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PAST PERFORMANCE QUESTIONNAIRE
Name of Company being Evaluated:__________________________

Name of Company/Organization completing evaluation:________________________

POC Name:________________

  Position:_________________________

E-Mail Address:   _____________________  Phone Number:___________________

Contract Number:_____________________  Type of Contract:_____________________

Dollar Value:_________________________  Period of Performance:______________

Please provide specific details for each question below and rate each category (eg., General, Meeting Rooms, etc.) using the scale/criteria below.  Indicate N/A if not applicable to your requirement.

5 = Exceptional,            4 = Very Good,               3 = Satisfactory,

2 = Fair                 1 = Poor.

	Excellent
	Of exceptional merit, exemplary performance in a timely, efficient, and economical manner; no deficiencies and no adverse effect on overall performance.

	Very Good
	Very effective performance, fully responsive to contract requirements; contract requirements accomplished in a timely, efficient, and economical manner for the most part; only minor deficiencies.

	Satisfactory 
	Effective performance; fully responsive to contract requirements; reportable deficiencies, but with little identifiable effect on overall performance.

	Fair
	Meets or only slightly exceeds minimum acceptable standards; adequate results; reportable deficiencies with identifiable, but not substantial, effects on overall performance.

	Poor
	Does not meet minimum acceptable standards in one or more areas; remedial action required in one or more areas, deficiencies in one ore more areas which adversely affect overall performance.


General: 

1. What types of service does the hotel provide for you?

2. What is the average size of your group?

3. How often have you used these services?
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4. What is the normal length of your stay?

5. Did the contractor commit adequate resources in a timely fashion to the contract to meet the requirement and to successfully solve problems?

6. Have there been any safety/security problems or concerns during your stay?  Is security on site?

7. Are all areas of the hotel well lit at night?

8. Did the hotel staff and/or management respond positively and promptly to technical directions in areas including cancellations; substitution; change of meeting room requirements (set-up); early/late check in and check out; and  heating and A/C problems.  Please detail.:






9. How satisfied were you with the timeliness and accuracy of the Contractor’s invoices/vouchers?  Were billing discrepancies resolved in a timely manner?

Meeting Rooms
1. Have you used the hotel meeting rooms for training (e.g., organizational development activities)?

2. Are the rooms conducive for training (e.g., organizational development interventions) for example, lighting, noise, comfortable chairs (ergonomics), and room temperature, unobstructed vision?

3. Are meeting rooms spacious enough and equipped to utilize any AV requirements needs? (Audiovisual equipments – VCR, overhead projector, etc)?
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Audio Video Equipment
1.   Was audio/video equipment supplied by the hotel, and available when needed?

2. Was a technical person available on site to resolve audio/video problem?

Lodging Room
1. Were lodging rooms clean?  If not explain how this was handled by hotel.

2. Were there any problems with room availability?  If so, what action was taken by hotel staff?

Transportation
1. Was there shuttle or taxi service available?  Did staff assist in making this shuttle/taxi arrangements

2. Were there any problems with the transportation?  If so, what action was taken by hotel staff

Food
1. Describe your experience with the meals offered?   Did hotel staff meet all special food requirements?

2. Was your group seated and served meals promptly?

3. Were snacks/break foods well stocked, fresh, and available on time?   Did hotel staff offer good selection?
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4. Were there any problems with the food or the service?  If so, how did hotel staff/management resolve the problem?

Summary

1.  Did the Contractor demonstrate a strong customer service attitude and behavior and addressed your interest in a very professional manner.

2.  Overall, how would you rate the service and facilities at this hotel?  (Please use rating scale provided on first page.)

3.  Would you use their service/facilities in the future?  If no, please explain.

PAGE  
4
ENCLOSURE 3


