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DTS-W Training Forum

Defense Contracting Command – Washington (DCC-W) 

Sample Forms

05 November 2003
Performance Work Statement (PWS)

for

(ADD TITLE OF SERVICE)

(NOTE TO THE WRITER:  YOU MUST TAILOR THE DOCUMENT FOR YOUR AGENCY BY INCLUDING YOUR UNIQUE REQUIREMENTS AND QUANTITIES FOR WORKLOAD ESTIMATES, IF NECESSARY.    

IF YOU REQUIRE SPECIFIC SURVEILLANCE TECHNIQUES YOU SHOULD ADD THEM TO THE APPROPRIATE SECTION.)

PART 1

GENERAL INFORMATION
The performance work statement defines the Government's requirements in terms of the objective and measurable outputs. It should provide the vendor with answers to five basic questions: what, when, where, how many, and how well. It is important to accurately answer these questions in order to allow the vendor the opportunity to accurately assess resources required and risks involved. 

1.1  Description of Services/Introduction:  The contractor shall provide all personnel, equipment, tools, materials, supervision, and other items and non-personal services necessary to perform ______________________ as defined in this Performance Work Statement  except as Specified in section C-3 as government furnished property and services at _________________________.  The contractor shall perform to the standards in this contract.

1.2  Background:   (Complete as appropriate)
1.3  Objectives:  (Add a few bullets stating what the basic services objective is)

1.4  Scope:  (Usually a paragraph .  i.e. This work involves or The contractor shall provide services for computer hardware, software, e-mail accounts, internet, local area network, and computer users.  Services shall also include computer security and inventory control.  The contractor shall accomplish all cable connections).
1.5  Period of Performance:  (State period of performance and option years) The period of performance shall be for one (1) Base Year of 12 months and two (2) 12-month option years.  The Period of Performance reads as follows:
Base Year


1 October 2003 through 30 September 2004

Option Year I


1 October 2004 through 30 September 2005

Option Year II


1 October 2005 through 30 September 2006

The Government reserves the right to extend the term of this contract at the prices set forth in Section B in accordance with the terms and conditions contained in clause 52.217-9 entitled, “Option to Extend the Term of the Contact.”
1.6  General Information

1.6.1  Quality Control:  (If necessary) The contractor shall develop and maintain an effective quality control program to ensure services are performed in accordance with this PWS.  The contractor shall develop and implement procedures to identify, prevent, and ensure non-recurrence of defective services.  The contractors quality control program is the means by which he assures himself that his work complies with the requirement of the contract.  As a minimum, the contractor shall develop quality control procedures that address the areas identified in Technical Exhibit 1, “Performance Requirements Summary.”  After acceptance of the quality control plan the contractor shall receive the contracting officer’s acceptance in writing of any proposed change to his QC system.  (Add when the QC Plan is to be delivered)
1.6.2  Quality Assurance:  The government shall evaluate the contractor’s performance under this contract in accordance with the Quality Assurance Surveillance Plan.  This plan is primarily focused on what the Government must do to ensure that the contractor has performed in accordance with the performance standards.  It defines how the performance standards will be applied, the frequency of surveillance, and the maximum acceptable defect rate(s).

1.6.3  Government Remedies:  The contracting officer shall follow FAR 52.212-4, “Contract Terms and Conditions-Commercial Items” or 52.246-4, “Inspection of Services-Fixed Price” for contractor’s failure to perform satisfactory services or failure to correct non-conforming services.

1.6.4  Recognized Holidays:  (State if the contractor is or is not required to perform services on these days Holidays
New Year’s Day




Labor Day

Martin Luther King Jr.’s Birthday


Columbus Day

President’s Day





Veteran’s Day

Memorial Day





Thanksgiving Day

Independence Day




Christmas Day

1.6.5  Hours of Operation/Place of Performance:  The contractor is responsible for conducting ____________________between the hours of 0700-1600 Monday thru Friday except Federal holidays or when the Government facility is closed due to local or national emergencies, administrative closings, or similar Government directed facility closings.  The Contractor must at all times maintain an adequate work force for the uninterrupted performance of all tasks defined within this statement of work when the Government facility is not closed for the above reasons.  When hiring personnel, the Contractor shall keep in mind that the stability and continuity of the work force are essential.  (Or the number of hours your requirement calls for AND add the place of performance location, if necessary)

1.6.6  Type of Contract:  The government anticipates award of a _______________________.

1.6.7   Security Requirements:  (Indicate the level of security required, if necessary. If a DD254 is required, the unit security monitor should initiate a DD 254 that will become an attachment to this PWS).

1.6.7.1  Physical Security.  The contractor shall be responsible for safeguarding all government property provided for contractor use.  At the close of each work period, government facilities, equipment, and materials shall be secured.

1.6.7.2  Key Control. (If Necessary)  The Contractor shall establish and implement methods of making sure all keys/key cards issued to the Contractor by the Government are not lost or misplaced and are not used by unauthorized persons.  NOTE: All references to keys include key cards.  No keys issued to the Contractor by the Government shall be duplicated.  The Contractor shall develop procedures covering key control that shall be included in the Quality Control Plan.  Such procedures shall include turn-in of any issued keys by personnel who no longer require access to locked areas.  The Contractor shall immediately report any occurrences of lost or duplicate keys/key cards to the Contracting Officer.

1.6.7.2.1.  In the event keys, other than master keys, are lost or duplicated, the Contractor shall, upon direction of the Contracting Officer, re-key or replace the affected lock or locks, however, the Government, at its option, may replace the affected lock or locks or perform re-keying.  When the replacement of locks or re-keying is performed by the Government, the total cost of re-keying or the replacement of the lock or locks shall be deducted from the monthly payment due the Contractor.  In the event a master key is lost or duplicated, all locks and keys for that system shall be replaced by the Government and the total cost deducted from the monthly payment due the Contractor.

1.6.7.2.2. The Contractor shall prohibit the use of Government issued keys/key cards by any persons other than the Contractor’s employees.  The Contractor shall prohibit the opening of locked areas by Contractor employees to permit entrance of persons other than Contractor employees engaged in the performance of assigned work in those areas, or personnel authorized entrance by the Contracting Officer.

1.6.7.3
Lock Combinations.  (If necessary)  The Contractor shall establish and implement methods of ensuring that all lock combinations are not revealed to unauthorized persons.  The Contractor shall ensure that lock combinations are changed when personnel having access to the combinations no longer have a need to know such combinations.  These procedures shall be included in the Contractor’s Quality Control Plan.

1.6.7.4  Conservation of Utilities.  The contractor shall instruct employees in utilities conservation practices.  The contractor shall be responsible for operating under conditions that preclude the waste of utilities, which include turning off the water faucets or valves after using the required amount to accomplish cleaning vehicles and equipment.

1.6.8  Special Qualifications:  (Insert any special certification requirements for employees if deemed appropriate i.e. The contractor is responsible for ensuring all employees possess all required licenses for operating____________used in the execution of this contract).

1.6.9  Post Award Conference/Periodic Progress Meetings:  The Contractor agrees to attend any post award conference convened by the contracting activity or contract administration office in accordance with Federal Acquisition Regulation Subpart 42.5.  The contracting officer, Contracting Officers Representative (COR), and other Government personnel, as appropriate, may meet periodically with the contractor to review the contractor's performance.  At these meetings the contracting officer will apprise the contractor of how the government views the contractor's performance and the contractor will apprise the Government of problems, if any, being experienced.  The contractor will also notify the contracting officer (in writing) of any work being performed, if any, that the contractor considers over and above the requirements of the contract.  Appropriate action shall be taken to resolve outstanding issues.  These meetings shall be at no additional cost to the government.  

1.6.10  Contracting Officer Representative (COR):  The (COR) is identified below:

(Insert the name and address, phone number, fax and e-mail address of the COR)          

The COR monitors all technical aspects of the contract and assists in contract administration.  The COR is authorized to perform the following functions: assure that the Contractor performs the technical requirements of the contract: perform inspections necessary in connection with contract performance: maintain written and oral communications with the Contractor concerning technical aspects of the contract: issue written interpretations of technical requirements, including Government drawings, designs, specifications: monitor Contractor's performance and notify both the Contracting Officer and Contractor of any deficiencies; coordinate availability of government furnished property, and provide site entry of Contractor personnel.  A letter of designation issued to the COR, a copy of which is sent to the Contractor, states the responsibilities and limitations of the COR, especially with regard to changes in cost or price, estimates or changes in delivery dates.  The COR is not authorized to change any of the terms and conditions of the resulting order. 

1.6.11  Contract Manager:  The contractor shall provide a contract manager who shall be responsible for the performance of the work.  The name of this person and an alternate who shall act for the contractor when the manager is absent shall be designated in writing to the contracting officer.  The contract manager or alternate shall have full authority to act for the contractor on all contract matters relating to daily operation of this contract.

1.6.12  Identification of Contractor Employees:  All contract personnel attending meetings, answering Government telephones, and working in other situations where their contractor status is not obvious to third parties are required to identify themselves as such to avoid creating an impression in the minds of members of the public that they are Government officials.  They must also ensure that all documents or reports produced by contractors are suitably marked as contractor products or that contractor participation is appropriately disclosed.  (Indicate if contractor personnel will be required to obtain and wear badges in the performance of this service)

PART 2

DEFINITIONS & ACRONYMS
(This section includes all special terms and phrases used in the PWS.  The definition must clearly establish what is meant.  Each definition provided should be carefully considered, for that definition becomes binding for all requirements in the contract.  This section should also contain a complete listing of all acronyms used, giving both the acronyms and the words represented by the acronym).

PWS – Performance Work Statement

Contracting Officer’s Representative (COR) – A representative from the requiring activity assigned by the Contracting Officer to perform surveillance and to act as liaison to the contractor. 

DCC-W – Defense Contracting Command-Washington

Defective Service – A service output that does not meet the standard of performance associated with it in the Performance Work Statement.

Quality Assurance Surveillance Plan (QASP) – An organized written document specifying the surveillance methodology to be used for surveillance of contractor performance.

Quality Control – Those actions taken by a contractor to control the performance of services so that they meet the requirements of the PWS.

Quality Assurance – Those actions taken by the government to assure services meet the requirements of the Performance Work Statement.

Random Sampling – A sampling method in which each service output in a lot has an equal chance of being selected.

Sample – A sample consists of one or more service outputs drawn from a lot.  The number of outputs in the sample is the sample size.  

If you are doing a Time and Materials or Labor Hours contract the below definintion must be included and tailored to your acquisition if necessary:

Best Effort – That effort expended by the contractor to perform within the awarded ceiling price all work specified in this task order (TO) and all other obligations under this TO and the basic contract.  This effort includes providing required qualified personnel, properly supervised, and following industry accepted methodologies and other practices.  The effort is further characterized by operating at all times with the Government’s best interest in mind, using efficient and effective methods, and demonstrating sound cost control.  The effort must be identical to the effort that would be expended if this were a firm-fixed price TO and the contractor’s profits were dependent upon reducing costs while meeting the Government’s requirements in terms and quality and schedule.  Failure to provide this required effort may result in the withholding of payment for hours expended that do not qualify as best effort or a reduction in the rate per hour to reflect decreased value of services received.

PART 3

GOVERNMENT FURNISHED PROPERTY, EQUIPMENT, AND SERVICES
(If the Government is to provide any property, services, or information to the contractor, this section is used to describe what will be provided.  If the list or lists are fairly extensive, they should be made into a technical exhibit or attachment.  Complete as appropriate.)

3.1  General:  The government shall provide, the facilities, equipment, materials, and/or services listed below.

3.2  Equipment:  The Government will provide :

Computer Systems (You would list the system specs and components)
Peripherals (Printers, Scanners, Tape Backup Drives, etc.)

Software

3.3  Services:

3.3.1  Utilities.  All utilities in the facility will be available for the contractor’s use in performance of duties outlined in this PWS.  The Contractor shall instruct employees in utilities conservation practices.  The contractor shall be responsible for operating under conditions that preclude the waste of utilities.

3.4  Facilities:  The Government will furnish the necessary workspace for the contractor staff to provide the support outlined in this PWS to include desk space, telephones, computers and other items necessary to maintain an office environment.  

PART 4

CONTRACTOR FURNISHED ITEMS AND SERVICES
(In this section, describe property or services that the contractor shall provide.  Complete as appropriate).

4.1  General:  Except for those items specifically stated to be government furnished in Part 3, the contractor shall furnish everything required to perform this PWS.

(If applicable, state if the contractor needs any kind of facility clearance)

4.2  Secret Facility Clearance:  The Contractor shall possess or be eligible to receive and maintain a SECRET facility clearance from the Defense Security Service.  The Contractor’s employees, performing work in support of this contract shall have been granted a SECRET security clearance from the Defense Industrial Security Clearance Office. 

PART 5

SPECIFIC TASKS
(Specific tasks are the heart of the work statement).  This section defines how the contracting effort fits within the existing or intended customer environment both technically and organizationally. Examples of items to include here are a detailed description of the software development requirement(s), the number and location of users, the target-processing environment including operating systems, system and data architecture(s), communications topology, and any other pertinent information.

(Here is a sample of what you might see in Part 5 for an automated data processing services). Your specific Tasks would go here.

5.1  Basic Services.  The contractor shall provide services for computer hardware, software, e-mail accounts, Internet, local area network, and computer users.  Services will also include computer security and inventory control. The contractor will accomplish all cable connections and additional cable requirement.

5.1.1  WAN/LAN Services.  The contractor must support Microsoft NT, Novell, Beta, or any other leading WAN/LAN product.  Services for the WAN/LAN system include initial pre-purchase consulting, design, cabling, implementation, integration, documentation, and training.  The contractor must be able to design network layer infrastructure, design servers, recommend products, develop security, recover from disasters, archive data, and backup data.  The contractor must ensure all computer stations are operating with the LAN.  The following is a list of the computer systems that must be connected to the LAN:  (You may want to provide floor plans)

	MAKE
	TYPE
	COMPONENT VARIATION
	ADDITIONAL COMPONENTS

	IBM
	233 MHZ, 64 MB RAM
	17"  monitor
	Photo scanner

	Gateway
	200 MHZ, 48 MB RAM
	
	Zip drive

	
	
	
	

	
	
	
	


Computer system includes (unless otherwise noted) a standard keyboard, mouse, 15" monitor, CPU, CD-Rom drive, 3 1/2" drive, and speakers.

The contractor must plan downtime, upgrades, and any other disruption to the system to occur during non-duty hours.  If this is not possible, adequate advance notice must be given to users before system shut down can occur.  The contractor must perform system and working file backups and restorations as required to protect the government from loss of systems and data.  The contractor must provide sufficient data archive procedures, and the data must be protected from disasters.  The contractor must develop a remote access capability.  Users must be able to access their e-mail, their file directories, and the organization home page from remote locations.  The contractor shall perform LAN upgrades as new software or hardware becomes available.  The contractor shall analyze, identify, and correct local problems within the system.

5.1.2  Internet Development Services.  The contractor must provide web page development, web server implementations, firewall and security systems.  The contractor will support Internet access.  The contractor shall continually update computer security to protect the government against unauthorized access.  The contractor shall develop and maintain the web home page.  The home page shall include information on housing, facility maintenance schedules, squadron activities, key staff, and any other information considered useful to the organization.  The contractor shall ensure all computer users have access to the Internet.

5.1.3  Software Applications.  The contractor will install and update all software applications, as they become available through normal channels.  The contractor will make recommendations for application upgrades.  All system data must be protected from disaster loss.

5.1.4  Training and User Support.  The contractor must provide remote and on-site management and support services.  A help desk will be established to assist users with software and training needs.  Sufficient training must be provided to users when new software or hardware is installed.  All users must be adequately trained on the procedures for operating the Internet, LAN, e-mail, and basic software applications.

5.1.5  Inventory Management.  All computer components and peripherals are accountable.  The contractor must develop and maintain sufficient inventory controls of all software, hardware, and peripherals.  Within 10 days of the contract start date, the contractor shall inventory all computer system equipment and a government evaluator must be present. The contractor must also recommend computer system upgrade components including software. 

5.1.6  Troubleshooting And Repair.  Any problem with the system must be isolated and repaired by the contractor.  The contractor will trouble shoot the hardware, software, and communications equipment to determine the best method of repair.  If problems are found, the contractor shall contact the appropriate maintenance organization or company and track the trouble call until it is resolved.

PART 6

APPLICABLE PUBLICATIONS
6.1  Publications applicable to this PWS are listed below.  The publications must be coded as mandatory or advisory, the date of the publication, and what chapters or pages are applicable to the requirement.  All publications listed are available via the Internet at the specified e-mail address.

TECHNICAL EXHIBIT 1

Performance Requirements Summary 

The contractor service requirements are summarized into performance objectives that relate directly to mission essential items.  The performance threshold briefly describes the minimum acceptable levels of service required for each requirement.  These thresholds are critical to mission success.

(Sample for the above requirement in PART 5 above)

	Performance Objective

(The Service required—usually a shall statement)
	Standard
	Performance Threshold (This is the maximum error rate.  It could possibly be “Zero deviation from standard”)
	Method of Surveillance

	PRS # 1  WAN/LAN Services.  The Contractor shall support Microsoft NT, Novell, Beta, or any other leading WAN/LAN product.
(Insert PWS paragraph #)
	LAN/WAN is operating 100% of normal work schedule hours. All computer stations are connected to the WAN/LAN. System uses the most recent technology. Users can access the WAN/LAN from remote locations. All users have e-mail accounts. All users have access to their applicable network drives. All data is sufficiently protected from system failure or disaster.
	No more than 3 customer complaints monthly.
	Customer Complaint

	PRS # 2  Internet Development Services.

The contractor shall ensure the web page is maintained and updated as specified

(Insert PWS paragraph #)
	The web page adequately supports customer communications. All users have access to the Internet. The system is adequately secure against infiltration, hacking, or break-in.
	No more than 2 customer complaints monthly.
	Customer Complaint

	PRS # 3 Software Applications.  The contractor shall install all software applications as they become available.

(Insert PWS paragraph #)
	All computer stations have the latest version of software loaded on their system. Software is loaded during non-duty hours.
	No more than 2 customer complaints monthly.
	Customer Complaint

	PRS # 4 Training and User Support.  The contractor shall provide remote and on-site training and user support.

(Insert PWS paragraph #)


	All users have adequate training to effectively use their computer stations.
	No more than 2 customer complaints monthly.
	Customer Complaint

	Performance Objective

(The Service required—usually a shall statement)
	Standard
	Performance Threshold (This is the maximum error rate.  It could possibly be “Zero deviation from standard”)
	Method of Surveillance

	PRS #5 Inventory Management.  The contractor shall ensure all equipment is accounted for.

(Insert PWS paragraph #)
	Inventory conducted within 10 days of contract award of all equipment and then maintains a sufficient and accurate inventory.   
	No more than 1 customer complaint monthly.
	Customer Complaint

	PRS#6 Troubleshooting and Repair.  The contractor shall ensure all problems are isolated and repaired.

(Insert PWS paragraph #)
	All computer stations are working properly.

	No more than 2 customer complaints monthly.
	Customer Complaint


Types of Surveillance to select from:

Random Sampling:  Appropriate for frequently recurring tasks.  Evaluate randomly selected samples of the lot to determine the acceptability of the entire lot.

Random Inspection Guide, Method of surveillance, Lot size, Sample size, Performance requirement, Sampling procedure, Inspection procedure

100 Percent Inspection:  Appropriate for tasks that occur infrequently.  Inspect and evaluate performance each time task is performed

Periodic Surveillance:  Evaluation of samples selected on other than 100% or statistically random basis. (52.346-4)  i.e. monthly, quarterly, semi-annually etc.

Customer Complaint:  Complaints must be validated.

TECHNICAL EXHIBIT 2

DELIVERABLES SCHEDULE
(A deliverable is anything that can be physically delivered but may include non-physical things such as meetings).

	Deliverable
	Frequency
	# of Copies
	Medium/Format
	Submit To

	(Indicate PWS paragraph number)
	(by the 5th of  every month or within 30 days of contract award)


	
	(May be paper or CD in MS Word)


	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


TECHNICAL EXHIBIT 3

ESTIMATED WORKLOAD DATA



(Sample for the PWS Part 5 above)






	ITEM
	NAME
	ESTIMATED QUANTITY

	1
	LAN set-up & configuration
	________
	Unit

	2
	Computer stations (CPU, monitor, mouse, keyboard) (includes maintenance & repair)
	________
	Each

	3
	Customer service support (SPECIFY ONSITE OR OFFSITE)
	________
	Hours

	4
	Emergency service calls (SPECIFY RESPONSE TIME IN SOW)
	________
	Each

	5
	Remote network administration
	________
	Unit

	6
	Printers
	________
	Each

	7
	Plotters
	________
	Each

	8
	Scanners
	________
	Each

	9
	Training 
	________
	Hours

	10
	Troubleshooting
	________
	Hours

	11
	System security
	________
	Unit

	12
	Digital equipment 
	________
	Each

	13
	Estimated power outages requiring computer start-up and system check
	________
	Outages

	14
	Laptops
	________
	Each

	15
	Modems
	________
	Each

	16
	Software upgrades
	________
	Each


(NOTE:  ADD OTHER WORKLOAD DATA AS CONSIDERED APPROPRIATE.)

Quality Assurance Surveillance Plan

(QASP)

For

(INSERT SERVICE)

___________________________
NOTE:  THIS QASP IS PROVIDED AS AN ATTACHMENT TO THE SOLICITATION FOR INFORMATIONAL PURPOSES ONLY.  IT WILL NOT BECOME PART OF THIS CONTRACT.

QUALITY ASSURANCE SURVEILLANCE PLAN

FOR

__________________SERVICES

1. OVERVIEW

1.1 Purpose:  This Quality Assurance Surveillance Plan (QASP) has been developed to evaluate contractor actions while implementing this PWS.  It is designed to provide an effective surveillance method of monitoring contractor performance for each listed objective on the Performance Requirement Summary (PRS) in the support contract.

1.2  The QASP provides a systematic method to evaluate the services the contractor is required to furnish.

1.3  The QASP is based on the premise the government desires to maintain a quality standard in operating and maintaining ______________; a service contract to provide the service is the best means of achieving that objective.

1.4  The contractor, and not the government, is responsible for management and quality control actions to meet the terms of the contract.  The role of the government is quality assurance to ensure contract standards are achieved.

1.5  In this contract the quality control program is the driver for product quality.  The contractor is required to develop a comprehensive program of inspections and monitoring actions.  The first major step to ensuring a “self-correcting” contract is to ensure that the quality control program accepted at the beginning of the contract provides the measures needed to lead the contractor to success.

1.6  Once the quality control program is accepted, careful application of the process and standards presented in the remainder of this document shall ensure a robust quality assurance program.

2.  SURVEILLANCE APPROACH

2.1.  Purpose:  This section details the method to be used in verifying contractor compliance with the contract requirements. The key elements of this process are the contractor's quality control program and government identified high risk and critical operational requirements.  

2.1.1 Although the PRS contains only those items considered most important for mission accomplishment, the government retains the right to inspect all requirements of the contract.  COR personnel may choose to periodically inspect requirements not listed on the PRS.  Non-conformance with any contract requirement, whether specifically addressed in the PRS or not, is a “defect.”  The preferred course of action upon discovery of unacceptable service is to require the contractor to re-perform at no additional cost to the government.  If the contractor’s re-performance does not meet the thresholds in the PRS or the quality stipulated in any other part of the contract, COR personnel would notify the contracting officer immediately.  

2.2 Surveillance Approach.  The intent of the surveillance approach is to gain confidence in the contractor's way of doing business and then adjusting the level of oversight to a point that maintains that confidence. With this intent, the surveillance approach may not be one that stays the same throughout the duration of the contract.  All government evaluators should be prepared to periodically update the surveillance approach as required.

2.3 Surveillance Folders.  A surveillance folder must be developed and maintained to accomplish contract quality assurance for a performance requirement.  The folder is typically contained in a hardcopy, but may be maintained in a computer database provided that there is adequate back up of the data to preclude accidental loss.  The surveillance folder must contain the following sections, but may contain any other sections or information that the COR finds useful.

2.3.1   Section 1.  Quality Assurance Surveillance Plan.

2.3.2   Section 2.  Contractor's Quality Control Plan.

2.3.3  Section 3.  Activity Log.  DA Form 5476-R (Surveillance Activity Checklist), conversations or meetings with the contractor, notes and comments.

2.3.4  Section 4.  Contract.  

2.3.5  Section 5.  Records.  A section used for filing all documentation associated with contract quality assurance, e.g. discrepancy reports (both active and resolved), DA5477-R-Customer Complaint forms, correspondence, receiving report inputs, letters of interpretation from the contracting officer, etc.

3.  DOCUMENTATION REQUIREMENTS

3.1 General.  Documentation is required to record, evaluate, and report contractor's performance.  This documentation provides the Contracting Officer (KO) with contractor status as it applies to the performance criteria.  

3.2 Performance Meetings.  Performance meetings may be held or as requested by the contracting officer, COR personnel, or the contractor.  COR personnel are required to attend these meetings.  Minutes will be taken by the COR and will be sent to all parties present at meeting within twenty-four hours.

3.3  DA Form 5476-R (Surveillance Activity Checklist).  You will use this checklist for those required services, which cannot be feasibly surveyed using random sampling techniques. Such requirements include those, which occur infrequently or are not important enough to monitor on a regular basis. The following items are normally listed on the DA Form 5476-R: the required service, the PWS paragraph number, method of surveillance, and compliance entries such as dates or noteworthy actions.

4.  SURVEILLANCE DOCUMENTATION

4.1 DA Form 5476-R.  COR personnel must document surveillance accomplished on a DA Form 5476-R.  Documenting surveillance is of major importance.  The contracting officer cannot properly administer the contract without documentation of actual surveillance.  All documentation resulting from surveillance becomes a permanent part of the contract file.  COR personnel must provide all surveillance documentation to the contracting officer no later than 5 working days following the month in which the actual surveillance took place for inclusion in the official contract file.  All surveillance documentation must be reviewed, signed and dated by the COR prior to submission to the contracting officer.

4.2 Monthly Report.  On a monthly basis, the COR's are required to provide a DA form 5476-R to the KO detailing the results of critical requirement verifications.  The COR's may employ a by exception reporting technique in that only those items that are above or below satisfactory must be reported; all else is assumed to be satisfactory.

5.  UNACCEPTABLE PERFORMANCE 

If the number of complaints/defects exceeds the performance threshold for any item in the PRS, personnel will determine the possible cause of this unacceptable performance.  Government-caused complaints/defects shall not be counted against the contractor.  The same applies to any other requirement of the contract when Government-caused complaints/defects are the cause of unacceptable contractor performance. If the contractor’s performance is judged unacceptable on the PRS items or any other requirement of the contract by COR personnel, COR personnel will inform the contractor’s on-site representative, and request his or her signature and date of surveillance on documentation acknowledging notification.  If the on-site contractor representative refuses to sign, COR personnel shall annotate on the documentation the date and time of notification and name of representative and his/her refusal to acknowledge.  If the contractor disputes the results of surveillance, COR personnel must refer the contractor to the contracting officer for resolution.

6. REVISIONS  

Revisions to this QASP are the joint responsibility of the functional area and the contracting office.  However as a result of partnering with the contractor, surveillance checklists may be revised jointly by COR personnel and contractor personnel.  The contracting office must approve the revisions in writing before being used by COR personnel.

(Only add paragraph 7 if you have Customer Complaint as a method of surveillance

7. CUSTOMER COMPLAINT  DA Form 5477-R  (Customer Complaint Record)  

This record is used to document customer complaints of unsatisfactory performance, the validity of the complaint, time and date the responsible official was notified, and the actions taken to correct the problem.  Procedures:  Customer complaints shall be handled in the following manner:  When a complaint is received, the COR personnel, will complete appropriate documentation to record the complaint on a DA Form 5477-R.  The COR personnel will verbally notify the Contractor’s Quality Control Inspector (QCI) of the complaint and pick up the written customer complaint.  The QCI will be given 2 hours after verbal notification to correct the unacceptable performance.  If the QCI disagrees with the complaint after investigation of site and challenges the validity of the complaint, the QCI shall notify the COR personnel.  The COR personnel will conduct an investigation to determine the validity of the complaint.  If the COR personnel determines the complaint as invalid, he/she will document his/her findings and notify the customer.  The COR personnel will retain the annotated copy of the written complaint for his/her files.  If after investigation the COR personnel determines the complaint as valid, the COR personnel will inform the QCI and the QCI will be given an additional hour to correct the defect.  The total number of customer complaints received, valid and invalid, will be documented on the DA Form 5477-R.  

(Insert the PRS from the PWS—Just copy and paste)

Performance Requirements Summary 
The contractor service requirements are summarized into performance objectives that relate directly to mission essential items.  The performance threshold briefly describes the minimum acceptable levels of service required for each requirement.  These thresholds are critical to mission success.

	Performance Objective

(The Service required—usually a shall statement)
	Standard
	Performance Threshold (This is the maximum error rate.  It could possibly be “Zero deviation from standard”)


	Method of Surveillance

	PRS # 1  WAN/LAN Services.  The Contractor shall support Microsoft NT, Novell, Beta, or any other leading WAN/LAN product.
(Insert PWS paragraph #)
	LAN/WAN is operating 100% of normal work schedule hours. All computer stations are connected to the WAN/LAN. System uses the most recent technology. Users can access the WAN/LAN from remote locations. All users have e-mail accounts. All users have access to their applicable network drives. All data is sufficiently protected from system failure or disaster.
	No more than 3 customer complaints monthly.
	Customer Complaint

	PRS # 2  Internet Development Services.

The contractor shall ensure the web page is maintained and updated as specified

(Insert PWS paragraph #)
	The web page adequately supports customer communications. All users have access to the Internet. The system is adequately secure against infiltration, hacking, or break-in.
	No more than 2 customer complaints monthly.
	Customer Complaint

	PRS # 3 Software Applications.  The contractor shall install all software applications as they become available.

(Insert PWS paragraph #)
	All computer stations have the latest version of software loaded on their system. Software is loaded during non-duty hours.
	No more than 2 customer complaints monthly.
	Customer Complaint

	PRS # 4 Training and User Support.  The contractor shall provide remote and on-site training and user support.

(Insert PWS paragraph #)


	All users have adequate training to effectively use their computer stations.
	No more than 2 customer complaints monthly.
	Customer Complaint

	PRS # 5 Inventory Management.  The contractor shall ensure all equipment is accounted for.

(Insert PWS paragraph #)
	Inventory conducted within 10 days of contract award of all equipment and then maintains a sufficient and accurate inventory.   
	No more than 1 customer complaint monthly.
	Customer Complaint

	PRS # 6 Troubleshooting and Repair.  The contractor shall ensure all problems are isolated and repaired.

(Insert PWS paragraph #)
	All computer stations are working properly.

	No more than 2 customer complaints monthly.
	Customer Complaint


Types of Surveillance to select from:

Random Sampling:  Appropriate for frequently recurring tasks.  Evaluate randomly selected samples of the lot to determine the acceptability of the entire lot.

Random Inspection Guide, Method of surveillance, Lot size, Sample size, Performance requirement, Sampling procedure, Inspection procedure

100 Percent Inspection:  Appropriate for tasks that occur infrequently.  Inspect and evaluate performance each time task is performed

Periodic Surveillance:  Evaluation of samples selected on other than 100% or statistically random basis. (52.346-4)  i.e. monthly, quarterly, semi-annually etc.

Customer Complaint:  Complaints must be validated.

SAMPLE SOLE SOURCE J&A

($500K and under)
Requisition No. __________________


Date: ____________

1. CONTRACTING AGENCY:  Defense Contracting Command-Washington, 5200 Army Pentagon, Washington D.C.  20310-5200.

2. DESCRIPTION OF ACTION:  Describe the nature of the contractual action for which approval is requested (for example, new contract, modification).  Include type of funds being used, if other than OMA.
3. DESCRIPTION OF SUPPLIES/SERVICES:  Describe the supplies or services being requested.  Include the estimated total dollar value (including options, if any).  Also include period of performance (to include options if any).
4. AUTHORITY CITED:  Identify the statutory authority, FAR title and FAR citation permitting other than full and open competition (See FAR Part 6 or contact the contracting officer).
5. REASON FOR AUTHORITY CITED:  Describe how this action requires the use of authority cited.  Identify the proposed or potential contractor(s) and include a discussion of the proposed contractor’s qualifications for fulfilling the contract requirements.  If the authority is urgent (FAR 6.302-2), include the required delivery schedule and lead-times involved.  If the procurement is proprietary in nature, and this paragraph indicates that the only option would be to competitively award a new contract from a different vendor, and that the new contract would also be proprietary as well, it would be a good idea to get the approximate costs to do this and the impact to the organization.  We have some situations where the same software has been used for over 10 years.  Is the old software outdated?  Would a new procurement be more beneficial to the government?  What is the procurement history?  

6. MARKET RESEARCH:  Describe the extent and dates of the market research conducted and the results thereof.      
A statement that indicates that a market survey was not conducted because of the proprietary nature of the software is NOT acceptable.  A survey MUST be conducted regardless.  The customer must call the vendor to ensure that the software is still proprietary.  An email to the customer from the vendor is the preferred method.  The customer must also get assurance that no other vendor is authorized to sell the software, etc.  Calls to at least two other vendors, even if the response is negative, is also required.  When the customer fills out Paragraph 6, at a minimum we must have a DATE when the market survey was conducted, who was contacted, and the responses received.  We MAY go back to the customer and ask for the background documentation.  Market Survey conducted on the last procurement is not acceptable.  

7. ACTIONS TO INCREASE COMPETITION:  Include a statement of the actions taken (or to be taken) to increase competition before any subsequent acquisition of the supplies or services is required.  There may be instances where it is not possible to compete the current acquisition; explain how competition will be increased or enhanced for the required supplies or services (to include breakout or other considerations.)

Technical Certification (Customer)
Procuring Contracting Officer Certification

_____________________________



________________________

SANDRA K. SPIESS

Sample Format for a J & A for Other Than Full and Open Competition

(Over $500K)









CONTROL NO: ________

Justification and Approval for Other Than Full and Open Competition

1.  Contracting Activity:  Specify the contracting activity responsible for this action.

2.  Description of Action:  State whether approval is being requested for a new contract or a modification.  Include type of contract, type and year of funds to be used (R&D, OPA, OMA) and, when applicable, the estimated share and ceiling arrangements.

3.  Description of Supplies or Services:  Describe the supplies or services.  Include the estimated total value, including options, if any.

4.  Authority Cited:  Identify the statutory authority permitting other than full and open competition, followed by the FAR citation and FAR citation title.
5.  Reason for Authority Cited:  Describe how this action requires the authority cited.  If applicable, identify the proposed or potential contractor(s), and include a discussion of the proposed contractor's unique qualifications for fulfilling the contract requirements.  If the authority is FAR 6.302-1, include the required delivery schedule and lead-time involved.  If the authority is FAR 6.302-2, include the required delivery schedule and lead-time involved as well as a discussion of the serious injury to the Government that would result if award of a contract were delayed.

6.  Efforts to Obtain Competition:  Describe efforts to make sure that offers are solicited from as many potential sources as is practical.  Also describe the extent of effective competition expected for this acquisition.

7.  Actions to Increase Competition:  There may be instances when it's not possible to compete the current acquisition.  Include a statement of the actions taken, or to be taken, to increase competition (e.g., breakout) before any subsequent acquisition of the supplies or services.  If the requirement is for a repair part, discuss whether or not it has been screened under DFARS Appendix E.  If it has been screened, give the Acquisition Method Code (AMC) and Acquisition Method Suffix Code (AMSC).  Give the approximate date the technical data package will be available.

8.  Market Survey:  Describe the extent and the results of the market survey (FAR 7.101) conducted to identify all qualified sources.  If one was not conducted, give the reasons, and attach a copy of the approved waiver.

9.  Interested Sources:  Before a J&A can be approved, potentially interested offerors must be informed by a synopsis in the FedBizOps about the pending acquisition in enough detail that interested parties may send statements of their ability to perform.  Include a listing of the sources that have written to express interest in the acquisition.  If applicable, clearly state that "To date, no other sources have written to express an interest."  If 10 U.S.C.  2304(c)(1) is the authority cited, explain why other sources were rejected.  Also, state that the notices required by FAR 5.201 will be or have been published, and that any bids or proposals received will be considered.  If a CBD notice will not be published, state which exception in FAR 5.202 applies.

10.  Other Facts:  Discuss any other facts supporting other than full and open competition, such as the following:

        a.  Procurement history.  Reasonable efforts to retrieve the following items from computer records, contract files, competition advocate office files or other sources are expected:

  (1) Contract numbers and dates of the last several awards.

  (2) Competitive status of these actions.

  (3) Authority previously used for less than full and open competition.

  (4) If a justification was prepared to support the procurement made before this one, a summary of the contents of paragraph 7 of the justification for that procurement and an explanation of the results.

  (5) If any prior award was done by full and open competition, a detailed explanation of the changed circumstances.

  (6) An explanation of any unusual patterns, which may be revealed by the history, e.g., several consecutive, urgent buys.

  (7) If a justification was prepared to sup​port the procurement made before this one, briefly describe the circumstances justifying the purchase and whether there have been any significant changes.

        b.  Acquisition data availability.  Explain why technical data packages, specifications, engineering descriptions, statements of work or purchase descriptions suitable for full and open competition have not been developed or are not available.  Describe actions taken or planned to remedy this situation.

        c.  Unusual and compelling urgency.  When FAR 6.302-2 is cited, give data, estimated cost or other rationale to explain the nature and extent of the injury to the Government.  If the delay associated with the requirement for first article testing is the principal reason for not awarding the contract on a full and open basis, clearly describe the reasons that first article testing is required on this procurement and why other means of assuring quality are not being used.

        d.  Subcontracting competition.  In single source situations, discuss efforts to be taken by the Government to assure that the prime contractor obtains as much competition as possible in its subcontracting.

Include the following statement:

 I certify that the supporting data under my cognizance, which are included in the justification, are correct and complete to the best of my knowledge and belief.
Typed Name:________________________         Date: ______________________

Title:  _______________________________
Signature:  ____________________

12.  Requirements Certification:  Include the following statement:

I certify that the supporting data under my cognizance, which are included in the justification, are correct and complete to the best of my knowledge and belief.
Typed Name:_______________________           Date: ______________________

Title:  _______________________________
Signature:  ____________________

13.  Fair and Reasonable Cost Determination:  Include the following determination: 

 I hereby find that the expected cost to the Government for this contract action will be fair and reasonable.
Basis for this determination: (e.g., describe techniques to be used to decide fair and reasonable price, such as cost analysis, price analysis, audit, should cost, independent Government estimate, etc.).

Typed Name:________________________         Date: ______________________
Title:  _______________________________
Signature:  ____________________

14.  Procuring Contracting Officer Certification:  the contracting officer who will sign the contract resulting from this justification and approval will make this certification.  Include the following statement:

I certify that this justification is correct and complete to the best of my knowledge and belief.

Typed Name:________________________         Date: ______________________

Title:  _______________________________
Signature:  ____________________

15.  Concurrence:
       a.  Special Competition Advocate:

Typed Name:________________________         Date: ______________________
Title:  _______________________________
Signature:  ____________________

 b.  Legal:

Typed Name:________________________         Date: ______________________

Title:  _______________________________
Signature:  ____________________

16.  Approval:
Typed Name:________________________         Date: ______________________

Title:  _______________________________
Signature:  ____________________
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