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CONTRACT NO.    

AWARD TERM PLAN

1.0
INTRODUCTION

a.  This award term plan is the basis for evaluating the performing activities (PA) performance, presenting an assessment of that performance to the Term Determining Official (TDO), and deciding whether an award term period is earned.  The specific criteria and procedures used to assess the PA performance and to determine whether an award term period is earned are described herein.  All TDO decisions regarding the award term including, but not limited to, award term evaluation points (ATEP) earned and the PA's entitlement to the award term are unilateral decisions made solely at the discretion of the Government.


b.  The award term will be awarded to the PA through contract modifications and is in addition to the base period and the option period in the contract.  The award term earned will be determined by the TDO based on review of the PA's performance against set criteria and the provision located in Section H.  


c.  The primary intent of the award term is to provide incentive to the PA to perform the required services in such a manner as to warrant the highest possible rating during each evaluation period.  If the PA receives an “unsatisfactory” rating at the end of an evaluation period under any evaluation criteria, the operations of the award term plan ceases.  The total duration of this contract will not exceed the three-year base period, one two-year option period, and five one-year award term periods.  

2.0
ORGANIZATION

The award term organization consists of the Term Determining Official (TDO) and an Award Term Board (ATB).  Membership of the ATB consists of the following:

AWARD TERM BOARD
	MEMBER
	OFFICE

	Voting Members:
	

	    Award Term Board Chairperson
	DRMS

	    Contracting Officer 
	DRMS

	    Recorder
	DRMS

	    Functional Representative
	DRMS 

	    Functional Representative 
	DRMS 

	Advisory Non-Voting Members
	

	    Legal 
	DRMS

	    Performance Monitors 
	DRMS


 3.0
RESPONSIBILITIES

a.
Term Determining Official. (TDO)  The TDO approves any significant changes to the plan.  The TDO reviews and considers the recommendation(s) and reports from the ATB and other pertinent data in determining the Award Term Evaluation Points (ATEP).  The TDO appoints the members of the Award Term Board.


b.
Award Term Board. (ATB)   The ATB develops mid-point and end-of–period reports and recommendations based on consideration of information from all pertinent sources, e.g., KO summary report, PA self-evaluation. A presentation of the evaluation and recommendation is to be provided to the TDO.  The ATB will also recommend changes to the Award Term Plan.  The ATB ensures a record of all meeting minutes, briefing evaluations, and recommendations are provided to the KO for the contract file.  


c.  Award Term Board Chairperson.  The chairperson chair board meetings and prepares and presents the board’s recommendations to the TDO.   


d.
ATB Recorder.  The ATB recorder is a voting member and is responsible for coordinating the administrative actions required by the PA, the ATB and the TDO, including:  l) receipt, processing and distribution of evaluation reports from all required sources; 2) scheduling and assisting with internal evaluation milestones, such as briefings; and 3) accomplishing other actions required to ensure the smooth operation of the award term.


e.
Contracting Officer.  The KO is a voting member of the ATB and is the liaison between the PA and Government personnel.  The KO will provide a summary of the performance monitors’ reports to the ATB. The PA will be notified of changes to the plan by the Contracting Officer, in writing, before the start of the affected evaluation period.  Changes to this plan that are applicable to a current evaluation period will be incorporated by mutual consent of both parties


f.

Performance Monitors.  Performance monitors maintain written records of the PA's performance in their assigned evaluation area(s) so that a fair and accurate evaluation is obtained.  Performance Monitors prepare and submit monthly evaluations of the PA’s performance to the KO.  Normal reporting of the PA performance can be utilized for these evaluations.  Additional comments are required regarding problem areas, customer complaints, and any performance that exceeds contractual requirements, etc. 


g.
PA.  The PA monitors and maintains data to substantiate performance for each period of performance evaluation and prepares and forwards a self-evaluation report to the KO.  The PA shall provide mid-point evaluation reports at the end of every mid-point with a final evaluation due at the end of each evaluation period.  The evaluation periods are identified in Enclosure 1.  A schedule of required due dates are found in Enclosure 3.  

4.0 PERFORMANCE EVALUATIONS.  


a.  The PA is expected to meet all Acceptable Performance Levels (APLs) from the first date of contract performance (assumption of full performance at any site).  However, only the ratings received for each evaluation period (see Enclosure 1) will be considered in the award term determinations under the contract.  


b.  Mid-point Evaluations.  Mid-point evaluations will be accomplished at the mid-point of the evaluation period.  The ATB Chairperson will notify the ATB members before each mid-point evaluation period ends.  Mid-point evaluation reports will be completed within fifteen (15) calendar days after the end of the mid-point.  The ATB will provide a written recommendation to the TDO.  The ATB will meet with the PA and provide the results of the mid point review, including strengths and weaknesses and the preliminary recommendation of the PA’s rating.


c.  The ATB will review the PA’s self-assessments, the KO’s performance monitor summary report and consider information from any pertinent sources in determining the overall rating recommendation.  The ATB will prepare and submit a formal evaluation report after the end of the mid-point evaluation period.  The report will include the recommendation from the ATB and any information regarding the PA’s self-assessment that is contrary to the Government information.  The report will also include a narrative that supports the recommended rating for each element and overall.  If the ATB does not reach unanimous agreement on the ratings or other information, minority reports will be prepared by the dissenting members and provided to the TDO.


d.   PA Self-Assessment.  The PA shall provide mid-point evaluation reports at the end of every mid-point with a final evaluation due at the end of each evaluation period.  The PA’s self-evaluation is submitted to the KO.  This written assessment of the PA’s performance throughout the evaluation period may also contain any information that may be reasonably expected to assist the ATB in evaluating the PA’s performance.  The self-evaluation shall not exceed five pages, with no smaller than 10-point font for the mid-point report and five pages for the end of any evaluation period.  These reports are separate and the final report is not cumulative (i.e., the mid-point is for the period of time being reported and the final is from mid-point to the end of the evaluation period).  The PA will be allowed to deliver a 45-minute (maximum) oral briefing/presentation, that allows for Question and Answers, to the TDO immediately following the ATB’s briefing.


e.  Final Evaluations.  The ATB will prepare the final evaluation report at the end of the evaluation period.  The ATB chairperson will notify the ATB members before the evaluation period is final.  The report will be finalized after the end of the evaluation period.  The ATB will review the mid-point report, additional performance reports and self-assessment report(s) as well as any other information from pertinent sources in order to prepare a final report for the TDO.  The report will include a recommendation to the TDO for a final evaluation and a narrative supporting the recommendation for the various elements.  If the ATB does not reach unanimous agreement, the ATB chairperson will forward minority reports prepared by the dissenting members to the TDO.


f. The TDO will host briefings/presentations for the ATB and the PA.  Immediately upon completion of the presentations, the TDO will then chair a Government-only discussion, followed by allowing the PA to rejoin the meeting.  Any clarification questions will be asked after the Government only discussion.  The TDO determines the ATEP for that evaluation period and provides the contracting officer with written notification of the ATEP.


g.  The TDO will make a final assessment of the evaluation rating (mid-point or final).  The TDO has the authority to assign a rating other than the recommended rating as a result any information the TDO determines is applicable to the PA’s performance evaluation (such as a rating assigned to an individual function due to extraordinary input from any source or trends in performance in all functions).  Changes will be documented with the rationale for the change.


h.  The time frame for the completion of the Government’s evaluation is estimated to be 45 days after the conclusion of the evaluation period.  See Enclosure 3 for time frames.  

5.0 AWARD TERM PROCESSES  


a.  Award Term.  The earning of an award term will be determined by the TDO based on the PA’s performance during each evaluation period.  The award term period’s dates, and each evaluation period and points attainable are identified in Enclosure 1.  A total of 110 points is available for each 12 months that are evaluated for award term purposes.   Evaluation points may be earned from the following categories.



1.  Quality and Timeliness.  The PA can earn maximum of 50 points for this category for each 12-month evaluation period.    The points earned by the PA on this category rely largely on meeting the Acceptable Performance Levels (APLs) in the contract.  However, the Government can use other information provided, such as customer complaints, input from Performance Monitors, etc.



2.  Customer Satisfaction.  There is a maximum of 50 points available under this category per each 12-month evaluation period. The points earned by the PA on this category rely largely on meeting the Acceptable Performance Levels (APLs) in the contract.  However, the Government can use other information provided, such as customer complaints, input from Performance Monitors, etc.



3.  Innovation.  For this contract, innovation means that the PA provides recommendations (that are accepted) to DRMS/DLA for future infrastructure refinement.  DRMS is interested in providing the best service to the customer at the best price available.  This could mean reducing the infrastructure or rearranging the infrastructure.  DRMS does not anticipate increasing infrastructure except under extraordinary conditions.  The PA can also earn points by suggesting improvements to the process that save money or improve customer service significantly.  The PA may earn 10 points for each 12-month evaluation period for this criterion. 


b.  Evaluation Criteria.  If the KO does not give specific notice in writing to the PA of any change to the Award Term Plan prior to the start of a new evaluation period the same criteria listed for the preceding period will be used in the following award term evaluation.  Any member of the award term process can make change proposals.  Personnel with technical expertise will review change proposals if necessary.  An evaluation summary of the change proposal will be provided to the ATB.  The ATB prepares a recommendation to the TDO for final approval or disapproval.  Once the TDO makes a decision, the KO will notify the PA.


c.  Mid-point Evaluation Process.  The ATB Recorder reminds the ATB members of the reporting requirements.  Performance monitors submit their monthly evaluation reports to the KO.  The KO submits a summary report to the ATB.  All performance monitors evaluation reports shall be available for review by the ATB members.  Considering all relevant information, the ATB develops and furnishes the mid-term report to the TDO.  The TDO provides evaluation results to the PA through the KO of the strength and weaknesses.  The contracting officer may issue letters at any time when it is deemed necessary to highlight areas of Government concern.   

d. End-of-Period Evaluations.  The ATB Recorder reminds each ATB member before the end of the evaluation period.  The ATB prepares its final evaluation report and recommendation of ATEP for the end-of period evaluation.  The ATB briefs the TDO of the evaluation report and recommendation.  The PA is allowed an opportunity to brief the TDO on the self-evaluation.  The TDO, approves, and provides through the KO a written notification to the PA of the final total ATEP in each category for each end-of period evaluation.  At the final evaluation for each award term period, the KO issues a contract modification at least 60 days before the end of the contract period.  

e. Award Term Determination Criteria.  The TDO may only approve the use of an award term option year if the PA for the applicable evaluation period earns a minimum score of 77 points out of 110 available points for each 12-month evaluation period (100 points based upon an overall performance rating and 10 points for process improvements/cost savings).  Note:  The first award term period is based on an 18-month evaluation period.  

6.0
AWARD TERM PLAN CHANGE PROCEDURE
The ATB Chairperson forwards all significant changes to the TDO for approval; the ATB Chairperson approves other changes.  After approval, the KO shall notify the PA in writing of any change(s).  Unilateral changes may be made to the award term plan if the PA is provided written notification by the contracting officer before the start of the upcoming (mid-point or end-of-period) evaluation period.  Changes effecting the current evaluation period must be by mutual agreement of both parties. 

 ENCLOSURE 1
AWARD TERM ALLOCATION BY EVALUATION PERIOD 
The award term earned by the PA will be determined at the completion of evaluation periods shown below.  The Points shown corresponding to each period is the maximum available-award-term points that can be earned during that particular period.  If the PA fails to earn an award term period in any one of the evaluation periods, no subsequent evaluation period can be earned. 

	Evaluation Period 
	From
	To
	Possible Award Points

Annually       Cumulative

	I, II, III
	BASE PERIOD
	 
	0
	0

	The base period includes the transition period and these three years will not be used to evaluate for award term purposes.  This period will be evaluated to determine whether the two-year option period should be exercised.  If the two-year option is not exercised, no award term can be earned.  

	                       2-YEAR 

                       OPTION PERIOD 

	IV & V
	 
	 
	110
	165

	Year IV and the first six months of year V (the option years) will be the first evaluation period for award term purposes.  Any award term earned in this period will be for contract year VI.  The award term earned in this period is the first award term year.   

	 V & VI
	 
	 
	110
	110

	The last six months of year V and the first six months of year VI will be the evaluation period for the second award term period.  Any award term earned in this period will be for contract year VII.   

	 VI & VII
	 
	 
	110
	110

	The last six months of year VI and the first six months of year VII will be the evaluation period for the third award term period.  Any award term earned during this period will be for contract year VIII.  

	VII & VIII
	
	
	110
	110

	The last six months of year VII and the first six months of year VIII will be the evaluation period for the fourth award term period.  Any award term earned in this period will be for contract year IX.   

	VIII & IX
	
	
	110
	110

	The last six months of year VIII and the first six months of year IX will be the evaluation period for the fifth award term period.  Any award term earned in this period will be for contract year X. 


Evaluation period dates will be added to reflect actual dates upon issuance of the Notice to Proceed.  The last six months of year IX and the entire period of year X will not have award terms available to earn; these will, however be used for past performance information. 

ENCLOSURE 2

	POINT SYSTEM

	Evaluation Criteria 
	Unsatisfactory

17 Points & Under
	Satisfactory

18 – 34 Points
	Good 

35 – 50 Points

	Quality and Timeliness
	
	
	
	

	Quality and Timeliness

(50 points)
	Quality & Timeliness are evaluated against the 

APLs and customer complaints. (APLs or customer complaints for customers as stated in C.1.6 are part of evaluation for customer satisfaction.)
	Services met the APLs sometimes.  Government intervention was required on occasion to bring quality and timeliness up to acceptable levels.  Inventory accuracy was maintained part of the time.  Were several occasions when firm did not meet requirements and required action on the part of the Government.  
	Services met the APLs most of the time.  Quality and timeliness APLs were met consistently.  Inventory accuracy was normally maintained.
	Services met the APLs and sometimes exceed the requirements.  Quality and/or timeliness meet or exceed the acceptable levels consistently.  Inventory accuracy is maintained in accordance with APLs, with a few discrepancies.

	Customer Satisfaction
	Evaluation Criteria 
	Unsatisfactory

17 Points & Under
	Satisfactory

18 – 34 Points
	Good

35 – 50 Points

	Customer Satisfaction

(50 points)
	Customer Satisfaction is evaluated against the APLs and a subjective assessment based on criteria delineated in Enclosure 4.  Cooperation, Communication, Coordination, Ingenuity and/or Flexibility, Quality Assurance and Problem Resolution 
	PA and employees do not demonstrate adequate cooperation, communication, coordination, ingenuity and/or flexibility, quality assurance and problem resolution in accomplishment of the contract. 


	 PA and employees adequately (with a few deficiencies) demonstrate cooperation, communication, coordination, ingenuity and/or flexibility, quality assurance and problem resolution in accomplishment of the contract.
	PA and employees above average cooperation, communication, coordination, ingenuity and/or flexibility, quality assurance and problem resolution in accomplishment of the contract.



	Innovation
	Evaluation Criteria
	Unsatisfactory

3 Points & Under 
	Satisfactory 

4 - 6 Points 
	Good 

7 – 10 Points

	Innovation

(10 points)
	Innovation is evaluated based on a subjective assessment based on criteria delineated in Enclosure 4.  Improving services, saving money through changes in infrastructure or improvements to processes 
	PA continues with same processes, infrastructure and costs.  Suggests no improvements that can be implemented.
	PA makes some suggestions regarding processes or infrastructure that are useful to the government and improves quality of service to customer.  Some savings may be realized.
	Suggestions for infrastructure change, process improvements or improvements to customer service are effective and result in cost savings.


NOTE:  PA must earn a minimum of 77 points for each 12-month evaluation period to receive an award term. 

ENCLOSURE 3
SCHEDULE OF REQUIREMENTS

A Plan of Action & Milestones will be established upon notification to proceed, outlining the dates for each activity.

	TASK
	TIME
	RESPONSIBILITY

	Monthly Reminder To 

Performance Monitors
	5 Days Before End Of Month
	KO

	Monthly Report
	Day After End Of Month
	Performance Monitors

	Notify ATB And KR Prior To 

End Of Evaluation Period

(Both Mid-Point And End)
	15 Days Prior
	Recorder

	Self-Assessment To KO
	5 Work Days Before End Of 

Evaluation Period 

(Both Mid-Point And Final)
	PA

	Recommendation To TDO
	15 Days After End Of 

Evaluation Period
	ATB

	Determination Of ATEP
	30 Days After Receipt Of 

Recommendation
	TDO

	Summary Evaluation Of 

Change Proposals
	14 Days After Receipt
	Technical Evaluation Group

	Recommendation Regarding 

Change Proposal
	10 Days After Receipt 

Of Tech Evaluation
	ATB

	Decision On Change Proposal

	14 Days After Receipt
	TDO

	PA Notified Of Decision
	10 Days After Decision
	KO


ENCLOSURE 4

QUALITY AND TIMELINESS

UNSATISFACTORY:

Services met the APLs sometimes.  Government intervention was required on occasion to bring quality and timeliness up to acceptable levels.  Inventory accuracy was maintained part of the time.  Were several occasions when firm did not meet requirements and required action on the part of the Government.  
Fails to meet a significant number of   standards throughout the evaluation period, based on a composite average of the period being evaluated.  Fails to meet APLs with regularity regarding inventory accuracy and the failure adversely impacts contract performance, the customers or DRMS.  Fails in managing workload and taking initiative to solve problems before the Government points them out.  

SATISFACTORY:

Services met the APLs most of the time.  Quality and timeliness APLs were met consistently.  Inventory accuracy was normally maintained.
Met the timeliness APLs with a few exceptions, based on composite average/evaluations.  Met the required APLs for inventory accuracy regarding all special handling items with few exceptions.   Areas of unsatisfactory work or APLs not met are minor and do not have a significant adverse impact on the DRMS mission.

GOOD:

Services met the APLs and sometimes exceed the requirements.  Quality and/or timeliness meet or exceed the acceptable levels consistently.  Inventory accuracy is maintained in accordance with APLs, with a few discrepancies.
Has met all the requirements of satisfactory performance and has taken proactive approach in identifying any areas of non-compliance and immediately takes action to correct.  The firm meets the needs of the customer and of DRMS. Areas of any unsatisfactory results are minor and do not have an adverse impact on customers or DRMS.

CUSTOMER SATISFACTION

UNSATISFACTORY:

PA and employees do not demonstrate adequate cooperation, communication, coordination, ingenuity and/or flexibility, quality assurance and problem resolution in accomplishment of the contract. 

PA is unresponsive to Government requests and does not have a business-like concern for the customer.  PA does not provide clear lines of authority or effective communication with Government, other agencies, and associate PAs.  PA maintains indifferent liaison with customers.  PA defines problems without factual supporting information and rationale.  PA leaves questionable situations for the Government to resolve.  (NOT ALL CRITERIA NEED BE PRESENT FOR AN UNSATISFACTORY RATING)

SATISFACTORY:

PA and employees adequately (with a few deficiencies) demonstrate cooperation, communication, coordination, ingenuity and/or flexibility, quality assurance and problem resolution in accomplishment of the contract
PA is adequately responsive to Government requests and direction and displays an adequate business-like concern for the customer.  Occasionally the PA is unresponsive.  PA adequately provides clear lines of authority or effective communication with Government, other agencies, and associate PAs.  PA maintains good liaison with customers.  PA defines problems with factual supporting information and rationale with some minor discrepancies.  PA displays adequate ingenuity and /or flexibility in servicing customer and resolving problem areas.

GOOD:
PA and employees demonstrate   above average cooperation, communication, coordination, ingenuity and/or flexibility, quality assurance and problem resolution in accomplishment of the contract.

PA is responsive to Government requests and direction and displays a business-like concern for the customer.   PA provides clear lines of authority or effective communication with Government, other agencies, and associate PAs.  PA maintains good liaison with customers.  PA defines problems with factual supporting information and rationale with very minor omissions.  PA resolves questionable situations with only minor Government oversight.

INNOVATION 

UNSATISFACTORY:  

PA continues with same processes, infrastructure and costs.  Suggests no improvements that can be implemented.  PA makes no improvements that create benefit for customers or DRMS.  PA does not seek technology solutions or improved practices.  Government costs exceed the benefits of PA proposed innovations or enhancements.  

SATISFACTORY:   

 PA makes some suggestions regarding processes or infrastructure that are useful to the government and improves quality of service to customer.  Some savings may be realized.  Standards are sufficiently met.  PA adequately maintains the understanding of innovations and enhancements and has occasionally sought out problem areas in business practices for improvement.  Government costs and/or benefits of PA proposed innovations do not always seem to be a concern for the PA.   
GOOD:   

Improved innovation or process reengineering have provided some increased efficiency for timeliness or quality.  Suggestions for infrastructure change, process improvements or improvements to customer service are effective and result in cost savings.   

Innovations and enhancements have provided some improvements.  Government cost and/or benefits in the proposed innovations do seem to be a consideration for the PA.

ENCLOSURE 5

DEFINITIONS

Award Term Board (ATB)  The ATB consists of 5 members (usually) plus the TDO.  The ATB reviews the input from the performance monitors and makes recommendations to the TDO regarding Award Term Evaluation Points.

Award Term Board Chairperson  The senior person on the ATB, this individual chairs the meetings and assures actions are timely.  

Award Term Recorder  This can be any member, most likely the contracting officer.  This individual keeps records of the evaluation reports, coordination of actions and other actions to ensure smooth operation of the ATB.

Contract Performance  The first day of contract performance is the date the PA assumes responsibility for the work at any storage facility under this contract.

Term Determining Official (TDO)  The official with the authority to change the award term evaluation plan, the evaluation of the PA and to grant points/award terms to the PA.  The Term Determining Official is also responsible for appointing members of the Award Term Board.

ACRONYMS

ATB

AWARD TERM BOARD

ATP

AWARD TERM PLAN

ATEP

AWARD TERM EVALUATION POINTS

KO

CONTRACTING OFFICER

MEO

MOST EFFICIENT ORGANIZATION

TDO

TERM DETERMINING OFFICIAL
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