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DEPARTMENT OF THE AIR FORCE
HEADQUARTERS AIR FORCE SPACE COMMAND 

	23 April 2001


MEMORANDUM FOR
AFSPC CPARS Unit Focal Points



AFSPC CONS/CCs

	FROM:
	HQ AFSPC/LGC
150 Vandenberg St Ste 1105
Peterson AFB CO  80914-4350

fillin FROM: \o


	SUBJECT:
	Info. Ltr 2001-03, Guidance on Electronic Contractor Performance Assessment Reporting System (CPARS)


REFERENCE:  Air Force Guide to CPARS, December 2000, http://www.cpars.navy.mil/cparsfiles/USAFGUIDE.pdf
The following information contained in INFO.LTR-2001-03 is instructive in nature with respect to the duties of AFSPC personnel in electronically accomplishing past performance evaluations on Contractors through the Contractor Performance Assessment Reporting System (CPARS).  The CPARS is located on the web at http://www.cpars.navy.mil/.  (As a point of clarification, “CPARS” means the CPAR system; whereas, “CPAR” is the electronic evaluation form for each contract which is contained within the CPARS—the information collected electronically in the CPARS is similar to what was previously collected manually on the AFMC 162A-1 in FY98-FY00.)  The following procedures are recommended for ensuring CPARs are completed within 120 days after the end of the period of performance.  Complete and accurate information to support the ratings given is essential to the usefulness of this system.  All parties participating in the completion of CPARs are reminded that performance must be tied to contract requirements.

Unit CPARS Focal Point

The unit CPARS focal point is responsible for the system administration of CPARS collection.  Focal point duties are explained in the above AF Guide, paragraph 4.2.  The unit focal point has the sole authority within each unit to assign access to the CPARS—including Contractor authorization.  The unit focal point may also view all CPARs for each unit which are in process or have been completed by your unit, however, the focal point does not input the performance evaluation data contained in the electronic CPAR—that duty is accomplished by the evaluators/assessing official (Program Manager Representatives/Program Manager/Assessing Official).  The following individuals are the AFSPC unit CPARS focal points:

	Unit
	Focal Point

	21 SW/Peterson AFB, CO
	Ron Hoskinson

	30 SW/Vandenberg AFB, CA
	Velma Davis

	45 SW/Patrick AFB, FL
	Judi Batchelor

	50 SW/Schriever AFB, CO
	Christine Barge

	90 SW/F.E. Warren AFB, WY
	Warren Hart

	341 SW/Malmstrom AFB, MT
	Al Weed

	821 SPTS/Buckley AFB, CO
	Linett LoManto

	AFSPC/CONF
	Margaret Wages


Data Entry

The individual authorized access for the data entry duties is responsible for completing Blocks 1 through 14 of the CPAR.  In most cases, this information is input by a member of the contracting team (e.g., procurement technician, contract specialist or contracting officer).

Program Manager Representatives/Assessing Official Representatives

Blocks 15 through 20 of the CPAR are completed by the Program Manager  Representatives/Assessing Official Representatives (PM Reps).  Currently, the CPARS will accept up to four PM Reps per contract; the number of PM Reps will be increased in an upcoming CPARS change.   In those contracts which were written under AFI 63-124, Performance-Based Services Acquisition, all contracts over $100k should have a Business Resource Advisory Group (BRAG) which is responsible for evaluating past performance on their contract.  The BRAG (e.g., technical, functional, contracting, Small Business Specialist, quality assurance and other specialties as needed (such as, finance and JAG)) is responsible for inputting past performance evaluations in the CPARS.  If a contract has multiple sites (e.g., Geographically Separated Units) which will be providing evaluation input on a CPAR, each site should provide a separate evaluation for that site to the BRAG.  The culmination of those evaluations should be rolled up into the unit CPAR by the BRAG which will include a descriptive evaluation for each site within the narrative.

For those contracts which were not written under AFI 63-124, the PM Reps should be functional experts, quality assurance personnel, contracting personnel and program requirements personnel—individuals knowledgeable of the Contractor’s performance.  That team should convene/coordinate the input of the evaluation into the CPARS—similar to the process used when providing input via the AFMC 162A-1, CPAR-Nonsystems manual form.  

The mechanics of the CPARS are such that PM Rep inputs must be done serially.  As there may be up to four PM Reps designated per contract, it is imperative that the PM Reps coordinate their input with each other.  Only after the final PM Rep in the sequence has completed their input will the report move forward in the CPARS.  Therefore, all PM Reps (except the last PM Rep to input on the CPAR) must select:  Save Data and Finish Later.   Only the last PM Rep who will be inputting evaluation information should select:  Validate and Send to the PM.  Once the evaluation is sent to the PM, all PM Reps will be prohibited by the CPARS from making changes to the CPAR.  If the PM Reps need to make additional changes after the CPAR has been transmitted to the Program Manager/Assessing Official (PM/AO), the changes must be coordinated through the PM and the contracting officer prior to transmission of the CPAR to the Contractor.   

Program Manager/Assessing Official (PM/AO)

After the CPAR is sent to the PM/AO by the last PM Rep, the PM/AO has the capability of changing the CPAR (Blocks 1 through 20) prior to sending to the Contractor.  The PM/AO is responsible for the quality check and comprehensiveness of the information contained on the CPAR prior to sending to the Contractor.  The PM/AO must complete Block 21 of the CPAR prior to sending to the Contractor.  

Once the PM/AO sends the CPAR to the Contractor, the Government is locked out of CPARS to comply with the mandatory 30 day review/comment period each Contractor has.   

PM/AO duties will generally be performed by the following:  program manager (where applicable), contracting officer or contracting team lead/manager.  It is important to note that the contracting officer MUST review each CPAR prior to submittal to the Contractor--this ensures cohesiveness between the data submitted to the contracting officer as a part of standard contract administration (e.g., monthly certificates of service, award fee information, contractual changes) and the evaluation on the CPAR.

Contractor

When the Contractor has completed their review/comments (or if 30 days have lapsed since the CPAR was sent to the Contractor), the CPAR is returned to the PM/AO.  At that point, the PM/AO will determine if there are significant differences between the Government and Contractor evaluations.  If there are no differences, and the Contractor selects “I concur” in the application, then the PM/AO will post the CPAR (validate and close), as is, to the CPARS.  Once it is posted, it is available for viewing by any authorized Government employee in the DoD Past Performance Automated Information System (PPAIS) for use in source selections.  At any point after posting to the CPARS, anyone authorized access for that specific contract, including the Contractor, may view the evaluation in the CPARS.

Reviewing Official

If there are significant differences between the Government and Contractor evaluations, the PM/AO will forward the CPAR to the Reviewing Official (R.O.) for that contract.  The AF Guide states that for Services and Information Technology, the R.O. is one level above the Assessing Official/Program Manager.  For AFSPC, the R.O. will be, as follows:

	Category of Contract
	Reviewing Official

	Contracts with Award Fee
	Fee Determining Official

	Contracts without Award Fee
	CONS/CC


Access Authorization Matrices

The access authorization matrices for each contract requiring a CPAR should be completed so that evaluation inputs can begin on 1 Oct 01.  Training on the electronic CPARS will be provided by the AFSPC unit focal points.  

Unit CPARS focal points may supplement this guidance to address the particulars of your organizational structure.  Should you have any questions concerning the above, please contact Margaret Gillam, (719) 554-2652; DSN:  692-2652 or e-mail:  Margaret.Gillam@peterson.af.mil.



//signed//



BRADLEY R. BUSCH, Col, USAF



Chief, Contracting Division

cc:  SMC/PKO (Maj Bynum/Mr. Hass)
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