, melody.evans@randolph.af.mil



		

		HQ AETC CONS/LGCK

		Mr. Ron Mortag, (210) 652-4856 Ron.mortag@randolph.af.mil



		

		SAIC

		Mr. James Grenier, SAIC, (703) 795-5303  grenierj@saic.com 

Ms. Mihaela Enache, SAIC (703) 676-4257 enachem@saic.com





		Additional Information



		12 November a.m.

		·  
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Weekly Activity Report


Studies and Analysis Squadron
Proof of Concept Project


Period:  Week Ending dd Mon yy

1. Summary of activities accomplished during the past week for Sheppard BOS preliminary planning project:


2. On site Support Last Week (location):

		

		Name

		Dates

		Activities/Tasks

		Location



		1. 

		

		

		

		



		2. 

		

		

		

		



		3. 

		

		

		

		



		4. 

		

		

		

		



		5. 

		

		

		

		



		6. 

		

		

		

		



		7. 

		

		

		

		





3. Activities Planned for Next Week:  


4. On Site Support Next Week:

		

		Name

		Dates

		Activities/Tasks

		Location



		1. 

		

		

		

		



		2. 

		

		

		

		



		3. 

		

		

		

		



		4. 

		

		

		

		



		5. 

		

		

		

		



		6. 

		

		

		

		



		7. 

		

		

		

		





5. Issues, Concerns, Comments:

Submitted By:  MSgt Tresa Dula-Sultan, Competitive Sourcing Program Manager, AETC/XPMS, DSN 487-2704, and Commercial: 210-652-2704.

cc:
SAS/CC


Executive Review Group



Competitive Sourcing Steering Group


This document must be retained as historical documentation of the 
Studies and Analysis Squadron project in accordance with applicable instruction/s.
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Weekly Activity Report


Studies and Analysis Squadron
Proof of Concept Project


Period:  Week Ending dd Mon yy

1. Summary of activities accomplished during the past week for Sheppard BOS preliminary planning project:


2. On site Support Last Week (location):

		

		Name

		Dates

		Activities/Tasks

		Location



		1. 

		

		

		

		



		2. 

		

		

		

		



		3. 

		

		

		

		



		4. 

		

		

		

		



		5. 

		

		

		

		



		6. 

		

		

		

		



		7. 

		

		

		

		





3. Activities Planned for Next Week:  


4. On Site Support Next Week:

		

		Name

		Dates

		Activities/Tasks

		Location



		1. 

		

		

		

		



		2. 

		

		

		

		



		3. 

		

		

		

		



		4. 

		

		

		

		



		5. 

		

		

		

		



		6. 

		

		

		

		



		7. 

		

		

		

		





5. Issues, Concerns, Comments:

Submitted By:  MSgt Tresa Dula-Sultan, Competitive Sourcing Program Manager, AETC/XPMS, DSN 487-2704, and Commercial: 210-652-2704.

cc:
SAS/CC


Executive Review Group



Competitive Sourcing Steering Group


This document must be retained as historical documentation of the 
Studies and Analysis Squadron project in accordance with applicable instruction/s.
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Contact Information

		Member		Last Name		First Name		Rank		DSN Phone Number		Work Extension		Commercial Phone Number		Installation		Organization Unit		Function		EmailAddress

		Active		Aguirre		Debbie		Ms						(210) 652-2122		Randolph		AETC		LGCU		Debbie.Aguirre@randolph.af.mil

		Active		Allin		Michael		Maj						(210) 652-5517		Randolph		AETC		SAS/TE		michael.allin.randolph.af.mil

		In-Active		Barnes		Tad		Mr						(937) 554-2490				SAIC		Contractor		Barnestad@saic.com

		Active		Barnasevitch		Tom		Mr										SAIC		Contractor		thomas.barnasevitch@saic.com

		Active		Barnes		Tad		Mr						(937) 554-2490				SAIC		Contractor

		Active		Kroft		Craig		Mr										SAIC		Contractor

		Active		Gray		Rick		SMSgt						(210) 652-6894		Randolph		AETC		SAS/CCF		Rick.Grey@randolph.af.mil

		Active		Grenier		James		Mr						(703) 795-5303				SAIC		Contractor		GrenierJ@saic.com

		Active		Howze		Richard		MSgt						(210) 652-3114		Randolph		AETC		DPAAD		Richard.Howze@randolph.af.mil

		Active		Naymik		Megan		Capt						(210) 652-7072		Randolph		AETC		XPM		Megan.Naymik@randolph.af.mil

		Active		Pyott		Sandra		Ms						(210) 652-7734		Randolph		AETC		DPCC		Sandra.Pyott@randolph,af.mil

		Active		Strubbe		Jerry		Mr						(210) 652-2122		Randolph		AETC		LGCU		Jerry.Strubbe@randolph.af.mil

		Active		Williams		Lee (Terry)		LtCol						(210) 652-5229		Randolph		AETC		SAS/CC		Lee.Williams@randolph.af.mil

		Active		Young		Bob		LtCol						(210) 652-5519		Randolph		AETC		SAS/DO		Robert.Yount@randolph.af.mil

		Active		Evans		Melody		Mrs		487-8096				(210) 652-8096		Randolph		AETC		XPMSC		Melody.Evans@randolph.af.mil

		Active		Dula-Sultan		Tresa		MSgt		487-				(210) 652-		Randolph		AETC		XPMSC		tresa.dula-sultan@randolph.af.mil

		Active		Mortag		Ron		Mr		487-4856				(210) 652-4856		Randolph		AETC		CACM		ron.mortag@randolph.af.mil



&L&"Arial,Bold"&12Team Composition&C&"Arial,Bold"&14AETC SAS Strategic Sourcing&R&"Arial,Bold"&12&D

&C&D&RPage &P of &N Pages
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&C&D&RPage &P of &N Pages
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Lee.Williams@randolph.af.mil

thomas.barnasevitch@saic.com

Melody.Evans@randolph.af.mil

tresa.dula-sultan@randolph.af.mil

ron.mortag@randolph.af.mil

Barnestad@saic.com



Action Items

		Action Item Log						9/3/03

		Item		Description		Project Phase		Source		Date Opened		OPR		Suspense		Status		Approved By		COMMENTS

																								Project Category
Data Validation List

																								Planning

																								Analysis

																								Baseline Data Collection

																								Baseline SOW/QASP

																								Baseline As-Is Costing

																								Decision

																								FINREP/Briefing

																								Close-Out



&L&"Arial,Bold Italic"&12Action Item List&C&12&D&R&12Page &P of &N Pages

&C&D&RPage &P of &N Pages

&C&D&RPage &P of &N Pages
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Issue Items

						Issue Resolution Log												Tuesday, January 31, 2002

				Note: yellow highlighted items denote linkage to Action Item List; teal highlighted notes denote issues forwarded to Senior Steering Group

		Issue C:		Item		Description		Project Phase		SOW Service Area
(SOW Issues Only)		SOW Output
(SOW Issues Only)		Source		Date Opened		OPR		Suspense		Status		Recommendation		Approval Authority		Approved Disapproved By		Impact to SOW Timeline		Comments
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Change Control

		

		Tracking No.		Date		Change		Authorized by:		Impact

		12		2-Nov		Description		Decision Authority		Description

		B		3-Nov

		C		4-Nov

		D		5-Nov
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		Meeting Summary






		Task Title:  AETC/SAS Preliminary Planning 



		Meeting called by: 

		HQ AETC/XPM

		Type of meeting:

		Preliminary Planning Project Preparation Session



		Date:

		12-16 November 2003

		Location:

		HQ AETC/XPM Conference Room



		Attendees:

		AETC/SAS

		Maj Mike Allin, SAS/TE, (210) 652-5517, 
michael.allin@randolph.af.mil



		

		HQ AETC/XPM

		MSgt Dula-Sultan, (210) 652-2704, megan.naymik@randolph.af.mil 

Mrs. Melody Evans (210) 652-8096, melody.evans@randolph.af.mil



		

		HQ AETC CONS/LGCK

		Mr. Ron Mortag, (210) 652-4856 Ron.mortag@randolph.af.mil



		

		SAIC

		Mr. James Grenier, SAIC, (703) 795-5303  grenierj@saic.com 

Ms. Mihaela Enache, SAIC (703) 676-4257 enachem@saic.com





		Additional Information



		12 November a.m.

		·  
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Contact Information

		Member		Last Name		First Name		Rank		DSN Phone Number		Work Extension		Commercial Phone Number		Installation		Organization Unit		Function		EmailAddress

		Active		Graham		Samuel		Mr.		736-3760				940-676-3760		Sheppard		82 TRW/CCO		Manpower		sam.graham@sheppard.af.mil

		Active		Kifer		Stephen		Capt		736-2589				940-676-2589		Sheppard		82 TRW/CCO		Communications		stephen.kifer@sheppard.af.mil

		Active		Human		Matthew		Lt		736-2770				940-676-2770		Sheppard		82 TRW/CCO		Manpower		matthew.human@sheppard.af.mil

		Active		Grenier		James		Mr.						703-795-5303		Sheppard		Contractor		SAIC		grenierj@sheppard.af.mil

		Active		Barnes		Tad		Mr.						937-554-2490		Sheppard		Contractor		SAIC		barnesta@sheppard.af.mil

		Active		McReynolds		James		Mr.		736-2566				940-676-2566		Sheppard		82 TRW/CCO		Manpower		james.mcreynolds@sheppard.af.mil

		Active		Taylor		Deanna		Mrs.		736-2560				940-676-2560		Sheppard		82 TRW/CCO		Manpower		deanna.taylor@sheppard.af.mil

		Active		Willis		Darren		Lt		736-1492				940-676-1492		Sheppard		82 TRW/MO		Manpower		darren.willis@sheppard.af.mil

		Active		Jones		Kathy		Col		736-2601				940-676-2601		Sheppard		82 TRW/XP		Plans & Programs		kathy.jones@sheppard.af.mil

		Active		Weaver		Tandy		Mrs.								Sheppard		82 CONS		Contracting		tandy.weaver@sheppard.af.mil

		Active		Vega		Barbara		Mrs.		736-2601				940-676-2601		Sheppard		82 TRW/CCO		CCO Admin		barbara.vega@sheppard.af.mil

		Active		Ketchell		Kathy		Mrs.								Sheppard		82 MSS/DPC		Civ Personnel		kathy.ketchell@sheppard.af.mil

		Active		Brown		Manning		Maj		736-2732				940-676-2732		Sheppard		82 TRW/PA		Public Affairs		manning.brown@sheppard.af.mil

		Acti ve		Schneider		Kirk		Lt Col								Sheppard		82 CPTS/CC		Comptroller		kirk.schneider@sheppard.af.mil

		Active		Lorranger		Carrie		Capt								Sheppard		82 MSS/DPM		Mil Personnel		carrie.lorranger@sheppard.af.mil

		Active		Roberts		Daniel		Mr.								Sheppard		82 TRW/MO		Manpower		daniel.roberts@sheppard.af.mil
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Action Items

		Action Item Log						Tuesday, January 31, 2002

		Note: AF/XPMS re-organized, now is AF/DPM effective 1 July 2002.  Reference to XPMS changed to DPMS for all action items after 1 July.

		Item		Description		Project Phase		Source		Date Opened		OPR		Suspense		Status		Approved By		COMMENTS

		1		Weekly Activity Report		Planning		Other		03 Oct 03		82 TRW/CCO		Every Friday		On-Going				This document must  be completed each Friday for submission to Mr Graham, who will finalize it and forward thru Sheppard Senior leadership ad required.

		2		Manpower End-strength		Planning		Other		03 Oct 03		82 TRW/CCO				Closed		AETC/XPM		SAIC itentified the end-strength for the military authorizations under study were only valid thue 04/4.  There is no end-strength available too pay for the contract, approx 17.8 million.  Closed 8 Oct 03.  AETC/XPM stated the endstrength is available for the study -- it just has already been programmed

		3
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Issue Items

						Issue Resolution Log								Date

				Note: yellow highlighted items denote linkage to Action Item List; teal highlighted notes denote issues forwarded to Senior Steering Group

		Issue C:		Item		Description		Project Phase		Source		Date Opened		OPR		Suspense		Status		Recommendation		Approval Authority		Approved Disapproved By		Impact to SOW Timeline		Comments
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		Tracking No.		Date		Change		Authorized by:		Impact

		12		2-Nov		Description		Decision Authority		Description

		B		3-Nov

		C		4-Nov

		D		5-Nov
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Contact Information

		Member		Last Name		First Name		Rank		DSN Phone Number		Work Extension		Commercial Phone Number		Installation		Organization Unit		Function		EmailAddress

		Active		Graham		Samuel		Mr.		736-3760				940-676-3760		Sheppard		82 TRW/CCO		Manpower		sam.graham@sheppard.af.mil

		Active		Kifer		Stephen		Capt		736-2589				940-676-2589		Sheppard		82 TRW/CCO		Communications		stephen.kifer@sheppard.af.mil

		Active		Human		Matthew		Lt		736-2770				940-676-2770		Sheppard		82 TRW/CCO		Manpower		matthew.human@sheppard.af.mil

		Active		Grenier		James		Mr.						703-795-5303		Sheppard		Contractor		SAIC		grenierj@sheppard.af.mil

		Active		Barnes		Tad		Mr.						937-554-2490		Sheppard		Contractor		SAIC		barnesta@sheppard.af.mil

		Active		McReynolds		James		Mr.		736-2566				940-676-2566		Sheppard		82 TRW/CCO		Manpower		james.mcreynolds@sheppard.af.mil

		Active		Taylor		Deanna		Mrs.		736-2560				940-676-2560		Sheppard		82 TRW/CCO		Manpower		deanna.taylor@sheppard.af.mil

		Active		Willis		Darren		Lt		736-1492				940-676-1492		Sheppard		82 TRW/MO		Manpower		darren.willis@sheppard.af.mil

		Active		Jones		Kathy		Col		736-2601				940-676-2601		Sheppard		82 TRW/XP		Plans & Programs		kathy.jones@sheppard.af.mil

		Active		Weaver		Tandy		Mrs.								Sheppard		82 CONS		Contracting		tandy.weaver@sheppard.af.mil

		Active		Vega		Barbara		Mrs.		736-2601				940-676-2601		Sheppard		82 TRW/CCO		CCO Admin		barbara.vega@sheppard.af.mil

		Active		Ketchell		Kathy		Mrs.								Sheppard		82 MSS/DPC		Civ Personnel		kathy.ketchell@sheppard.af.mil

		Active		Brown		Manning		Maj		736-2732				940-676-2732		Sheppard		82 TRW/PA		Public Affairs		manning.brown@sheppard.af.mil

		Acti ve		Schneider		Kirk		Lt Col								Sheppard		82 CPTS/CC		Comptroller		kirk.schneider@sheppard.af.mil

		Active		Lorranger		Carrie		Capt								Sheppard		82 MSS/DPM		Mil Personnel		carrie.lorranger@sheppard.af.mil

		Active		Roberts		Daniel		Mr.								Sheppard		82 TRW/MO		Manpower		daniel.roberts@sheppard.af.mil
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(SOW Issues Only)		SOW Output
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