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Performance Work Statement (PWS)
C.1     
INTRODUCTION, OVERVIEW, OR BACKGROUND
In this section, describe the current situation and the conditions that require that this work be done.  This can include organizational changes, legislative actions, or new industry standards.  This section could also include agency or organization specific information about the Government furnished items, working hours, and/or any other agency specific requirements.  Commonly used terms and acronyms specific to your organization and/or requirement can be included as an attachment (see sample Attachment 2) to this document, if desired.
C.2     
OBJECTIVE 
In this section describe the requirements in terms of outcomes (see * below) and not specifically tell the Offeror how to do the job.  Although you can include minimum requirements such as where the work is to be done, often times the Offerors will propose this.  Also, describe at a high level, the new capability that will be available as a result of this task order.    

*By describing requirements in terms of performance outcomes, the following objectives can be achieved:

· Maximize Performance:  Allows a Contractor to deliver the required service by following its own best practices.  Since the prime focus is not the end result, the Contractor can adjust their processes, as appropriate, through the life of the task order without the burden of task order modifications provided that the delivered service (outcome) remains in accordance with the task order.  The use of incentives further motivates the Contractor to furnish the best performance of which they are capable.

· Maximize Competition and Innovation:  Encouraging innovation from the Contractor base by using performance requirements maximizes opportunities for competitive alternatives in lieu of government-directed solutions.  Since Performance Based Acquisition (PBA) allows for greater innovation, it has the potential to attract a broader industry base.

· Shift in Risk:  Much of the risk is shifted from the Government to industry.  Since Contractors become responsible for achieving the objectives in the work statement through the use of their own best practices and processes.   

· Achieve Savings:  Experience in both Government and industry has demonstrated that use of performance requirements results in costs savings. 
C.3     SCOPE OF WORK
In this section define how this effort fits within the existing or intended customer environment both technically and organizationally.  Examples of items to include here are a detailed description of the software development requirement(s), the number and location of users, and the target processing environment (including operating systems).  Any specific workload data or locations can be included as an attachment if too lengthy.
Include this statement:  The period of performance for this Task Order shall be from the date of the Task Order award to the acceptance of the last deliverable.
C.3.1
Description of Relationship to Other Systems and Other Team Members
Describe the environment, stakeholders, and required meetings, including required interactions with other players who may have knowledge that can be leveraged.  

Describe the system and data architecture(s) or framework and tools and test facilities, security requirements, existing systems/software with which the new capability must interface, communications topology, and any other pertinent information (e.g., regulatory constraints).  

C.4     PERFORMANCE REQUIREMENTS 
In this section state whether you will define the requirements as shown below, or use the PWS table format (Attachment 1).  You may use both if preferred:  state the overall requirement below and supporting requirements in the PWS table.

 FORMCHECKBOX 

Below  


 FORMCHECKBOX 

PWS Table (Attachment 1)


Define the overall requirement in paragraph form below.  You may also define supporting requirements in paragraph form or place them in the PWS table format (Attachment 1).
Performance requirements are statements describing the required services in terms of output. They should express the outputs in clear, concise, commonly used, easily understood, measurable terms.  They should not include detailed procedures that dictate how the work is to be accomplished.  For example, say “Write an XYZ user manual suitable for first time users,” but do not specify how to write the manual.  The following statements are examples of the kinds of information to be included in the performance requirements section. 
For New and/or Conversion Software Development – 

· During the life of the contract, verify conformance with agency specific information processing standards and functional requirements.  Prior to delivery of new software, demonstrate the operational capability of the system software.

· Interfaces must contain compatibility among system components in the operational environment.

· Documentation for deliverables must match the agency specific system processing and operational procedures.

· Meet the following delivery dates/milestones; phasing is an optional approach.  Dates are specified according to agency delivery requirements.

· Training may vary according to user levels/needs (e.g. end users, administrators, analysts, help desk support, management, etc.)

· Security must meet all Government and agency specific requirements.

For New Software Development –

· For new software development, delivery of fully operational systems conforming to the operational environment and specified user requirements.

· Newly developed software shall not adversely affect system performance.

· New releases of software must maintain previously provided functionality, while providing enhanced capabilities or systems corrections.
For Conversion Software Development – 

· For software conversion projects, provide an inventory of programs and a description of the complexity of the existing systems and programs for transfer to another processing system or hardware and software platform operational environment including but not limited to databases, files, programs, lines of code, and interdependencies.

· For software conversion efforts involving re-hosting to another platform, architecture, operating system, database, programming language, and/or communications system, provide an inventory of system and application programs, descriptions of the current hardware and software environment, and, if applicable, data distribution methods.

· For conversion projects of mission critical systems, provide parallel processing and/or system validation of the old and new systems prior to implementation.

For each requirement, there should be a corresponding standard(s), a statement of the maximum allowable degree of deviation from the standard, the method of surveillance to determine whether the standard is met, and a positive and/or negative incentive based on adherence to the standard.
C.5     PERFORMANCE STANDARDS
Performance standards establish the performance level(s) required by the Government.  These standards are driven by the application system(s) being converted or developed.  
In this section, explain how good the work must be in measurable terms.  Specify for example, “With a one-hour orientation on the XYZ Users’ Manual, a new user will be able to, without assistance, enter data for 20 new task orders with greater than 90% accuracy.”
C.6     QUALITY CONTROL

A Quality Control Plan (QCP) is developed by the Contractor for its use to ensure that it performs and delivers high-quality service.  To the extent possible, use the Contractor’s QCP to supplement your QA activities which may include inspections, sampling and testing.  In this section, include the statement:
“The Contractor shall establish and maintain a complete Quality Control Plan (QCP) to ensure that the requirements of the task order are provided as specified.  The QCP shall describe the methods for identifying and preventing problems before the level of performance becomes unacceptable.  One copy of the Contractor’s QCP shall be provided to the Contracting Officer (CO) at the time their proposal is submitted.  An updated copy of the QCP must be provided to the CO as changes occur.” 
In this section, explain how good the work must be in measurable terms.  Specify for example, “After a one-hour orientation on the ‘XYZ User Manual,’ a new user will be able to, without assistance, enter data for ‘xx  work items’ with more than a 90% accuracy rate.” 
C.6.1
Quality Assurance Surveillance Plan (QASP) - Monitoring Method 
The quality assurance surveillance plan (QASP) gives the Government flexibility in measuring performance and serves as a tool to assure consistent and uniform assessment of the contractor’s performance.  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, the maximum acceptable defect rate (s), and the value of each performance requirement as a percentage of the overall task order.  A good quality assurance plan should include a surveillance schedule and clearly state the surveillance methods to be used in monitoring the Contractor’s performance.  
In this section state whether you will define your QASP as shown below, or will use the QASP format (Attachment 3).  You may use both if preferred:  state the overall quality assurance plan below and place performance standards in the QASP format (see Attachment 3).

 FORMCHECKBOX 

Below  


 FORMCHECKBOX 

QASP Format (Attachment 3)


Explain how your project will determine if the Performance Standard has been met.  For example, “A member of the management team will select a new user for the test and will verify the results.”

Also include in this section, a statement similar to:

“The QASP can be changed/updated, etc.  It is intended to be a “living” document that should be revised or modified as circumstances warrant.”
The QASP is based on the premise that the Contractor, not the Government, is responsible for managing and ensuring that quality controls meet the terms of the task order.  (Note:  If the QASP is not incorporated into the task order, it should still be furnished to the Contractor.)
C.7     INCENTIVES AND REMEDIES
In this section define what type of reward can be earned by meeting or exceeding the desired level of performance.  For example, “An incentive of 3% will be added for “on time delivery” of the product that meets the specified delivery goal.”  Also, define what type of penalty will be assessed for failing to meet or exceed the desired level of performance.  For example, “A deduction of 3% will be charged for the delivery of products that do not meet the specified delivery goal.”  
C.7.1
Types of Incentives

Incentives can be monetary, non-monetary, positive, or negative.  They can be based on cost, on schedule, or on quality of performance.  Regardless of the final composition and structure of the incentives, the goal is to encourage and motivate the best-quality performance.  Include one or a combination of the following in your requirement:

a) Performance Incentives

Performance incentives are designed to relate profit or fee to results achieved by the Contractor in relation to identified cost-based targets.  For services such as maintenance of equipment, typical measures would be mean time between failures (MTBF), mean time to repair (MTTR) or system availability rates (in commission rates).  Regardless of the measure, performance incentives must be quantified and within a reasonable range (high-target-low).  

b) Award-term Arrangements

In an award-term arrangement, instead of money as compensation for quality performance, the Contractor is awarded additional periods of performance.  Or, if performance is habitually below standard, the period of performance can be shortened.  Award-term arrangements are most suitable when establishing a long-term relationship is valuable both to the government and to the potential Contractor.  They differ from options in that award terms are based on a formal evaluation process and do not entail the regulatory procedures associated with priced options.  Award-term arrangements are relatively new.
c) Schedule Incentives

Schedule incentives focus on getting a Contractor to exceed delivery expectations.  They can be defined in terms of calendar days or months, attaining or exceeding milestones, or meeting rapid-response or urgent requirements.  

d) Past Performance

Past performance information can affect decisions to exercise options or to make future task order awards.  Thus, past performance assessments are a quick way for motivating improved performance or to reinforce exceptional performance.  This can be accomplished by reviewing and updating the National Institutes of Health (NIH) Contractor Performance Database on a regular basis.  (Note:  please keep in mind that the integrity of a past performance evaluation is essential)

C.7.2
Remedies for Non-Performance

Performance-based task orders should specify procedures or remedies for reductions in price (or fee) when services are not performed or do not meet task order requirements.  It is important to remember that while a performance based acquisition utilizes both incentives and remedies, you do not have to include both in your PWS.  However, for each specific incentive identified in your requirement, a remedy may also apply.
 C.8     GOVERNMENT RESPONSIBILITIES
Define what the COTR (i.e. the Government) will provide, and what hardware and software will be provided.  List the facilities, equipment, materials, and services that the Government will provide to the Contractor for task order performance, at no cost to the Contractor.  Insert the following sentence regarding the return of “Government Furnished Property (GFP):
At the end of this task order, disposition of GFP shall be in accordance with FAR 52.245.5
Define any other Government responsibilities.

C.8.1
Reporting Requirements and Deliverables   

Describe any specific milestone reviews that the Government will perform regarding the acceptance of work products or deliverables.  Specify those that are critical to your project regarding the monitoring of progress, but avoid any language regarding “how the job is to be performed.”  You may specify these requirements in the PWS table (Attachment 1).
C.9       CONTRACTOR FURNISHED ITEMS AND SERVICES
Except for those items or services specifically stated as GFP in Section C.8, the Contractor shall furnish everything required to perform this contract.

C.10
  TRAVEL
Include this statement:  
Travel will be reimbursed in accordance with FAR subsection 31.205-46, Travel Costs and the General Services Administration’s Federal Travel Regulations
For any trip to be authorized, the COTR must approve such travel in writing and in advance. 

C.11     REPORTS
The Contractor shall refer to Section J.14, Reports of the TIPSS-3 contract.
Reports shall be at the following level (check only one):


 FORMCHECKBOX 
  Task Order


 FORMCHECKBOX 
  Supporting Task (Attachment 1)
C.12     ACCESS TO GOVERNMENT PROPERTY AND FACILITIES
Include this statement:
The Contractor is allowed limited access to the Government’s facilities, as specified below:

Note:  If you intend to provide access to Government property and facilities, list them here.  Otherwise state “Not Applicable.”

Section D:  Packaging and Marking
D.1     ADDITIONAL REQUIREMENTS
Include this statement:  
The Contractor shall refer to Section D of the TIPSS-3 contract for packaging and marking.  Additional packing and marking requirements, if any, are listed below:  
Enter additional requirements or state Not Applicable.
Section E:  Inspection and Acceptance

E.1     INSPECTION
Include this statement:
Inspection will be the same place as performance and delivery, unless otherwise specified.  For further details, see the Quality Assurance Surveillance Plan (QASP) – Attachment 3.
If applicable, enter alternate location for inspection here.

E.2     GENERAL ACCEPTANCE CRITERIA
 FORMCHECKBOX 

Standard Acceptance Criteria (see Section E.3 of the TIPSS-3 contract)

 FORMCHECKBOX 

Customized Acceptance Criteria (Standard Acceptance Criteria plus the additional requirements listed in Attachment 1)
Insert customized elements here.

For further details, see the Quality Assurance Surveillance Plan (QASP) – Attachment 3.

Section F:  Deliveries or Performance
F.1     PLACE OF PERFORMANCE
 FORMCHECKBOX 

Government’s site

 FORMCHECKBOX 

Contractor’s site, with reasonable access to Government site (Contractor personnel are able to travel to Government site for meetings within two hours notice and at reasonable travel costs.) 

F.2
TASK ORDER PERIOD OF PERFORMANCE

The period of performance for this Task Order shall be from the date of the Task Order award to the acceptance of the last Deliverable or insert date, whichever is sooner.  Note: the Period of Performance section may be controlled by Section C.7, Incentives and Remedies.  If so, please restate the requirement. 
F.3     SHIP TO
Include this statement.  
Unless otherwise specified below, all deliverables/work products shall be provided to the COTR no later than 4:30 p.m. local time on the date(s) specified in the delivery schedule.  Also, if applicable, enter alternate recipient’s name and alternate date.

F.4     DELIVERABLES
The Contractor shall refer to Section F.6, Submission of Corporate Reports, of the TIPSS-3 contract for due dates of the Reports referenced in Task Order section C.11.
Unless otherwise requested in writing by the COTR, work products shall be produced using Microsoft Office 2000 Professional products, as applicable, and all work products shall be submitted on CDs.

F.5     DELIVERY SCHEDULE
The work products that are required for this task order (shown in either Section C.4 above or in the PWS Table – Attachment 1) are to be delivered in accordance with the schedule below.

This table should be completed by the Project Office, but not included in the release of the PWS to the TIPSS-3 contractors.  Each contractor proposal should either complete a schedule like this or develop a “timeline” for the deliverables the Contractor proposes are necessary to achieve the “desired outcomes.”

	Deliverable
	Due Date

	
	

	
	

	
	

	
	


F.6     RAMP-UP PERIOD
Work under this task order may require a ramp-up period at the initial state of the period of performance for the Contractor to recruit and hire personnel specifically for this task order.  If needed, the ramp-up period specifics shall be identified in the Contractor’s proposal.

Section G:  Task Order Administration Data

G.1     IDENTIFICATION OF GOVERNMENT TASK ORDER PERSONNEL
The Lead COTR, COTR, and Contract Administrator designations will be identified by the CO’s written designation.

Section H – Special Task Order Requirements

H.1      KEY PERSONNEL
Contractor employees designated as key personnel for this task order are listed as follows (see Sections H.21, Key Task Order Personnel and H.22, Substitution of Key Task Order Personnel of the TIPSS-3 contract):

	Name
	Position

	TBD
	Insert Title of Labor Category

	TBD
	Insert Title of Labor Category

	TBD
	Insert Title of Labor Category


H.2     PERFORMANCE REQUIRED BEYOND STANDARD WORKDAY
If needed, performance shall be required beyond the standard workday in accordance with Section H.11, Standard Workday of the TIPSS-3 contract.

H.3   SECURITY  
In response to HSPD 12, the Department of Treasury has initiated a new program for improving the identification and authentication of Federal contractors for access to Federal facilities and information systems.  Federal Contractor employees with access to Federal facilities and information systems are required to comply with standards developed for the Personal Identity Verification (PIV) of Federal Employees and Contractors in order to satisfy the requirements of HSPD 12.   These standards require the creation of biometric data cards and systems to identify Contractor employees.  Biometric data includes personal identification information such as fingerprints and facial images and allows this personal information to be electronically stored, maintained, and accessed by the Government.  All data required by Treasury's PIV system will be provided by Contractors before access to Federal facilities and information systems are granted.  All Contractors shall comply with HSPD-12 requirements as they are implemented or changed.

H.3.1
Performance at Government Sites

If any of this task order effort is performed at specified government facilities, the Contractor shall abide by Department of the Treasury Directive (TD) 71-10 regarding provisions for authorized entrance and exit at these facilities.

H.3.2
Identification/ Badges

The applicable Contractor employees shall not begin working under this task order until all security forms have been properly completed and submitted.  All Contractor employees shall be required to wear identification badges when working in government facilities.

H.3.3
Personnel Removal and Replacement

The applicable Contractor employees are subject to investigation by the government.  Applicable Contractor employees who undergo Contractor clearances that reveal, but are not limited to, the following, may be unacceptable under this contract: conviction of a felony, a crime of violence or a serious misdemeanor, a record of arrests for continuing offenses, or failure to file or pay federal income tax.  The government reserves the right to determine if a Contractor employee assigned to a task shall continue with the task.  The Contractor shall agree to remove the person assigned within one day of official notification by the government and provide a replacement within five days.  New hires or substitutions of personnel are subject to the Contractor clearance requirement.

H.3.4
Deliverables/ Work Products

All Contractor deliverables or work products shall remain categorized as "Official Use Only.”  The release of any portion must be authorized in writing by the government.

H.3.5
Disclosure of Information

The Contractor shall refer to Sections H.34, H.35, H.36, H.37, and H.38 of the TIPSS-3 contract for disclosure requirements.

Section I:  Task Order Clauses

I.1
OPTION TO EXTEND THE TERM OF THE TASK ORDER 
Refer to Section C.7 and F.2 of this task order:
The period of performance for this Task Order shall be from the date of the Task Order award to the acceptance of the last Deliverable or insert date, whichever is sooner.  Note: the Period of Performance section may be controlled by Section C.7, Incentives and Remedies.  If so, please restate the requirement. 
I.2
FAR 52.227-14, RIGHTS IN DATA
Blanket permission has not been granted for the contractor to establish claims to copyright for the software first produced in performance of this task.  Prior written approval is required from the CO.

I.3
FAR 52.222-2, PAYMENT FOR OVERTIME PREMIUMS (July 1990)

a) The use of overtime is authorized under this contract if the overtime premium does not exceed zero or the overtime premium is paid for work—

1)    Necessary to cope with emergencies such as those resulting from accidents, natural disasters, breakdowns of production equipment, or occasional production bottlenecks of a sporadic nature;

2)    By indirect-labor employees such as those performing duties in connection with administration, protection, transportation, maintenance, standby plant protection, operation of utilities, or accounting;

3)    To perform tests, industrial processes, laboratory procedures, loading or unloading of transportation conveyances, and operations in flight or afloat that are continuous in nature and cannot reasonably be interrupted or completed otherwise; or

4)    That will result in lower overall costs to the government.

b) Any request for estimated overtime premiums that exceeds the amount specified above shall include all estimated overtime for contract completion and shall—

1)     Identify the work unit; (e.g., department or section in which the requested overtime will be used, together with present workload, staffing, and other data of the affected unit sufficient to permit the CO to evaluate the necessity for the overtime);

2)    Demonstrate the effect that denial of the request will have on the contract delivery or performance schedule; 

3)    Identify the extent to which approval of overtime would affect the performance or payments in connection with other government contracts, together with identification of each affected contract; and 

4)    Provide reasons why the required work cannot be performed by using multishift operations or by employing additional personnel.

I.3.0
Additional Clauses

Enter clause number(s), if applicable and text.  Please ensure that clauses described here are not already documented in the TIPSS-3 contract.
Attachment 1:  Supporting Task (ST) Performance Work Statement (PWS) Table 

	Desired Outcomes
	Performance Standard
	Monitoring Method
	Incentive/Disincentive

	ST 1:  Describe the outcome of this supporting task 
	Define the acceptable performance of the outcome of the task
	How will the results be monitored?  Inspections, tests, sampling, etc. may be used.
	What is the reward for compliance, and what is the penalty for missing the target?

	ST 2:
	
	
	

	ST 3:
	
	
	

	ST 4:
	
	
	

	ST 5:
	
	
	


Attachment 2:  Glossary of Terms and/or Acronyms

Glossary of Terms 

Define, if applicable, commonly used terms specific to your organization and/or requirement.

Acronyms

Define, if applicable, acronyms specific to your organization and/or requirement.
Attachment 3:  Quality Assurance Surveillance Plan (QASP)

QUALITY ASSURANCE SURVEILLANCE PLAN (QASP) - Insert Task Order Title 
1.0 INTRODUCTION 
This performance-based Quality Assurance Surveillance Plan (QASP) sets forth the procedures and guidance that the Insert Department and/or Agency Name will use in evaluating the technical performance of the Contractor in accordance with the terms and conditions of the Insert Task Order Title.
The QASP will be used as a Government document to enforce the inspection and acceptance of the task order. The QASP is not part of the task order, but is provided to the Contractor solely as information. The Government reserves the right to make changes to this QASP during the contract performance period. The QASP describes the mechanism for documenting noteworthy accomplishments or discrepancies for work performed by the Insert Task Order Title contractor. Information generated from Insert Organization Name surveillance activities will directly feed into the Insert Organization Name performance discussions with the contractor. 
1.1 Purpose of the QASP 
The QASP provides the Insert Project Manager (PM) name, the Contracting Officer’s (CO) name, and COTR name the ability to conduct surveillance activities of contractor performance during the life of this task order. The QASP details how and when Insert Project Office or Agency Name will monitor, evaluate, and document contractor performance with regards to the Performance Work Statement (PWS) Insert Task Order Title. 
The QASP is intended to accomplish the following: 
1) Define the role and responsibilities of participating Government officials;
2) Define the key deliverables that will be assessed;

3) Describe the rating elements and the evaluation method that will be employed by the Government in assessing the Contractor’s performance.
4) Provide copies of the performance assessment form(s) that the Government will use in documenting and evaluating the Contractor’s performance.
5) Describe the process of performance assessment documentation. 
1.2 Roles and Responsibilities of Government Officials 
The QASP is a guide to be used by Insert Agency Name personnel in the conduct of surveillance activities of the contractor after task order award.  Insert Agency Name Project Managers (PM) who is responsible for managing the Insert Task Order Title may be called upon to review technical documents and products generated by the Insert Task Order Title contractor.  Insert Agency Name contract managers (e.g., Contracting Officers and Contract Specialists) will also conduct review of contract specific Reports of Works such as invoices, monthly status reports, and work plans. The PM and the CO will utilize the QASP as a tool to evaluate if the contractor-provided service meets the performance standards in the contract and will be the basis for determining incentives and disincentives for Insert Contractor Name. 
The Contracting Officer’s Technical Representative (COTR) will be responsible for monitoring, assessing, recording, and reporting on the technical performance of the contractor on a day-to-day basis. 
The Contracting Officer (CO), or his/her representative, will have overall responsibility for overseeing the contractor’s performance. The CO will also be responsible for the day-to-day monitoring of the contractor’s performance in the area of contract compliance, contract administration, cost control; reviewing the PM or COTR assessment of the contractor’s performance; and resolving all differences between the Government and the Contractor. The CO may call upon the technical expertise of other Government officials as required. 
1.3 Key Deliverables for Assessment 
At a minimum, the following deliverables will be evaluated by the QASP: (The list below are examples that may be used, the customer is encouraged to identify the key deliverables to their specific requirement.)
· Draft plans for conducting PRP Searches.
·  All draft reports (e.g. PRP Search, Title Search).
·  Final reports. 
· Cost control.
· Timeliness of contract deliverables.
· Contract specific Reports of Work  (Needs to be identified)
2.0 Rating Elements and Standards of Performance for Key Deliverables 
The contractor’s performance shall be evaluated by assessing the key deliverables described above. The rating elements and acceptable standards of performance for the key deliverables are described below: 
(1) Quality of Performance 
· Completeness - Contractor addressed all of the requirements relating to the deliverables under review. 
· Deliverables meet criteria specified in the SOW. 
(2) Timeliness 
· Contractor delivered and/or revised deliverables according to schedule established in the contract or as modified by the CO. 
(3) Cost 
· Cost is within budget or at a cost savings to the Government. 
(4) Internal Quality Control 
· Extent to which contractor identifies problems and/or deficiencies and self-corrects them. 
3.0 Surveillance Methodology 
Insert Agency Name will utilize the following quality assurance surveillance. 
3.1 Periodic Monitoring 
This surveillance method consists of monthly, semi-annually, annual and random surveillance of deliverables and contract specific Reports of Work generated by the Insert Contractor Name. 
3.2 Process of Quality Assurance Assessment 
A determination of the contractor’s overall performance will be on an annual basis.  Insert Agency Name will provide annual customer feedback to the contractor by summarizing the past year’s surveillance activities under the Contractor Performance System (CPS) administered by the National Institute of Health (NIH).  In addition, Insert Agency Name will provide immediate and annual performance customer feedback from Insert Agency Name personnel involved in the utilization or management of the Insert Task Order Title. As soon as a discrepancy is identified with a deliverable associated with this task order, the PM and/or CO will notify the contractor. 
4.0 Performance Requirements Summary 
The Insert Task Order Title Performance Requirements Summary, presents the tasks under surveillance; presents the deliverables to be monitored; gives the surveillance methodology for each task, provides the acceptable performance rating for each task; gives the frequency of each deliverable being monitored; and, describes the type of monitoring to be performed by Insert Agency Name personnel. 
5.0 Surveillance Documentation 
The Insert task Order Title Performance Standards Checklist will be used by Insert Agency Name personnel conducting the monitoring of Insert Contractor Name performance for the Insert Task Order Title.  Performance evaluations associated with the performance categories of quality, cost, and timeliness for the contract will be documented. The Performance Standards Checklist will be submitted by the PM and/or COTR to the CO for appropriate action.  Also, the contractor Performance Evaluation Form will be used to document findings for the past year’s surveillance activities regarding Insert Contractor Name performance under the Insert Task Order Title task order and will be the basis for an annual performance discussion between Insert Agency Name personnel and the Insert Task Order Title contractor representative under the CPS. 
Attachments:

List any additional required attachments here.
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