SAMPLE

Performance Work Statement (PWS)
Training Support System (TSS) Enterprise Mission Support Services Contract
Title:
For: Location
NOTE:  Many statements in this Sample format are generic, change the statements to meet your individual requirements or if any section(s) is/are not applicable to your scope of work, just annotate “NA”; for example, 10.0 Government Furnished Property – NA.
The PWS shall be performance-based, shall identify the customer’s entire needs, and shall address those needs with statements describing the required services in terms of output.  The requirements should be stated in clear, concise, easily understood and measurable terms.  Detailed procedures should not be included that dictate how the work is to be accomplished; rather, the requirements should allow the Contractor the latitude to work in a manner suited for innovation and creativity.  
1.0 Background.  Give basic background of the requirement to include the mission as it relates to this requirement and what type of clearance is necessary to perform the PWS. 

2.0 Scope/Objective.  Indicate which TSS Enterprise functional tasking area applies to the work to be performed, for example, Sustainable Range Program or Combat Training Center.  Provide a short, high-level description of desired product or service.  This PWS will…

3.0 Applicable Documents.  List any regulations, pamphlets, memorandums, etc., that will assist the Contractor in successfully meeting the requirements of this PWS.  Include publication number, title, version, date, where the document can be obtained (for example website link), etc.
4.0 Tasks.  In accordance with (IAW) the TSS Contract, the Contractor, as an independent Contractor, and not as an agent of the Government, shall provide the necessary resources (except for those identified in Section 10.0 Government Furnished Property (GFP)) to support the following tasks:

4.1 Identified task
4.2 Identified task
5.0 Deliverables. (Items listed below are samples.  Please include paragraph number in parenthesis if the deliverable is for a specified task.)

	 Deliverable
	Transmittal Form and Quantity
	Schedule

	Briefings and presentations 
	electronic and 1 paper copy
	1 per month as necessary

	Issue papers, white papers, decision papers, etc.
	electronic and 1 paper copy
	1.5 per month as necessary

	Read-ahead papers / packets
	electronic and 1 paper copy
	1 per scheduled brief (total of 24)

	Integrated Concept Team (ITC) Documents (agendas, information packets, minutes, and follow-up task tracking)
	electronic and 1 paper copy
	Within 5 days after event and monthly for follow-up.

	Monthly Status Reports (11.1)
	e-mail-formatted according to CDRL-A001
	NLT the 18th of each month

	Written Records (of meetings, conferences, working groups, etc)
	1 paper copy
	Within 5 days after event.

	Trip Reports (8.0)
	e-mail-Format Attachment A
	Within 3 days after event

	Reporting of Contractor Services and Manpower Report (CMR) (17.0)
	Electronic for each task order
	NLT 31 Oct, annually


6.0 Place of Performance and Hours of Operations.  
6.1 Place of Performance.  The Contractor shall perform tasks under this contract at Government-owned facilities at Fort ABC or at other associated locations identified by the On Site COR (On-Site COR) or the Contractor shall perform tasks under this contract at the Contractor-owned facilities.

6.2 Hours of Operations.  The Contractor shall perform tasks under this PWS during the hours of XXXX-XXXX, Monday thru Friday.  
7.0 Period of Performance.  The Period of Performance (POP) for this task order consists of a 12 month base period (which includes any phase in period) and XXX pre-priced option periods. The POP is as follows:

1) Base Period

a. Phase-In period:    XXXXXXXX(I.E. 01 Jun -30 Jun 12)

b. Full Performance:   XXXXXXXX(I.E. 01 Jul 12 – 31 May 13)

2) Option Period 1:      01 Jun 13 – 31 May 14

3) Option Period 2:      01 Jun 14 - 31 May 15

7.1 Phase-In Period:

There will be a XXXX day phase-in period. During that the Contractor shall prepare to assume full responsibility for all tasking areas, in accordance with the terms and conditions of the contract. The Contractor shall take all necessary actions for a smooth transition. At a minimum, the Contractor shall:
· Recruit/Hire necessary personnel.

· Ensure personnel have all required certifications and clearances.

· Participate in Joint Inventories and sign for GFP.

· Accomplish any necessary training.

7.2 Phase-Out Period:
A phase-out period shall apply to any TO follow-on requirements. Thirty (30) calendar days prior to the completion of the task order, the incoming Contractor may be afforded an observation period by the Government. During that time, the incoming Contractor personnel may observe operations and performance methods of the incumbent Contractor. This observation may be afforded to allow for orderly turnover of facilities, equipment, and records, as well as to ensure continuity of services.
The Contractor shall be responsible to perform all tasks and provide all deliverables during this period and until the expiration of the task order. The Contractor shall participate in any required joint inventories and ensure all equipment and records are turned over to the Government at the conclusion of the performance period.

8.0 Travel.  Travel shall be reimbursed IAW with the applicable travel regulation and FAR 31.205-46 (a) (2).  The On-Site COR (On-Site COR) will provide the Contractor specific travel information at least ten (10) days prior to a scheduled trip.  The Contractor shall not travel without On-Site COR’s prior approval.  The On-Site COR may change a scheduled trip by giving two (2) days written notice (including E-Mail) provided the Contractor has incurred no costs.  A Trip Report (see sample at Attachment A) will be submitted to the On-Site COR within three (3) days of completion of travel.  Location and number of trips is unknown at this time; however, travel costs will not exceed the contract line item number (CLIN) for this task order.  Or, if travel requirements are known, list the place(s) where the person(s) will be traveling.

9.0 Materials.  Equipment, software, hardware, material, supplies, replication expenses, and associated support/maintenance costs (Other Direct Costs (ODCS)) shall be a cost reimbursable expense not to exceed (NTE) the CLIN for this task order.  All ODCS purchases will be approved by the On-Site COR before purchase.  All materials, except expendable supplies, purchased by the Contractor with funds from this task order and used under this task order, become and remain the property of the Government at the time of acceptance by the On-Site COR.  

10.0 Government Furnished Property (GFP). The Contractor shall not use GFP for any work outside the scope of this PWS.  The Contractor is responsible for all GFP during the performance of this PWS and upon termination the Contractor shall return all GFP to the Government.  
10.1 Government Furnished Equipment (GFE).  The Government will provide the Contractor with office space, computer, printer, facsimile service, reproduction capability, telephone, and Internet access for the project as required, while working on-site at Fort ABC.  Telephone service for official use and local calls only will be provided to the Contractor; all other calls shall be made at the Contractor’s expense.  GFE is furnished “as is” and must be returned in the same condition as received; normal wear and tear accepted.
10.2 Government Furnished Information (GFI).  The Government will provide the Contractor with the GFI listed below as it relates to the performance of this PWS.  
10.2.1 (List GFI) If there are no GFI annotate “N/A”.
10.3 Government-Furnished Software (GFS). The Government will provide the Contractor with the GFS listed below as it relates to the performance of this PWS.  
10.3.1 (List GFS) If there are no GFS, annotate “N/A”. 
11.0 Reports. The Government will review all reports and provide comments within ten (10) days.  The Contractor shall incorporate Government comments and provide revised reports within ten (10) days after receiving Government comments. 

11.1 Monthly Status Report (MSR).  The Contractor shall prepare a MSR IAW CDRL A001.  

11.2 Routine written and electronic media staff products and projects are required and are the property of the Government.

12.0 Hazardous Information.  There is no requirement for the Contractor to handle any hazardous material.  The Contractor shall be required to visit active Army firing ranges.  The Government will provide proper protective equipment and safety instructions.

13.0 Personnel.  
13.1   Contract employee’s conduct shall be IAW 5 CFR Parts 2600-2641 and DOD-5500 7-R (Joint Ethics Regulations).  If a Contract employee is removed from the job site or dismissed from the premises, the Contractor is not relieved of the requirement to provide sufficient personnel to perform the services as required by this PWS.  IAW 18 USC 1382 and AR 380-49, the authority of the Installation Commander to control and deny a Contractor employee entry to all or part of the installation is absolute.  The individual concerned has no right to appeal.


13.1.1 All requests for approval of substitutions hereunder must be in writing and provide a detailed explanation of the circumstances necessitating the proposed substitutions. The request must contain a resume for the proposed substitute and any other information requested by the KO or designated COR. The KO or designated COR must concur in writing with the change.

13.1.2. If the KO or designated COR determines that suitable and timely replacement of Key Personnel who have been reassigned, terminated or have otherwise become unavailable for the task order work is not reasonably forthcoming or that the resultant reduction of productive effort would be so substantial as to impair successful completion of the task order, the KO may terminate the task order for default or for the convenience of the Government, as appropriate, or make an equitable adjustment to the task order to compensate the Government for any resultant delay, loss, or damage. 
13.2 Key Personnel.

13.2.1 Certain experienced professional and/or technical personnel are essential for successful completion of the tasks under this task order and therefore considered Key.  Key personnel, by name and position, shall be accepted during the source selection process (as included in the Task Order Execution Plan).  Key Personnel shall not be removed or replaced within the performance of this contract.  

The contractor shall notify the Contracting Officer, in writing, if one or more of the key personnel, for any reason, becomes or is expected to become unavailable to provide services under this task order for a continuous period exceeding 30 work days, or is expected to devote substantially less effort to the work than indicated in the proposal or initially anticipated.  Notification shall be made with one business day of the contractor becoming aware of the change of a contractor employee identified as “key”. The notification shall provide, at a minimum, the circumstances necessitating the change in key personnel, and the effective date of the change.  

14.0 On-Site COR/Contracting Officer Representative (COR).
14.1 On-Site COR:
Name:
Address:
Phone: 

Fax:
Email Address:
14.2 COR:  

Name:

TSS Contract COR, ATTN: __________, Fort Eustis, VA 23604

Phone: (757) 878-XXXX, DSN: 826
Fax: (757) 878-4508

Email Address: ________________@mail.mil
15.0 Reporting of Contractor Services and Manpower.

The Contractor shall report all Contractor manpower (including SubContractor manpower) required for performance of this contract by 31 October of each calendar year.
16.0 Contractor Use of Government-Owned Motor Vehicles/Equipment.
IAW Department of Defense Directive (DODD) 4500.36-5, Management, Acquisition, and Use of Motor Vehicles dated 16 MAR 06 and Army Regulation (AR) 600-55, The Army Driver and Operator Standardization Program (Selection, Training, Testing, and Licensing) dated 18 Jun 07, effective immediately, Department of Defense (DOD) Contractor employees operating Government vehicles and equipment---within and outside of the United States---shall not be issued Optional Form (OF) 346 “U.S. Government Motor Vehicle Operator’s Identification Card.”  DoD Contractor employees assigned to operate either Government-owned or leased equipment in performance of their contract shall be certified, by the Contractor and at the Contractor’s expense, as being fully qualified to operate the vehicles/equipment to which they are assigned.  The prime Contractor shall document all operator qualifications.  This documentation shall be provided to the Administrative Contracting Officer (ACO) before any contract employee engages in any mode of vehicle or equipment operation.  The Administrative Contracting Officer shall retain documentation."  
17.0 Security Requirements: 

Contractor personnel (to include subcontractors) performing work under this contract must have a [Insert the level of security required, if applicable] at time of the proposal submission, and must maintain the level of security required for the life of the contract.  The security requirements are in accordance with the attached DD Form 254, Department of Defense Contract Security Classification Specification (The unit security monitor is responsible for initiating this form).  

ATTACHMENT A-TRIP REPORT

LETTERHEAD

MEMORANDUM THRU

Directorate of XXXX , ATTN: __________________

Contractor Performance Work Statement Manager, ATTN: _________________

FOR On-Site Contracting Officer Representative
SUBJECT:  Travel Report, Trip Title, Dates

1.  PURPOSE:  Define the purpose for conducting the travel.

2.  DISCUSSION:  Outline in paragraph form the activities performed during the trip and how the trip supported the installation.

3.  RECOMMENDATION:  Provide opinions on the value of the trip and how the trip activities be improved to support future value to the installation.

                                                                                   





“Attendee’s Signature”
1

