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1.  INTRODUCTION

The purpose of this award fee plan is to define the methodology and responsibilities associated with determining the fee to be periodically awarded to the contractor and to present assessment of that performance to the Fee Determining Official (FDO).  The plan outlines the organization, procedures, and evaluation periods for implementing the award fee provisions of the contract.  The objective of the award fee is to motivate the contractor to substantially exceed standards and to emphasize key areas of performance and concern.  Award fee deals with those areas under contractor control that are subjectively evaluated for quality service.  Award fee determinations made are not subject to the “Disputes” clause of the contract.

The award fee plan tables were automated for your daily use in evaluating the contractor’s performance.  You may find these automated tables easier to use than the manual process. They were developed using Microsoft Excel.  These tables are included in the Quality Assurance Evaluator Training Program CD-ROM as Figure 2.19.  This minimizes the “number crunching” required by the QAE and the award fee participants.
2.  DEFINITION OF TERMS

a.  Administrative Contracting Officer (ACO):  The individual authorized to commit and obligate the government through the life of the contract.  An advisor to the PEB.

b.  Chief, Maintenance Engineering:  The individual who is most directly responsible for the satisfactory performance of custodial services for the base.  An advisor to the PEB.

c.  Contract Administrator (CA):  The individual assigned to administer the contract under the direction of the ACO.  Also serves as the Recorder, who is responsible for insuring the PEB is properly convened which includes meeting place, time, advising all PEB members, preparing agenda, and taking minutes.  An advisor to the PEB.

d.  Fee Determining Official (FDO):  The individual who makes the final determination of the amount of fee to be awarded to the contractor.  The FDO is the (Insert the title of person who will serve - Recommend BCE or Deputy).

e.  Performance Evaluation Board (PEB):  The group of individuals who review the contractor’s performance and recommend an award fee to the FDO.  The PEB chairperson is (Insert title of person who will serve - Recommend Chief, Operations Flight).  Members of and advisors to the PEB are indicated in Exhibit 1.

f.  Quality Assurance Evaluator (QAE):  The individual(s) assigned to monitor and evaluate the contractor’s performance on a continuing basis.  The QAE’s evaluation is the primary point of reference in determining the recommended award fee, especially the technical support area of performance.  An advisor(s) to the PEB.

3.  ORGANIZATIONAL STRUCTURE

a.  The (Insert title) will serve as the FDO and  will establish a PEB.  The PEB will assist the FDO in the award fee determination by recommending an award fee for the contractor’s performance.  If the FDO is absent, the (Insert title - Recommend the immediate subordinate of FDO) will serve as the FDO.  If a PEB member is absent, the FDO will approve substitute(s) with similar qualifications.  Technical and functional experts, as required, may serve in an advisory (non-voting) capacity to the PEB.  See Exhibit 1 for members and potential advisors.

b.  The ACO will notify the contractor of the appointed QAE(s) in accordance with the contract.

4.  RESPONSIBILITIES

a.  The FDO will review the PEB’s recommendations, consider all appropriate data, and advise the contractor and ACO of the award fee determination.

b.  The PEB members will review the QAE’s evaluation reports and the recommended numeric rating of the Chief, Maintenance Engineering, consider information from other pertinent sources, and develop a fee recommendation.  The PEB chairperson will give the fee recommendation to the FDO.

c.  The QAE(s) will monitor and evaluate the contractor’s performance.  The QAE(s) will work closely with the ACO and CA in performing surveillance duties.  QAE(s) will use Exhibit 2, Award Fee Rating Table and Exhibit 3, Management and Technical Support Rating Criteria, in monitoring and evaluating contractor’s performance.

d.  The Chief, Maintenance Engineering will use the Rating Conversion Chart in Exhibit 2 to determine the numeric ratings to be reported to the PEB.

e.  The CA, as the Recorder, will be thoroughly familiar with current award fee policy, guidance, regulations, and correspondence pertinent to the award fee process.  The recorder will coordinate administrative actions required by the QAE(s), the PEB, and the FDO.  Administrative actions include receiving, processing, and distributing performance evaluation inputs, scheduling and assisting with internal milestones, i.e., PEB briefings, and other actions as required for the smooth operation of the award fee process.

5.  AWARD FEE AMOUNTS AND PERIODS

a.  The annual award fee available is (Insert dollar amount).  This annual amount will be available for each option year subject to contract adjustments through modification of the contract.

b.  Following are the amounts available for each quarterly evaluation period:


Quarter


Period



Amount Available


First


      (Insert Period)

       (25% of Annual Amount)


Second


      (Insert Period)

       (25% of Annual Amount)


Third


      (Insert Period)

       (25% of Annual Amount)


Fourth


      (Insert Period)

       (25% of Annual Amount)

c.  The quarterly award fee available for Management Support will be (Insert percentage) of the total quarterly award fee available, which will be $(Insert dollar amount).  The quarterly award fee available for Technical Support will be (Insert percentage) of the total quarterly award fee available, which will be $(Insert dollar amount).

d.  The amounts corresponding to each evaluation period is the maximum amount that may be earned during that particular period unless the amount is increased by contract modification or delivery order work.  Any portion of award fee not awarded for an evaluation period may not be transferred to another evaluation period.

e.  The government may unilaterally revise the distribution of the award fee, as indicated in paragraphs 5b and 5c above, in any subsequent evaluation periods.  The ACO will notify the contractor in writing of such changes in distribution before the relevant evaluation period begins and the award fee plan will be modified accordingly.  After an evaluation period has begun, changes may only be made by mutual agreement of the parties.

6.  AWARD FEE PROCESS (See Exhibit 9, Award Fee Process Flowchart )

a.  QAE Actions
(1)  QAE(s) will continually monitor and evaluate the contractor’s performance using Exhibit 3, Management Support Rating Criteria and Technical Support Rating Criteria.

(2)  For Performance Requirement (PR) Item 3, Quality Control Program, of the Management Support Rating Criteria, Exhibit 3, the QAE will obtain the contractor’s quality control schedule not later than the last day of the month preceding the upcoming month’s schedule of quality control inspections.  The QAE will evaluate at least 5% of the scheduled number of inspections.  The QAE will select by any means the number of Quality Control (QC) inspections that total at least 5% of the scheduled inspections.  The QAE may evaluate in any number of methods.  The QAE may accompany the contractor’s Quality Control Inspector (QCI) on the inspection.  The QAE may conduct an inspection of the area prior to the QCI’s inspection and compare results with the QCI.  The QAE may conduct an inspection after the QCI has completed his/her inspection and compare results.  Defects will be recorded for failure to meet the evaluation criteria for PR-3 and for deviations from the approved Quality Control Plan.  Also, the QAE will record defects in the QC program for failure of QCI to recognize valid customer complaints and record unacceptable performance for individual work tasks.  The QAE will annotate in the “Notes” section of Exhibit 3 any defects, other weaknesses, and/or strengths observed during the inspection.  The QAE will initial and obtain the contractor’s initials in the appropriate places indicated on the rating criteria sheet.

(3)  For the remaining PR items in Management  Support, the  QAE will select one workday each month for scheduling evaluations of each PR item.  The QAE will use the appropriate PR rating criteria in Exhibit 3 to evaluate the contractor’s performance.  The QAE will review and evaluate each evaluation criteria for each PR item to determine the performance level of the contractor.  The QAE will notify the contractor’s QCI of any defect(s).  The Contractor shall be allowed two hours after notification to correct or provide an acceptable resolution to the defect(s) unless there is a bona fide time constraint requiring performance by a certain time period.  Time sensitive requirements cannot be re-performed.  Otherwise, if properly and timely corrected or resolved, defect(s) shall not count towards award fee determination for the particular PR item.  However, the QAE will record the defect(s) against the quality control program under Management Support for the failure of the QCI to discover and correct the defect(s).  The QAE will maintain all documentation for file maintenance.  The QAE will use the documentation to ensure contractor has established adequate procedures to prevent recurrence of defects.  The QAE will issue a Contract Discrepancy Report (CDR), AF Form 802, for any PR item that is rated Below Standards for appropriate action by the ACO in accordance with the Inspection of Services clause.

The method of surveillance for the PR items in Technical Support shall be Customer Complaint, except for PR item 4, Emergency or Special Event Cleaning.  The customer (building manager or alternate) should immediately contact the QAE with his/her complaint and the QAE will complete appropriate sections of AF Form 714, Customer Complaint (completed in 2 copies).  The customer complaint shall be considered valid upon receipt from the customer.  The QAE should inform the customer of the approximate time the defect(s) will be corrected and advise the customer to contact the QAE if not corrected.  The QAE will consider customer complaints resolved unless notified otherwise by the customer.  The QAE shall notify the Contractor’s QCI to pick up the AF Form 714.  The QCI will be given two hours to correct or otherwise resolve the unacceptable performance.  If the QCI disagrees with the complaint after investigation and challenges the validity of the complaint, the QCI will notify the QAE.  The QAE will conduct an investigation to determine the validity of the complaint.  If the QAE determines the complaint as invalid, the QAE will document the AF Form 714 of findings and notify the customer.  The QAE will retain the annotated copy of the AF Form 714 for the QAE files.  If after investigation the QAE determines the complaint as valid, the QAE will inform the QCI and the QCI will be given an additional hour to correct or resolve the defect.  A defect will not be recorded for award fee purposes for the particular PR item if proper and timely resolution of the unacceptable condition(s) is accomplished.  However, a defect in the contractor’s quality control program will be recorded for the QCI’s failure to recognize a valid customer complaint.  The QCI will return every AF Form 714, properly completed with actions taken, to the QAE, who will file the AF Form 714.  The QAE will use past AF Form 714 to ensure the contractor has taken appropriate action to prevent recurrence of defect(s).  The QAE will issue a Contract Discrepancy Report (CDR), AF Form 802, for any PR item that is rated Below Standards for appropriate action by the ACO in accordance with the Inspection of Services clause.

For Technical Support PR item 4, Emergency or Special Event Cleaning (delivery order work), the QAE will perform 100% inspection of each delivery order issued.  The QAE will perform inspections based on the delivery order work requirements and the basic contract.  The QAE will not certify acceptance of work under the delivery order until all deficiencies, if any, are corrected.  Once the delivery order is issued all of the applicable award fee rating criteria applies.  The QAE will issue a Contract Discrepancy Report (CDR), AF Form 802, for appropriate action by the ACO in accordance with the Inspection of Services clause if services required by the delivery order are rated Below Standards.

(4)  At the end of each month the QAE will submit to the Chief, Maintenance Engineering the rating criteria, Exhibit 3, for Management and Technical Support.  Based on the above evaluation results, the QAE will select the appropriate adjective rating with written notes on the strengths and weaknesses of the contractor to report to the Chief, Maintenance Engineering.

b.  Chief, Maintenance Engineering’s Actions

(1)  The Chief, Maintenance Engineering will select a numeric rating for each of the PR items in Management and Technical Support based on his/her personal observations of performance and the adjective rating reported by the QAE.  The Chief, Maintenance Engineering is not permitted to change the QAE’s adjective rating and will select an appropriate numeric rating from the Rating Conversion Chart in Exhibit 2.  In addition to reporting the QAE’s notes on the strengths and weaknesses of the contractor, the Chief, Maintenance Engineering will annotate his/her rationale for selecting a particular numeric rating.

(2)  The Chief, Maintenance Engineering will use Exhibit 4, Numeric Rating Summary Table, to record the QAE’s adjective rating for the month and the Chief, Maintenance Engineering’s numeric rating.  Also, written notes of the Chief, Maintenance Engineering’s rationale for selecting a particular numeric rating will be indicated on the table.

(3)  The Chief, Maintenance Engineering will use Exhibit 5, Quarterly Numeric Rating, to compute the quarterly numeric rating average for Management and Technical Support.  

(4)  The Chief, Maintenance Engineering will submit completed Exhibit 5 to the PEB Recorder for presentation to the PEB.  (Note:  If determined needed or feasible, the PEB chairperson may require the submission of Exhibits 3 and 4 by the functional area.)
c.  Contracting Office Actions

(1)  The CA/Recorder notifies the PEB members and any advisors of the date and time of PEB meeting in accordance with the schedule established by the PEB chairperson.  Additionally, the CA/Recorder notifies the contractor of the date and time of PEB meeting and advises the contractor of when and how (written, oral, or both) he/she will be permitted to address the PEB as determined by the PEB chairperson.

(2)  The CA/Recorder prepares functional area evaluation reports (Exhibit 5) in a briefing format as determined by the PEB chairperson.

(3)  Contracting office personnel (ACO/CA) are not permitted to change the award fee evaluation results of the functional area, except for the PR item entitled Miscellaneous Management Support under Exhibit 3, Management Support Rating Criteria.  They may increase or decrease the numeric rating, but not the adjective rating, for this PR item provided the service being evaluated relates to some other section of the contract other than Section C, Description/Specs./Work Statement.  Also, if they desire to decrease the numeric rating, they must have previously notified the contractor of the deficiency(s) and have written supporting documentation (i.e. memo for record, letter, etc.).  The CA/Recorder will prepare another Quarterly Numeric Rating, Exhibit 5, for Management Support to present to the PEB with their rationale for changing the functional area’s numeric rating.  Both, functional and contracting, numeric rating reports will be submitted for the PEB’s consideration.  If contracting personnel encounter performance problems related to Section C performance, they should submit customer complaints to the QAE.

d.  PEB Actions

(1)  (Insert title - Recommend Chief, Operations Flight) will chair the PEB.  The FDO may approve the PEB members recommended by the chairperson.  The PEB chairperson will establish dates, times, and places for the PEB meeting and notify the CA/Recorder for appropriate notification to members, advisors, and the contractor.  The chairperson will schedule the PEB meeting to ensure the PEB’s recommended fee is presented to the FDO within 30 days following the close of the evaluation period.

(2)  PEB members will consider all information from the following sources in determining its award fee recommendation to the FDO:


(a)  Evaluations submitted by the functional area.  Chairperson may require oral 
briefings by the functional area personnel.


(b)  Information submitted by other sources as considered appropriate by the PEB.


(c)  Contractor’s written or oral (or both as determined by chairperson) self-
assessment of performance.

(3)  Using Exhibit 6, PEB Member’s Rating, each member will select a numeric rating from Exhibit 2, Rating Conversion Chart, and provide their rationale in the Notes section of Exhibit 6 for their selection.

(4)  The chairperson will collect each member’s rating sheet, Exhibit 6, and review them.  If any member’s numeric rating causes the functional area’s adjective rating to be lowered, appropriate discussions with that member(s) should be conducted to determine the member’s rationale.  Lowering the adjective rating requires specific reasons, since the contractor will be aware of all defects from the QAE’s monthly evaluation.  (The contractor will have been able to compute his/her adjective rating and approximate numeric rating from the monthly evaluations.)  Once the chairperson is satisfied with the PEB’s rating results, the chairperson will pass the individual member’s rating sheets to the CA/Recorder.

(5)  Using Exhibit 7, Summary of PEB’s Rating, and the Award Fee Conversion Table, Exhibit 8, the CA/Recorder will total the individual member’s ratings for Management and Technical Support and compute the recommended Award Fee for the quarter .

(6)  The chairperson will prepare or will have the CA/Recorder prepare a cover letter  to transmit the Summary of PEB’s Rating, Exhibit 7, to the FDO.  The cover letter will explain the PEB’s rationale for the recommended award fee by indicating the relative strengths and weaknesses for each appropriate PR item.

e.  FDO’s Actions

(1)  The FDO determines the final fee based upon all the information furnished and assigns a final numeric score with a corresponding adjective rating and percent of award fee earned for each area of Management Support and Technical Support.

(2)  The FDO will notify the ACO of his/her final determination of award fee.  The ACO will prepare a letter for the FDO’s signature notifying the contractor of the amount of award fee earned for the quarter.  Additionally, the letter will identify any specific areas of strengths and weaknesses in contractor’s performance.  The ACO will unilateral modify the contract to reflect the FDO’s final determination of award fee.  The modification will be issued to the contractor within 14 days after the ACO receives the FDO’s decision.

7.  TERMINATION FOR CONVENIENCE

In the event that the contract is terminated for the convenience of the government, the remaining award fee payable will be a matter of equitable adjustment in accordance with the termination clause of the contract.  The remaining fee for all periods subsequent to the termination shall not be considered earned and therefore shall not be paid.

PERFORMANCE EVALUATION BOARD (PEB) MEMBERS AND ADVISORS

Following are suggested members and advisors:

Chief, Operations Flight (Chairperson)



XX CES/CEO

Chief, Environmental Flight





XX CES/CEV

Chief, Engineering Flight





XX CES/CEC

Deputy Director of Contracts





XX CONS/CD

*Administrative Contracting Officer




XX CONS/LGCV

*Chief, Maintenance Engineering




XX CES/CEOE

*Contract Administrator/Recorder




XX CONS/LGCV

*Quality Assurance Evaluator(s)




XX CES/CEOE

*Staff Judge Advocate





XX SW/JA

*Advisors Only - Non-Voting Participants

AWARD FEE RATING TABLE



ADJECTIVE RATING
DEFINITION




SUBSTANTIALLY 

ABOVE STANDARDS
Contractor exceeds most standards in performing required tasks and work is highly professional.  Contractor solves problems with very little, if any, government involvement.  Contractor is proactive and takes an aggressive approach in identifying problems and their resolution.






ABOVE STANDARDS
Contractor exceeds some standards in performing required tasks.   Contractor resolves problems with only minimal government supervision and assistance.  Contractor does not wait to be told about problems before resolving.






MEETS STANDARDS
Contractor meets standards in performing required tasks.  Contractor is able to solve basic problems.  Contractor only seeks government assistance on complex unusual problems.  Contractor shows initiative in problem resolution.




BELOW STANDARDS
Contractor does not meet task requirements.  
Contractor is unable to solve problems and seeks government assistance for problem resolution.










RATING CONVERSION CHART




ADJECTIVE RATING
NUMERIC RATING




SUBSTANTIALLY ABOVE STANDARDS
31 to 40

ABOVE STANDARDS
21 to 30

MEETS STANDARDS
  1 to 20

BELOW STANDARDS
0

MANAGEMENT SUPPORT RATING CRITERIA





(IDENTIFY MONTH)






RATING




PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 Defects)
ABOVE

STANDARDS

(1 Defect)
MEETS

STANDARDS

(2 Defects)
BELOW

STANDARDS

(3 (+) Defects

1.  PROJECT MANAGEMENT





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Contract Manager and alternate meet the qualification requirements.


Contract Manager or alternate are present for duty and meet response times.


Contractor personnel are easily recognizable as employees, present a neat appearance, and do not pose a potential threat to the installation.


Organizational structure and personnel listing submitted correctly and timely, as well as changes thereto.


Contractor personnel are qualified, experienced, and possess the necessary certifications.


Sufficient manning is provided to meet mission requirements.


Contractor personnel possess the necessary pass and identification credentials.














QAE INITIALS___________
CONTRACTOR INITIALS___________

1.  PROJECT MANAGEMENT (Continued)
NOTES ON STRENGTHS AND WEAKNESSES

Contractor personnel are trained and receive any update training needed.


Contractor meets with the government to discuss performance problems.


Procedures are established to safeguard all government furnished property.


Key control procedures are established.


Emergency services are provided for the situation.


Utilities conservation is practiced.


All environmental control laws and regulations are followed.


All government provided records, files, papers, etc., are maintained and disposed.


Contracts with other contractors are coordinated.


Government furnished property is inventoried.


Contractor vehicles are operable, meet all safety requirements, and are appropriately identified.


Contractor complies with safety standards.


Warranty program is established and records are maintained.


Contractor assists and cooperates as needed in routine facility inspections and studies.  Guests of the Commander or BCE are accommodated.

















QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 Defects)
ABOVE

STANDARDS

(1 Defect)
MEETS

STANDARDS

(2 Defects)
BELOW

STANDARDS

(3 (+) Defects)

2.  MANAGEMENT AND ADMINISTRATIVE SUPPORT





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Meetings involving custodial services interests are attended with active participation by contractor personnel.


Meetings in which contractor is OPR are conducted and documented.


Briefings to government personnel are conducted.


Reports of survey are initiated.


Suspected facility abuse or vandalism are reported.


Official communications are prepared and a tracking system is maintained.


Off-base correspondence replies are coordinated through the QAE.


Official correspondence is maintained and filed.


Publications are maintained and updated.  Changes to publications are processed.


Necessary temporary and/or emergency services are provided and coordinated.

















QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 to 2 DEFECTS)
ABOVE

STANDARDS

(3 to 5 DEFECTS)
MEETS

STANDARDS

(6 to 9 DEFECTS)
BELOW

STANDARDS

(10(+) DEFECTS)

3.  QUALITY CONTROL PROGRAM





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Quality Control Plan submitted and addresses all required issues.


Schedule submitted.


Customer complaints recognized and resolved.


Inspections conducted properly.


Records maintained to document defects and corrective action in specific tasks.


Procedures established to prevent recurrence of defects.


Quality Control person is qualified and possesses authority for corrective action.


Defects in specific tasks (Record defects from technical support areas here).
































QAE INITIALS___________
CONTRACTOR INITIALS___________

NOTE:  THIS PR-4 IS A COMPLETELY SUBJECTIVE EVALUATION ON THE PART OF THE GOVERNMENT AS THERE ARE NO DEFECTS INDICATED.)
PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS
ABOVE

STANDARDS
MEETS

STANDARDS
BELOW

STANDARDS

4.  MISCELLANEOUS MANAGEMENT SUPPORT





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Customer relations.


Attitude in problem identification and resolution.


Response to changes in schedules, mission, etc.


Professionalism in work tasks and standards.


Other.





















































QAE INITIALS___________
CONTRACTOR INITIALS___________

TECHNICAL SUPPORT RATING CRITERIA

IDENTIFY MONTH


RATING

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 TO 2 DEFECTS)
ABOVE

STANDARDS

(3 TO 4 DEFECTS)
MEETS

STANDARDS

(5 DEFECTS)
BELOW

STANDARDS

(6(+) DEFECTS)

1.  BASIC CLEANING SERVICES - Category I and II.





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Maintain floors.


Sweep/dust mop floors.


Mop floors.


Clean computer room floors.


Remove trash.


Empty and clean public ash trays and urns.


Clean interior glass/mirrors.


Clean other interior glass.


Clean drinking fountains.


Clean stairways.


Vacuum carpets.


Spot clean carpets.


Vacuum/clean walk-off mats.


General spot cleaning.

















QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 TO 2 DEFECTS)
ABOVE

STANDARDS

(3 TO 4 DEFECTS)
MEETS

STANDARDS

(5 DEFECTS) 
BELOW

STANDARDS

(6 (+) DEFECTS)

2.  BASIC RESTROOMS/LOCKER ROOMS CLEANING SERVICES - Category I and II.





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Clean and disinfect.


Descale showers, toilet bowls, and urinals.


Sweep and mop floors.


Resupply restrooms.
























































QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 TO 2 DEFECTS)
ABOVE

STANDARDS

(3 TO 4 DEFECTS)
MEETS

STANDARDS

(5 DEFECTS)
BELOW

STANDARDS

(6+) DEFECTS)

3.  PERIODIC CLEANING SERVICES - Category I and II.





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Strip, scrub, seal, and wax floors.


Clean interior windows.


Clean exterior windows.


Clean/shampoo carpets.


Clean high glass.





















































QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 DEFECTS)
ABOVE

STANDARDS

(0 DEFECTS)
MEETS

STANDARDS

(0 DEFECTS)
BELOW

STANDARDS

(1+) DEFECTS)

4.  EMERGENCY or SPECIAL EVENT CLEANING IAW CLIN 0003.





EVALUATION CRITERIA
NOTES ON STRENGTHS AND WEAKNESSES

Response time is met..


Complies with delivery order requirements.  Work meets PWS standards in paragraph 5.3, 5.4, and/or 5.5, as appropriate, standard commercial practices and/or manufacturers’ recommendations.


Delivery order work is properly managed and provided proper oversight.


















































NUMERIC RATING SUMMARY TABLE



NUMERIC RATING FOR (IDENTIFY MONTH)



PERFORMANCE REQUIREMENT 
ADJ. RATING
NUMERIC RATING

MANAGEMENT SUPPORT



1.  Project Management



2.  Management and Administrative Support



3.  Quality Control Program



4.  Miscellaneous Management Support















TECHNICAL SUPPORT



1.  Basic Cleaning Services



2.  Basic Restrooms/Locker Rooms Cleaning Services



3.  Periodic Cleaning Services



4.  Emergency or Special Event Cleaning (Delivery Order)















NOTES:
QUARTERLY NUMERIC RATING

(IDENTIFY QUARTER)

PERFORMANCE REQUIREMENT 
NUMERIC RATING

MANAGEMENT SUPPORT
IDENTIFY

MONTH
IDENTIFY MONTH
IDENTIFY MONTH
MONTHLY AVERAGE

1.  PROJECT MANAGEMENT





2.  MANAGEMENT AND ADMINISTRATIVE SUPPORT





3.  QUALITY CONTROL PROGRAM





4.  MISCELLANEOUS MANAGEMENT SUPPORT



































SUM OF MONTHLY AVERAGE TOTAL=_________________

MANAGEMENT SUPPORT AVERAGE FOR THE QUARTER (Above Monthly Sum Total/4 PR Items)=_________________

NOTES:

QUARTERLY NUMERIC RATING

(IDENTIFY QUARTER)

PERFORMANCE REQUIREMENT 
NUMERIC RATING

TECHNICAL SUPPORT
IDENTIFY MONTH
IDENTIFY MONTH
IDENTIFY MONTH
MONTHLY AVERAGE

1.  BASIC CLEANING SERVICES





2.  BASIC RESTROOMS/LOCKER ROOMS CLEANING SERVICES





3.  PERIODIC CLEANING SERVICES





4.  EMERGENCY or SPECIAL EVENT CLEANING (Delivery Order)





























SUM OF MONTHLY AVERAGE TOTAL = _________________

TECHNICAL SUPPORT AVERAGE FOR THE QUARTER (Above Monthly Sum Total/3 (or 4) PR Items) = _________________

NOTES:

PEB MEMBER’S RATING

(IDENTIFY QUARTER)

PERFORMANCE REQUIREMENT 
FUNCTIONAL AREA

ADJECTIVE RATING
FUNCTIONAL AREA

NUMERIC RATING
BOARD MEMBER’S

NUMERIC RATING

MANAGEMENT SUPPORT




PERFORMANCE REQUIREMENT
NOTES

     Project Management


     Management and Administrative Support


     Quality Control Program


     Miscellaneous Management Support











TECHNICAL SUPPORT




PERFORMANCE REQUIREMENT
NOTES

Basic Cleaning Services


Basic Restrooms/Locker Rooms Cleaning Services


Periodic Cleaning Services


Emergency or Special Event Cleaning (Delivery Order)
















MEMBER’S NAME ________________________________________________________

SUMMARY OF PEB’S RATING

(IDENTIFY QUARTER)

Member
Management Rating
Technical Rating

Insert Name of Voter



Insert Name of Voter



Insert Name of Voter



Insert Name of Voter



























TOTALS













RECOMMENDED AWARD FEE

Management Numeric Rating (Total Above Rating/4 Voters) = _____Average Numeric Rating = _____% Recommended Management Award Fee
Technical Numeric Rating (Total Above Rating/4 Voters = ______Average Numeric Rating = _____% Recommended Technical Award Fee

Management Total Quarterly Award Fee Available $_______ X ______% Above Recommended Management Award Fee = $__________Recommended Management Fee

Technical Total Quarterly Award Fee Available $_________ X _______% Above Recommended Technical Award Fee = $_________Recommended Technical Fee

TOTAL RECOMMENDED AWARD FEE = Recommended                  Recommended

                                                                       Management Fee      +      Technical Fee

AWARD FEE CONVERSION TABLE



NUMERIC RATING
PERCENT OF
AWARD FEE EARNED

0 to 10
0

11
5%

12
10%

13
15%

14
20%

15
25%

16
30%

17
35%

18
40%

19
45%

20
50%

21
53%

22
55%

23
58%

24
60%

25
63%

26
65%

27
68%

28
70%

29
73%

30
75%

31
78%

32
80%

33
83%

34
85%

35
88%

36
90%

37
93%

38
95%

39
98%

40
100%

AWARD FEE PROCESS


QAE PERFORMS

MONTHLY EVALUATIONS

USING EXHIBIT 3




CHIEF, MAINTENANCE ENGINEERING

RECORDS QAE ADJECTIVE RATING 

AND SELECTS NUMERIC RATING 

USING EXHIBIT 4




CHIEF, MAINTENANCE ENGINEERING

COMPUTES QUARTERLY NUMERIC RATING

USING EXHIBIT 5 AND SUBMITS TO

PEB RECORDER




PEB RECORDER COMPLETES

APPROPRIATE FUNCTIONAL AREA

BLOCKS OF EXHIBIT 6

FOR EACH PEB VOTING MEMBER




PEB MEMBER 

SELECTS NUMERIC RATING

AND COMPLETES EXHIBIT 6




PEB CHAIRPERSON REVIEWS

EACH EXHIBIT 6 AND PASSES

TO PEB RECORDER




PEB RECORDER COMPLETES

EXHIBIT 7




PEB CHAIRPERSON 

PREPARES COVER LETTER

FOR AWARD FEE RECOMMENDATION 

TO FDO




FDO MAKES FINAL 

FEE DETERMINATION

AND NOTIFIES ACO




ACO PREPARES 

FDO’S LETTER TO CONTRACTOR 

AND MODIFIES CONTRACT


SEMI-ANNUAL

AWARD FEE PLAN

FOR

CUSTODIAL SERVICES

AT

(INSERT NAME OF BASE)

(INSERT DATE)

APPROVED:

___________________________________

______________________________

(INSERT NAME/TITLE/DATE


(INSERT NAME/TITLE/DATE

Performance Evaluation Board


Commander Contracting Sq.)

Chairman)

FEE DETERMINING OFFICIAL:

___________________________________

(INSERT NAME/TITLE/DATE 

Fee Determination Official)

NOTE:  WE RECOMMEND THAT IF YOU USE THE AWARD FEE PLAN TO EVALUATE THE CONTRACTOR THAT YOU DO NOT USE THE STANDARD EVALUATION PROCEDURES UNDER AFMAN 64-108 WHICH ALLOWS FOR DEDUCTIONS.

SEMI-ANNUAL

AWARD FEE PLAN

FOR

CUSTODIAL SERVICES
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EXHIBITS

1.  Performance Evaluation Board (PEB) Members and Advisors (1 page)

2.  Award Fee Rating Table and Rating Conversion Chart (1 page)

3.  Management and Technical Support Rating Criteria (9 pages)

4.  Numeric Rating Summary Table (1 page)

5.  Semi-annual Numeric Rating (2 pages)

6.  PEB Member’s Rating (1 page)

7.  Summary of PEB’s Rating and Recommended Award Fee (1 page)

8.  Award Fee Conversion Table (1 page)

9.  Award Fee Process Flowchart (1 page)

1.  INTRODUCTION

The purpose of this award fee plan is to define the methodology and responsibilities associated with determining the fee to be periodically awarded to the contractor and to present assessment of that performance to the Fee Determining Official (FDO).  The plan outlines the organization, procedures, and evaluation periods for implementing the award fee provisions of the contract.  The objective of the award fee is to motivate the contractor to substantially exceed standards and to emphasize key areas of performance and concern.  Award fee deals with those areas under contractor control that are subjectively evaluated for quality service.  Award fee determinations made are not subject to the “Disputes” clause of the contract.

The award fee plan tables were automated for your daily use in evaluating the contractor’s performance.  You may find these automated tables easier to use than the manual process. They were developed using Microsoft Excel.  These tables are included in the Quality Assurance Evaluator Training Program CD-ROM as Figure 2.20.  This minimizes the “number crunching” required by the QAE and the award fee participants.
2.  DEFINITION OF TERMS

a.  Administrative Contracting Officer (ACO):  The individual authorized to commit and obligate the government through the life of the contract.  An advisor to the PEB.

b.  Chief, Maintenance Engineering:  The individual who is most directly responsible for the satisfactory performance of custodial services for the base.  An advisor to the PEB.

c.  Contract Administrator (CA):  The individual assigned to administer the contract under the direction of the ACO.  Also serves as the Recorder, who is responsible for insuring the PEB is properly convened which includes meeting place, time, advising all PEB members, preparing agenda, and taking minutes.  An advisor to the PEB.

d.  Fee Determining Official (FDO):  The individual who makes the final determination of the amount of fee to be awarded to the contractor.  The FDO is the (Insert the title of person who will serve - Recommend BCE or Deputy).

e.  Performance Evaluation Board (PEB):  The group of individuals who review the contractor’s performance and recommend an award fee to the FDO.  The PEB chairperson is (Insert title of person who will serve - Recommend Chief, Operations Flight).  Members of and advisors to the PEB are indicated in Exhibit 1.

f.  Quality Assurance Evaluator (QAE):  The individual(s) assigned to monitor and evaluate the contractor’s performance on a continuing basis.  The QAE’s evaluation is the primary point of reference in determining the recommended award fee, especially the technical support area of performance.  An advisor(s) to the PEB.

3.  ORGANIZATIONAL STRUCTURE

a.  The (Insert title) will serve as the FDO and  will establish a PEB.  The PEB will assist the FDO in the award fee determination by recommending an award fee for the contractor’s performance.  If the FDO is absent, the (Insert title - Recommend the immediate subordinate of FDO) will serve as the FDO.  If a PEB member is absent, the FDO will approve substitute(s) with similar qualifications.  Technical and functional experts, as required, may serve in an advisory (non-voting) capacity to the PEB.  See Exhibit 1 for members and potential advisors.

b.  The ACO will notify the contractor of the appointed QAE(s) in accordance with the contract.

4.  RESPONSIBILITIES

a.  The FDO will review the PEB’s recommendations, consider all appropriate data, and advise the contractor and ACO of the award fee determination.

b.  The PEB members will review the QAE’s evaluation reports and the recommended numeric rating of the Chief, Maintenance Engineering, consider information from other pertinent sources, and develop a fee recommendation.  The PEB chairperson will give the fee recommendation to the FDO.

c.  The QAE(s) will monitor and evaluate the contractor’s performance.  The QAE(s) will work closely with the ACO and CA in performing surveillance duties.  QAE(s) will use Exhibit 2, Award Fee Rating Table and Exhibit 3, Management and Technical Support Rating Criteria, in monitoring and evaluating contractor’s performance.

d.  The Chief, Maintenance Engineering will use the Rating Conversion Chart in Exhibit 2 to determine the numeric ratings to be reported to the PEB.

e.  The CA, as the Recorder, will be thoroughly familiar with current award fee policy, guidance, regulations, and correspondence pertinent to the award fee process.  The recorder will coordinate administrative actions required by the QAE(s), the PEB, and the FDO.  Administrative actions include receiving, processing, and distributing performance evaluation inputs, scheduling and assisting with internal milestones, i.e., PEB briefings, and other actions as required for the smooth operation of the award fee process.

5.  AWARD FEE AMOUNTS AND PERIODS

a.  The annual award fee available is (Insert dollar amount).  This annual amount will be available for each option year subject to contract adjustments through modification of the contract.

b.  Following are the amounts available for each semi-annual evaluation period:


Semi-annually


Period



Amount Available


First


      (Insert Period)

       (50% of Annual Amount)


Second


      (Insert Period)

       (50% of Annual Amount)

c.  The semi-annual award fee available for Management Support will be (Insert percentage) of the total semi-annual award fee available, which will be $(Insert dollar amount).  The semi-annual award fee available for Technical Support will be (Insert percentage) of the total semi-annual award fee available, which will be $(Insert dollar amount).

d.  The amounts corresponding to each evaluation period is the maximum amount that may be earned during that particular period unless the amount is increased by contract modification or delivery order work.  Any portion of award fee not awarded for an evaluation period may not be transferred to another evaluation period.

e.  The government may unilaterally revise the distribution of the award fee, as indicated in paragraphs 5b and 5c above, in any subsequent evaluation periods.  The ACO will notify the contractor in writing of such changes in distribution before the relevant evaluation period begins and the award fee plan will be modified accordingly.  After an evaluation period has begun, changes may only be made by mutual agreement of the parties.

6.  AWARD FEE PROCESS (See Exhibit 9, Award Fee Process Flowchart )

a.  QAE Actions
(1)  QAE(s) will continually monitor and evaluate the contractor’s performance using Exhibit 3, Management Support Rating Criteria and Technical Support Rating Criteria.

(2)  For Performance Requirement (PR) Item 3, Quality Control Program, of the Management Support Rating Criteria, Exhibit 3, the QAE will obtain the contractor’s quality control schedule not later than the last day of the month preceding the upcoming month’s schedule of quality control inspections.  The QAE will evaluate at least 5% of the scheduled number of inspections.  The QAE will select by any means the number of Quality Control (QC) inspections that total at least 5% of the scheduled inspections.  The QAE may evaluate in any number of methods.  The QAE may accompany the contractor’s Quality Control Inspector (QCI) on the inspection.  The QAE may conduct an inspection of the area prior to the QCI’s inspection and compare results with the QCI.  The QAE may conduct an inspection after the QCI has completed his/her inspection and compare results.  Defects will be recorded for failure to meet the evaluation criteria for PR-3 and for deviations from the approved Quality Control Plan.  Also, the QAE will record defects in the QC program for failure of QCI to recognize valid customer complaints and record unacceptable performance for individual work tasks.  The QAE will annotate in the “Notes” section of Exhibit 3 any defects, other weaknesses, and/or strengths observed during the inspection.  The QAE will initial and obtain the contractor’s initials in the appropriate places indicated on the rating criteria sheet.

(3)  For the remaining PR items in Management  Support, the  QAE will select one workday each month for scheduling evaluations of each PR item.  The QAE will use the appropriate PR rating criteria in Exhibit 3 to evaluate the contractor’s performance.  The QAE will review and evaluate each evaluation criteria for each PR item to determine the performance level of the contractor.  The QAE will notify the contractor’s QCI of any defect(s).  The Contractor shall be allowed two hours after notification to correct or provide an acceptable resolution to the defect(s) unless there is a bona fide time constraint requiring performance by a certain time period.  Time sensitive requirements cannot be re-performed.  Otherwise, if properly and timely corrected or resolved, defect(s) shall not count towards award fee determination for the particular PR item.  However, the QAE will record the defect(s) against the quality control program under Management Support for the failure of the QCI to discover and correct the defect(s).  The QAE will maintain all documentation for file maintenance.  The QAE will use the documentation to ensure contractor has established adequate procedures to prevent recurrence of defects.  The QAE will issue a Contract Discrepancy Report (CDR), AF Form 802, for any PR item that is rated Below Standards for appropriate action by the ACO in accordance with the Inspection of Services clause.

The method of surveillance for the PR items in Technical Support shall be Customer Complaint, except for PR item 4, Emergency or Special Event Cleaning.  The customer (building manager or alternate) should immediately contact the QAE with his/her complaint and the QAE will complete appropriate sections of AF Form 714, Customer Complaint (completed in 2 copies).  The customer complaint shall be considered valid upon receipt from the customer.  The QAE should inform the customer of the approximate time the defect(s) will be corrected and advise the customer to contact the QAE if not corrected.  The QAE will consider customer complaints resolved unless notified otherwise by the customer.  The QAE shall notify the Contractor’s QCI to pick up the AF Form 714.  The QCI will be given two hours to correct or otherwise resolve the unacceptable performance.  If the QCI disagrees with the complaint after investigation and challenges the validity of the complaint, the QCI will notify the QAE.  The QAE will conduct an investigation to determine the validity of the complaint.  If the QAE determines the complaint as invalid, the QAE will document the AF Form 714 of findings and notify the customer.  The QAE will retain the annotated copy of the AF Form 714 for the QAE files.  If after investigation the QAE determines the complaint as valid, the QAE will inform the QCI and the QCI will be given an additional hour to correct or resolve the defect.  A defect will not be recorded for award fee purposes for the particular PR item if proper and timely resolution of the unacceptable condition(s) is accomplished.  However, a defect in the contractor’s quality control program will be recorded for the QCI’s failure to recognize a valid customer complaint.  The QCI will return every AF Form 714, properly completed with actions taken, to the QAE, who will file the AF Form 714.  The QAE will use past AF Form 714 to ensure the contractor has taken appropriate action to prevent recurrence of defect(s).  The QAE will issue a Contract Discrepancy Report (CDR), AF Form 802, for any PR item that is rated Below Standards for appropriate action by the ACO in accordance with the Inspection of Services clause.

For Technical Support PR item 4, Emergency or Special Event Cleaning (delivery order work), the QAE will perform 100% inspection of each delivery order issued.  The QAE will perform inspections based on the delivery order work requirements and the basic contract.  The QAE will not certify acceptance of work under the delivery order until all deficiencies, if any, are corrected.  Once the delivery order is issued all of the applicable award fee rating criteria applies.  The QAE will issue a Contract Discrepancy Report (CDR), AF Form 802, for appropriate action by the ACO in accordance with the Inspection of Services clause if services required by the delivery order are rated Below Standards.

(4)  At the end of each month the QAE will submit to the Chief, Maintenance Engineering the rating criteria, Exhibit 3, for Management and Technical Support.  Based on the above evaluation results, the QAE will select the appropriate adjective rating with written notes on the strengths and weaknesses of the contractor to report to the Chief, Maintenance Engineering.

b.  Chief, Maintenance Engineering’s Actions

(1)  The Chief, Maintenance Engineering will select a numeric rating for each of the PR items in Management and Technical Support based on his/her personal observations of performance and the adjective rating reported by the QAE.  The Chief, Maintenance Engineering is not permitted to change the QAE’s adjective rating and will select an appropriate numeric rating from the Rating Conversion Chart in Exhibit 2.  In addition to reporting the QAE’s notes on the strengths and weaknesses of the contractor, the Chief, Maintenance Engineering will annotate his/her rationale for selecting a particular numeric rating.

(2)  The Chief, Maintenance Engineering will use Exhibit 4, Numeric Rating Summary Table, to record the QAE’s adjective rating for the month and the Chief, Maintenance Engineering’s numeric rating.  Also, written notes of the Chief, Maintenance Engineering’s rationale for selecting a particular numeric rating will be indicated on the table.

(3)  The Chief, Maintenance Engineering will use Exhibit 5, Semi-annual Numeric Rating, to compute the semi-annual numeric rating average for Management and Technical Support.  

(4)  The Chief, Maintenance Engineering will submit completed Exhibit 5 to the PEB Recorder for presentation to the PEB.  (Note:  If determined needed or feasible, the PEB chairperson may require the submission of Exhibits 3 and 4 by the functional area.)
c.  Contracting Office Actions

(1)  The CA/Recorder notifies the PEB members and any advisors of the date and time of PEB meeting in accordance with the schedule established by the PEB chairperson.  Additionally, the CA/Recorder notifies the contractor of the date and time of PEB meeting and advises the contractor of when and how (written, oral, or both) he/she will be permitted to address the PEB as determined by the PEB chairperson.

(2)  The CA/Recorder prepares functional area evaluation reports (Exhibit 5) in a briefing format as determined by the PEB chairperson.

(3)  Contracting office personnel (ACO/CA) are not permitted to change the award fee evaluation results of the functional area, except for the PR item entitled Miscellaneous Management Support under Exhibit 3, Management Support Rating Criteria.  They may increase or decrease the numeric rating, but not the adjective rating, for this PR item provided the service being evaluated relates to some other section of the contract other than Section C, Description/Specs./Work Statement.  Also, if they desire to decrease the numeric rating, they must have previously notified the contractor of the deficiency(s) and have written supporting documentation (i.e. memo for record, letter, etc.).  The CA/Recorder will prepare another Semi-annual Numeric Rating, Exhibit 5, for Management Support to present to the PEB with their rationale for changing the functional area’s numeric rating.  Both, functional and contracting, numeric rating reports will be submitted for the PEB’s consideration.  If contracting personnel encounter performance problems related to Section C performance, they should submit customer complaints to the QAE.

d.  PEB Actions

(1)  (Insert title - Recommend Chief, Operations Flight) will chair the PEB.  The FDO may approve the PEB members recommended by the chairperson.  The PEB chairperson will establish dates, times, and places for the PEB meeting and notify the CA/Recorder for appropriate notification to members, advisors, and the contractor.  The chairperson will schedule the PEB meeting to ensure the PEB’s recommended fee is presented to the FDO within 30 days following the close of the evaluation period.

(2)  PEB members will consider all information from the following sources in determining its award fee recommendation to the FDO:


(a)  Evaluations submitted by the functional area.  Chairperson may require oral 
briefings by the functional area personnel.


(b)  Information submitted by other sources as considered appropriate by the PEB.


(c)  Contractor’s written or oral (or both as determined by chairperson) self-
assessment of performance.

(3)  Using Exhibit 6, PEB Member’s Rating, each member will select a numeric rating from Exhibit 2, Rating Conversion Chart, and provide their rationale in the Notes section of Exhibit 6 for their selection.

(4)  The chairperson will collect each member’s rating sheet, Exhibit 6, and review them.  If any member’s numeric rating causes the functional area’s adjective rating to be lowered, appropriate discussions with that member(s) should be conducted to determine the member’s rationale.  Lowering the adjective rating requires specific reasons, since the contractor will be aware of all defects from the QAE’s monthly evaluation.  (The contractor will have been able to compute his/her adjective rating and approximate numeric rating from the monthly evaluations.)  Once the chairperson is satisfied with the PEB’s rating results, the chairperson will pass the individual member’s rating sheets to the CA/Recorder.

(5)  Using Exhibit 7, Summary of PEB’s Rating, and the Award Fee Conversion Table, Exhibit 8, the CA/Recorder will total the individual member’s ratings for Management and Technical Support and compute the recommended Award Fee for the semi-annual period.

(6)  The chairperson will prepare or will have the CA/Recorder prepare a cover letter  to transmit the Summary of PEB’s Rating, Exhibit 7, to the FDO.  The cover letter will explain the PEB’s rationale for the recommended award fee by indicating the relative strengths and weaknesses for each appropriate PR item.

e.  FDO’s Actions

(1)  The FDO determines the final fee based upon all the information furnished and assigns a final numeric score with a corresponding adjective rating and percent of award fee earned for each area of Management Support and Technical Support.

(2)  The FDO will notify the ACO of his/her final determination of award fee.  The ACO will prepare a letter for the FDO’s signature notifying the contractor of the amount of award fee earned for the semi-annual period.  Additionally, the letter will identify any specific areas of strengths and weaknesses in contractor’s performance.  The ACO will unilateral modify the contract to reflect the FDO’s final determination of award fee.  The modification will be issued to the contractor within 14 days after the ACO receives the FDO’s decision.

7.  TERMINATION FOR CONVENIENCE

In the event that the contract is terminated for the convenience of the government, the remaining award fee payable will be a matter of equitable adjustment in accordance with the termination clause of the contract.  The remaining fee for all periods subsequent to the termination shall not be considered earned and therefore shall not be paid.

PERFORMANCE EVALUATION BOARD (PEB) MEMBERS AND ADVISORS

Following are suggested members and advisors:

Chief, Operations Flight (Chairperson)



XX CES/CEO

Chief, Environmental Flight





XX CES/CEV

Chief, Engineering Flight





XX CES/CEC

Deputy Director of Contracts





XX CONS/CD

*Administrative Contracting Officer




XX CONS/LGCV

*Chief, Maintenance Engineering




XX CES/CEOE

*Contract Administrator/Recorder




XX CONS/LGCV

*Quality Assurance Evaluator(s)




XX CES/CEOE

*Staff Judge Advocate





XX SW/JA

*Advisors Only - Non-Voting Participants

AWARD FEE RATING TABLE



ADJECTIVE RATING
DEFINITION




SUBSTANTIALLY 

ABOVE STANDARDS
Contractor exceeds most standards in performing required tasks and work is highly professional.  Contractor solves problems with very little, if any, government involvement.  Contractor is proactive and takes an aggressive approach in identifying problems and their resolution.






ABOVE STANDARDS
Contractor exceeds some standards in performing required tasks.   Contractor resolves problems with only minimal government supervision and assistance.  Contractor does not wait to be told about problems before resolving.






MEETS STANDARDS
Contractor meets standards in performing required tasks.  Contractor is able to solve basic problems.  Contractor only seeks government assistance on complex unusual problems.  Contractor shows initiative in problem resolution.




BELOW STANDARDS
Contractor does not meet task requirements.  
Contractor is unable to solve problems and seeks government assistance for problem resolution.










RATING CONVERSION CHART




ADJECTIVE RATING
NUMERIC RATING




SUBSTANTIALLY ABOVE STANDARDS
31 to 40

ABOVE STANDARDS
21 to 30

MEETS STANDARDS
  1 to 20

BELOW STANDARDS
0

MANAGEMENT SUPPORT RATING CRITERIA





(IDENTIFY MONTH)






RATING




PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 Defects)
ABOVE

STANDARDS

(1 Defect)
MEETS

STANDARDS

(2 Defects)
BELOW

STANDARDS

(3 (+) Defects

1.  PROJECT MANAGEMENT





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Contract Manager and alternate meet the qualification requirements.


Contract Manager or alternate are present for duty and meet response times.


Contractor personnel are easily recognizable as employees, present a neat appearance, and do not pose a potential threat to the installation.


Organizational structure and personnel listing submitted correctly and timely, as well as changes thereto.


Contractor personnel are qualified, experienced, and possess the necessary certifications.


Sufficient manning is provided to meet mission requirements.


Contractor personnel possess the necessary pass and identification credentials.














QAE INITIALS___________
CONTRACTOR INITIALS___________

1.  PROJECT MANAGEMENT (Continued)
NOTES ON STRENGTHS AND WEAKNESSES

Contractor personnel are trained and receive any update training needed.


Contractor meets with the government to discuss performance problems.


Procedures are established to safeguard all government furnished property.


Key control procedures are established.


Emergency services are provided for the situation.


Utilities conservation is practiced.


All environmental control laws and regulations are followed.


All government provided records, files, papers, etc., are maintained and disposed.


Contracts with other contractors are coordinated.


Government furnished property is inventoried.


Contractor vehicles are operable, meet all safety requirements, and are appropriately identified.


Contractor complies with safety standards.


Warranty program is established and records are maintained.


Contractor assists and cooperates as needed in routine facility inspections and studies.  Guests of the Commander or BCE are accommodated.

















QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 Defects)
ABOVE

STANDARDS

(1 Defect)
MEETS

STANDARDS

(2 Defects)
BELOW

STANDARDS

(3 (+) Defects)

2.  MANAGEMENT AND ADMINISTRATIVE SUPPORT





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Meetings involving custodial services interests are attended with active participation by contractor personnel.


Meetings in which contractor is OPR are conducted and documented.


Briefings to government personnel are conducted.


Reports of survey are initiated.


Suspected facility abuse or vandalism are reported.


Official communications are prepared and a tracking system is maintained.


Off-base correspondence replies are coordinated through the QAE.


Official correspondence is maintained and filed.


Publications are maintained and updated.  Changes to publications are processed.


Necessary temporary and/or emergency services are provided and coordinated.

















QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 to 2 DEFECTS)
ABOVE

STANDARDS

(3 to 5 DEFECTS)
MEETS

STANDARDS

(6 to 9 DEFECTS)
BELOW

STANDARDS

(10(+) DEFECTS)

3.  QUALITY CONTROL PROGRAM





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Quality Control Plan submitted and addresses all required issues.


Schedule submitted.


Customer complaints recognized and resolved.


Inspections conducted properly.


Records maintained to document defects and corrective action in specific tasks.


Procedures established to prevent recurrence of defects.


Quality Control person is qualified and possesses authority for corrective action.


Defects in specific tasks (Record defects from technical support areas here).
































QAE INITIALS___________
CONTRACTOR INITIALS___________

NOTE:  THIS PR-4 IS A COMPLETELY SUBJECTIVE EVALUATION ON THE PART OF THE GOVERNMENT AS THERE ARE NO DEFECTS INDICATED.)
PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS
ABOVE

STANDARDS
MEETS

STANDARDS
BELOW

STANDARDS

4.  MISCELLANEOUS MANAGEMENT SUPPORT





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Customer relations.


Attitude in problem identification and resolution.


Response to changes in schedules, mission, etc.


Professionalism in work tasks and standards.


Other.





















































QAE INITIALS___________
CONTRACTOR INITIALS___________

TECHNICAL SUPPORT RATING CRITERIA

IDENTIFY MONTH


RATING

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 TO 2 DEFECTS)
ABOVE

STANDARDS

(3 TO 4 DEFECTS)
MEETS

STANDARDS

(5 DEFECTS)
BELOW

STANDARDS

(6(+) DEFECTS)

1.  BASIC CLEANING SERVICES - Category I and II.





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Maintain floors.


Sweep/dust mop floors.


Mop floors.


Clean computer room floors.


Remove trash.


Empty and clean public ash trays and urns.


Clean interior glass/mirrors.


Clean other interior glass.


Clean drinking fountains.


Clean stairways.


Vacuum carpets.


Spot clean carpets.


Vacuum/clean walk-off mats.


General spot cleaning.

















QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 TO 2 DEFECTS)
ABOVE

STANDARDS

(3 TO 4 DEFECTS)
MEETS

STANDARDS

(5 DEFECTS) 
BELOW

STANDARDS

(6 (+) DEFECTS)

2.  BASIC RESTROOMS/LOCKER ROOMS CLEANING SERVICES - Category I and II.





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Clean and disinfect.


Descale showers, toilet bowls, and urinals.


Sweep and mop floors.


Resupply restrooms.
























































QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 TO 2 DEFECTS)
ABOVE

STANDARDS

(3 TO 4 DEFECTS)
MEETS

STANDARDS

(5 DEFECTS)
BELOW

STANDARDS

(6+) DEFECTS)

3.  PERIODIC CLEANING SERVICES - Category I and II.





EVALUATION CRITERIA:
NOTES ON STRENGTHS AND WEAKNESSES

Strip, scrub, seal, and wax floors.


Clean interior windows.


Clean exterior windows.


Clean/shampoo carpets.


Clean high glass.





















































QAE INITIALS___________
CONTRACTOR INITIALS___________

PERFORMANCE REQUIREMENT
SUBSTANTIALLY ABOVE STANDARDS

(0 DEFECTS)
ABOVE

STANDARDS

(0 DEFECTS)
MEETS

STANDARDS

(0 DEFECTS)
BELOW

STANDARDS

(1+) DEFECTS)

4.  EMERGENCY or SPECIAL EVENT CLEANING IAW CLIN 0003.





EVALUATION CRITERIA
NOTES ON STRENGTHS AND WEAKNESSES

Response time is met..


Complies with delivery order requirements.  Work meets PWS standards in paragraph 5.3, 5.4, and/or 5.5, as appropriate, standard commercial practices and/or manufacturers’ recommendations.


Delivery order work is properly managed and provided proper oversight.


















































NUMERIC RATING SUMMARY TABLE



NUMERIC RATING FOR (IDENTIFY MONTH)



PERFORMANCE REQUIREMENT 
ADJ. RATING
NUMERIC RATING

MANAGEMENT SUPPORT



1.  Project Management



2.  Management and Administrative Support



3.  Quality Control Program



4.  Miscellaneous Management Support















TECHNICAL SUPPORT



1.  Basic Cleaning Services



2.  Basic Restrooms/Locker Rooms Cleaning Services



3.  Periodic Cleaning Services



4.  Emergency or Special Event Cleaning (Delivery Order)















NOTES:
SEMI-ANNUAL NUMERIC RATING

(IDENTIFY SEMI-ANNUAL PERIOD)

PERFORMANCE REQUIREMENT 
NUMERIC RATING

MANAGEMENT SUPPORT
MONTH
MONTH
MONTH
MONTH
MONTH
MONTH
MONTHLY AVERAGE

1.  Project Management








2.  Management And Administrative Support








3.  Quality Control Program








4.  Miscellaneous Management Support





















































SUM OF MONTHLY AVERAGE TOTAL=_________________

MANAGEMENT SUPPORT AVERAGE FOR THE PERIOD (Above Monthly Sum Total/4 PR Items)=_________________

NOTES:

SEMI-ANNUAL NUMERIC RATING

(IDENTIFY SEMI-ANNUAL PERIOD)

PERFORMANCE REQUIREMENT 
NUMERIC RATING

TECHNICAL SUPPORT
MONTH
MONTH
MONTH
MONTH
MONTH
MONTH
MONTHLY AVERAGE

1.  Basic Cleaning Services








2.  Basic Restrooms/Locker Rooms Cleaning Services








3.  Periodic Cleaning Services








4.  Emergency or Special Event Cleaning (Delivery Order) 


























SUM OF MONTHLY AVERAGE TOTAL = _________________

TECHNICAL SUPPORT AVERAGE FOR THE PERIOD (Above Monthly Sum Total/3 (or 4) PR Items) = _________________

NOTES:

PEB MEMBER’S RATING

(IDENTIFY SEMI-ANNUAL PERIOD)

PERFORMANCE REQUIREMENT 
FUNCTIONAL AREA

ADJECTIVE RATING
FUNCTIONAL AREA

NUMERIC RATING
BOARD MEMBER’S

NUMERIC RATING

MANAGEMENT SUPPORT




PERFORMANCE REQUIREMENT
NOTES

     Project Management


     Management and Administrative Support


     Quality Control Program


     Miscellaneous Management Support











TECHNICAL SUPPORT




PERFORMANCE REQUIREMENT
NOTES

Basic Cleaning Services


Basic Restrooms/Locker Rooms Cleaning Services


Periodic Cleaning Services


Emergency or Special Event Cleaning (Delivery Order)
















MEMBER’S NAME ________________________________________________________

SUMMARY OF PEB’S RATING

(IDENTIFY SEMI-ANNUAL PERIOD)

Member
Management Rating
Technical Rating

Insert Name of Voter



Insert Name of Voter



Insert Name of Voter



Insert Name of Voter



























TOTALS













RECOMMENDED AWARD FEE

Management Numeric Rating (Total Above Rating/4 Voters) = _____Average Numeric Rating = _____% Recommended Management Award Fee
Technical Numeric Rating (Total Above Rating/4 Voters = ______Average Numeric Rating = _____% Recommended Technical Award Fee

Management Total Semi-annual Award Fee Available $_______ X ______% Above Recommended Management Award Fee = $__________Recommended Management Fee

Technical Total Semi-annual Award Fee Available $_________ X _______% Above Recommended Technical Award Fee = $_________Recommended Technical Fee

TOTAL RECOMMENDED AWARD FEE = Recommended                  Recommended

                                                                       Management Fee      +      Technical Fee

AWARD FEE CONVERSION TABLE



NUMERIC RATING
PERCENT OF
AWARD FEE EARNED

0 to 10
0

11
5%

12
10%

13
15%

14
20%

15
25%

16
30%

17
35%

18
40%

19
45%

20
50%

21
53%

22
55%

23
58%

24
60%

25
63%

26
65%

27
68%

28
70%

29
73%

30
75%

31
78%

32
80%

33
83%

34
85%

35
88%

36
90%

37
93%

38
95%

39
98%

40
100%

AWARD FEE PROCESS


QAE PERFORMS

MONTHLY EVALUATIONS

USING EXHIBIT 3




CHIEF, MAINTENANCE ENGINEERING

RECORDS QAE ADJECTIVE RATING 

AND SELECTS NUMERIC RATING 

USING EXHIBIT 4




CHIEF, MAINTENANCE ENGINEERING

COMPUTES SEMI-ANNUAL NUMERIC RATING

USING EXHIBIT 5 AND SUBMITS TO

PEB RECORDER




PEB RECORDER COMPLETES

APPROPRIATE FUNCTIONAL AREA

BLOCKS OF EXHIBIT 6

FOR EACH PEB VOTING MEMBER




PEB MEMBER 

SELECTS NUMERIC RATING

AND COMPLETES EXHIBIT 6




PEB CHAIRPERSON REVIEWS

EACH EXHIBIT 6 AND PASSES

TO PEB RECORDER




PEB RECORDER COMPLETES

EXHIBIT 7




PEB CHAIRPERSON 

PREPARES COVER LETTER

FOR AWARD FEE RECOMMENDATION 

TO FDO




FDO MAKES FINAL 

FEE DETERMINATION

AND NOTIFIES ACO




ACO PREPARES 

FDO’S LETTER TO CONTRACTOR 

AND MODIFIES CONTRACT


1

