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COURSE DESCRIPTION





The Performance Work Statement is the most critical document of the entire contracting process. It determines what your organization will have to live with for years to come. This workshop takes you through the process of writing a Requirements Document and shows you, step-by-step, how to deliver a solid, professional PWS. You will learn how the contractor views the PWS and how what you write determines how he will bid and what his advantages will be. You will learn how to build the absolute best PWS in a thorough, hands-on course.

Workshop Objectives

To learn to develop performance-oriented statements of work (PWS) and quality assurance surveillance plans (QASP) for commercial functions.

· Gain the in-depth understanding you need to master the complete development process 

· Receive a PWS Toolkit on CD, filled with step-by-step instructions, a model document with Government approved text included, examples, tip sheets, checklists, forms and resources that you will use in writing your PWS 

· Learn how to quickly identify your organization’s requirements and other critical factors and blend them into the model template given to you in this class 
· Develop innovative ideas, plans and strategies, in class, tailored to your organization and designed to empower you to build your document into a dynamic, strong, effective work statement 

· The Performance Work Statement Overview

-What is a PWS
Definitions, policy and guidance
-Why the PWS is crucial to the success of an A-76 competition
-How the PWS fits into the solicitation
-PWS Membership, roles and responsibilities
-Team selection criteria
-Qualifications—the skills you need to write a PWS
-Where to get help
–Firewalls
-Hiring prohibitions for those involved in writing the PWS

· How the PWS affects the Agency Cost Estimate 

· How the PWS determines the level of service your organization will receive

· The PWS timelines and Milestone Schedule

· How to write a PWS, Step-by-step

· Writing a results-oriented A-76 Performance Work Statement using Performance-Based Contracting Rules

· Characteristics and benefits of Performance-Based PWSs*

· PWS content and format

· Determining Scope of work*

· Conducting the Job Analysis

-Tools and techniques
-The Work Breakdown Structure & Tree Diagrams*
-Data collection and analysis
-Analyzing an organization
-Performance standards
-Workload data
-How to define the quantity and quality of work needed*
-Workload estimates

· Government Furnished Property and Services*

-Types of property and services
-Pro’s and Con’s of furnishing items as GFP
-FAR requirements
-How to decide what to provide

· Contractor Furnished Items

-Pro’s and Con’s of contractor furnished items
-How to decide what to require of the contractor
-Examples of contractor furnished items

· Describing the level of service you require*

· Nailing down the requirements*

-The difference between requirements, needs, wants, and desires
-What makes it a requirement?

· Performance Requirements Summary

-How to write a requirement so it conveys precisely what you need
-Telling what you need, not how to do it
-How to develop performance standards
-Minimum essential services

· Technical Exhibits

-Historical workload data
-Historical quality factors

· Checklist—The Complete PWS 

-The Model PWS—formatted, with full text included 
-How to Develop Quality standards*
-Required reports
-Modifying the PWS after publication
-How to reduce likelihood of a need for PWS modifications
-Common sense strategies
-PWS Toolkit on CD
-PWS exercises*

· Relationship of the PWS to the Agency Cost Estimate

· Reviewing and Coordinating the PWS

· Amending the PWS

-When to do it
-How to make the changes
-Review and approval of the changes

· Overview of the QASP (Quality Assurance Surveillance Plan) Development

-Purpose of the QASP
-Inspection and Acceptance of Services
-Quality Control vs. Quality Assurance
  --Roles and responsibilities of contractors and the government
  --FAR Requirements
  --The importance of quality control and assurance
-Roles and responsibilities of quality assurance personnel
-How to write a QASP
  --Content and format
  --The Steps
-The Performance Requirements Summary
-What is an “Acceptable Quality Level”
  --How to define it
  --How to develop the numbers
  --Examples
-Determining surveillance methods, schedules and requirements
-Performance discrepancy reports
  --Corrective action 
-Incentives and Deductions…how to use them

· Terminations

· Best practices and Lessons Learned

**Case Study Exercises will be conducted to give attendees hands-on experience with the critical elements of writing a PWS and QASP.





WHO SHOULD ATTEND/PREREQUISITES





This workshop is for Government managers, supervisors competitive sourcing staff, subject matter experts, and others who will be responsible for developing, reviewing, or approving Performance Work Statements or Quality Assurance Surveillance Plans.
Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds   to see if course will satisfy the core competency requirements in your Career Program or Career Field.





METHOD OF INSTRUCTION





Lecture with audience participation/interaction and classroom exercises. 





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible, but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. 





