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Section 1 - Introduction
Summary

The Technical Information Services Support contract provides technical information services to GSFC scientists, engineers, and administrative personnel in their efforts to obtain and disseminate technical and non-technical information to advance the mission of the Center.  As a service contract, continual improvement in the services provided and the cost for providing those services is a crucial element. The purpose of the award fee provisions of this contract is to recognize the performance of the Contractor.  The emphasis of this performance evaluation plan is to encourage continual improvement in all aspects of the contract. 

Purpose
The purpose of this Performance Evaluation Plan is to provide both general and specific criteria to serve as a basis for the periodic evaluation of the Contractor’s performance.  This plan covers the administration of the award fee provisions of Contract No. NNG04xxxxC, dated March 1, 2004, with __________.  The contract was awarded in accordance with the provisions of RFP5-01915-GET.

Scope
The Contractor is required to provide business, administrative, and technical information services support to the NASA’s Goddard Space Flight Center and NASA Headquarters in support of the Technical Information Services Branch, Code 293.  

The term of the contract is from February 1, 2004 – January 31, 2009.

The estimated cost of performing the contract is $______________.

The maximum award fee for the total contract is $__________________.

The estimated cost and award fee is subject to equitable adjustments arising from changes or other contract modifications.

The award fee payable will be determined periodically by the Fee Determination Official (FDO) in accordance with this plan.

The determination and the methodology for determining the award fee are unilateral decisions made solely at the discretion of the Government.  

The FDO may unilaterally change the matters in this plan as covered in Section 5 and not otherwise requiring mutual agreement under the contract provided the Contractor receives notice of the changes at least 30 calendar days prior to the beginning of the evaluation period to which the changes apply.

The unearned fee in any given period shall not be carried forward or “rolled-over” into subsequent periods.

Section 2 - Organizational Structure for Award Fee Determination
The following organizational structure is established for administering the award fee provisions of the contract.

A.  Fee Determination Official (FDO)
The FDO is the Director of Management Operations.  The FDO may designate an alternate FDO when appropriate.

The primary responsibilities of the FDO:

(1) Consider the PEB Letter (PEBL) each evaluation period and discuss it with the PEB chair or designee and, if appropriate, with others such as the Contractor.

(2) Determine the Award Fee earned and payable for each evaluation period as addressed in Section 3 and ensure that the amount and percentage of award fee earned is commensurate with and accurately reflects the Contractor's performance.  Any variance between the PEB recommendation and FDO determination must be justified and documented in the official contract file.

(3) Issue and sign the award fee determination letter for the evaluation period, specifying the amount of award fee determined and the basis for that determination;


(4)
Change the matters covered in this plan as addressed in Section 5 as appropriate.

(5)
Appoint the voting members of the PEB by memorandum.  Those members will include, as a minimum, the PEB Chairperson, and the Procurement Manager.

B.  Performance Evaluation Board (PEB)

The primary responsibilities of the Board are:

(1)
To conduct ongoing evaluations of contractor performance based upon Performance Monitor Reports and such additional performance information as may be obtained from the Contractor and other sources.  The PEB will evaluate the Contractor's performance according to the standards and criteria stated in this performance evaluation plan;

(2)  To submit a PEB Letter (PEBL) to the FDO covering the PEB's findings and recommendations for each evaluation period; and

(3) To recommend for approval by the FDO proposed changes in the performance evaluation plan.

C.  Performance Evaluation Board (PEB) Chairperson

The PEB Chairperson is the TBD, at the NASA/GSFC in Greenbelt, Maryland.  The primary PEB Chairperson responsibilities are to:

(1) Appoint non-voting members, if appropriate, to assist the PEB in performing its functions, e.g., a recording secretary;

(2) Appoint performance monitors for the contract effort and assure that they are providing appropriate instructions and guidance;

(3) Request and obtain performance information from other units or personnel involved in observing Contractor performance, as appropriate;

(4) Call on personnel from various organizational units to consult, as needed, with the PEB;

(5) Assume responsibility for the actual preparation and approval of the PEBL and other documentation such as PEB minutes; 

(6) Ensure the timeliness of award fee evaluations; and 

(7) Recommend appropriate changes in this plan for consideration, as addressed in Section 5.

D.  Contracting Officer (CO)/Contract Specialist (CS)

The CO/CS is in the Institutional Procurement Branch (Code 210.I) at the NASA/GSFC in Greenbelt, MD, who is responsible for managing contract NAS5-xxxxx.

The primary responsibilities of the CO/CS:

(1) Advise the PEB on Cost-Plus-Award-Fee rating standards, policies, and procedures; and ensure the consistent application of Agency policy in these matters.

(2) Receive and analyze the Performance Monitor Evaluation Reports submitted by the Performance Monitors via the assigned COTR.

(3) Monitor, evaluate, and assess Contractor performance.

(4) Consider changes in this plan and recommend those appropriate for presentation to the FDO.

(5) Attend all PEB meetings and assist the COTR in preparation of the PEBL correspondence.

(6) Act as the coordinator for all cost and business management performance inputs.

E.  Contracting Officer’s Technical Representative (COTR)

The COTR is a member of the Technical Information Services Branch, Code 293, at the NASA/GSFC facility in Greenbelt, Maryland.

The primary responsibilities of the COTR are to:

(1) Receive and analyze the Monitor Evaluation Reports submitted by the 


Performance Monitors.

(2) Monitor, evaluate, and assess Contractor performance.

(3) Review FDO correspondence in coordination with the CO.

(4) Recommend appropriate changes in this plan for consideration, as addressed in Section 5

(5) Act as the coordinator for all technical and schedule performance inputs.  

(6) Attend all PEB meetings and record the findings of the PEB; and prepare all PEBL correspondence for the FDO in coordination with the Contracting Officer.  

F.  Performance Evaluation Monitors
A Performance Evaluation Monitor will be assigned to each performance area to be evaluated. Changes to monitors shall be at the discretion of the Chairperson of the Board and shall not require the approval of the FDO or revision of this plan

The primary responsibilities of the Performance Monitors are:

1) Monitoring, evaluating, and assessing Contractor performance in assigned areas, including review and validation of metrics in performance-based areas.

2) Periodically preparing a Monitor Evaluation Report for the COTR.

3) Meeting with the appropriate Contractor representative as necessary to assure that there are no misconceptions of the contents of the evaluation reports at the end of the evaluation period. Performance Monitors should provide written/verbal feedback throughout the period.  Both Government and Contractor personnel are encouraged to identify potential problems as promptly as possible (as opposed to withholding such “bad news” until the end of the period).

4) Making presentations to the PEB when necessary.

5) Recommending appropriate changes in this plan for consideration as addressed in Section 5.

Section 3 - Method for Determining Award Fee


A determination of the award fee earned for each evaluation period will be made by the FDO within 45 calendar days after the end of the period.  The method to be followed in monitoring, evaluating, and assessing Contractor performance during the period, as well as for determining the award fee earned or paid, is described below.

1.  The PEB Chair will ensure a monitor is assigned for each performance evaluation factor to be evaluated under the contract. The PEB Chair may change monitor assignments at any time without advance notice to the Contractor. The PEB Chair will notify the contractor promptly of all monitor assignments and changes. 

2.  The PEB Chair will ensure that each monitor receives the following: 

a.  A copy of this plan along with any changes made in accordance with Section 5. 

b.  Appropriate orientation and guidance. 

c.  Specific instructions applicable to the monitors’ assigned performance areas. 

3.  Monitors will evaluate and assess Contractor performance and discuss the results with contractor personnel as appropriate, in accordance with the specific instructions and guidance furnished by the PEB Chair. 

4.  The COTR shall receive copies of the PWS Performance Evaluation Reports and request performance information from other personnel normally involved in observing Contractor performance as appropriate. The COTR will be responsible for resolving or documenting the background of any differences between a Goddard report and a Contractor report.  The COTR will document the Contractor’s overall performance in the Contract Performance Summary Report.

5.  The Government shall allow the Contractor Project Manager to make an oral presentation (not to exceed 1 hour) to the Performance Evaluation Board discussing the Contractor’s performance over the six-month evaluation period.


6. Semi-annually, the PEB will meet and perform an in-depth review of the Contractor’s written 

and/or oral Self-Assessment (if provided), the PWS Performance Evaluation Reports, the COTR’s report, and other performance information, as appropriate.

7.  The PEB shall discuss all the performance information it has obtained, summarize its findings, and prepare recommended ratings for the FDO for each of the evaluation categories. 

8.  Following the PEB meeting, the COTR, under the direction of the PEB Chairperson, will summarize the PEB’s findings in a PEB Summary Report and prepare the FDO’s letter to the Contractor.

9. The PEB Chairperson, COTR, CO/CS and other personnel as appropriate shall meet with the 

FDO to present the findings and recommendation of the PEB.  Differences, if any, shall be highlighted.  The FDO will consider these and any other pertinent information in determining the amount of award fee earned during the period.

Section 4 - Evaluation Requirements

The Contractor shall be evaluated on Technical Performance, Cost Performance, and Business Management Performance.  The Contractor may earn an award fee based on its scores in these three areas.  Technical Performance shall be worth 60%, Cost Performance shall be worth 30%, and Business Management shall be worth 10% of the available award fee for each six-month evaluation period.  The Contractor’s Technical Performance shall be evaluated on both a monthly and a semi-annual basis.  A maximum of 30% of the Technical Award fee shall be available from the monthly performance evaluations (5% per month).  A maximum of 30% of the Technical Performance award fee shall be available semi-annually.  The Contractor’s Cost Performance and Business Management shall be evaluated on a semi-annual basis. A maximum of 30% of the available award fee for Cost and 10% for Business Management shall be available semi-annually.

1.  Monthly Technical Award Fee Evaluations
The Contractor shall be evaluated monthly on the three critical technical performance requirements:  timeliness, quality, and customer service as evaluated by customer surveys (see Appendix B).  If the Contractor meets or exceeds a performance requirement in a month, it shall earn a portion of the award fee available during the six-month evaluation period.  The maximum award fee to be earned each month through the Monthly Evaluations is 5% of the total six-month award fee.  This equals 30% of the total six-month award fee available.

	Requirement
	Outcome/Standard
	Performance

Requirement
	Method of

Surveillance

	Timeliness
	Meets customer deadlines for products and services as negotiated based on scope of task and technical requirements.


	98%
	· Customer surveys

	Quality
	Meets customer expectations and industry standards as defined in PWS 3.0.


	96%
	· Customer surveys

	Customer Service
	Provide courteous, prompt assistance as defined in PWS 3.0.
	No more than 2 justified customer complaints
	· Customer surveys

· Observation



2.  Semi-Annual Award Fee Evaluations
The Contractor shall also be evaluated every six months on all facets of its contract support.  The Government shall review the Contractor’s summary reporting data as part of this evaluation. 

After considering all available data, the CO shall issue a six-month summary rating from 0–100 (see Appendix C) for the Contractor for each category:  Technical Performance, Cost Performance, and Business Management (Appendix D).  Based on the ratings, the Contractor may earn a portion of the performance fee available during the six-month evaluation period.  The maximum award fee to be earned for the Summary Performance Evaluation section is 70% of the total six-month award fee available. 


	Monthly Evaluations
	Timeliness
	Quality
	Customer Service
	    Totals

	1
	2%
	2%
	1%
	        5%

	2
	2%
	2%
	1%
	        5%

	3
	2%
	2%
	1%
	        5%

	4
	2%
	2%
	1%
	        5%

	5
	2%
	2%
	1%
	        5%

	6
	2%
	2%
	1%
	        5%

	Totals
	12%
	12%
	6%
	                       30%

	
	
	
	
	

	
	Semi-Annual

Evaluation
	Technical

Performance
	Cost

Performance
	Business Management
	

	
	Totals
	30%
	30%
	10%
	70%

	
	
	
	
	
	100%


Section 5 - Changes in Plan Coverage

A.  Right to Make Unilateral Changes

Any matters covered in this plan not otherwise requiring mutual agreement under the contract may be changed unilaterally by the FDO prior to the beginning of an evaluation period by timely notice to the Contractor in writing within 30 calendar days prior to the start of the relevant evaluation period.  The changes will be made without formal modifications of the contract.  Significant changes to this plan will require the approval of the Procurement Officer.  

B. Steps to Change Plan Coverage

The following is a summary of the principal actions involved in changing plan coverage:

Action






Schedule

COTR considers proposed changes


On-going

Changes submitted to CO/CS for drafting

On-going

FDO reviews and approves changes


45 days prior to end of each period

PO reviews and approves significant revisions
45 days prior to end of each period


CO notifies the COTR regarding revised PEP
30 days prior to the end of each period Administrative changes



Ongoing *

*Administrative changes shall be at the discretion of the COTR and/or CO and may be made at any time.

C .  Method for Changing Plan Coverage

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

1. 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 CO for consideration.  The CO shall then draft appropriate changes to the plan.

2. Prior to the end of each evaluation period, the CO will submit its recommended changes, if any, applicable to the next evaluation period for approval by the FDO with appropriate comments and justification.  If the changes are considered to be significant by the CO, then the revised plan must be sent to the Procurement Officer for approval after the FDO review.  

No later than 30 calendar days before the beginning of each evaluation period, the CO 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 before the beginning of the next period, then the existing plan will continue in effect for the next evaluation period, unless the Contractor concurs in making the change effective earlier.

APPENDICES

 APPENDIX A
Evaluation Periods and Maximum Available Award Fee

Period








Available Max. 

Number
Start Date

End Date


Award Fee 

     1

February 1, 2004
July 31, 2004


$   TBD

     2

August 1, 2004
January 31, 2005

$

     3

February 1, 2005
July 31, 2005


$

     4

August 1, 2005
January 31, 2006

$

     5

February 1, 2006
July 31, 2006


$

     6

August 1, 2006
January 31, 2007

$

     7

February 1, 2007
July 31, 2007


$

     8

August 1, 2007
January 31, 2008

$

     9

February 1, 2008
July 31, 2008


$

    10

August 1, 2008
January 31, 2009

$

Maximum Available Award Fee $ 

APPENDIX B
TISB Contractor Service Survey

1. Were your products/services delivered at the agreed upon time? (yes/no)


2. Were your products//services of the quality requested? (yes/no)

3. Were your expectations of quality customer service met? (yes/no)

APPENDIX C

Award Fee Grading Table

	Range of Adjectival Rating


	Performance Points
	Description

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



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



	Good
	80–71
	Effective performance; fully responsive to contract requirements; reportable deficiencies, but with little identifiable effect on overall performance.



	Satisfactory
	70–61
	Meets or slightly exceeds minimum acceptable standards; adequate results; reportable deficiencies with identifiable, but not substantial, effects on overall performance



	Poor/
Unsatisfactory
	60–0
	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 that adversely affect overall performance.




Any factor receiving a grade of poor/unsatisfactory (less than 61) will be assigned zero performance points for purposes of calculating the award fee amount.  The Contractor will not be paid any award fee when the total award fee score is Poor/Unsatisfactory (less than 61).  In order to earn a total overall rating of Excellent, the contract must be under cost, on or ahead of schedule, and be rated excellent for Technical Performance.

APPENDIX D
Evaluation Criteria For Performance Evaluation Factor No. 1: 

Technical Performance, Factor Weight: 60%

The amount of award fee earned in this category will be based on evaluation of the Contractor’s overall technical performance in meeting the requirements set forth in this contract for Management and Administrative Services; Audio-visual Communications; Video telecommunications; Event Coordination; Facilities Scheduling; Multimedia IT Services; Conference Services; Duplicating Services; Computer Graphics Services; Photography Services; Service Desk Operations; Publications and Documentation Services; Equipment Maintenance Services; and Printing Management Services. These services are described in the Performance Work Statement (PWS) section of the contract. Evaluations will be made only on services that are active, i.e., have been requested by the government. (For example, at the time this PEP is being written there is no activity under Printing Management Services and so the Contractor would not be evaluated for those elements of the PWS.).  Ongoing evaluation events for each period are as follows:

a. Communication: The extent to which the Contractor has utilized timely formal and ad hoc channels to communicate with the Contracting Officer, the Contracting Officer’s Technical Representative (COTR), and the Technical Monitors regarding status, identification of existing or potential problems, recommended solutions to problems, and other information pertinent to successful performance.

b. Staffing: The extent to which the Contractor has applied and retained competent and experienced personnel to assure successful and cost efficient performance.  This element includes timely addition of staff to maintain the overall required timeliness of meeting customer deadlines for products and services, and the timely adjustments in staffing to minimize program cost.

c. Performance Requirements: The extent to which the Contractor’s plans and performance demonstrate the meeting of overall customer performance requirements.

d.   Schedule Requirements:  The extent to which technical requirements (metrics and 

      deliverables) are complete, accurate, and timely.  This element includes satisfaction of metrics       and deliverables, adherence to customer-generated deadlines for products and services based         on scope of technical requirements.  

e.  
Risk Management: The extent to which the Contractor maintains a robust system of risk management in accordance with its Quality Control Plan, including timely characterization and communication of risks within the Contract as well as identification and implementation of risk mitigation strategies. The Contractor will be evaluated on risk in the areas of technical success, safety, security, health, export control, and damage to the environment.  The Contractor will be evaluated on its ability to identify risks, analyze their impact and prioritize them.   The Contractor will be evaluated on how well it tracks risks, implements risk mitigation plans and assures that risk information is communicated.

f.    Subcontract Management: The extent to which subcontracts are established and managed in a       manner which meets technical, schedule, and risk requirements at the subcontract and  

      prime levels.

g.
Quality Assurance: The extent to which the Contractor’s performance meets customer expectations and industry standards as defined in the PWS, Section 3.0.  This element includes the extent to which these assurance requirements are flowed down and managed at the subcontract level.

h. 
Safety and Security:  The Contractor will be evaluated on compliance with the applicable health and safety plan and clauses in the contract, as well as, compliance with GSFC health and safety procedures.  In addition, the Contractor will be evaluated on providing a safe work environment, maintaining accident/incident files, and timely reporting of mishaps.  A breach of safety is an act or omission of the Contractor that consists of an accident, incident, or exposure; or in any "willful" or "repeat" violation cited by the Occupational Safety and Health Administration (OSHA) or by a state agency operating under an OSHA approved plan.  Security is the condition of safeguarding against espionage, sabotage, crime (including computer crime), or attack.  A breach of security is an act or omission by the Contractor that results in compromise of classified information; illegal technology transfer; workplace violence resulting in criminal conviction; sabotage; compromise or denial of information technology services; or equipment or property damage from vandalism or theft greater than $250,000.  The Contractor shall not earn any Award Fee in an evaluation period in which there is a major breach of safety or security.

Evaluation Criteria For Performance Evaluation Factor No. 2: 

Cost Performance, Factor Weight: 30%

Overall cost control will be evaluated on how well the total actual costs were controlled as compared to the total baseline estimated costs. For each period, the Government will complete a comparative analysis of NF533 actual accrued costs versus negotiated baseline estimated costs.  This analysis will be utilized to evaluate and score cumulative cost management progress.   

An analysis of cost control performance will give consideration to changed support requirements, changed statutory requirements, and/or other changes beyond the Contractor’s control that impact contract costs. Each cost element will be analyzed to determine its effect on total costs.

The following scale shall be used in determining the amount of cost award fee earned under this contract:  

· Normally, the Contractor should be given a score of 0 for cost control when there is a significant cost overrun within its control.  However, the Contractor may receive higher scores for cost control if the overrun is insignificant.  Scores should decrease sharply as the size of the overrun increases.  In any evaluation of Contractor overrun performance, the Government will consider the reasons for the overrun and access the extent and effectiveness of the Contractor’s efforts to control or mitigate the overrun.  

· The Contractor should normally be rewarded for an under-run within its control, up to the maximum score allocated for cost control, provided the average numerical rating for other award fee evaluation factors is 81 or higher.  An under-run will be rewarded as if the Contractor has met the estimated cost of the contract when the average numerical rating for all other factors is less than 81 but greater than 60.

· The Contractor should be rewarded for meeting the estimated cost of the contract, but not the maximum score allocated for cost control, to the degree that the Contractor has prudently managed costs while meeting contract requirements.  No award will be given in this circumstance unless the average numerical rating for all other award fee evaluation factors is 61 or greater.  

Evaluation Criteria For Performance Evaluation Factor No. 3: 

Business Management Performance, Factor Weight: 10%

The amount of award fee earned in this category will be based on evaluation of the Contractor’s overall Business Management performance in meeting the requirements set forth in this contract.  Evaluation elements are as follows:

a. Contract Administration: The Contractor will be evaluated on the overall administration of the contract.  This will include accuracy and timeliness of all reporting requirements, overall compliance of all terms and conditions and clauses of the contract, timeliness and quality of any contractually required proposals, and responsiveness to contract issues.  The Contractor’s responsiveness to requests for change proposals will be evaluated.  This evaluation will include the submission of timely, complete proposals and cooperation in negotiating the change.  

b. Financial Reporting: The extent to which NF533 Reports are accurate, timely and complete.  The extent to which financial systems are responsive to special analyses or quickly adjusted as a result of contract changes or program events.

c. Subcontract Management: The extent to which subcontracts are managed effectively in terms of contract administration, meeting interim milestones, cost performance, and overall business management. This includes the ability to monitor and forecast business trends that may ultimately impact overall contract performance as well as timely incorporation of subcontract changes.  Technical performance of subcontractors will be evaluated under Technical Performance factor.

d. Responsiveness of Upper Management: The extent to which corporate staffing, strategies, policies, plans, procedures, and actions provide an effective context for the successful performance of the TISB contract and its subcontracts.  This includes effective and timely management actions in relationships or interfaces with all TISB organizations.

h.   Equal Employment Opportunity (EEO) - The Contractor shall submit SF-100 entitled, 

      “Employer Information Report EEO-1” to GSFC’s Code 120 fifteen days prior to closing of 

      the evaluation period.  Information regarding completion of this report is available from 

      http://www.eeoc.gov/stats/jobpat/e1instruct.html.  Provide the date and results of the most 

      recent EEO compliance review.  Describe the deficiencies (if known) from compliance 

      reviews by OFCCP and what the Contractor's goals are to correct these deficiencies.  Discuss 

      Contractor’s efforts in community outreach, special events, awards, and other areas.  

      Additionally, the Contractor shall provide data depicting terminations, promotions, and new         hires by job category, number of employees, gender, and race.  An assessment will be 

      performed on the EEO-1 form in regards to changes from last performance period and  

     comparison to census data (Washington SMSA) as well as a review of all other data and 

     Contractor efforts.
APPENDIX E

Actions and Schedule For Award Fee Determinations



Schedule

The following summarizes the principal actions involved in determining the award fee for the evaluation periods. 

1. PEB Chair and members appointed.




      Prior to 1st period

2. PEB Chair appoints performance monitors.



      Prior to 1st period

3. Monitors receive orientation and guidance.



      Prior to 1st period

4. Monitors assess performance and discuss results 



     Ongoing

      with Contractor as needed.

5. Monitors submit Performance Monitor Reports to PEB.  

      NLT 10 days after                                                                                                                     end of period.

6. PEB considers Performance Monitor Reports and other 


     Ongoing

      requested performance information.

7. PEB discusses overall performance with Contractor during

    Ongoing

      period as needed.

8. PEB meets and summarizes preliminary findings and position.                     NLT 30 days after                                                                                                                     end of period.

9. PEB establishes findings and recommendations for the FDO.

     NLT 35 days after

     end of period.  

10. PEB Chair submits findings and recommendations to FDO.

     

11. FDO considers the PEB findings and recommendations and discusses         NLT 40 days after

      with PEB, as appropriate.






     end of period.  

12. FDO sends FDO Letter to the Contractor.



    NLT 45 days after

    end of period.

13. Payment made to Contractor via a contract modification.

    NLT 60 days after                                                                                                                    end of period.

APPENDIX F

General Instructions For Performance Monitors

1. Monitoring and Assessing Performance 

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

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

c. Monitors will conduct all assessments 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 assessment 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. 

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 association 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, assess and evaluate not to manage the Contractor's effort. 

2. Documenting Evaluation/Assessment 

Evaluations and assessments conducted and discussions with Contractor personnel will be documented as follows: 

a. Evaluation/Assessment Reports: Monitors will prepare a formal Performance Monitor Report and submit it to the PEB.  

b. Verbal Reports: Monitors will be prepared to make verbal reports of their evaluations and assessments as required by the PEB Chair.


EXHIBIT T

16

