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Chapter 1

GENERAL PROCEDURES AND RESPONSIBILITIES

1-1. INTRODUCTION:

a. This handbook describes the procedures for implementation of the requirement to record
and maintain contractor performance information in accordance with the following:

(1) Office of Federal Procurement Policy Letter 92-5

(2) FAR 42.15

(3) Under Secretary of Defense, Acquisition and Technology’s memorandum, Nov
20, 1997, subject: Collection of Past Performance Information in the Department of Defense.

b. DeCA's Contractor Performance Reporting System (CPRS) serves the following
purposes:

(1) Develop an agency database for recording and dissemination of contractor past
performance information for all contracts except those awarded under FAR Subparts 8.6 and 8.7.  DeCA
and other Federal agencies will use this CPRS information when a negotiated procurement includes past
performance as an evaluation factor or subfactor in accordance with FAR 15.608(a)(2).  By assessing a
contractor's performance during a given period of time, CPRS will provide information to source
selection officials on a contractor's strengths and weaknesses.  Except for summary data compiled for
statistical reports, information gathered through CPRS will be used only for this purpose.

(2) Provide information for bench-marking NISH commercial activity contracts and
NIB contracts for bags.

c. Although the CPRS is subjective in nature, the evaluation must be based on facts and
supported by quality assurance surveillance plan reports, DD Forms 1232, customer input, contract
incentives received, etc.  The CPRS captures both Government and contractor perspectives with
discrepancies reviewed by a level above the contracting officer.  Therefore, the CPRS process includes a
series of checks and balances to facilitate the objective and consistent evaluation of contractors.  The
ultimate conclusion on the performance evaluation is a DeCA decision.

d. The CPRS should increase communication between the Government and the contractor
concerning the quality of contract performance.  However, the CPRS system does not replace open
dialogue between quality assurance evaluators, contracting officers and contractors throughout the
contract performance period.

1-2. RESPONSIBILITIES:

a. Director of Operational Contracting and Office of the CBU Manager (RA):

(1) Establish and maintain procedures to implement past performance evaluation
requirements including determination of what data will be collected, frequency of data collection, and the
format for data collection and the database.

(2) Develop and maintain the central CPRS database including control over access to
the information.
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(3) Release information as requested by other Federal Government entities for use in
source selection (see paragraph 1-2.b.(9) also).

(4) The Director of Operational Contracting serves as reviewing official when a
chief from either a CBU Division, Region Acquisition Management (RDA) Division, or Area Office is
serving as the contracting officer.

b. Contracting Officers:

(1) Determine whether evaluations will be performed on contracts below the
required threshold prior to contract start.

(2) Before contract performance begins, notify the contractor of how contract
requirements will be evaluated.  Address the performance elements of quality of product/service,
schedule, business relations, and management of key personnel (Services and Information Technology
business sectors only).  Include notification documentation in the contracting file.

(3) Maintain communication with the contractor throughout the contract
performance period to ensure the contractor is aware of the Government's perception of contract
performance.

(4) Establish a suspense system for proper timing of customer surveys and for
monitoring the various stages of the evaluation process.  Ensure timely completion of each step and the
total contractor performance evaluation in accordance with this handbook.

(5) Conduct customer/end user satisfaction surveys to obtain information for the
evaluation.

(6) Coordinate evaluation with the quality assurance evaluator (QAE)/ordering
officer and functional area personnel with contractor performance knowledge.

(7) Utilize all sources to ensure the evaluation summarizes the contractors work for
the evaluation period.

(8) Ensure timely submission of reports for inclusion in the central DeCA data base.

(9) Release information as requested by other Federal Government entities for use in
source selection (see paragraph 1-2.a.(3) also).

(10) Maintain back-up information supporting the performance rating with a copy of
the final rating in the contract file.

(11) Determine and specify in the solicitation and contract whether the evaluation of
an indefinite delivery contract will be based on each order or the contract as a whole.

(12) Complete "for information only" evaluations when transferring contracting
officer authority (see paragraph 1-4.d).

(13) Ensure evaluations are marked "Source Selection Information - See FAR 3.104"
and requests from outside the Government are processed under FOIA.

c. Chiefs of Contracting Offices:
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(1) Serve as reviewing officials to consider disagreements between the contractor
and contracting officer regarding the evaluation.  (See paragraph 1-2.a.(4) when the Chief of the
Contracting Office is also the contracting officer.)

(2) Objectively monitor the program to ensure consistency in the system, and
compliance with the FAR and this handbook.

d. Customers (i.e., QAEs, ordering officers, commissary officers):

(1) Maintain awareness of contractor's performance.

(2) Maintain communication with the contractor throughout the contract
performance period to ensure the contractor is aware of the Government's perception of contract
performance.

(3) Complete customer surveys as requested and return within time frames specified
by the contracting officer.

(4) Include information available from patron feedback systems (e.g., Your Action
Line, suggestion box) in contractor performance customer survey ratings.

1-3. GENERAL REQUIREMENTS:

a. Historically DeCA’s requirement only falls in the Services, Information Technology, and
Operations Support key business sectors as described in Appendix A.

b. Thresholds:

(1) Thresholds are based on the DoD Business Sector applicable to the requirement
and are shown in Appendix A.

(2) Contract dollar value is the total value including all options.  For indefinite
delivery contracts, the dollar value is the estimated amount of the contract including any options. Since
resale ordering agreements (ROA) are agreements and not contracts, the dollar value is based on each
order.

(3) For contracts with the Small Business Administration 8(a) Program, evaluate the
first tier subcontractor.

(4) If a contract is modified after award so the “new” face or anticipated value
including options is greater than the threshold, complete a contractor performance evaluation, starting
with the first contract anniversary.

(5) Contracting officers may elect to complete contractor performance evaluations
on contracts below the threshold.  The contracting officer should make this determination before contract
performance begins.

c. Complete CPRS evaluations on NISH commercial activities and NIB bag contracts with
an anticipated value in excess of $1 million.  These evaluations are not for past performance purposes as
defined in FAR 42.15 and will be used for DeCA internal administrative purposes only.  Mark these
NISH/NIB evaluations "Proprietary Information - For DeCA Use Only" and do not release the
evaluations outside of DeCA.  CPRS evaluation results for these contracts will be maintained in a
separate database.
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d. Mark evaluations completed under FAR 42.15, "Source Selection Information - See FAR
3.104."  Only contracting officers and the Manager of the Contract Management Business Unit (CBU)
may release past performance information to other Federal Government entities.  Do not release CPRS
information completed under FAR 42.15 outside the Government.  Process any request from sources
outside the Government for CPRS information completed under FAR 42.15 under Freedom of
Information Act (FOIA) procedures.

e. Solicitations for indefinite delivery contracts shall specify whether to CPRS evaluation
reports will be based on each order or the contract as a whole.  Generally the whole contract will serve as
the basis for CPRS evaluations for supply indefinite delivery type contracts requiring the contractor to
deliver standard goods.   Usually each order will serve as the basis for evaluations on task order contracts
with separate task order work statements.

f. The administrative data must agree with the information in the contract file (e.g.,
DUNS+4, extent competed, Federal Supply Code (FSC)).  The completion date for contracts with options
is the end of the current option year.  Therefore, the completion date will change with each option
exercised.  The contract value is the amount of the contract as modified at the end of the reporting period.
Option amounts are not included in the contract value until the option has been exercised.

g. Base all evaluations on input from all functional areas familiar with the contractor's
performance.

h. Except for Construction and Architect-Engineer business sector requirements, use the
rating guidelines at Appendix B.

i. Subcontractors may provide factual input for the evaluation process but may not have
access to the completed evaluation.  Use of information from subcontractors should be rare and limited in
scope to prevent conflicts of interest.

j. At anytime during the evaluation process, the contracting officer may discuss the rating
with the contractor by telephone, face-to-face, or other means.  At the discretion of the contracting officer,
the contractor may present a briefing.

k. Past performance information for a specific contract will expire three years after the
completion of contract performance.  Source selections will not use performance evaluations more than
three years after the completion of contract performance.

1-4. FREQUENCY OF EVALUATION:

a. The CPRS evaluations are due to the contractor not more than 30 days after the following
events:

(1) The annual anniversary of a contract/agreement/ order with options or a
performance period exceeding 1 year.  (Interim)

(2) The date of contract/agreement/order completion/ termination.  (Final)  This
evaluation will cover the last contract/order period.  A final evaluation is required on all contracts as
described in paragraph 1-3., General Requirements.  This evaluation will cover only the period of time
since the last evaluation.

(3) After the final past performance evaluation, the contracting officer may complete
a CPRS evaluation to record contractor performance that becomes apparent after contract completion
(e.g., contract close-out and other requirements).  (Addendum)
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b. An interim evaluation is not required if, as of the report due date (annual anniversary),
there is less than 60 days of contract performance remaining on the contract.  The final evaluation shall
cover the period since the last evaluation (maximum of one year plus 60 days).

c. Example:  A contract with a base year and three option years would require sending
evaluations to the contractor not more than 30 days after each of the following events:

(1) At the end of the base and the first two option years (3 separate evaluations).
(Note: An additional interim evaluation would be required if the Government exercised an option to
extend services for 6 months.)

(2) A final evaluation at contract completion/termination date.  (Note:  In this case,
the contract completion date and completion of the third option period coincide.)

d. When there will be a change in contracting officers and it has been 3 months or longer
performance starting date or the last review, the departing contracting officer shall provide the new
contracting officer an evaluation for information purposes only.  Do not send this evaluation to the
contractor for response and do not include it in the CPRS database.  File this report with other backup
data (i.e., customer surveys) gathered for the applicable evaluation period.

1-5. PREPARING PERFORMANCE EVALUATIONS FOR CONTRACTS IN THE SERVICES,
INFORMATION TECHNOLOGY, OPERATIONS SUPPORT AND FUELS BUSINESS SECTORS:

a. The contracting officer is responsible for coordinating the evaluation and documenting
the results on for requirements in the Services, Information Technology, Operation Support and Fuels
DoD Business Sectors on DeCA Form 10-17 (Appendix C1).

(1) Rate the Quality of Product or Service category objectively using information
from quality assurance surveillance reports, DD Form 1232, and other reports.  The Quality rating should
reflect how well the contractor conformed to contract requirements, specifications, and standards of good
workmanship (e.g., commonly accepted technical, professional, environmental, or safety and health
standards).  Customer surveys performed under the Business Relations element may contain additional
information, particularly laudatory comments that warrant higher ratings.

(2) Also rate the Schedule category objectively using information from quality
assurance surveillance reports, DD Form 1232, and other reports.  The Schedule rating should address the
timeliness of the contractor against the completion of the contract, task orders, milestones, delivery
schedules, administrative requirements (e.g., efforts that contribute to or effect the schedule variance).
Customer surveys performed under the Business Relations element may contain additional information,
particularly laudatory comments that warrant higher ratings.

(3) The third rating, Business Relations, concerns the integration and coordination of
all activity needed to execute the contract. Specifically, the category addresses the timeliness,
completeness and quality of problem identification, corrective action plans, proposal submittals, the
contractor’s history of reasonable and cooperative behavior, customer satisfaction, timely award and
management of subcontracts, and whether the contractor met small/small disadvantaged and women-
owned business participation goals.  To determine the degree of customer satisfaction, the contracting
officer shall:

                                                       
1DeCA Form 10-17 is not intended for use with cost type contracts.  For cost type contracts, modify the form to
include the appropriate contract type and add a rating for "Cost Control."
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(a) Request input from the quality assurance evaluator(s) and/or the customer(s)/end
user(s) of the product or service by providing QAE and customer(s) with a customer survey (see sample
at Appendix D).

(b) Request customer surveys sufficiently in advance to allow time for customer
response, summarization of the information, and forwarding to the contractor not more than 30 days after
the end of the performance period being rated.  (Example:  For a contract with a one year performance
period starting February 1, the rating period would end January 31, and the report provided to the
contractor by March 2.  Customer surveys should be issued not later than January 1 to allow a 30 day
response time.)

(c) For contracts with a large number of end users, establish a system to survey a
cross section of customers (i.e., different regions, different store sizes), rotating customers surveyed
throughout the life of the contract.

(d) Customers may be unfamiliar with the contract requirements and may hold
contractors to an unrealistic standard.  The contracting officer must discuss any questionable customer
survey response with the submitter to resolve the discrepancy and ensure there is proper substantiation
and support.

(e) Recognize that no product or service can satisfy everyone.  An excellent rating
does not require 100 percent customer satisfaction.

(4) The Management of Key Personnel rating is applicable to the Services and
Information Technology business sectors only.  This rating shall address the contractor’s performance in
selecting, retaining, supporting, and replacing, when necessary, key personnel.

b. Limit contracting officer remarks to the space provided in block 22 of DeCA Form 10-17
and one side of one additional 8 1/2 by 11 inch typewritten page.  The reviewing official may allow a
second additional page in rare circumstances.  All authorized pages are part of the CPRS evaluation and
included in the database.

1-6. PREPARING PERFORMANCE EVALUATIONS FOR CONTRACTS IN THE SYSTEMS,
CONSTRUCTION AND ARCHITECT-ENGINEERING, HEALTH CARE, AND SCIENCE AND
TECHNOLOGY BUSINESS SECTORS:

a. Unless the Under Secretary of Defense, Acquisition and Technology’s memorandum,
Nov 20, 1997, subject:  Collection of Past Performance Information in the Department of Defense
prescribes a specific form for the Business Sector (e.g., DD Form 2626 for Construction), use plain bond
paper for the evaluation.

b. Ensure the document includes the administrative information and the assessment
elements required by the Under Secretary of Defense, Acquisition and Technology’s memorandum, Nov
20, 1997, subject:  Collection of Past Performance Information in the Department of Defense.

c. The evaluation is limited to two single-sided 8 1/2 by 11 inch typewritten pages.  The
reviewing official may allow a third single-sided page in rare circumstances.  All authorized pages are
part of the CPRS evaluation and included in the database.

1-7. PROCESSING PERFORMANCE EVALUATIONS

a. Upon completion of the CPRS evaluation, the contracting officer shall sign and forward
the original evaluation to the contractor.  Transmission of the evaluation may be by hand delivery/pick-up
with documented receipt or certified mail.  Regardless of the method of transmission, a transmittal letter
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(see sample at Appendix E) shall accompany the evaluation.  The transmittal shall provide the following
guidance to the contractor:

(1) When completed or partially completed, the evaluation is "source selection
information."  Therefore mark any comments with “Source Selection Information - See FAR 3.104”
(“Proprietary Information” for NISH/NIB contracts) and handle accordingly during transmission back to
the originating office.

(2) Strictly control access to the evaluation while in the contractor's organization and
ensure it is not released to persons or entities outside the contractor's organization.

(3) Prohibit the use of or reference to the evaluation data for advertising,
promotional material or similar purposes.

(4) Advise the contractor that comments are optional, but are due to the originating
office within 30 calendar days after receipt.  Contractor comments are limited to two (2) 8 1/2 by 11 inch
typewritten page.  (Note: If the reviewing official has approved the use of a second additional page by the
Government, the contractor shall be allowed a third page.)  Page limits are strictly enforced and extra
pages will not be reviewed nor included in the database.  Contractor's comments should address the
objective portion of the contracting officer's narrative and provide comments on causes and their
ramifications on performance.  Advise the contractor he/she must check the “Comments Attached” box in
the signature block (block 24.d.) when providing a response.

(5) Advise the contractor if he/she elects not to provide comments, to acknowledge
receipt of the evaluation by signing and dating the evaluation, then returning it to the originating office.

b. At the end of the 30 day contractor review period the contracting officer shall proceed as
follows:

(1) If the contractor does not return the evaluation within the allotted 30 days, the
contracting officer shall annotate the contractor’s signature block on the file copy with a statement
substantially the same as, "This evaluation was delivered/received by the contractor on (date).  The
contractor neither signed nor offered comment in response to this evaluation."  The evaluation is then
considered complete.

(2) If the contractor provides comments on the evaluation, the contracting officer
shall:

(a) Review the comments and may revise the evaluation, including the narrative.
Record the revision on a new DeCA Form 10-17 or plain bond paper as required for the original
evaluation.  Attach the revision to the original evaluation, and provide a copy to the contractor.  The
evaluation is then considered complete.

(b) If the contracting officer does not choose to alter the evaluation as a result of
contractor comments, the contracting officer shall forward the evaluation to the reviewing official within
5 working days from receipt.  Concurrently, the contracting office shall provide the reviewing official
with an explanation of the decision and copies of supporting documents.  The reviewing official will
document on a separate page their consideration and reconciliation, if possible, of any significant
discrepancies between the contracting officer's evaluation and the contractor's comments.  If revised,
record the revised evaluation on a new DeCA Form 10-17 or plain bond paper as required for the original
evaluation.  The reviewing official shall issue a decision not more than 30 calendar days after the date the
Government received the contractor's comments.  When the reviewing official signs the evaluation, it will
be considered complete. The reviewing official shall provide a copy of the decision to the contractor and
the contracting officer.  The reviewing official's decision is final.
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(3) If the contractor provides timely acknowledgment of the evaluation, but does not
make any additional comments, the evaluation is considered complete.

c. Complete the entire process, including Government evaluation, contractor comment, and
reviewing official resolution of discrepancies (if required), not later than 90 days after the end of the
performance period being reviewed.

d. Upon completion of the evaluation (See paragraph 1-5.f. above), the contracting officer
shall forward the original evaluation to Office of the CBU Manager (RA) and place a copy in the contract
file.

e. To allow source selection officials to draw their own conclusions about evaluations,
CPRS evaluations for each contract will stand alone and will not be averaged or combined with CPRS
evaluations for the same or other contracts.

f. CPRS evaluations will be maintained for three years after completion of contract
performance.  After this date, the evaluations are obsolete.
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Common DoD Assessment Rating System

Exceptional.  Performance meets contractual requirements and exceeds many to the Government’s
benefit.  The contractual performance of the element or sub-element being assessed was accomplished
with few minor problems for which corrective actions taken by the contractor were highly effective.

Very Good. Performance meets contractual requirements and exceeds some to the Government’s benefit.
The contractual performance of the element or sub-element being assessed was accomplished with some
minor problems for which corrective actions taken by the contractor were effective.

Satisfactory.  Performance meets contractual requirements.  The contractual performance of the element
or sub-element contains some minor problems for which corrective actions taken by the contractor appear
or were satisfactory.

Marginal.  Performance does not meet some contractual requirements.  The contractual performance of
the element or sub-element being assessed reflects a serious problem for which the contractor has not yet
identified corrective actions.  The contract’s proposed actions appear only marginally effective or were
not fully implemented.

Unsatisfactory.  Performance does not meet most contractual requirements and recovery is not likely in a
timely manner.  The contractual performance of the element or sub-element contains serious problem(s)
for which the contractor’s corrective actions appear or were ineffective.
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DeCA CONTRACTOR PERFORMANCE CUSTOMER SURVEY

Contract No: ____________________ Delivery Order No (if applicable):_________

Product/Service Description: _____________________________________________________________

Contractor Name: _____________________________________________________________________

Period of Performance Being Surveyed:  From ______________________ To _____________________

Check one box for each question with the response that best describes the contractor's performance.
Include any comments that support the reason for the rating.  Comments are required for any "generally
ineffective" or "extremely ineffective" rating.

1. To what degree did the contractor understand the contract requirements?

Excellent Understanding (  ) Marginal Understanding (  )
Acceptable Understanding (  ) Poor Understanding (  )

Comments: ___________________________________________________________________________

_____________________________________________________________________________________

2. How effective were the Contractor’s procedures in accomplishing contract requirements?

Extremely effective (  ) Generally ineffective (  )
Generally effective (  ) Extremely ineffective (  )

Comments:___________________________________________________________________________

_____________________________________________________________________________________

3. To what degree did the contract use the right types and quantities of equipment and supplies and
right types and numbers of personnel?

Considerably surpassed minimum requirements (  ) Met minimum requirements (  )
Exceeded minimum requirements (  ) Less than minimum requirements (  )

Comments: ___________________________________________________________________________

_____________________________________________________________________________________
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4. Did the contractor promptly notify the Government of any problems?

Considerably surpassed minimum requirements (  ) Met minimum requirements    (  )
Exceeded minimum requirements (  ) Less than minimum requirements  (  )

Comments: ___________________________________________________________________________

_____________________________________________________________________________________

5. How well did the contractor complete contract requirements (e.g., delivery of products,
completion of services; providing reports) in a timely manner?

Considerably surpassed minimum requirements (  ) Met minimum requirements    (  )
Exceeded minimum requirements (  ) Less than minimum requirements  (  )

Comments: ___________________________________________________________________________

_____________________________________________________________________________________

6. How effective was the contractor’s quality control program?

Considerably surpassed minimum requirements (  ) Met minimum requirements    (  )
Exceeded minimum requirements (  ) Less than minimum requirements  (  )

Comments: ___________________________________________________________________________

_____________________________________________________________________________________

7. If given a choice, explain why you would or why you would not consider the contractor for this
contract again.

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Evaluator Name: ____________________________________Title: _____________________________

Organization: _____________________________________Telephone Number: ___________________
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(Date)

(Contractor's Name and Address)

Dear Sir:

Attached is the Contractor Performance Evaluation for contract (contract number) for the period
(beginning date) to (ending date).  In accordance with FAR 42.15, the final results of this evaluation will
be included in the Defense Commissary Agency's (DeCA) past performance data base, Contractor
Performance Reporting System, and will be used for negotiated procurements that include past
performance as an evaluation factor or subfactor in accordance with FAR 15.608(a)(2).

The following guidance is provided concerning your completion of the evaluation:

a.  Protect the evaluation as "source selection information" (“proprietary information” for
NISH/NIB contracts) including marking comments and handling during transmission back to this office.

b.  Strictly control access to the evaluation while in your organization and ensure it is not released
to persons or entities outside your organization.

c.  You are prohibited from using or referring to the evaluation data for advertising, promotional
material or similar purposes.

d.  Acknowledge receipt by signing and dating the evaluation.  Return the evaluation to this office
whether or not you provide comments not later than 30 calendar days after receipt.  Should you desire to
make comments, check the box in block 24.d. and limited comments to two single-sided (three if
contracting officer was authorized an additional page by the reviewing official) 8 1/2 by 11 inch
typewritten pages.  Page limits are strictly enforced.  Extra pages will not be reviewed nor included in the
data base.  Any remarks should address the contracting officer's narrative and provide comments on
causes and their ramifications on performance.

The contracting officer will review all comments after receipt.  The contracting officer may revise
the evaluation and provide you a copy or forward the evaluation with your comments to the reviewing
official for reconciliation.  If forwarded, the reviewing official will review the evaluation, make the final
decision on the evaluation, and forward you a copy of the decision.  The reviewing official's decision is
final.

If you have any questions, please contact (Name of contracting officer, specialist, or
administrator) at (telephone number).

(Contracting Officer's Signature Block)

Attachment:
As Stated
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