OSPI Contract Planning and Risk Assessment 

Planning and Risk Assessment – Part 2
Contractor Evaluation and Feedback
This section of the Planning and Risk Assessment must be completed after close or termination of the contract.  The completed Planning and Risk Assessment must be submitted to Fiscal with the final invoice for payment.  Retain a copy for your program files.
	CONTRACTOR NAME
	     

	CONTRACT NUMBER 
	

	CONTRACT MANAGER
	


A. AUDITS AND/OR MONITORING
	ISSUE
	COMMENTS

	Were audits required for this contract?  If so, were they completed (e.g., A-133)? (If “NO,” skip to Part B.)
	     

	Was a risk assessment completed to determine whether an audit would be necessary?
	     

	What, if any, audit coverage was necessary to assure appropriate spending of State funds?
	     

	Was corrective action necessary? 
	     

	Were questioned costs resolved?
	     

	Were there findings as a result of the audit? 

If so, were they resolved?
	     


B. VENDOR PERFORMANCE

Document how the services/deliverables provided by the Contractor fulfilled the requirements of the contract.

	Performance Rating Scale – Provide a score for each functional area below using the following scale:

	N/A
	1
	2
	3

	Not Applicable 
	Did Not Meet Expectation
	Met Expectation
	Exceeded Expectation

	Functional Area
	Score

	 1.  Performed statement of work/technical specification requirements to agency expectation
	     

	 2.  Performed technical work using approved standards, tools, and methods
	     

	 3.  Used effective project management skills throughout project (planning and monitoring)
	     

	 4.  Performed work within project schedule
	     

	 5.  Performed work within project budget
	     

	 6.  Performed work in compliance with agency policies and procedures
	     

	 7.  Demonstrated professional communications (oral and written)
	     

	 8.  Provided accurate and properly constituted invoicing
	     

	 9.  Provided timely response and resolution to any problem or issue
	     

	10. Overall satisfaction with Contractor
	     

	Total Score
	     

	Comments – Provide comments on any functional areas above, overall performance & other applicable issues.       


C. POST-CONTRACT FOLLOW-UP PROCEDURES

	ISSUE
	COMMENTS

	If the Contractor developed deliverables or products that became property of OSPI, did they apply the appropriate Creative Commons Attribution License?
	     

	Do any activities need follow-up?
	     

	Were all invoices received and paid?
	     

	Is follow-up on audit findings needed?
	     

	Were program objectives and outcomes evaluated and assessed?  Please describe.
	     

	Has all documentation of monitoring activities been placed in the original Agency contract file (located in Fiscal)?  Contract files should include, for example, copies of letters and e-mails, meeting notes, record of key phone conversations, etc., as evidence that conscientious monitoring has occurred during the contract. This is especially important where there are issues with the Contractor’s performance.
	     


________________________________________ 
___________________________

Contract Manager Signature


          Date      
The Contract Manager is the only person who can complete and sign this Contractor Evaluation and Feedback form. 
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