RFP 2-37159

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION

Ames Research Center

Moffett Field, CA  94035-1000

DRAFT AWARD FEE PLAN

for

Financial Services Contract

RFP 2-37159 

Dated:  April 17, 2002

APPROVED BY:

__________________________________________
________________










Date

TABLE OF CONTENTS

3A.
Introduction

B.
Contract Specifics
5
1.
General Scope of Work
5
2.
Period of Performance
5
3.
Estimated Costs
5
4.
Award Fee Pool
5
C.
Organizational Structure for Award Fee Administration
6
1.
Fee Determination Official (FDO)
6
2.
Performance Evaluation Board (PEB)
6
D.
Evaluation Requirements
7
1.
Evaluation Periods and Award Fee Pool Amounts
7
2.
Performance Evaluation Factors
7
3.
Business Management Evaluation Factor Grading Table
9
4.
Contract Task Order Evaluation Factor Grading Table
10
5.
Overall Contract Performance Grading Table
11
6.
Actions and Schedules for Award Fee Determination
12
E.
Method for Determining Award Fee
13
1.
Evaluation Process
13
2.
Written Notification or Change
16
3.
Contractor Self-Evaluation
16
4.
Steps to Change Plan Coverage
16
Attachment 1  General Instructions For Performance Evaluators
18
1.
Monitoring and Evaluating Performance
18
2.
Verbal Reports
18
Attachment 2   Performance Evaluation Report
19


A.
Introduction

This plan covers the administration of the award fee provisions of the Financial Services Contract, RFP 2-37159(LAS).  The Government, in accordance with the procedure set forth below, will determine the amount of the Award Fee earned based upon an evaluation of the Contractor’s performance.  The Award Fee will be the incentive used to motivate the Contractor to maintain high standards in terms of technical performance, schedule and cost parameters.

The award fee determined by the Government is not subject to the Disputes clause of the Contract (Section I, Clause 52.233-1, Disputes).  In addition, the Government may unilaterally change aspects of this plan, as detailed later in this document, provided the Contractor receives notice of the changes 15 work days prior to the start of the next affected performance evaluation period.

The Contract is a Task Order, Performance Based Contract (PBC).  The administration of this Award Fee Plan will further reinforce the PBC objectives of the Government by providing objectively based criteria for rating the Contractor’s performance.  These criteria will be used to rate the Contractor’s achievement of the task order requirements and not their effort in trying.  Where practical, the Government has established detailed task-based evaluation criteria and standards for this purpose.  However, this plan was designed with the intent of providing flexibility in order to: make equitable adjustment for risk factors outside the contractor’s control; allow for changes in performance priorities; allow for future development and implementation of additional PBC principles; and provide the Government a means for dealing with extreme performance issues that seriously affect completion of the mission.

Evaluations will be performed every six (6) months.  The Government will establish an award fee pool for each evaluation period.  Fees will be awarded no later than 45 days after the end of an evaluation period.  Unlike completion or delivery order contracts, any evaluation period award fee funds not awarded will not be carried over to any subsequent pool.  The award fee pool for each evaluation period shall be TBD % of the cost dollars.

This plan establishes the organizational structure for administration of the award fee, evaluation requirements, method for determining award fee, and provisions for future changes in this plan.  The organizational structure details roles, responsibilities and assignments for Government individuals who will participate in the administration of the award fee.  The Evaluation Requirements (Section D) discusses evaluation criteria, methods for prioritizing the criteria and associated standards.  A chronological description of the process for determining the performance evaluation and award fee is also given along with a process for making changes to this plan.

B.
Contract Specifics

1.
General Scope of Work

The contractor is required to provide financial, accounting, and budgetary services in support of the Office of the Chief Financial Officer and several Center Directorates.  The work will be divided into the following areas:

· Voucher Examination

· Travel Reimbursements

· File Management

· Data Entry & Review

· Financial Reporting

· Accounts Receivable

· Reimbursable Agreements support

· Cost Estimating and Earned Value Management

· Systems Accounting services

· Budget Operations services

· Budget Planning services

· Budget Execution services

· Special Financial Analyses

2.
Period of Performance

The term of the contract is from September 13, 2002 through September 13, 2007.  This consists of a two-year base period (includes phase-in), plus three (3) one-year options.

3.
Estimated Costs

The estimated cost of performing the contract including all options is $37,000,000.  The estimated costs are subject to equitable adjustments arising from changes or other contract modifications.

4.
Award Fee Pool

The award fee pool is TBD% of the cost dollars.  The estimated award fees are subject to equitable adjustments arising from changes or other contract modifications.  

C.
Organizational Structure for Award Fee Administration

The following organizational structure is established for administering the award fee provisions of the contract.

1.
Fee Determination Official (FDO)

a.
The FDO is Chief Financial Officer, Ames Research Center (Code C).

b.
Primary FDO responsibilities are:

(1)
Determining the award fee earned and payable for each evaluation period.

(2)
Changing the matters covered in this plan as addressed in Section E.2 and E.4 as appropriate.

2.
Performance Evaluation Board (PEB)

a.
Chair – Special Assistant to the Chief Financial Officer (Code C).   

The Chair's responsibilities are:

(1)
The Chair may recommend the appointment of Contract Task Evaluators (CTE) (as required), or non-voting members to assist the Board in performing its functions.

(2)
Submitting a Performance Evaluation Board Report (PEBR) to the FDO covering the Board's findings and recommendations for each six (6) month evaluation period.

b.
Voting Members are:

Special Assistant to the Chief Financial Officer (Code C)

Deputy Chief Financial Officer/Finance (Code CF)

Deputy Chief Financial Officer/Resources (Code CR)

Contracting Officer's Technical Representative (COTR)

Contracting Officer (CO) of Contract

Primary responsibilities of the Board are:

(1)
Conduct ongoing evaluation of contractor performance.

(2)
Consider changes in this plan and recommend to the FDO those appropriate for adoption as explained in Section E.2.

c.
Contract Technical Evaluators (CTEs)

CTEs, usually the task requester, will be assigned to monitor and evaluate contractor performance in areas to be evaluated.  The Chair will be responsible for ensuring that the CTEs have sufficient guidance for performance of their duties.  CTEs will be responsible for submitting Performance Evaluation Reports (See Attachments 1 and 2) as requested by the PEB Chair.  CTEs may also provide input for recommended changes to the administration of the award fee plan.

D.
Evaluation Requirements

The evaluation of the Contractor’s performance will be done in a consistent and open fashion with the goal of providing an objectively based rating.  The rating will contain detailed information at the lowest practical level and will be communicated with the Contractor.  

1.
Evaluation Periods and Award Fee Pool Amounts

If required, the evaluation periods can be unilaterally modified by the FDO in accordance with this plan. Award Fee available per evaluation period is TBD% of the cost dollars.  The start and stop dates for the evaluation periods and available award fee at contract award are shown below and addressed in clause G.2 of the contract.

	Eval

Period
	From
	To
	Award Fee Available*
	Eval

Period
	From
	To
	Award Fee Available

	1
	9/13/02
	03/12/03
	$ TBD
	6
	03/13/05
	09/12/05
	$ TBD

	2
	03/13/03
	09/12/03
	$ TBD
	7
	09/13/05
	03/12/06
	$ TBD

	3
	09/13/03
	03/12/04
	$ TBD
	8
	03/13/06
	09/12/06
	$ TBD

	4
	03/13/04
	09/12/04
	$ TBD
	9
	09/13/06
	03/12/07
	$ TBD

	5
	09/13/04
	03/12/05
	$ TBD
	10
	03/13/07
	09/12/07
	$ TBD

	
	
	
	
	
	
	TOTAL
	$ TBD




*Actual amount of award fee determined by task orders. 

2.
Performance Evaluation Factors

Evaluation will be based on two major areas with the following award fee distribution:

Business Management
45%

Contract Task Orders
55%

                                         100%

Business Management will be evaluated based on the overall contract performance and with these specific points:

· Management of multiple tasks, especially high priority tasks

· Responsiveness to task orders

· Overhead/Indirect rate control

· Timely reporting of overhead/indirect rate changes

· Contractor-Government relations

· Contractor-Subcontractor relations

· Subcontract management

· Report submissions (accuracy, timeliness)

· Availability of and access to adequate resources

Contract Task Orders will be evaluated based on three specific factors:  

· Technical Performance

· Cost

· Schedule

The relative importance of these factors will be determined and assigned by each individual task requester.  The review of technical performance by the contractor will include responsiveness to Center budget submissions and Center initiatives that fall within the scope of the task.  

This is a zero base award fee contract.  Failure to achieve a score of at least 61 in business management shall result in zero award fee from the business management pool.  Failure to achieve a score of at least 61 in the overall contract performance (weighted sum of both performance evaluation factors) will result in no fee awarded.

3.
Business Management Evaluation Factor Grading Table

	Adjectival Rating/Score
	Business Management

	Excellent

(91-100)
	Of exceptional merit, exemplary performance.

	Very Good

(81-90)
	Very effective performance; only minor deficiencies. 

	Good

(70-80)
	Effective performance; reportable deficiencies, but with little identifiable effect on overall performance.


with little identifiable effect on overall performance.  

	Satisfactory

(61-69)
	Met some but not all minimum acceptable standards; reportable deficiencies with identifiable effect on overall performance.

	Unsatisfactory

(0-60)
	Failed to meet minimum acceptable standards; remedial action required in one or more areas; deficiencies adversely affected overall performance.


Receiving a rating of “Unsatisfactory” (less than 61) in the business management scoring will mean that the contractor will not be paid any award fees in the business management award fee pool.

4.
Contract Task Order Evaluation Factor Grading Table

This table will be used by CTEs to apply a standard method for determining the contractor's performance ratings for each of the factors as they relate to the Statement of Work Requirements.  CTO performance adjective equivalents are provided for guidance purposes only.

	Rating / Score
	Technical Performance
	
Cost
	
Schedule

	Excellent (100-91)
	Met all technical requirements with notable excellence
	Managed and controlled task cost well under negotiated baselines
	Exceeded schedule or dealt with significant unforeseen events / circumstances to meet schedule

	Very Good (90-81)
	Met all technical requirements with added value for some items
	Managed and controlled cost better than negotiated baselines
	Effectively met or slightly exceeded schedule and may have dealt with minor unforeseen events

	Good
(80-70)
	Met all technical requirements
	Managed and controlled cost within negotiated baselines.  Effectively managed cost changes if the need occurred
	Met schedule

	Satisfactory (69-61)
	Met most technical requirements.  Only technical requirements of minor importance were not completed
	Managed and controlled task cost satisfactorily in relation to negotiated baselines
	May have suffered minor delays which did not have an adverse impact overall

	Unsatisfactory

(60-0)
	Many technical requirements were not met or a significant requirement was not met.
	Failed to manage task within negotiated budget baselines.
	Did not meet schedule and suffered long delays.  Have had an adverse impact to the overall mission


5.
Overall Contract Performance Grading Table

This table will be used to equate adjectival ratings to performance scores for the overall performance of the Contractor.  The descriptions should be used by the PEB to ensure that the rating is consistent with the Government’s overall assessment of the Contractor’s performance.

	
Rating/Score
	
Description

	Excellent  (100-91)
	Of exceptional merit; exemplary performance in a timely, efficient,  and economical; very minor (if any) deficiencies with no adverse effect on overall performance 

	Very Good (90-81)
	Very effective performance, fully responsive to contract requirements accomplished in a timely, efficient, and economical manner for the most part; only minor deficiencies.

	Good (80-70)


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

	Satisfactory (69-61)
	Meets or slightly exceeds minimum acceptable standards; adequate results; reportable deficiencies with identifiable, but not substantial, effects on overall performance.

	Poor/Unsatisfactory (Less than 61)
	Does not meet minimum acceptable standards in one or more areas; remedial action required in one or more areas; deficiencies in one or more areas which adversely affect overall performance.


If the overall grade for an evaluation period is “satisfactory" or "unsatisfactory” (less than 70), the contractor will not be paid any award fees.

6.
Actions and Schedules for Award Fee Determination

	
	Action
	Schedule (Calendar days)

	1.
	CTEs monitor performance and 
provide feedback to COTR and Contractor.


	Ongoing after start of CTO with a minimum midterm report and end of period report

	2.
	CTEs provide final evaluation reports to COTR


	10 days prior to the end of the Evaluation Period 

	3.
	Contractor submits self-evaluation


	No later than the last day of the evaluation period.

	4.
	COTR prepares initial survey 
information for PEB Report


	Maximum of 15 days after the end of the  Evaluation Period

	5.
	PEB meets and establishes 
findings 


	Maximum of 20 days after the end of the Evaluation Period

	6.
	COTR prepares final PEBR and 
obtains PEB Chair approval to 
submit to FDO


	Maximum of 30 days after the end of the Evaluation Period

	7.
	FDO makes Award Fee 
Determination based on PEBR


	Maximum of 45 days after the end of the Evaluation Period

	8.
	CO executes contract modification to reflect award, routes copy of Fee Determination Letter and PEBR to Contractor
	Maximum of 50 days after the end of the Evaluation Period

	9.
	Payment of Award Fee made to Contractor


	Maximum of 60 days after the end of the Evaluation Period

	
	Total Elapsed Time from the End of the Award Fee Evaluation Period
	NLT 60 Days after the end of an Evaluation Period


E.
Method for Determining Award Fee

The FDO will determine the award fee earned for each evaluation period within 25 days after the end of the period.  The method to be followed in monitoring and evaluating Contractor performance during the period, as well as for determining the award fee earned or paid, is described below.

1.
Evaluation Process

a.
The PEB Chair will ensure that CTEs are assigned to ensure a comprehensive assessment and evaluation of the Contractor’s Performance.  CTEs will be selected on the basis of their expertise relative to their areas of purview.  CTEs will be given information and training necessary to perform their duties.  Normally, monitor duties will be in addition to, or an extension of, regular responsibilities.  The PEB may change CTE assignments with approval from the CO at anytime without notice to the Contractor.  All aspects concerning CTEs relative to this process may be reviewed by the PEB.

b.
The PEB may request and obtain performance information from other organizational units or personnel normally involved in observing contractor performance.

c.
The COTR and CO will discuss performance information with the Contractor at one month intervals.

d.
The COTR will collect performance information from the CTEs periodically and will recommend to the PEB Chair if an interim meeting of the PEB should occur during any given rating period.  The PEB Chair will determine if interim PEB meetings are required.

e.
Should interim PEB meetings occur, findings may be incorporated into an interim PEB Report.  These findings may, at the discretion of the PEB Chair along with approval from the FDO, be shared with the Contractor.

f.
At a minimum, the PEB will meet within 15 days after each evaluation period to consider all the performance information that has been obtained. The FDO, at his/her discretion may attend meetings held by the PEB.  The PEB will summarize its findings for both contractor performance and recommended award fee plan changes in the Performance Evaluation Board Report (PEBR).

g.
The Contractor will be allowed to submit a self-assessment of performance in writing to the PEB Chair.  This may be done prior to the end of the evaluation period.  (See section E.3 below)

h.
The PEB Chair will submit the PEBR, along with any information obtained from the Contractor under Section E.3., to the FDO. The PEBR will include a performance score, adjectival rating and recommended award fee along with supporting documentation.  

i.
The FDO will consider the recommendations of the PEB, 

information provided by the Contractor, if any, and any other pertinent information in determining the amount of award fee to be paid for the period.  The FDO may also request additional information or comment from the Contractor.  The final decision of the FDO and its basis will be stated in the Award Fee Determination which will be submitted to the CO no later than 45 days after the end of the evaluation period.  The Contractor will receive a share of the award fee pool based on the final numerical score received, provided the final score is above 60.  In making the determination of the amount of fee to be awarded in a given evaluation period, the FDO is not bound by the evaluation scores.

j.
The Contracting Officer will execute the unilateral modification to the Contract, providing the amount of award fee earned (or to be paid) and the “standard” language to allow payment of the award fee based on the modification only.  No numerical or adjectival ratings will be stated.  The CO will forward the modification, along with a copy of the award fee determination, to the Contractor.

2.
Written Notification or Change

Prior to the start of an evaluation period, the Government (FDO) may unilaterally modify the award fee performance evaluation criteria and/or available award fee applicable to the evaluation period.  The Government maintains the right to place greater emphasis in performance areas and may unilaterally revise the distribution of remaining award fee dollars among the remaining periods when greater emphasis is needed in a particular area.  The Contractor will be notified in writing of any change at least 15 work days prior to start of the relevant evaluation period.  Subsequent to the commencement of a period, changes may only be made by mutual agreement of the parties.

3.
Contractor Self-Evaluation

The Contractor will be provided an opportunity to submit a self-evaluation for PEB consideration.  This self-evaluation is voluntary and is submitted in writing to the PEB chair for each evaluation period under consideration.  Self-evaluations shall be no more than 10 pages in length and shall be submitted no later than the last day of the evaluation period.  If the self-evaluation is received within one (1) day following the close of an evaluation period, it will be included as part of the COTR's report to the PEB.   Non-receipt of the Contractor's input shall not delay the PEB's deliberations.

4.
Steps to Change Plan Coverage

The following is a summary of the principal actions involved in changing plan coverage [actions may be modified to reflect different approval/notification levels].

	Action
	Schedule (Workdays)

	PEB drafts proposed changes.
	Ongoing

	PEB submits recommended changes to FDO for approval
	NLT 45 days prior to end of each period

	Written notification provided to Contractor when changes are made to plan coverage
	NLT 15 work days before start of the applicable period




The PEB will establish lists of subsidiary actions and schedules as necessary to meet the above schedules.

The method to be followed for changing the plan coverage is described below:

a.
Personnel involved in the administration of the award fee provisions of the contract are encouraged to recommend plan changes with a view toward changing management emphasis, motivating higher performance levels or improving the award fee determination process.  Recommended changes should be sent to the PEB for consideration and drafting.

b.
Prior to the end of each evaluation period, the PEB will submit its recommended changes, if any, applicable to the next evaluation period for approval by the FDO with appropriate comments and justification.

c.
Fifteen (15) work days before the beginning of each evaluation period, the contracting officer will notify the contractor in writing of any changes to be applied during the next period.  If the contractor is not provided with this notification, or if the notification is not provided within the agreed-to number of work days before the beginning of the next period, then the existing plan will continue in effect for the next evaluation period.

Attachment 1  General Instructions For Performance Evaluators

1.
Monitoring and Evaluating Performance

a.
Monitors will prepare outlines of their evaluation plans, discuss them with appropriate contractor personnel to assure complete understanding of the evaluation process.

b.
Monitors will plan and carry out on-site evaluation visits, as necessary.

c.
Monitors will conduct all evaluation in an open, objective and cooperative spirit so that a fair and accurate evaluation is obtained.  This will ensure that the contractor receives accurate and complete information from which to plan improvements in performance.  Positive performance accomplishments should be emphasized just as readily as negative ones.

d.
The monitor will discuss the evaluation with contractor personnel as appropriate, noting any observed accomplishments and/or deficiencies.  This affords the contractor an opportunity to clarify possible misunderstandings regarding areas of poor performance and to correct or resolve deficiencies.  Midterm and end of period evaluations will be documented on a Performance Monitor Report form, shown in Attachment 2.

e.
Monitors must remember that contacts and visits with contractor personnel are to be accomplished within the context of official contractual relationships.  Monitors will avoid any activity or associ​ation which might cause, or give the appearance of, a conflict of interest.

f.
Monitor discussions with contractor personnel are not to be used as an attempt to instruct, to direct, to supervise or to control these personnel in the performance of the contract.  The role of the monitor is to monitor and evaluate not to manage the contractor's effort.

2.
Verbal Reports

Monitors will be prepared to make verbal reports of their evaluations as required by the PEB Chair.

Attachment 2   Performance Evaluation Report

This form should be used by each contract task evaluator to rate the individual contract task orders that they have been requested to evaluate.

Instructions:  Fill in the point score (not the adjectival rating) for the task listed below and add any comments to explain scores.
Task Number:  ________________


Task Title:  

Evaluation Period:  

Contract Task Evaluator Name:  

Evaluation Factors
Weight
Point Score
1.  Technical Performance
_________
________
2.  Cost Performance
_________
________

3.  Schedule Performance
_________
________
Overall Business Management Score (0-100)




Comments: (Positive or negative to help explain ratings given above):

Official Feedback  (To be given to the contractor):

FSC Contract
12 Draft


