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[image: ]CDR John H. Windom, U.S. Navy
PEO-EIS/NGEN Procuring Contracting Officer
1325 10th Street SE
Bldg. 196, Suite 301
	      Washington, DC 20374
	      PHONE:  202-433-7317
               FAX:  202-433-7619 
	      EMAIL: john.windom@navy.mil


TO:  	[Contractor Fill-in]	          AGENCY:	[Contractor Fill-in]

FAX:	[Contractor Fill-in]           	 EMAIL: [Contractor Fill-in]

PAST PERFORMANCE INFORMATION REQUEST




This office is currently in the process of awarding a competitive service contract.  [CONTRACTOR NAME] has provided your name and organization as a reference regarding [CONTRACTOR’S NAME] record of past performance under [CONTRACT NO].  Specifically, we are looking for past performance information regarding the following areas:

a. Quality of Product or Service - Conformance to contract requirements, specifications and standards of good workmanship, accuracy of reports, appropriateness of personnel, and technical excellence.
b. Schedule - Timeliness of performance, met interim milestones, reliable, responsive to technical and contractual direction, completed on time, including wrap-up and contract administration, no liquidated damages assessed.
c. Business Relationships - Effective management, businesslike correspondence, responsive to contract requirements, prompt notification of problems, reasonable/cooperative behavior, flexible, proactive, effective Contractor recommended solutions, timely award and management of subcontracts, effective small/small disadvantaged business subcontracting program; collaborative work relationships for seams management.
d. Customer Satisfaction - Satisfaction of end users with the Contractor’s service.

In order for our team to compile its evaluation, we request that you complete the attached survey form and email it, and any other pertinent information, within ten (10) working days to john.windom@navy.mil.   Any relevant information you have would be vital in our assessment of the aforementioned Contractor.

							Thank you,
							CDR John H. Windom, U.S. Navy
							Contracting Officer
							PHONE: 202 433-7317
							FAX: 202 433-7619




CONTRACTOR PERFORMANCE EVALUATION SURVEY

CONTRACTOR NAME: __ [Contractor Fill-in] __    CONTRACT NUMBER: ___ [Contractor Fill-in] ____
EVALUATION PERIOD: __ [Contractor Fill-in] __    DELIVERY ORDER NO: ___ [Contractor Fill-in]____	

GOVERNMENT TECHNICAL REPRESENTATIVE: 
[Contractor Fill-in]__	___________________________	__________________________
Name (print)  		Organization			Title or Position
___________________  	_____________________
Phone			Email

RECOMMENDATION:  To what extent would you recommend this contractor for additional contracts?  Rate on the following scale:  5 = Yes, definitely; 4 = Yes, likely; 3 = Maybe, 2 = No, not likely; 1 = No, not ever

[____]

Please use the following rating definitions for the remaining categories:
Exceptional.  Performance meets contractual requirements and exceeds many requirements, to the Government’s benefit.  Contractual performance of the 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 requirements, to the Government’s benefit.  Contractual performance of the element being assessed was accomplished with some problems for which corrective actions taken by the contractor were effective.
Satisfactory.  Performance meets contractual requirements.  Contractual performance of the element being assessed contains some problems for which corrective actions taken by the contractor appear or were satisfactory.
Marginal.  Performance does not meet some contractual requirements.  Contractual performance of the element being assessed reflects a serious problem for which the contractor has not identified corrective actions or the contractor's proposed actions appear only marginally effective or not fully implemented.
Unsatisfactory.  Performance does not meet most contractual requirements and recovery is not likely in a timely manner.  Contractual performance of the element being assessed contains serious problem(s) for which the contractor's corrective actions appear or were ineffective.
Indicate your rating by marking the appropriate box below.  If a category does not apply indicate so by placing “N/A” in the “Satisfactory” rating box.


 


CONTRACTOR PERFORMANCE EVALUATION SURVEY (CONTINUED)
CONTRACTOR NAME: _ [Contractor Fill-in] _______   CONTRACT NUMBER: _ [Contractor Fill-in] ____

	
	
	
	
	
	

	a. QUALITY OF SERVICE:
	EXCEPTIONAL
	VERY GOOD
	SATISFACTORY
	MARGINAL
	UNSATISFACTORY

	(1) The Contractor provided a product or service that conformed to contract requirements, specifications, and standards of good workmanship
	
	
	
	
	

	(2) The Contractor submitted accurate reports.
	
	
	
	
	

	(3) The Contractor utilized personnel that were appropriate to the effort performed.
	
	
	
	
	

	
	
	
	
	
	

	b. SCHEDULE:
	
	
	
	
	

	(1) The tasks required under this effort were performed in a timely manner and in accordance with the period of performance of the contract.
	
	
	
	
	

	(2) The Contractor was responsive to technical and/or contractual direction.
	
	
	
	
	






NOTE: For statements indicating “Exceptional” “Marginal,” or “Unsatisfactory,” please provide a brief explanation on the NARRATIVE EXPLANATION page.

 

CONTRACTOR PERFORMANCE EVALUATION SURVEY (CONTINUED)
CONTRACTOR NAME: _ [Contractor Fill-in] _______   CONTRACT NUMBER: _ [Contractor Fill-in] ____
	

	

EXCEPTIONAL
	

VERY GOOD
	

SATISFACTORY
	

MARGINAL
	

UNSATISFACTORY

	c.) BUSINESS RELATIONSHIPS:
	
	
	
	
	

	(1) The Contractor demonstrated effective management over the effort performed.
	
	
	
	
	

	(2) The Contractor maintained an open line of communication so that the COR and/or Technical Point of Contact were apprised of technical, cost, and schedule issues.
	
	
	
	
	

	(3) The Contractor presented information and correspondence in a clear, concise, and businesslike manner.
	
	
	
	
	

	(4) The Contractor promptly notified the Contracting Officer’s Representative, Technical Point of Contact, and/or Contracting Officer in a timely manner regarding urgent issues.
	
	
	
	
	

	(5) The Contractor cooperated with the Government in providing flexible, proactive, and effective recommended solutions to critical program issues.
	
	
	
	
	

	(6) The Contractor made timely award to, and demonstrated effective management of, its subcontractors.
	
	
	
	
	

	(7) The Contractor demonstrated an effective small/small disadvantaged business subcontracting program.
	
	
	
	
	

	
	
	
	
	
	

	d.) CUSTOMER SATISFACTION:
	
	
	
	
	

	(1) The products/services provided adequately met the needs of the program.
	
	
	
	
	

	(2) The Contractor was able to perform with minimal or no direction from the COR or the Technical Point of Contact.
	
	
	
	
	

	(3) I am satisfied with the performance of the Contractor under this effort.
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _GoBack]NOTE: For statements indicating “Exceptional” “Marginal,” or “Unsatisfactory,” please provide a brief explanation on the NARRATIVE EXPLANATION page.

 

CONTRACTOR PERFORMANCE EVALUATION SURVEY (CONTINUED)
CONTRACTOR NAME: _ [Contractor Fill-in] _______   CONTRACT NUMBER: _ [Contractor Fill-in] ____

NARRATIVE EXPLANATION:
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Use additional sheets if necessary
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