






27-Sep-07
POLICY GRAM 07-04   PPMAP CONTRACT SPECIFIC SURVEYS 

1.
Purpose:  To provide all contract specialists with updated procedures regarding the contract specific customer satisfaction surveys.  

2.   Cancellation:  Policy Gram 02-02, PPMAP Contract Specific Surveys, dated 31 Dec 2001.

2.   Background:  Pursuant to the Procurement Performance Management and Assessment Program (PPMAP), contract specific surveys are required to gauge our customer satisfaction on individual actions.    
2. Policy:  Excluding actions using simplified acquisition procedures, contracting personnel should request their technical customers to complete a contract specific survey for every pre award contracting action where the total contract value is over $100,000.   For post award actions, surveys should include options exercised and when the contract has expired.  The technical code will be instructed to return the survey to the department focal point, Leslie Sampson, Code, who will maintain copies by fiscal year.  
  
3. Procedures.  
a. Where applicable, all specialists should follow the SPAWAR PPMAP guidance referenced above and use the sample survey and cover letter templates shown in the attachments linked in paragraph 4 below.   Note.  You must tailor the sample surveys to coincide with the contract event.  

b. Technical Codes will be instructed to return completed survey to the Code 220 Contracts Receptionist, Leslie Sampson, Code 226.     
c. The Contracts Receptionist will track all surveys 2 weeks from the issue date and remind technical codes (if necessary) that responses are due within 2 weeks.  If the responses are not received within a total of 4 weeks, the receptionist will notify the cognizant PCO to follow up with the technical code.  In addition the receptionist will document the survey scores in accordance with the established scoring spreadsheet; maintain copies of all surveys for review by PCOs and management; and provide Arno Sist, Code 2201 with the survey scoring results at the end of each fiscal year.

d. The Policy Office, Code 2281 is responsible for reporting the results in the annual PPMAP report.

4. Miscellaneous. 

a. Surveys/Cover Letters.  The attached templates (pre and post award) are provided for your use.  Double click on the icons to open the survey requests and complete the fill-in data.   
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b. The Procurement Checklists (https://supply.spawar.navy.mil/policy/Forms/foi-internal.htm#checklists) have been updated to include the survey forms.  If you have any questions, please contact Rose Steinhardt, Code 2281, x34338.
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