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A.  POLICY

1.  Purpose.

1.1.  FAR Part 42.15, and the December 2000 Air Force CPARS Guide, establish policy and procedures concerning collection of past performance information (PPI), and use of the CPARS.

1.1.1.  The aim of this supplement is to establish more detailed guidelines that will clarify the use of the system for contracts managed by 3 CONS.  The specific focus of this instruction is on the workflow processes needed to guide a CPAR from user, to contracting, to contractor, as well as allow for review if necessary.

1.3.  The past performance ratings produced by the government are an essential tool for future acquisitions.  Because of this fact, these ratings are also very important to government contractors.  Therefore, extreme care must be exercised in the completion of past performance reports to ensure accurate representations of contractor performance.

1.4.  The customer shall provide performance evaluations, with input and agreement from the contracting office. (IAW FAR 42.1503(a))

1.4.1.  The customer’s representative with signature authority on the evaluations, the Program Manager/Assessing Official, will be the Functional Area Commander (FAC) for each respective contract.  This authority can be delegated, but only to one lower level of immediate supervision.  For example, a Squadron Commander may delegate the responsibility to their respective Flight Commander.

1.4.2.  Disagreements between any of the parties, customer, contracting or contractor, shall be reviewed by the Reviewing Official (RO), 3 CONS Director of Business Operations.  The RO shall issue the final resolution on disputed evaluations. (IAW FAR 42.1503(b))

2.  Applicability and Scope.

2.1.  FAR 42.1502 establishes thresholds for the requirement of a CPAR, DAR Tracking Number 99-O0002 establishes the DoD deviation from these thresholds, and it is the responsibility of the contracting office to ensure adherence.

2.6.  Any CPAR meeting the thresholds, completed for Fiscal Year 2001 and beyond, must be input into the AIS CPARS.

B.  RESPONSIBILITIES ASSIGNED

4.1.  CPAR Timelines.

4.1.1.  Contracts meeting the CPAR threshold will be registered on the AIS CPARS within 30 days of award.  It is the responsibility of the contracting office to ensure compliance.

4.4.  It is the primary responsibility of the customer to complete the annual, initial and final performance ratings for the contractor in a timely manner.

4.4.1.  CPARs may be initiated at any time during the performance period, but cannot be finalized prior to the end of that period.  CPARs must be submitted to the respective contractor within 60 days after the end of the performance period.  It is the responsibility of the customer to allow time for sufficient coordination with contracting, and if necessary review by the RO, prior to submittal.

4.5.  The contractor shall be allowed at least 30 days to submit a response to the CPAR.  The contractor should not be allowed more than 30 days without some type of compelling reason.  Any CPAR requiring higher review should be submitted to the RO within 50 days after submittal to the contractor, or 110 days after the end of the performance period.

C.  CPAR PROCEDURES

7.  Preparing and Processing Reports.

7.1.  When initiating a CPAR, the customer should ensure that all contract information as well as CPAR specific information is accurate.

7.1.1.  The customer should adhere to Attachment 3 page A3-8 of the CPARS guide, when completing evaluations for all performance factors in block 18.

7.2.1.1.  Draft CPARs are available as a tool for the government to give intermediate feedback to the contractor.  They may also be used for internal purposes such as to show satisfactory performance in an option package.  However, the draft CPARs are not official records of past performance.

7.2.1.2.  A draft CPAR can be created by initiating a CPAR in the System, and using the print and view feature to produce a PDF file that can be printed.

7.2.1.3.  Draft CPARs, that are intended for the contractor, must be coordinated with contracting in the same manner as final CPARs.  Coordination instructions are outlined below in paragraph 7.5.1.

7.2.2.  If the evaluation factors differ from the system’s default five factors they must have been established in writing within 30 days of award.  The established factors may be modified during the performance period with the appropriate contractor coordination.  Factors should be established in a written memorandum.  This documentation shall be maintained outside of the AIS CPARS.

7.2.4.  Narratives are mandatory for every rating assigned.

7.5.  CPAR Review and Approval Process.
7.5.1.  When ratings are completed, the Contracting Officer (CO) must be notified that the CPAR is ready for review.

7.5.1.1.  The CO shall review the CPAR using the view feature of the CPARS.

7.5.1.1.1.  If the CO concurs with the assessment and authorizes its release, then the customer may forward the CPAR to the contractor.

7.5.1.1.2.  If the CO disagrees with the assessment or its wording, they should make their recommendations to the customer by electronic correspondence, outside of the system.

7.5.1.1.3.  If the customer accepts the recommendations, they must make the necessary changes and then verify the CPAR with the CO prior to forwarding it to the contractor.

7.5.1.1.4.  If an agreement cannot be reached between the CO and the customer, then the matter shall be resolved by the RO.

7.5.1.2.  If a CPAR requires review prior to being sent to the contractor then a package shall be submitted to the RO including:

7.5.1.2.1.  A printed out CPAR form with the ratings and narratives as submitted by the customer.

7.5.1.2.2.  A memorandum signed by the CO explaining why the ratings are insufficiently justified.

7.5.1.2.3.  A memorandum signed by the customer justifying the ratings, if the customer desires to submit one.  It should be restated that every rating must have a narrative, and that these narratives should stand alone when justifying a given rating.

7.5.2.  Contractor Review:

7.5.2.1.  After the customer forwards the CPAR to the contractor, they should make contact through at least one more medium to ensure the contractor has been notified.

7.5.2.2.  After drafting comments, the contractor must decide whether or not to “agree” with the assessment.  They do this by clicking on the appropriate system selection.

7.5.2.2.1.  Selecting agreement forfeits the contractor’s right to have their assessment reviewed at a higher level, but does not negate any of the contractor comments, which remain part of the permanent record.

7.5.2.5.  If the contractor desires more than 30 days to submit their comments, they must notify the customer of their compelling reason for this delay.  The government is not obligated to honor this request, and may close out the CPAR at any time after 30 days.

7.5.2.6.  Within 7 days of receipt of the CPAR, the contractor may request, in writing, a conference with the customer and contracting.  3 CONS and their customers will honor these requests.

7.5.5.  Government Review:

7.5.5.1.  If the CPAR is modified in any way by the customer, it must be forwarded to the RO.

7.5.5.2.  If the contractor agreed with the assessment, and the customer does not wish to modify their comments, the customer may finalize and close the CPAR without any additional coordination.

7.5.5.3.  If the contractor disagreed with the assessment, the CPAR must be forwarded to the RO, with or without prior modification by the customer.

8.  CPARS Focal Points.

8.2.  All access to the AIS CPARS must be coordinated with and granted by the Focal Point.

8.2.1.  Only users who have received training from the Focal Point will be authorized access to the system.

8.2.2.  It is the responsibility of the contracting representative for each contract to ensure that at the minimum they coordinate one access for the customer as a Program Manager/Assessing Official (PM/AO), two for the contractor as a Defense Contractor Representative (DCR), one for the Contracting Officer as a Program Manager Representative (PMR), one for the Contract Administrator as a PMR, and one customer alternate as a PMR.  Full names and e-mail addresses must be provided to the Focal Point in order to accomplish this.

8.2.3.  Any individual accessing the system should at a minimum be familiar with the CPARS guide and this squadron supplement to the guide.

8.2.4.  Should any individual involved in the CPARS process violate any directive outlined in statutory regulation, the Air Force CPARS guide or this supplement, that individual’s access to the system may be suspended or revoked.  It would be the responsibility of the offending user’s organization to find a suitable replacement for that particular position on the system, subject to the approval of the Focal Point.  This stipulation applies to all users of the system.
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