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NOAALink PERFORMANCE WORK STATEMENT (PWS)

For

(ADD TITLE OF SERVICE)

(NOTE TO THE WRITER:  YOU MUST TAILOR THE DOCUMENT FOR YOUR ACTIVITY BY INCLUDING YOUR UNIQUE REQUIREMENTS AND QUANTITIES FOR WORKLOAD ESTIMATES, IF NECESSARY.    IF YOU REQUIRE SPECIFIC SURVEILLANCE TECHNIQUES YOU SHOULD ADD THEM TO THE APPROPRIATE SECTION.)

DO NOT INCLUDE TABLE OF CONTENTS WITH YOUR PWS.

Type in RED is for information and guidance and should be deleted or modified from your final version.

THIS DOCUMENT IS NOT REQUIRED FOR EQUIPMENT OR SOFTWARE PURCHASES.
PART 1

GENERAL INFORMATION

The performance work statement defines the Government's requirements in terms of the objective and measurable outputs. It should provide the Contractor with answers to five basic questions: what, when, where, how many, and how well. It is important to accurately answer these questions in order to allow the Contractor the opportunity to accurately assess resources required and risks involved. 

1.1  Description of Services/Introduction:  The contractor shall provide all personnel, equipment, tools, materials, supervision, and  other items and non-personal services necessary to perform                                ______________________ as defined in this Performance Work Statement  except as Specified in section C-3 as government furnished property and services at _________________________.    The contractor shall perform to the standards in this task order.

1.2 Background:   (Complete as appropriate)
1.3 Objectives:  (Add a few bullets stating the basic service objective(s))
1.4 Requirements:  (Usually a paragraph.  i.e. This work involves or The contractor shall provide services for (insert the type of services will be providing).  Services include (insert what is included in the services to be provided).  The contractor shall accomplish (complete if applicable).
1.5 Period of Performance:  (State period of performance and option years) Example:  The period of performance shall be for one (1) Base Year of 12 months and two (2) 12-month option years.  The Period of Performance reads as follows:
Base Year




Option Year I




Option Year II




The Government reserves the right to extend the term of this contract at the prices set forth in Section B in accordance with the terms and conditions contained in clause 52.217-9 entitled, “Option to Extend the Term of the Contact”.
1.6 General Information

1.6.1 Quality Assurance:  The contractor shall ensure quality assurance in accordance with the approved QAP as applicable to the services performed in accordance with this PWS.  The contractor shall develop and implement procedures specific to this requirement to identify, prevent, and ensure non-recurrence of defective services.  The contractor’s quality assurance program is the means by which he assures himself that his work complies with the requirement of the task order. At a minimum, the contractor shall develop quality assurance procedures that address the areas identified in Technical Exhibit 1, “Performance Requirements Summary.”   
1.6.2 Quality Assurance Surveillance:  The government shall evaluate the contractor’s performance under this task order in accordance with the Quality Assurance Surveillance Plan.  This plan is primarily focused on what the Government must do to ensure that the contractor has performed in accordance with the performance standards.  It defines how the performance standards will be applied, the frequency of surveillance, and the minimum acceptable defect rate(s).  Please see the QASP Template located in appendix F of the NOAALink Guide and on the NOAALink website. 
1.6.3 Government Remedies:  The contracting officer shall pursue remedies for the contractor’s failure to perform satisfactory services or failure to correct non-conforming services in accordance with the terms and conditions of the contract.

1.6.4 Recognized Holidays:  (State if the contractor is or is not required to perform services on these Holidays)
New Year’s Day




Labor Day

Martin Luther King Jr.’s Birthday


Columbus Day

President’s Day




Veteran’s Day

Memorial Day




Thanksgiving Day

Independence Day



Christmas Day

In addition to the days designated as holidays, the Government observes the following days:

· Any other day designated by Federal Statute

· Any other day designated by Executive Order

· Any other day designated by a President's Proclamation

It is understood and agreed between the Government and the Contractor that observance of such days by Government personnel shall not otherwise be a reason for an additional period of performance, or entitlement to compensation except as set forth within the contract. If a Contractor believes that an unplanned absence has an impact on the price or period of performance, it should notify the contracting officer of the changed condition and submit a claim for equitable adjustment (see FAR 52.233-1). 

Nothing in this clause abrogates the rights and responsibilities of the parties relating to "stop work" provisions as cited in other sections of this contract.
1.6.5 Hours of Operation/Place of Performance:  The contractor is responsible for conducting ____________________between the hours of (insert appropriate hours for your organization here) Monday through Friday except Federal holidays or when the Government facility is closed due to local or national emergencies, administrative closings, or similar Government directed facility closings.  The Contractor must at all times maintain an adequate work force for the uninterrupted performance of all tasks defined within this statement of work when the Government facility is not closed for the above reasons.  When hiring personnel, the Contractor shall keep in mind that the stability and continuity of the work force are essential.    (Or whatever hours your requirement calls for, add where the place of performance is, if necessary, AND whether Telework is authorized and how telework will be monitored, if allowed)
1.6.6 Type of Order:  The government anticipates award of a _______________________(FFP, T&M or Labor Hour).

1.6.7   Security Requirements:  (Indicate the level of security required, if necessary).

1.6.7.1 Physical Security.  The contractor shall be responsible for safeguarding all government property provided for contractor use.  At the close of each work period, government facilities, equipment, and materials shall be secured.

1.6.7.2 Key Control. (If Necessary, if not delete this paragraph along with 1.6.7.2.1 and 1.6.7.2.2)   The Contractor shall establish and implement methods of making sure all keys/key cards issued to the Contractor by the Government are not lost or misplaced and are not used by unauthorized persons.  NOTE: All references to keys include key cards.  No keys issued to the Contractor by the Government shall be duplicated.  The Contractor shall develop procedures covering key control that shall be included in the Quality Control Plan.  Such procedures shall include turn-in of any issued keys by personnel who no longer require access to locked areas.  The Contractor shall immediately report any occurrences of lost or duplicate keys/key cards to the Contracting Officer.

1.6.7.2.1. In the event keys, other than master keys, are lost or duplicated, the Contractor shall, upon direction of the Contracting Officer, re-key or replace the affected lock or locks; however, the Government, at its option, may replace the affected lock or locks or perform re-keying.  When the replacement of locks or re-keying is performed by the Government, the total cost of re-keying or the replacement of the lock or locks shall be deducted from the monthly payment due the Contractor. In the event a master key is lost or duplicated, all locks and keys for that system shall be replaced by the Government and the total cost deducted from the monthly payment due the Contractor.

1.6.7.2.2. The Contractor shall prohibit the use of Government issued keys/key cards by any persons other than the Contractor’s employees.  The Contractor shall prohibit the opening of locked areas by Contractor employees to permit entrance of persons other than Contractor employees engaged in the performance of assigned work in those areas, or personnel authorized entrance by the Contracting Officer.

1.6.7.3
Lock Combinations.  (If necessary, if not delete this paragraph)  The Contractor shall establish and implement methods of ensuring that all lock combinations are not revealed to unauthorized persons.  The Contractor shall ensure that lock combinations are changed when personnel having access to the combinations no longer have a need to know such combinations.  These procedures shall be included in the Contractor’s Quality Control Plan.

1.6.7.4 Conservation of Utilities.  The contractor shall instruct employees in utilities conservation practices.  The contractor shall be responsible for operating under conditions that preclude the waste of utilities, which include turning off the water faucets or valves after using the required amount to accomplish cleaning vehicles and equipment.

1.6.8  Special Qualifications:  (Insert any special certification requirements for employees if deemed appropriate, e.g.,” The contractor is responsible for ensuring all employees possess all required licenses for operating____________used in the execution of this task order.”  If none, delete this paragraph).
1.6.9   Post Award Conference/Periodic Progress Meetings:  The Contractor agrees to attend any post award conference convened by the contracting activity or contract administration office in accordance with Federal Acquisition Regulation Subpart 42.5. The Contracting Officer, Contracting Officer’s Technical Representative (COTR), Task Manager (TM), and other Government personnel, as appropriate, may meet periodically with the contractor to review the contractor's performance.  At these meetings the Contracting Officer will apprise the contractor of how the government views the contractor's performance and the contractor will apprise the Government of problems, if any, being experienced.  Appropriate action shall be taken to resolve outstanding issues.  These meetings shall be at no additional cost to the government.  

1.6.10 Task Manager (TM):  The TM is identified below:

         (Insert the name and address, phone number, fax and e-mail address of the TM )          

The TM monitors all technical aspects of the contract and assists in contract administration. The TM is authorized to perform the following functions: assure that the Contractor performs the technical requirements of the contract; perform inspections necessary in connection with contract performance; maintain written and oral communications with the Contractor concerning technical aspects of the contract; issue written interpretations of technical requirements, including Government drawings, designs, specifications; monitor Contractor's performance and notify the Contracting Officer, COTR and Contractor of any deficiencies; coordinate availability of government furnished property, and provide site entry of Contractor personnel.  The TM is not authorized to change any of the terms and conditions of the resulting order. 

1.6.11 Contract Manager:  The contractor shall provide a contract manager who shall be responsible for the performance of the work.  The name of this person and an alternate who shall act for the contractor when the manager is absent shall be designated in writing to the Contracting Officer.  The contract manager or alternate shall have full authority to act for the contractor on all contract matters relating to daily operation of this contract.

1.6.12   Identification of Contractor Employees:   All contract personnel attending meetings, answering Government telephones, and working in other situations where their contractor status is not obvious to third parties are required to identify themselves as such to avoid creating an impression in the minds of members of the public that they are Government officials.  They must also ensure that all documents or reports produced by contractors are suitably marked as contractor products or that contractor participation is appropriately disclosed.  (Indicate if contractor personnel will be required to obtain and wear badges in the performance of this service)
PART 2

DEFINITIONS & ACRONYMS

(This section includes all special terms and phrases used in the PWS.   The definition must clearly establish what is meant.  Each definition provided should be carefully considered, for that definition becomes binding for all requirements in the contract.  This section should also contain a complete listing of all acronyms used, giving both the acronyms and the words represented by the acronym).

PWS – Performance Work Statement

Contracting Officer’s Technical Representative (COTR): A representative from the requiring activity assigned by the Contracting Officer to perform surveillance and to act as liaison to the contractor.

Defective Service.  A service output that does not meet the standard of performance associated with it in the Performance Work Statement.

Quality Assurance Surveillance Plan (QASP).  An organized written document specifying the surveillance methodology to be used for surveillance of contractor performance to assure services meet the requirements of the Performance Work Statement.

Quality Assurance.  Those actions taken by a contractor to control the performance of services so that they meet the requirements of the PWS.

If you are doing a Time and Materials or Labor Hours contract the below Definition Must be included and tailored to your acquisition if necessary:

Best Effort:  That effort expended by the contractor to perform within the awarded ceiling price all work specified in this task order (TO) and all other obligations under this TO and the basic contract.  This effort includes providing required qualified personnel, properly supervised, and following industry accepted methodologies and other practices.  The effort is further characterized by operating at all times with the Government’s best interest in mind, using efficient and effective methods, and demonstrating sound cost control.  The effort must be identical to the effort that would be expended if this were a firm-fixed price TO and the contractor’s profits were dependent upon reducing costs while meeting the Government’s requirements in terms and quality and schedule.  Failure to provide this required effort may result in the withholding of payment for hours expended that do not qualify as best effort or a reduction in the rate per hour to reflect decreased value of services received.

PART 3

GOVERNMENT FURNISHED PROPERTY, EQUIPMENT, AND SERVICES

(If the Government is to provide any property, services, or information to the contractor, this section is used to describe what will be provided.  If the list or lists are fairly extensive, they should be made into a technical exhibit or attachment.  COMPLETE AS APPROPRIATE).  

3.1 GENERAL:  The government shall provide, the facilities, equipment, materials, and/or services listed below.

3.2 Equipment:  The Government will provide :

3.3 Services:

3.3.1 Utilities.  All utilities in the facility will be available for the contractor’s use in performance of duties outlined in this PWS.  The Contractor shall instruct employees in utilities conservation practices.  The contractor shall be responsible for operating under conditions that preclude the waste of utilities.

3.4 Facilities:  The Government will furnish the necessary workspace for the contractor staff to provide the support outlined in this PWS to include desk space, telephones, computers and other items necessary to maintain an office environment.  

PART 4

CONTRACTOR FURNISHED ITEMS AND SERVICES

(In this section, describe property or services that the contractor shall provide.  Complete as appropriate).

4.1 General:  Except for those items specifically stated to be government furnished in Part 3, the contractor shall furnish everything required to perform this PWS.

4.2 Secret Facility Clearance:  (If applicable state if the contractor needs any kind of facility clearance, if not delete this paragraph) The Contractor shall possess or be eligible to receive and maintain a SECRET facility clearance from the Defense Security Service.  The Contractor’s employees, performing work in support of this contract shall have been granted a SECRET security clearance from the Defense Industrial Security Clearance Office.

PART 5

SPECIFIC TASKS

(Specific task outcomes are the heart of the PWS).  This section defines what the Government’s desired outcome is, not “how” to do it.  Examples of items to include here are detailed performance objectives, end states and/or what qualifies as “success” in meeting the requirement.

5.1 BASIC SERVICES.  Example: The contractor shall provide a standalone information technology system that is compliant with industry standard “X” data transfer and allows the Government to …(insert the objectives the Contractor is to meet).

PART 6

APPLICABLE PUBLICATIONS

6.1 Publications applicable to this PWS are listed below.  The publications must be coded as mandatory or advisory, the date of the publication, and what chapters or pages are applicable to the requirement.    All publications listed are available via the Internet at the specified e-mail address.
	Publication
	Date
	Page(s)
	Internet Address
	Mandatory/Advisory

	
	
	
	
	

	
	
	
	
	


TECHNICAL EXHIBIT 1

Performance Requirements Summary 
The contractor service requirements are summarized into performance objectives that relate directly to mission essential items.  The performance threshold briefly describes the minimum acceptable levels of service required for each requirement.  These thresholds are critical to mission success.

Example:  PERFORMANCE REQUIREMENT SUMMARY (PRS)

	Specification Item
	Performance Objective
	Performance Standard

(Minimum Acceptable Standard-MAS)
	Method of Surveillance
	Deduction from Task Order for not meeting MAS
	Sample Size
	Frequency

	Initial response to help ticket
	Within 2 hours of submission
	97%
	XXXX
	3%
	XXXX
	XXXX

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Types of Surveillance to select from:

Random Sampling:  Appropriate for frequently recurring tasks.  Evaluate randomly selected samples of the lot to determine the acceptability of the entire lot.

Random Inspection Guide, Method of surveillance, Lot size, Sample size, Performance requirement, Sampling procedure, Inspection procedure

100 Percent Inspection:  Appropriate for tasks that occur infrequently.  Inspect and evaluate performance each time task is performed

Periodic Surveillance:  Evaluation of samples selected on other than 100% or statistically random basis.  (i.e. monthly, quarterly, semi-annually, etc.)

Validated Customer Complaint:  Complaints must be validated.

NOTE:  You may also use any surveillance method used in the commercial market to surveil the required service.  (This will be discovered when market research is conducted).

TECHNICAL EXHIBIT 2

DELIVERABLES SCHEDULE

(A deliverable is anything that can be physically delivered but may include non-physical things such as meetings).

	Deliverable
	Frequency
	# of Copies
	Medium/Format
	Submit To

	(Indicate PWS paragraph number)
	(by the 5th of  every month or within 30 days of contract award)


	
	(May be paper or CD in MS Word)


	


TECHNICAL EXHIBIT 3

ESTIMATED WORKLOAD DATA



(Sample for the PWS Part 5 above if required)






	ITEM
	NAME
	ESTIMATED QUANTITY

	1
	
	________
	

	2
	
	________
	

	3
	
	________
	

	4
	
	________
	

	5
	
	________
	


 (NOTE:  ADD OTHER WORKLOAD DATA AS CONSIDERED APPROPRIATE.)

U.S. Department of Commerce


NOAA Office of the Chief Information Officer


NOAALink Strategic Management Service





NOAALink Performance Work Statement (PWS)


Version 1.0


  February 2011











  











August 2010
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