APPENDIX 9

FORMAT- PERFORMANCE WORK STATEMENT

1.  INTRODUCTION. (tailor as necessary)

1.1.  The George C. Marshall European Center for Security Studies (GCMC) is an international educational institution run by the United States Department of Defense.  Its mission is to create a more stable security environment by advancing democratic defense institutions and relationships; promoting active, peaceful engagement; and enhancing enduring partnerships between the nations of America, Europe and Eurasia.

1.2.  This contract is for non-personal services.  It does not create employment rights with the U.S. Government whether actual, inherent, or implied.  By agreeing to perform the services described in these specifications, the Contractor acknowledges that he/she is not, and shall not become, an employee of the U.S. Government.  The Contractor further agrees that he/she shall not bring any cause of action in any forum claiming that he/she has become an employee of the U.S. Government.  
1.3.  This contract is a “non-personal services contract” as defined in FAR 37.101.  It is, therefore, understood and agreed that the Contractor and/or the Contractor’s employees or subcontractor:

1.3.1  Shall perform the services specified herein as independent Contractors, not as employees of the government.

1.3.2.  Shall manage and administer the work required and bear sole responsibility for complying with any and all technical, schedule, or financial requirements or constraints attendant to the performance of this contract.

1.3.3.  Shall be free from supervision or control by any government employee with respect to the manner or method of performance of the services specified; but 

1.3.4.  Shall, pursuant to the government’s right and obligation to inspect, accept, or reject the work, comply with such general direction of the Contracting Officer, or the duly authorized representative of the Contracting Officer as is necessary to ensure accomplishment of the contract objectives.

2.  OBJECTIVE.  (Specify the goal or products desired.)

4.  SCOPE

5.  BACKGROUND.  (Describe the problem.  Indicate how the effort relates to:

a.  The mission of the agency/command.

b.  Prior or ongoing in‑house or contract efforts.)

6.  DEFINITIONS.

7.  GOVERNMENT‑FURNISHED SUPPORT.  (Specify facilities (and locations), equipment, data, documents, computer software and hardware, and other materials that will be made available for Contractor use, and the time schedule.)

8.  SPECIFIC REQUIREMENTS.  (This is the primary element of the performance work statement (PWS).  Describe in detail what is to be accomplished.  This must be performance based.  The emphasis should be on what is to be done, not how it is to be done.  The PWS should contain enough detail to ensure that the Contractor can develop a plan to meet the objectives of the effort and that the COR can measure Contractor performance against the objectives.  It should not contain such detail as to inhibit the Contractor from full use of capabilities and resources.)

8.1.  General.  The Contractor shall provide the necessary non-personal services for (general description of services) for (Directorate name) the GCMC.  

8.2.  Appearance.  The Contractor shall present a neat, well-groomed, professional appearance at 

all times.  Wearing of denim jeans is not permitted, unless otherwise authorized by the Contracting Officer.

8.3.  The Contractor shall conduct himself/herself in an efficient and professional manner consistent with GCMC business standards.  The Contractor shall interact with the GCMC staff in a courteous, polite, and professional manner.  

8.4.  Alcohol/Drug use in the workplace will not be tolerated.  Any Contractor/sub-contractor found to be under the influence of, consuming, or using alcohol or drugs while on duty will be subject to administrative action from the Contracting Officer, which may include contract termination.

8.5.  Identification of Contractor Employees.

8.5.1.  The Contractor shall provide each employee with an identification (ID) badge made of nonmetallic material, easily readable and including employee's name, Contractor's name, functional area of assignment, and recent color photograph of the employee. The GCMC may provide an identification badge for Contractors that do not have this capability.

8.5.2.  Display of ID Badges.  Contractor personnel shall wear the ID badge at all times when performing work under this contract at a Government site, including while attending Government meetings and conferences that may take place outside the Government facility.  Unless otherwise specified in the contract, each Contractor employee shall wear the ID badge in a conspicuous place on the front of exterior clothing and above the waist except when safety or health reasons prohibit such placement.

8.5.3.  Answering Telephones.  Contractor personnel shall identify themselves as a Contractor employee when answering Government telephones.

8.5.4.  Utilizing Electronic Mail.  When Contractor personnel send e-mail messages as a part of contract performance (or otherwise relating to contract matters), each sender shall include his/her name (both first and last names) and identify themselves clearly as a Contractor or Contractor personnel.

8.6  The Contractor shall remove from the site any individual whose continued employment is deemed by the Contracting Officer to be contrary to the public interest or inconsistent with the best interests of National Security.

8.7.  Physical Security.  The Contractor shall safeguard all Government property in the work area.  All offices, laboratories, and buildings shall be secured when not occupied.  

8.8.  Key Control.  The Contractor shall establish and implement methods of ensuring that all keys issued to him/her by the Government are neither lost, misplaced, nor used by unauthorized personnel.

8.8.1.  The Contractor shall report the loss of key(s) as soon as the loss is discovered, but in any event, not later than the Government’s next scheduled workday.

8.9.  Subcontracting.  The Contractor shall advise the COR of anticipated absences, for any reason, as far in advance as possible.

8.9.1. The Contractor shall provide and compensate a suitable and acceptable subcontractor for all periods of time that the Contractor is unable to perform the services.   

8.9.2.  All subcontractors must be approved in advance by the Contracting Officer.  The subcontractor must have comparable credentials to those of the Contractor.  Subcontractors shall have no claim whatsoever against the Government for services rendered and compensation shall be considered a business relationship between the Contractor and the chosen subcontractor. Failure to arrange for a qualified subcontractor in a timely manner may be considered breach of contract.

8.10.  Work Permits.  All Contractors and sub-contractors who do not reside within the European Union (EU) or the host nation (Germany) shall have a valid Work Permit/Working Visa - not Schengen - prior to reporting to the GCMC.  All Contractors and sub-contractors shall register with the local county seat (Landratsamt).   

8.11.  Installation Access.  Per the GCMC security procedures for non-DoD ID card holders, the Contractor will be authorized and must obtain an Installation Pass for Sheridan Kaserne and Artillery Kaserne, Garmisch, from the local U.S. Army Garrison – Garmisch Administrative Office.  Failure on the part of the Contractor to maintain currency of the Installation Pass will be considered sufficient grounds for the Government to terminate the contract prior to its normal expiration.

8.11.1.  In order to be able to obtain the Installation Pass, the Contractor shall submit a Polizeiliches Führungszeunis (Good Conduct Certificate) annually, except for individuals who have a U.S. identification (ID) card.  Additional background checks may be conducted in order to receive an Installation Pass.  Failure to qualify for an Installation Pass will terminate the contract.

8.11.2.  The Contractor must possess and present the following identification and permits as indicated.  Failure to provide the necessary information may result in termination of the contract.

(a)  German citizens: a clear copy of their Ausweis (German ID Card) or passport showing their picture and full name.

(b)  Citizens of the European Union (EU) – member countries other than Germany:  a clear copy of their Aufenhaltsgenehmigung (Residence Permit).

(c)  Non-U.S.-ID Cardholders and other citizens of non-EU-member countries:  a clear copy of their Arbeitserlaubnis (German Work Permit) and country ID card or passport showing their picture, full name , country of issue, and nationality.

(d)  U.S. ID Cardholders: a clear copy of the front of their ID Card.  U.S.-ID cardholders do not need an Aufenthaltsgenehmigung or  Arbeitserlaubnis.

8.12.   Copyright Considerations.  In conducting work under this contract, course materials, texts, audio and video training aids, materials, and equipment are developed.  The Contractor, in the normal course of contract performance, contributes and/or assists in this effort.  Since these original materials are produced specifically for the Government and are produced using Government materials and equipment, all rights to these materials belong to the Government.  The Contractor waives all right to and claims for compensation against these materials, other than the normal compensation for performance of the contract.  Accordingly, the Government will acknowledge the effort, authorship, participation, or assistance of the Contractor in the preparation of these materials and will recognize individual significant and/or extraordinary effort on the part of the Contractor, as appropriate.

8.12.1.  Reproduction of Government produced training materials.  The materials described in the above paragraph may be cited, referenced, or reproduced in part or whole by the Contractor for professional, educational, or other non-commercial purposes with the concurrence of the COR, and on the condition that such citation, reference, or reproduction acknowledges the Government as the source and that the Contractor does not use Government time, equipment, or supplies for such reproduction of materials.
8.13.  Contractor Training.  Within five working days of award of this contract, the Contractor shall complete annual Government-furnished training in the Prevention of Sexual Harassment (POSH) during the performance of this contract. The training is anticipated to be no more than four hours.  Any Contractor behavior deviating from standards taught in the course shall be grounds for termination of the contract.

9.  QUALITY ASSURANCE.  (Describe the means that will be used to measure Contractor performance and maintain quality control.  For long-term contracts (i.e., generally considered contracts lasting more than one year), the Quality Assurance Surveillance Plan should be provided as a separate document to the contract.  For short-term contracts, the Quality Assurance elements may be included in the PWS.  Note that in-process inspections shall  not be used for commercial items unless it is customary commercial practices to do so.  The use shall be supported by market research. ) 

(Example 1.  The following is sample PWS language when the QASP is a separate document.)

9.1.  The Government will monitor the Contractor's performance under this contract using the surveillance methods identified in the Quality Assurance Surveillance Plan.  The Contractor will be given the opportunity to correct or address any adverse findings resulting from the Government’s surveillance consistent with the Inspection/Acceptance clause in the contract.  Failure to correct any adverse findings or failure to deliver all services described in this contract may result in non-acceptance of the services by the Government.  Failure to meet the standards of this performance work statement may result in a deduction of price equal to the value of the unperformed or poorly performed services.  Failure to provide services in accordance with this contract could also result in termination of the contract for cause and/or adversely impact the Contractor’s ability to be selected for future contracts as documented in the Contractor Performance Assessment Report System (CPARS).    

9.2.  The quality assurance performance objectives are as follows:

	Required End Result
	Feature(s) of end result to be surveilled.
	The required performance level of each feature.

	Contractor shall provide sufficient logistical support to create the most conducive environment to maximize GCMC’s goal to be highly valued for our provision of quality educational and developmental programs that impart needed knowledge and improve cultural dialogue among them and with us, setting the conditions to achieve peace, stability and economic growth.
	Contractor POC
	Responsive, knowledgeable, able to communicate in English, availability

	
	Rooms
	Each participant provided their own room with private bath, cleaned daily and individually climate-controlled.

	
	Meals
	Servers present, fresh, variety, labeling, alternate for Pork products, accommodates conference agenda

	
	Conference Facilities


	Plenary Hall seating and equipment set-up to facilitate maximum participation and visibility of images and text projected on large screens in multiple languages (i.e. free from obstruction); Lectern, interpretation equipment and loud speaker system set-up to complement seating arrangement encouraging maximum interaction between speakers, moderators/panelists and participants; Equipment and seating set-up prior to required availability; climate controlled, adequately lit, availability of water, writing pads with pens/pencils, and flip chart with easel, conference signs

Working Group Room seating and equipment set-up to facilitate maximum participation and visibility of images and text projected on large screens in multiple languages (i.e. free from obstruction); Lectern, interpretation equipment and loud speaker system set-up to complement seating arrangement encouraging maximum interaction between speakers, moderators/panelists and participants; Equipment and seating set-up prior to required availability, climate controlled, adequately lit, availability of water, writing pads with pens/pencils, and flip chart with easel, conference signs,  co-located with other assigned rooms

Administrative Office set-up to facilitate administration of conference, Equipment and seating set-up prior to required availability, climate controlled, adequately lit, ability to be secured, internet capability, availability of phone, co-located to Plenary Hall.

	
	Interpretation Equipment
	State-of-the-art, fully functional Simultaneous Interpretation Booths each with sufficient seating to comfortably accommodate two (2)interpreters simultaneously ; State-of-the-art, clean, fully functional headphones with receivers for each conference attendee; Equipment set-up and tested prior to required availability; Availability of  technician to correct malfunctions with minimal disruption to program delivery

	
	Miscellaneous Equipment
	Large screens free from stains, wholes, tears, etc. State-of-the-art, fully functional clip-on microphone, handheld microphone, lectern with microphone, and table discussion microphones; Positioning of table discussion microphones  to maximize accessibility of speakers, moderators/panelists, and conference attendees, Equipment set-up and tested prior to required availability, Availability of technician to correct malfunctions with minimal disruption to program delivery.

	
	Media Services
	State-of-the-art, fully functional copier with ability to sort, staple and mass produce large quantities rapidly; GCMC availability to access copier; Ability of copier to accept U.S. Letter size paper

Fully functional fax with international and local capability; GCMC availability to access

Fully functional phone with international and local calling capability; GCMC availability to access

24 hour Internet Connectivity


(Example 2.  The following is sample PWS language when the QASP is not a separate document.)

9.1.  The Government will monitor the Contractor's performance under this contract using on-site inspections and customer feedback.  The Contractor will be given the opportunity to correct or address any adverse findings resulting from observations and feedback consistent with the Inspection/Acceptance clause in the contract.  When supplies or services are accepted with 

major nonconformances, the contracting officer must modify the contract to provide for an equitable price reduction or other consideration. Amounts withheld from payments generally will be at least sufficient to cover the estimated cost and related profit to correct deficiencies and complete unfinished work.  For services, the contracting officer may identify the value of the individual work requirements or tasks (subdivisions) that may be subject to price or fee reduction. This value may be used to determine an equitable adjustment for nonconforming services. However, when supplies or services involving minor nonconformances are accepted, the contract may not be modified unless it appears that the savings to the contractor in performing the nonconforming services will exceed the cost to the Government of processing the modification.  Furthermore, failure to correct any major nonconformance could result in termination of the contract for cause and/or adversely impact the Contractor’s ability to be selected for future contracts as documented in the Contractor Performance Assessment Report System (CPARS).   

9.2.  The quality assurance performance objectives are as follows:

	Required End Result
	Feature(s) of end result to be surveilled.
	The required performance level of each feature.

	Contractor shall provide sufficient logistical support to create the most conducive environment to maximize GCMC’s goal to be highly valued for our provision of quality educational and developmental programs that impart needed knowledge and improve cultural dialogue among them and with us, setting the conditions to achieve peace, stability and economic growth.
	Contractor POC
	Responsive, knowledgeable, able to communicate in English, availability

	
	Rooms
	Each participant provided their own room with private bath, cleaned daily and individually climate-controlled.

	
	Meals
	Servers present, fresh, variety, labeling, alternate for Pork products, accommodates conference agenda

	
	Conference Facilities


	Plenary Hall seating and equipment set-up to facilitate maximum participation and visibility of images and text projected on large screens in multiple languages (i.e. free from obstruction); Lectern, interpretation equipment and loud speaker system set-up to complement seating arrangement encouraging maximum interaction between speakers, moderators/panelists and participants; Equipment and seating set-up prior to required availability; climate controlled, adequately lit, availability of water, writing pads with pens/pencils, and flip chart with easel, conference signs

Working Group Room seating and equipment set-up to facilitate maximum participation and visibility of images and text projected on large screens in multiple languages (i.e. free from obstruction); Lectern, interpretation equipment and loud speaker system set-up to complement seating arrangement encouraging maximum interaction between speakers, moderators/panelists and participants; Equipment and seating set-up prior to required availability, climate controlled, adequately lit, availability of water, writing pads with pens/pencils, and flip chart with easel, conference signs,  co-located with other assigned rooms

Administrative Office set-up to facilitate administration of conference, Equipment and seating set-up prior to required availability, climate controlled, adequately lit, ability to be secured, internet capability, availability of phone, co-located to Plenary Hall.

	
	Interpretation Equipment
	State-of-the-art, fully functional Simultaneous Interpretation Booths each with sufficient seating to comfortably accommodate two (2)interpreters simultaneously ; State-of-the-art, clean, fully functional headphones with receivers for each conference attendee; Equipment set-up and tested prior to required availability; Availability of  technician to correct malfunctions with minimal disruption to program delivery

	
	Miscellaneous Equipment
	Large screens free from stains, wholes, tears, etc. State-of-the-art, fully functional clip-on microphone, handheld microphone, lectern with microphone, and table discussion microphones; Positioning of table discussion microphones  to maximize accessibility of speakers, moderators/panelists, and conference attendees, Equipment set-up and tested prior to required availability, Availability of technician to correct malfunctions with minimal disruption to program delivery.

	
	Media Services
	State-of-the-art, fully functional copier with ability to sort, staple and mass produce large quantities rapidly; GCMC availability to access copier; Ability of copier to accept U.S. Letter size paper

Fully functional fax with international and local capability; GCMC availability to access

Fully functional phone with international and local calling capability; GCMC availability to access

24 hour Internet Connectivity


10.  REVIEWS ‑ Indicate any progress review meetings.

11.  REPORTING ‑ Specify that the Contractor must submit written progress reports to the contracting officer (and the COR, if used) and the frequency of the reports (e.g., monthly, bimonthly, quarterly).  Specify the desired contents of the reports, such as technical progress and fund expenditure.)

12.  APPLICABLE DOCUMENTS.

13.  DELIVERABLES.  (List the products to be produced.  For each, indicate quantity, place of delivery, and schedule of delivery.  If a written report is desired specify what is wanted, i.e., five pages typewritten, with footnotes, bibliography, on 5 1/4" computer disc in Word format, etc.  All dates in the PWS should be stated relative to the date of contract award.)

14. OTHER.  (Insert other applicable information such as workload data, a list of exhibits, etc.)

15.  CONTRACTING OFFICER’S REPRESENTATIVE (COR).  (A nomination letter must be submitted by this individual’s supervisor with the PR&C package.  This paragraph is to be used only on short-term contracts (less than one year); otherwise the COR shall be appointed by separate letter.)  

15.1.  (Insert name of individual) is the designated Contracting Officer’s Representative (COR) for this contract.  

15.2.  The COR shall verify the Contractor performs the technical requirements of the contract in accordance with the contract terms, conditions and specifications.  The COR shall perform, or cause to be performed, necessary inspections and verify the Contractor has corrected all deficiencies.  The COR shall perform acceptance of services performed under this contract for the Government and maintain liaison and direct communications with the Contractor.  The COR shall monitor the Contractor’s performance, notify the Contractor of deficiencies observed during surveillance, and direct appropriate action to effect correction.  The COR shall record and report to the Contracting Officer incidents of faulty or nonconforming work, delays or problems.  The COR shall ensure that necessary Government-furnished property is available when required.  

15.3.  The COR is not empowered to award, agree to, or sign any contract or contract modification, or in any way to obligate the payment of money by the Government.  The COR may not take any action that may affect contract or delivery order schedules, funds or scope.  All contractual agreements, commitments or modifications that involve price, quantity, quality, delivery schedules, or other terms and conditions of the contract shall be made by the Contracting Officer.  The COR may be held personally liable for any unauthorized acts.

15.4.  This designation as a COR shall remain in effect through the life of this contract, unless sooner revoked in writing by the Contracting Officer.
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