FOR OFFICIAL USE ONLY

STEP ONE – BELLRINGER REPORTING
INITIAL REPORT TEMPLATE

1. “TO” Line:  “Bellringer Submittals”  
1. “Cc” Line:  As needed…may include CMO Team Members, PEOs, others.
1. “Subject” Line:  “BELLRINGER - (then add an appropriate topic).   
1. Body of Email Message:
0. 1st line “Attention – (identify the Operations Sector Division that you believe should have the Cognizant Lead for this Bellringer Report).” 
0. 2nd line “CMO Point of Contact is (provide name and phone #).
0. Begin 1st Para with “Affected Programs:” (If applicable).  Follow with:
2. Program Name
2. PEO POC, Phone # and e-mail address
2. PMO POC, Phone # and e-mail address
2. PMO notified? 
0. [bookmark: _GoBack]Begin 2nd Para with ”Buying Command:” (If non-program managed).  Follow with:
3. PCO Name, Phone # and e-mail address.
3. Buying Activity notified?
0. “Contractor/Contracts Involved:”   Provide narrative.
0. “Situation Overview:”   Provide narrative.   
0. “Commander’s Assessment:”   Provide narrative.
0. “Executive Summary:”   Provide narrative. 

