TEMPLATE AND INSTRUCTIONS FOR PREPARING PERFORMANCE WORK STATEMENTS (PWS) FOR CBRNE MISSION SUPPORT CONTRACT TASK ORDER AWARDS
How to use this template:  The instructions, tips, examples have all been italicized.   These items will not be included in the document distributed for coordination by the ECBC Contracts Office and forwarded to the RDECOM Contracting Center.  As you progress through the template and develop your own statements/requirements, you should delete the instructions, tips and examples. In some places, a blank line is shown and indicates you will need to fill it in with information specific to your task. Remember to save the document with a new and different file name so that you'll have the template for your next task.

1.0  SCOPE.   The scope paragraph defines the breadth and limitations of the work to be done. It may include a generalized statement of the skills, knowledge and capabilities that might be required to accomplish the task, such as chemical engineering, biological agent detection expertise, or mechanical fabrication.  In some cases, the use of an introduction, background, or both, is preferred.  Background information should be limited to only that information needed to acquaint the contractor with the basic acquisition requirement.  The items listed below should not be included in the "Scope" Section.


a.  Directions to the contractor to perform work tasks. 


b.  Specification of data requirements. 


c.  Specifications and quantities of deliverable products.

Example:

1.0 Scope. This task is to provide on-site staff support to the Clutter Management Office (CMO) at ECBC.  The ECBC CMO is responsible for conducting visual inspections of office areas and preparing recommendations for meeting Department of Defense (DOD) clutter goals.  Good visual acuity and ability to traverse spaces containing clutter will be required.  Administrative and clerical support will also be required. 
1.1  Background.  (Provide a brief history of the requirement.  This is optional and may be used to give perspective to the overall program, system or mission.) 
1.2  Objective.  (The objective statement should briefly describe the Government’s requirements to be accomplished at the completion of this task.  Care should be taken to differentiate what the Government's task objectives are versus the overall Government program objectives are (e.g., the contractor may only be performing a small supporting role in the accomplishment of the organization's mission objectives.   The objective paragraph should not include detail specifications or specific work directions. )
Good Example: 

1.2 Objective.  The objective of this task is to obtain qualified Clutter Inspectors and administrative support to augment the capability of the CMO.  

Bad Example:  

1.2 Objective.  The objective of this task is to meet the DOD clutter goals for 100% inspection of all ECBC office spaces on APG.

2.0  APPLICABLE DOCUMENTS. For the purposes of this Performance Work Statement (PWS), “Required,” as it applies to this paragraph, means that the requirements contained in the directly cited document are contractually applicable to the extent specified.   The term “For Guidance Only” means the document is not contractually binding and is provided for guidance and information only.  Documents listed below are for guidance only unless otherwise specified.

(All documents invoked in the requirements section of this PWS must be listed by document number (including current revision number, if applicable) as well as the document title and document date. These documents may include standards, specifications, and other reference documents needed to identify and clarify the work task or deliverable product. Military handbooks, Government instructions, service regulations, technical orders, and policy letters, as a type, are not written in language suitable for contract application.  In the event requirements of these documents must be included in a PWS, excerpts only should be used and should be made into either a clear task statement or a clear reference statement for guidance only, and not for contract compliance.  

For service-type task orders, documents providing guidance on in-house procedures, policy memos, etc. may be identified in this section.  Further, documents invoked by this paragraph must be selectively tailored to meet the Government's minimum essential needs for task accomplishment.  Paragraphs 2.1 through 2.4 list the order of precedence for listing the applicable documents.)

(If any of these are not required, then delete the paragraph and renumber accordingly.)
TIP: Write section 3 first, then list the documents invoked in section 3 in section 2.0

2.1  Department of Defense Specifications.

2.2  Department of Defense Standards.

2.3  Other Government  Documents.

2.4  Industry Documents.

3.0  REQUIREMENTS (Performance Work Statement).  In accordance with Section C, paragraph(s) ___________ (to be completed by ECBC Contracts Office) of the Basic Contract, the contractor, as an independent contractor and not as an agent of the Government, shall provide the necessary resources (except for those identified as Government furnished property or assistance) to perform the following work:

TIP:  Consider developing and using a work breakdown structure to outline the task requirements. 

TIP:  Use complete sentences and use the active tense; for example, use “The contractor shall…” Instead of “The contractor will….”  For each contractor action required indicate when and where it is to be performed and what are the acceptance criteria or proof that it was performed.
TIP:  Minimize use of certain ambiguous words, such as "support" and "assist" as work actions.  These words do not clearly define the level of work required.  "Assisting" could be as little work as scheduling a meeting when in reality you may have wanted the contractor to reserve the facility, facilitate the discussions, record meeting minutes, and publish proceedings.  The contractor "assisted", so they met the requirement.

TIP:  While preparing your performance-based task, remember to include the acceptable performance criteria and acceptable performance levels in the Performance Work Statement.
Example:

3.1. Clutter Inspections.  The contractor CMO on-site staff shall inspect office areas designated by the CMO team leader.  The contractor shall complete the Clutter Assessment Checklist (reference paragraph 2.4) for each room inspected.   The contractor shall conduct the inspections between May 1, 2007 and June 30, 2007.  The contractor shall submit the Clutter Assessment Checklists in accordance with Exhibit Line Item Number A003 of the DD Form 1423.

(The following depicts the numbering convention for subparagraphs.)

3.1  (Work description 1 - insert a short representative statement of the job or work to be done in this paragraph.  See example above.)
3.1.1  

3.1.1.1  

3.1.1.2 

3.1.2    

3.1.3

3.2 (Work description 2)
3.2.1

3.2.2

3.3 (Work description 3)
4.0  ADMINISTRATION. 

4.1.  On-Site Workers. (If the contractor will be working on-site on a full time basis, a memo requesting approval from the APG Director, Installation Operations must be prepared, approved and attached to the task package.  Add this statement.) The Government will coordinate with the contractor’s program manager for assignment of work tasks to on-site contractor personnel.  Contractor personnel are subject to searches, monitoring and surveillance, including audio and video recording of actions and conversations while working on the Government facility.  All on-site contractor personnel implicitly consent to Government searches, monitoring and surveillance upon entering the installation. 

4.2. DOD Computer Network Access.   (If the contractor will require access to a DOD computer network or hardware, then add this statement.)  All Contractor employees, subcontractors and suppliers at the applicable installation or facility shall comply with governing policies for gaining network access and for securing and using email accounts.  All Contractor employees, subcontractors and suppliers shall comply with DoD and agency-specific regulations and policies pertaining to Government-owned websites and databases.  The contractor shall coordinate with the Government to obtain approval from the agencies’ security and public affairs officials.
4.3.  Security.   (If the task requires a security clearance then a DD Form 254 will be prepared by the ECBC Contracts Office, approved by the ECBC Security Office, and attached to the task package. Add this statement.) This task requires access to classified materials.  The highest clearance required shall be __________________ [SECRET/TOP SECRET].  The DD Form 254 for this task governs access specifications and use of classified materials.
4.4 The contractor shall not use foreign nationals on this contract unless approved by the Contracting Officer with Security Office concurrence.  When requesting approval, the contractor shall furnish: Full Name;  Date of Birth;  Place of Birth;  Citizenship; Registration Number; Type of Visa;  Clear Copy of Picture Identification of Visa, Green Card, or Permanent Resident Card;  Port of entry;  Title of Position to be filled;  Abbreviated Curriculum Vitae;  and  Sole Source Justification of Employment to the Contract Specialist.  These items will be reviewed by the Security Office with subsequent approval by the Contracting Officer.  Previously approved foreign nationals must be re-approved if the nature of their work under this contract differs from that performed under the prior year’s contract.  

4.5 The contractor shall ensure that foreign nationals approved for support of this effort will not have access to military technical or critical unclassified information.  (The contractor may conduct a search through the Defense Technical Information Center to determine whether information is designated as military technical or critical unclassified information. Additional information is available from the Military Critical Technologies List at (http://www.dtic.mil/mctl/).

4.6 In accordance with the Arms Export Control Act (Title 22, USC (Sec 275)), the International Traffic in Arms Regulation (ITAR), and Department of Defense (DoD) Directive 5230.25, Withholding of Unclassified Technical Data from Public Disclosure, foreign nationals shall not work on this contract without the express permission of the Contracting Officer.

4.7 Any violation of administrative security procedures or export control regulations that would subject classified or critical unclassified information to possible compromise by US adversaries, shall immediately be reported to the facility security office and Government security authorities. 

4.8 The contractor shall return all Government furnished property, assistance, and information including notes, reports, computer software, and files to the Government upon request or at the end of this task.

4.9   Organizational Conflict of Interest (OCI). To accomplish the work required by the scope of this task, the contractor shall have access to certain Government information and data including budget, programmatic, intellectual, and acquisition information.  Therefore, an employee-management firewall shall exist between all contractor personnel performing work under this task and all other parts of the contractor’s organization.  This means that the contractor personnel inside the firewall shall not disclose in any manner, or provide access to, any information whatsoever, to contractor personnel outside the firewall without the prior and explicit written consent from the Contracting Officer.  The contractor shall provide to the Contracting Officer’s Representative (COR), certificates signed by a corporate officer and each individual attesting to compliance with the OCI mitigation agreement included in the basic contract.

4.10  Contractor Manpower Reporting.  The contractor shall report in accordance with paragraph C.6 of the basic contract.

5.0  Items and Data to be Delivered.

5.1  Items to be Delivered (These include hardware, software, firmware, hardgoods, and softgoods - these are physical items that perform some function.)  

ITEM 
QUANTITY
DELIVERY DATE*

Examples:
Containers

2 ea

180 CDATO*
CB Dispersion Model Software
30 ea
240 CDATO*

*CDATO – calendar days after award of task order.

Deliver to:

Transportation Officer*
Bldg E5185

Aberdeen Proving Ground, MD  21010-5424
ATTN:  Name and office symbol

              Phone number and building number
*as appropriate for your organization

For items that will not be added to your property listing – use your “official” mailing address in lieu of the above address as indicated below:
Deliver to:

Organization 



ATTN:  Office symbol and name



Street Name



City and ZIP Code
TIP:  Include statements/requirements in your PWS for the contractor to inform you when items are shipped and the estimated arrival date at the Transportation Office. Also specify who (by name or office) has authority to approve that the items meet the contract requirements.  In general, we do not want the Transportation Office personnel approving acceptance of items. 

5.2  Data to be Delivered (This "data" is informational in nature - usually containing status or results of work performance - these are generally referred to as "paperwork" and are non-functioning items - they don't do anything but convey information.).  The contractor shall deliver the monthly progress report in accordance with the basic contract.  All other data shall be delivered in accordance with the attached DD Form(s) 1423.   The contractor may obtain a copy of Data Item Descriptions listed in block 4 from:  gttp://assist1.daps.dla.mil/quicksearch/.

6.0  Government Furnished Property and Assistance. 

6.1  Government Furnished Property.  List the government furnished property as shown below:

                             
DOLLAR
DELIVERY DATE

ITEM             
QUANTITY      
VALUE
 (CDATO)

Example:

HP Color Printer                        1 each    
  $5,000               5 CDATO

6.2  Government Furnished Assistance.   (List any government furnished assistance to be provided to the contractor.   Include the delivery date specified in ___days after award of task order or ___days after request from the contractor.)
7.0  Hazards Information.  (Indicate if this task requires the contractor to work with hazardous materials, chemical surety materiel, biological agents or carcinogens.  ECBC Contracts Office personnel will affect review and coordination of your PWS.)
8.0  Period of Performance.  All work, including acceptance of all deliverables by the Government, shall be completed within ___ calendar days after award of the task order.

(If appropriate, as for a service-type task, this alternate method for defining the period of performance may be used.)  Start date:  DD/MM/YYYY, End Date: DD/MM/YYYY.

1

