Ocean Associates, Incorporated

Oceans and Fisheries Consulting

4007 North Abingdon Street

Arlington, Virginia, USA




DATE

Monthly Report No: 1

Title: Your ProjectName/NOAA Customer
Period of Performance:  Date - Date

This Voucher:  Amount of work effort:  xxx regular, vacation, sick, and overtime hours (Must agree with ADP Hours Report)

Duties Performed (Your Name):

These are examples: Yours should comport with your Statement of Work from the contract.

1. Provide support to xxx (e.g., Protected Resources Division)

2. Assist scientific and technical staff in presentation of analyses of collections of biological, oceanographic, and marine animal survey data and specimens, and in production of scientific/technical reports, manuscripts, and management documents;

3. Prepared travel arrangements, orders, and vouchers for all staff;

4. Maintained filing systems for publications and correspondence and contract records; 

5. Provided telephone support, typing, filing, faxing, mail distribution & copying;

6. Assisted in the preparation and monitoring of budgets, spreadsheets, purchase orders, and contracts; 

7. Reviewed cost transactions and reconciled discrepancies; 

8. Regional Admin Officers Conference coordination.

Problems Encountered: None

Plans for Next Month:

(Reasonably specific plans  comporting with the SOW)

Submitted by

Your Name 


