PAST PERFORMANCE FORM LETTER EXAMPLE

Langley Research Center Security Services (NNL11367582R)

(Date of Letter)

(Name and Address of proposed offeror’s customer)

Attention:  (Name and Designation of Customer’s Contract Manager or Appropriate Contact)

Dear (Contact Name):

We are currently responding to the NASA, Langley Research Center Request for Proposal (RFP).  NASA is requesting that clients of entities responding to their solicitation be identified and their participating in the evaluation process requested.  In the event you are contacted for information on work we have performed, you are hereby authorized to respond to those inquires.  Your cooperation with this effort is greatly appreciated.  Please direct any questions to (Name and Phone Number of Offeror’s Point-of-Contact).

We understand that the Government is placing increased emphasis on past performance for this best value evaluation.  We have included our work for your agency as a past performance reference.  Please complete the enclosed Past Performance Questionnaire and return the signed, completed document to:

Preferable Transmission to the Contracting Officer, Kimberly Cone, by Adobe PDF file to: Kimberly.D.Cone@nasa.gov
*Please verify that Mrs. Cone received the completed questionnaire.  She can be reached at 757-864-3566.
Please forward the completed evaluation to NASA at the above address to ensure it is received prior to _______________________________________________.

In order to maintain the integrity of this process, please DO NOT return the questionnaire to us.  Return it to NASA/LaRC at the address listed above.

Sincerely,

(Name of Signer)

(Designation of Signer)

cc:
Attachment I - Past Performance Questionnaire

RFP NNL11367582R (NASA Langley Security Services)
EVALUATION OF PAST PERFORMANCE: INSTRUCTIONS

Sections I through III provide for contract-related descriptive information and identification of the evaluator.

Section IV lists the major work elements within our Statement of Work (SOW)/Performance Work Statement (PWS).  Please provide your assessment of the “relevant experience” and “performance” associated with our SOW/PWS evidenced within the contract for which you are a reference. Your assessment of the relevancy should reflect the fact that the principal purpose of our contract is to:

The NASA Langley Research Center (LaRC) contractor is expected to provide the following security functions:

· Physical Security & Resource Protection
· Resource Protection, Access Control, Uniformed Operations, Explosive/Chemical Detection, Electronic Security Systems, Locksmith, Identification Management, 911 Dispatchers, Operation of Security Services Communication Center
· Personnel Security
· Security Records Management Systems, Adjudications, Fingerprinting, Personnel Security Data Management
· Law Enforcement

· Patrol Operations, Traffic Accident Investigations, Criminal Incident Reports, Testimony, Evidence Collection, Blotter & Reports, Crime Scene Protection
· Emergency Services

“Significant Experience” means that a full range of services was routinely performed by the contractor under the associated SOW/PWS element.  “Moderate Experience” describes a contractor who has experience in several aspects of a SOW/PWS element even though the experience may not have been on a continuous basis or directly related to the purpose of our contract.  “Minimal Experience/Did not Perform” means that, although at least some aspects of the work may have been performed, such performance was limited in scope or frequency, or the SOW/PWS element was not performed under the contract.

Section V evaluates the contractor’s general performance in management, technical, schedule, and cost.  (Additional pages may be used for comments if desired).  It is very important to keep in mind that only performance in the past 3 years is relevant.   If you cannot answer any questions, please circle “N/R” for Not Rated.

The following definitions are offered for your use in assigning a performance rating for each of the factors in Sections IV and V:
	Very High

(VH)
	The Offeror’s relevant past performance is of exceptional merit; indicating exemplary performance in a timely, efficient, and economical manner; very minor (if any) problems with no adverse effect on overall performance. 

	High

(H)
	The Offeror’s relevant past performance   demonstrates very effective performance that would be fully responsive to contract requirements with contract requirements accomplished in a timely, efficient, and economical manner for the most part with only minor problems with little identifiable effect on overall performance. 

	Moderate

(M)
	The Offeror’s relevant past performance t demonstrates effective performance; fully responsive to contract requirements; reportable problems, but with little identifiable effect on overall performance. 

	Low

(L)
	The Offeror’s relevant past performance meets or slightly exceeds minimum acceptable standards; adequate results; reportable problems with identifiable, but not substantial, effects on overall performance.

	Very Low

(VL)
	The Offeror’s relevant past performance does not meet minimum acceptable standards in one or more areas; remedial action required in one or more areas; problems in one or more areas which, adversely affect overall performance. 

	N/R
	Not Rated


Section VI provides for evaluation of the contractor’s management of cost and award/incentive fee history.

Please send the completed form directly to the address below or to the Secure Fax as listed below.  If mailed, address as follows:

Preferable Transmission to the NASA Contracting Officer, Kimberly Cone, by Adobe PDF file to: Kimberly.D.Cone@nasa.gov
TELEPHONE: (757) 864-3566 
This form contains Source Selection Information when completed.  See FAR 3.104.

Solicitation No. NNL11367582R     DUE:  ######

I. CONTRACT INFORMATION

A. Name of Company Being Evaluated:______________________________________
B. Address:

_____________________________________________________
C.  Contractor Cage Code and/or DUNS number:______________________________
D. Contract Number:_____________________________________________________
E. Contract Type:
_____________________________________________________
F. Total Contract Value: __________________________________________________
G. Annual Contract Value:_________________________________________________
H. Period of Performance:  From:  _________________ To: ______________________
II. DESCRIPTION OF CONTRACT
Briefly describe the services provided under the contract:

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
During the contract performance being evaluated, this firm was the:

 _____   Prime Contractor
 _____   Significant Subcontractor  _____ Team Member
______ Other (describe)_______________________________________
Does a corporate or business relationship exist between the firm being evaluated and your organization?       ____ No, ___ Yes.  If Yes, please describe.

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
III. EVALUATOR

Name:

________________________________________________


Title:

_________________________________________________
Agency/Organization:
_________________________________________________
Address:

_________________________________________________
e-mail address:

_________________________________________________
Telephone No.:

_________________________________________________
Role in Program/Contract: _________________________________________________
Length of involvement in Program /Contract: ___________________________________
IV.
SOW/PWS Survey: Relevant Experience and Performance Ratings: Please check the appropriate blocks for both Relevance (Significant, Moderate, Minimal/Did Not Perform) and the Performance (VH, H, M, L, VL, N/R) for each SOW Element Listed below (see page 1 definitions and instructions).

	
	SOW/PWS ELEMENTS

	SIGNIFICANT
	MODERATE
	MINIMAL/

DID NOT PERFORM
	PERFORMANCE RATING 

 (Please circle)

	1
	Effectiveness in providing overall security services at the Top Secret level to include efficient program management and high-quality technical performance
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	2
	Overall skill level and technical competence of contractor personnel to meet the requirements of the PWS/SOW
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	3
	Employee conduct, integrity and appearance (e.g. duty uniform while on duty).
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	4
	Ability to develop and maintain Standard Operating Procedures (SOP) for security operations.  
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	5
	Ability to react quickly to customer needs and changing priorities and adjust staffing levels to handle fluctuating workloads
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	6
	Ability to maintain a reporting and records management program/system used to report and document incidents, accidents, audits, and alarms 
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	7
	Ability to coordinate, integrate, and provide for effective subcontractor management
	
	
	
	VH
	H
	M
	L
	VL
	N/R


	
	SOW/PWS ELEMENTS

	SIGNIFICANT
	MODERATE
	MINIMAL/

DID NOT PERFORM
	PERFORMANCE RATING 

 (Please circle)

	8
	Ability to integrate perimeter protection, physical protection assets and security response into a cohesive plan which includes the strategic goals of Prevention, Detection, and Resolution (PDR).
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	9
	Overall ability to employ effective methods to detect the presence of explosive or chemical agent threats to personnel and assets.
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	10
	Timeliness and adequacy of responses to emergency incidents to include adequate staffing and equipment consistent with the incident/threat. 
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	11
	Ability to conduct roving patrols so as to avoid Patterns of Predictable Behavior (PPB).
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	12
	Computer system security support to operate and maintain electronic/Information Technology systems used to control access to installations, areas, and facilities.
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	13
	Rate the effectiveness of 911 dispatch capability and security alarm monitoring (fire and intrusion) to receive, process, and properly respond to operational or emergency situations.  
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	14
	Multi-Channel Communication Center Operations
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	15
	Centralized Computer Aided Dispatch, National Criminal Information Computer (NCIC) 
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	
	SOW/PWS ELEMENTS

	SIGNIFICANT
	MODERATE
	MINIMAL/

DID NOT PERFORM
	PERFORMANCE RATING 

 (Please circle)

	16
	Evacuation Operations (Experience with and effectiveness of evacuation procedures and process
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	17
	Utilization of National Incident Management System (NIMS) 
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	18
	Ability to process background investigations to ensure the types of investigations are commensurate with risk and sensitivity.
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	19
	Ability to provide crime detection and prevention, make arrests, respond to emergencies and provide roadway and parking area safety, to include radar. 
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	20
	Ability to apply Federal Rules of Evidence to maintain the evidentiary value of items identified as indicative of a crime, items related to the identity of the perpetrator, fruits of the crime, contraband or other items illegally possessed.
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	21
	Offender Management (Security, Arrest, Detention, Transportation)  
	
	
	
	VH
	H
	M
	L
	VL
	N/R

	22
	Rate the contractor’s ability to respond to emergency operations and/or surge requirements with cost effective solutions to changes in contract requirements (increases and decreases in scope).
	
	
	
	
	
	
	
	
	

	23
	Effectiveness in traffic accident response and investigation
	
	
	
	
	
	
	
	
	


V.  General Performance Survey 

	NO
	PERFORMANCE QUESTIONS
	PERFORMANCE RATING 

(Please Circle)

	1. 
	Rate the contractor’s effectiveness to successfully transition new contracts from incumbent contractors in a timely and cooperative manner to avoid disruption in services and to minimize the impact on incumbent personnel
	VH
	H
	M
	L
	VL
	N/R

	2. 
	Rate the contractor’s management effectiveness in directing, controlling, and completing all contract requirements
	VH
	H
	M
	L
	VL
	N/R

	3. 
	Rate the contractor’s effectiveness in recruiting and retaining highly skilled incumbent and new hires, including ability to fill key vacancies in a timely manner.
	VH
	H
	M
	L
	VL
	N/R

	4. 
	Rate the contractor’s effectiveness in minimizing workforce turnover
	VH
	H
	M
	L
	VL
	N/R

	5. 
	Ability to solve contract performance problems quickly without extensive guidance from the Government
	VH
	H
	M
	L
	VL
	N/R

	6. 
	Timeliness and accuracy of reports and deliverable documentation
	VH
	H
	M
	L
	VL
	N/R

	7. 
	Degree of cooperating, communicating and working relationship with Government customers, other contractors, and others in a team environment
	VH
	H
	M
	L
	VL
	N/R

	8. 
	Compliance with safety, environmental and health requirements, regulations, and directives
	VH
	H
	M
	L
	VL
	N/R

	9. 
	Adequacy of Contractor’s system for processing task orders and/or changes.
	VH
	H
	M
	L
	VL
	N/R

	10. 
	Rate the effectiveness of the contractor’s property management system to protect and secure highly sensitive government property including weapons, ammunition, and secure radios
	VH
	H
	M
	L
	VL
	N/R

	11. 
	Effectiveness of contractor’s Quality Control Program
	VH
	H
	M
	L
	VL
	N/R


Section VI:

What is the Contract Value:





Initial Value


Current Value

Estimated Cost:

$___________

$____________

Fee:



$___________

$____________

Total Value:


$___________

$_____________

Briefly describe any change(s) from original contract value:

What are the total contract expenditures to date (cost/fees to date based on invoices, reports, etc)?

What is the average Annual Contract Value to Date (The current contract expenditures to date divided by the number of years of performance to date)?
Was there a cost overrun attributable to the Contractor’s performance?
 (  ) Yes            (  ) No                           

If yes, please explain:

If this was an award/incentive fee contract, what are the individual and/or average ratings of performance by your organization?  Please attach any available award fee letters or database entries

Please comment on particularly strong/weak points of Contractor’s performance (technical, schedule, and/or cost).

Has the contractor received any internal or OSHA notice of violation?  If yes, please explain.

Has the contractor’s performance required the issuance of any cure notices/show cause, or termination for cause or for default.  If yes, please explain.

Overall Contract Performance Rating (circle one)

Very High
   High

Moderate
   Low

Very Low


Would you select this Contractor Again?     (   )  Yes          (   )  No

Please add any other comments you may feel are pertinent.  

_________________________________________

Rater’s Signature


 Date

This form contains Source Selection Information when completed.  See FAR 3.104.

