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 REPLY TO

ATTENTION OF:

SFCA-NR-CDCC







           14 March 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC) and Subordinate Directorates of Contracting (DOC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number Ten (10) - 

Past Performance Information Management System (PPIMS)

1.  PURPOSE:   The purpose of this SOP is to establish guidelines and procedures for the issuance of solicitations to ensure the mission is met and all requirements are awarded in accordance with regulations.

2.  REFERENCE:  FAR 36.201 and 42.15, DFAR 236.201 and 242.15 and AFAR 5136.201 and 5142.15 – Contractor Performance Information

3.  APPLICABILITY:  This SOP applies to all personnel responsible for administration of contracts at or above $500,000 inclusive of options.

4.  PROCEDURES:  

a.  Each contract specialist is required to obtain from the Quality Assurance Evaluator (QAE), a completed Performance Assessment Report (PAR) found in enclosure one for all contracts, delivery orders and option exercises for services when awarded at or above $500,000.  The requirement to obtain a PAR remains even if the award amount of an option is below $500,000 as long as the contract price inclusive of options meets or exceeds this amount.  The contract specialist will use enclosure two to send the PAR to the QAE.  The contract specialist shall complete Sections I through IV prior to submission to the QAE.  The QAE shall be responsible to complete Section V and item 14 in Section VI. 

b.  The Contracting Officer (KO) is responsible for reviewing the PAR for accuracy and fairness, prior to their being sent to the contractor or input into Past Performance Information Management System (PPIMS).  The specialist shall be responsible for ensuring item 15 in Section VI is completed by the KO before sending a copy to the contractor.

c.  The contract specialist shall send a copy of the PAR to the contractor with the cover letter in enclosure three.  The contractor shall have no less then 30 calendar days to submit comments, rebuttal statements, or additional information.  It is the responsibility of the specialist 
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to ensure receipt and return of cover letter and the PAR from the contractor.  It shall be the specialist responsibility to ensure the contractor completes that item 17 of Section VI of the PAR.  The original PAR shall be retained in the contract file with the close out documents under Section G, Release of Claims.

d.  The KO shall include any contractor written responses in the PAR, resolve any alleged factual discrepancies, and make appropriate changes in the report.  In the event there is a disagreement between the parties, the PAR and the Contractor’s rebuttal shall be submitted to the Director or his designee for consideration.  Upon completion of the review, the reviewing official shall be responsible for completion of items 16 and when appropriate 18 of Section VI.

e.  Once a final determination is made by the reviewing official or the 30 day period has lapsed without contractor comment, the contract specialist is responsible to input the PAR into the Past Performance Information Management System (PPIMS) at https://apps.rdaisa.army.mil/ ppims/prod/ppimshp.htm.  Passwords to gain access into PPIMS shall be requested, released and controlled by the Standard Procurement System (SPS) Branch.  The specialist shall input the information into PPIMS no later than 30 calendar days from receipt of final determination or from the date the first 30 day period has lapsed without contractor comment.

f.  The PAR shall remain a permanent part of the contract file and as such shall be filed with the close out documents in section G under Release of Claims.  If the PAR is completed for the exercise of an option, the PAR shall be filed with the modification exercising the option.

g.  A copy of the PAR shall be maintained in a log in each division’s section for no less then three fiscal years for reference and use in making future determinations of contractor responsibility.

h.  Each contract specialist is required to obtain from the Contracting Officer Representative (COR), a completed DD Form 2626 for all contracts, delivery orders and option exercises for construction when awarded at or above $500,000; however, the threshold is at or above $10,000 if the contract was terminated for default or $100,000 if it is an order under Job Order Contracts (JOC).  The requirement to obtain a DD Form 2626 remains even if the award amount of an option is below $500,000 so long as the contract price inclusive of options meets or exceeds this amount.

i.  The Contracting Officer is responsible for reviewing the DD 2626 for accuracy and fairness, prior to their being sent to the contractor, being sent to the central data base, or input into Construction Contractor Appraisal Support System (CCASS).
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j.  The contract specialist shall send a copy of the DD 2626 to the contractor with the cover letter in enclosure four.  The contractor shall have no less then 30 calendar days to submit comments, rebuttal statements, or additional information.  It is the responsibility of the specialist to ensure receipt and return of cover letter from the contractor, which shall be retained in the contract file with the close out documents under Section G, Release of Claims.

k.  The Contracting Officer shall include any contractor written responses in the DD 2626, resolve any alleged factual discrepancies, and make appropriate changes in the report.  In the event there is a disagreement between the parties, the DD 2626 and the Contractor’s rebuttal shall be submitted to the Director or his designee for consideration.

l.  Once a final determination is made by the reviewing official or the 30 day period has lapsed without contractor comment, the contract specialist is responsible to input the DD 2626 into the CCASS at http://www.hq.usace.army.mil/CEMP/E/ES/CCASSWEB/index.htm.  Passwords to gain access into CCASS shall be requested, released and controlled by the Standard Procurement System (SPS) Branch.  The specialist shall input the information into CCASS no later than 30 calendar days from receipt of final determination or from the date the first 30 day period has lapsed without contractor comment.

m.  The DD 2626 shall remain a permanent part of the contract file and as such shall be filed with the close out documents in section G under Release of Claims.  If the DD 2626 is completed for the exercise of an option, the DD 2626 shall be filed with the modification exercising the option.  Additionally, a copy shall be sent to the central data base at US Army Corps of Engineers, Portland District, ATTN: CENWP-CT-I, PO Box 2946, Portland OR 97208-2946.

n.  A copy of the DD 2626 shall be maintained in a log in each division’s section for no less then six calendar years for reference and use in making future determinations of contractor responsibility.

o.  Adherence to this SOP shall be tracked and monitored by the Director through the Division Chiefs and compliance/noncompliance shall be reflected in employee evaluations.
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5.  EFFECTIVE DATE:  This policy is effective 14 March 2003 and remains effective until rescinded by the Director.  The above stated criteria shall be followed when completing solicitation packages and applies to the CDCC as well as all DOCs.








//signed//

Encls






DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by:___//signed//_____________

                      LENORA CLARK-EVANS

                      Director
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