Personal Service Contract Evaluation

House Bill 269 of the 2003 General Assembly required the Finance and Administration Cabinet to develop a process to evaluate the effectiveness of each Personal Service Contract (PSC).  Based on that requirement, cabinet personnel initiated efforts to develop a system for agencies to evaluate their contracts and provide other agencies the capability to review that evaluation.

The cabinet presented the proposed evaluation tool to the agencies that are the primary users of PSCs.  These agencies made many suggestions that were then incorporated into the software.  Secretary Duke presented the proposed format to the Government Contract Review Committee, but received no suggested changes.  Again, cabinet personnel met with the primary user agencies to review the modified evaluation tool, which resulted in additional suggestions for improvement.  This effort has resulted in the current product.  While there may be changes that occur in future years to the system, and possibly even slight changes that must occur during this year, the website is now available for agency entry.

Login to Evaluation System

The Internet Address to access this web site is https://kymarsswb.state.ky.us/CM/Logon.asp.  Security for the evaluation software is based on the security already established for the Management Reporting Database (MRDB).  Upon entering the site you will be presented with a login screen. On this screen you will need to enter your MRDB userid (UserName) and password and click the “ENTER DATABASE” button.
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If an incorrect password or username are entered, the message “ORA-01017: Invalid username/password; logon denied” will be returned, and the user will be returned to the login screen.  It is the intent of the software to capture the applicable error and return the user to the login screen; so, please make every effort to capture the message prior to calling for help.

If a valid username and password are entered, a list of the contracts to be evaluated by the user’s agency is returned.

Contract Evaluation List

The Contract Evaluation List provides information about each contract, to assist the user in determining the status of the evaluation of the contract.  The following fields on the screen are completed, based on the data from the original document in Procurement Desktop (PD):

· Document Number:  Each PSC that was active during the fiscal year will be displayed.  There will only be one (1) record for a contract (i.e., if a contract were created and then modified, it will still only be displayed once).

· Vendor:  The vendor name from the contract will be displayed.

· Administrator:  The PD user designated on the current version of the contract, as the Administrator, will be displayed.

· Buying Entity:  The buying entity designated on the current version of the contract will be displayed.

The following fields on the screen are either entered by the user or are created by the application based on entries made into the system.

· Review Status:  This field will be populated by the application and contain one (1) of the following values:
· Spaces:  Indicates that no action has been taken to evaluate the contract
· Partial:  Indicates that some information has been entered for the contract, but it is incomplete.  In order to get the contract in this status, it must have both a Individual Responsible For Entry and a Description.
· Complete:  All information required to be entered for the contract has been entered, and the record has been blocked from future entry.  The required fields to place a contract in this status are:  individual responsible for entry, performance benchmarks, frequency of evaluation, push buttons on each of the ten (10) questions, vendor comments, and push button labeled “Mark as Final”.
· NA:  Indicates the contract was not valid this fiscal year.  The contract could have been selected because a PD user entered a contract modification during this year to close the contract, or mistakenly placed the wrong date in either the expiration or effective dates.
· Ind Resp:  This field will be entered by the user to identify the individual that entered the evaluation.  It should include both the first and last names.
· Last Updated By:  This field will be populated by the application, when an entry is made in the system.  This will store the UserName of the individual that made the last change to the record.
· Last Update Time:  This field will be populated by the application, when an entry is made in the system.  It will store the date and time of the last change to the record. 
The contract evaluation list can be sorted in either ascending or descending order based on a variety of fields.  This is documented at the top of the screen, along with the current sort order, which is displayed in red. 
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To evaluate a contract, the user must identify the contract that is desired and left click the mouse while placing the mouse of the desired document number.  If performed, the Contract Evaluation Screen will be displayed.

Contract Evaluation Screen

In order to describe this screen, we will break it into three (3) different components:  Header, Questions, and Comments.  All information on the record can be changed, until a record has a status of Complete.  That is, even after a contract has something placed in every field, data in each field can be changed, until the contract is “Marked as Final”.  Once all required data is entered and the record is “Marked as Final”, it can no longer be changed.

Contract Evaluation Header

The Header portion of the screen contains both information that is provided to the user from that which was entered into PD, and information that should be entered by the user.  The following fields on the screen are completed, based on the data from the original document in PD:

· Contractor Name and Address:  The name and address that were designated on the current version of the contract will be displayed.

· Vendor Number:  The vendor number designated on the current version of the contract will be displayed.

· Document Number: The ten (10) character document number, as stored in PD.  The modification number will not be displayed.

· Description of Contract:  The description that was entered on the Proof of Necessity (PON) tab on the current version of the contract will be displayed.  It is available for edit by the user, and should be reviewed to ensure that it adequately describes the purpose of the contract.

The following fields on the screen are available for entry by the user:

· Contract Not valid for Fiscal Year:  This button should only be used if the contract was not active during any portion of the year being evaluated.  The contract could have been selected because a PD user entered a contract modification during this year to close the contract, or mistakenly placed the wrong date in the expiration or effective dates.  If selecting this button, no additional data should be completed on the document, and the contract will be marked as NA on the Contract Evaluation Listing.
· Individual Responsible for Evaluation:  This is a required field and provides an indication to users in the agency as to whom is responsible for the evaluation.  It is suggested that an individual in the agency central procurement area complete this field for all contracts, prior to discussing the evaluation process with other agency users.
· Prior Contract Number:  If the service being provided by this contract is a continuation of a service provided by the vendor on a prior contract (e.g., the required service crossed biennia), the prior contract number should be provided.  If this is not the case, the user should enter NA.
· Performance Benchmarks Established:  This is a required yes/no question in which the evaluator indicates whether specific performance measures were indicated for completion of the contract.
· Manner monitoring conducted:  The evaluator should provide the way the Commonwealth communicated to the contractor how well they were performing during the execution of the contract.
· Frequency:  The evaluator should provide the frequency that Commonwealth personnel met with the contractor to discuss their performance during the year.  Please check all that apply, and/or complete the box for Other.
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Contract Evaluation Questions

This section of the evaluation consists of ten (10) distinct questions to evaluate the contractor’s performance.  Each question provides the user the ability to evaluate the contractor’s performance as:  Excellent, Good, Fair, Poor, or Unsatisfactory.  When possible the agency should provide criteria in the terms of the contract to indicate the type of performance expected.  However, it is realized that in many instances it is not possible to quantify performance to this level.  Therefore, it is each agency’s responsibility to provide its evaluators information for subjectively evaluating the contract performance in each of the ten (10) different areas.

The ten (10) areas involve: quality, cost control, timeliness of performance, responsiveness, application of requirements and guidance, innovation, planning, staffing, communication, and deliverables.  With each question, there is also a place for the evaluator to describe the reason for the evaluation.  This should be used any time a response of either Excellent or Unsatisfactory is provided. While it seems unlikely, if for some reason, a contract does not involve one of these aspects, please note it in the space provided for agency comments.
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1.

QUALITY

Enter Explanation (if necessa
Eiter Explanation (fngcessen)

COST CONTROL

Enter Explanation (if necessa
Eiter Explanation (fngcessen)

TIMELINESS OF PERFORMANCE

Enter Explanation (if necessa
Eiter Explanation (fngcessen)

RESPONSIVENESS

Enter Explanation (if necessa
Eiter Explanation (fngcessen)

Comment on technical accuracy, appropriate and thoroughness of analysis, other aspects of
deliverable quality
© Excellent € Good € Fair € Poor € Unsatisfactory

=
JE | FETIpr—"

Comment on contractors adherence to established budget, assignment of personnel of appropriate
technical expertise, appropriate and efficient use of resources, accurate and complete billing,
relationship of negotiated costto actual cost, other aspects of cost-effectiveness

© Excellent € Good € Fair € Poor € Unsatisfactory

=
JE | FETIpr—"

Comment on contractor's provision of input to initial schedule timely project startup, adherence to
established schedule, identification of potential delays, proposal and execution of measures to avert
delay, on-time submittal of deliverables. on-time confract administration, no liquidated damages
assessed, other aspects of timeliness:

© Excellent € Good € Fair € Poor € Unsatisfactory

=
JE | FETIpr—"

Comment on contractor's responsiveness to Contracting Officer, communication links at project and
technical levels, response to work scope changes, response to special requests, ability to address
and resolve problems, other aspects of responsiveness:

© Excellent € Good € Fair € Poor € Unsatisfactory

=
i | T
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5.

APPLICATION OF

Comment on contractor's knowledge of requirements and guidance, meeting of requirements, and

REQUIREMENTS AND GUIDANCE application of guidance. other aspects of consistency with requirements and guidance:

Enter Explanation (if necessa
Eiter Explanation (fngcessen)

INNOYATION

Enter Explanation (if necessa
Eiter Explanation (fngcessen)

PLANNING

Enter Explanation (if necessa
Eiter Explanation (fngcessen)

STAFFING

Enter Explanation (if necessa
Eiter Explanation (fngcessen)

COMMUNICATIONS

© Excellent € Good € Fair € Poor € Unsatisfactory

=
JE | FETIpr—"

Comment on contractor's ability to develop new strategies or approaches to project implementation,
original analytical techniques, cost and schedule reduction ideas, and other aspects of innovation

© Excellent € Good € Fair € Poor € Unsatisfactory

|
=] f250 characters left
Comment on conttractor's ability to develop comprehensive project plan, adjust planto changes in

project needs, other aspects of planning:
© Excellent € Good € Fair € Poor € Unsatisfactory

=
JE | FETIpr—"

Comment on adequacy and qualifications of contractor's staff to meet project management and
technical needs_availability, continuity, and performance of key personnel.ability to provide needed

staffing during peak activity periods or unplanned circumstances: other aspects of staffing:
© Excellent € Good € Fair € Poor € Unsatisfactory

=
JE | FETIpr—"

Comment on clarity and effectiveness of contractor's communication with Contracting Officer, other

Contractors. subconiractors. and ofhers o technical, schedule and cost isslies. o rolfine matters and
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9. COMMUNICATIONS Comment on clarity and effectiveness of contractor's communication with Contracting Officer, other
contractors, subcontractors, and others on technical, schedule and cost issues, on routine matters and
on problemsfissues, businesslike correspondence, and other aspects of communications:

© Excellent ¢ Good € Fair  Poor ¢ Unsatisfactory
Enter Explanation (if necessary) H

(Vou may erter up 1o 250 Sharacters. )
JE4 | T ——

10. DELIVERABLES Comment on clarity, appropriateness, and editorial and design quality of contractor's written

deliverables. ncluding tex. figures. araphics. other aspects of deliverable quality
© Excellent ¢ Good € Fair  Poor ¢ Unsatisfactory
Enter Explanation (if necessary) =

(Vou may erter up 1o 250 Sharacters. )
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(¥ou may enterup to 1000 charactersfor Agency Comments.)|1000 | charactes et

Agency Comments =
=l

(You may enter u o 1800 characters for Vendor Comments)[1000__ charactrs et
Vendor Comments =
=l

Mark as FINAL ™ Submit





Contract Evaluation Comments

After the ten (10) questions on the evaluation form, there are three (3) additional fields for input:

· Agency Comments:  The evaluator should make any additional comments necessary to address the overall performance of the contractor’s performance.
· Vendor Comments:  Each contractor should be provided an opportunity to review the agency’s evaluation of their performance, and be able to respond to those comments.  It is the agency’s responsibility to enter their comments into this section in as much a verbatim format that the vendor provided, as possible.
· Mark As Final:  This box should only be checked when the evaluation is complete.  Checking this box, if all other required information is completed, will disable editing capabilities of the evaluation document.
· Submit:  This box should be clicked to save the evaluation.  As noted above, the Description and the Individual Responsible for Evaluation must be completed to save the evaluation.
Seagate Reports

Two (2) Seagate reports have been placed in each agency’s Statewide Monthly folder to assist users in determining the effectiveness of PSC contracts.  The first of these provides the user a means of selecting a specific nine (9) character vendor code.  Prior to contracting with a vendor, a user can run the report to review the performance that vendor might have provided to others in the Executive Branch.  The report is named “ Contract_Management_Review_Report_Vendor_Parm”.  

The other report provides the same data to the user, but the selection is based on the Buying Entity of the contract.  The entire Buying Entity, or any portion thereof, can be entered in the parameter.  For example, to see all completed contracts for the Finance Cabinet, you could enter only thirty-nine (39) in the parameter, which will provide all reviews since all the Finance Cabinet’s Buying Entities begin with thirty-nine (39).  The name of this report is “Contract_Management_Review_Report_Buy_Entity_Parm”.
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