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Purpose:

The purpose of this document is to identify and describe, in one place, the important aspects of each
performance measure. The intent isto ensure consstency Department-wide in the gereration and
reporting of assessment results. For each measure, the following information is provided:

1. Identification of the measure in question, along with the associated Performance Objective, and
BSC Perspective.

2. TheDefinition of the performance measure. The Definition isa”plan Englid’ explanation of
what the measure isintended to cover.

3. TheData Source for the performance measure. The Data Source is intended to identify the
chief source of datafor development of the measurement result.

4. The Data Generation for the performance measure. The Data Generation explains the
methodology for development of measurement results.

5. TheData Verification for the performance measure. The Data Verification identifies the
primary responsibilities relative to accuracy of the data generated and reported under the
measure. It dso describes data retention and records availability requirements as gpplicable.

6. The Measurement Formulafor the performance measure. The Measurement Formulaisa
description of exactly how the measurement results are to be derived.

7. The Measurement Notes applicable to the performance measure. As needed, this section
provides pertinent information concerning the conduct of the assessment under the measurein
question. It is an attempt to provide any relevant information concerning how to do the
measurement, what isincluded in the measure, etc. It isnot intended to cover the obvious,
but to cover important issues that may not normaly be obvious.

This document will be a“living” document, modified by ME-62 as needed.



Customer Perspective

Performance Objective: Customer Satisfaction

Performance Measure; Timeliness

Definition: Measuresthe extent of customer satisfaction with the timeliness of procurement
processing, planning activities, and on-going communicaions.

Data Source: Customer Survey or use of the Electronic Customer Feedback System (ECFS).

Data Generation: Accomplished by using ether the andardized survey insrument or the ECFS.
For the standardized survey instrument, the individual survey responses are entered into the Excel Data
Reduction Program which calculates reults.

Data Verification: Procurement Directors are responsible for accuracy of dataand retention of Excel
Program Reports and ECFS Reports in accordance with records management requirements. Reports
will be made available for compliance and/or HQ reviews.

Measurement Formula: For the standardized survey instrument: the number of customers responding
to the survey that are satisfied with timeliness divided by the tota number of customers responding to
the survey. For the ECFS: the automaticaly caculated percent of customers satisfied with timeliness.

Measurement Notes. Reporting offices are to use the standardized survey provided by HQ or the

ECFS. For the hard copy survey, reporting offices are encouraged to add additional questions that
have sgnificance on theloca leve, but do not include the responses to these questions in the results
reported to HQ.

For the standardized survey: dl offices are to survey a representative number of customers. In order
to ensure the Satistical accuracy of results, offices are to trive for aminimum of 30 survey responses.
For most offices, the primary customers are the Procurement Request generators - those programmatic
personne that utilize and benefit from the contractor provided goods and services. If gppropriate,
offices may aso wish to consder including program management, epecidly if there have been mgor
procurement actions during the reporting period. The customers sdlected for the survey should be from
the universe of customersthat utilized the services of the procurement office during the reporting period.

In the annua BSC report of assessment results, reporting offices are to describe the methodology used
for selection of customers surveyed, and describe the rationae for its use. Survey responses should be
anonymous (unless survey responder wishes to identify himsdf/hersdlf), and should dlow for the
provison of comments.



For the ECFS. Customers surveyed will be the Procurement Request generators. To the extent that
this universe of customersis supplemented in any fashion (e.g., by utilization of the standard survey for
customers not covered by the ECFS), the annud BSC report of assessment resultsisto include an
explanation.



Customer Perspective

Performance Objective: Customer Satisfaction

Performance Measure: Quality

Definition: Measuresthe extent of customer satisfaction with the qudity of goods and services
ddivered.

Data Source: Customer Survey or use of the ECFS.

Data Generation: Accomplished by using ether the sandardized survey insrument or the ECFS.
For the standardized survey instrument, the individua survey responses are ertered into the Excel Data
Reduction Program which caculates results.

Data Verification: Procurement Directors are responsible for accuracy of dataand retention of Excel
Program Reports and ECFS Reports in accordance with records management requiremerts. Reports
will be made available for compliance and/or HQ reviews.

Measurement Formula: For the sandardized survey insrument: the number of customers responding
to the survey that are satisfied with the quality of the goods and services delivered divided by the total
number of customers responding to the survey. For the ECFS. the automaticaly calculated percent of
customers satisfied with quality.

Measurement Notes. Reporting offices are to use the standardized survey provided by HQ or the
ECFS. For the hard copy survey, reporting offices are encouraged to add additional questions that
have sgnificance on thelocd leve, but do not include the responses to these questions in the results
reported to HQ.

For the sandardized survey: All offices are to survey a representative number of customers. In order
to ensure the satistica accuracy of results, offices are to strive for aminimum of 30 survey responses.
For most offices, the primary customers are the Procurement Request generators - those programmatic
personnel that utilize and benefit from the contractor provided goods and services. |f appropriate,
offices may aso wish to consder including program management, epecidly if there have been mgor
procurement actions during the reporting period. The customers selected for the survey should be from
the universe of customers that utilized the services of the procurement office during the reporting period.
In the annua BSC report of assessment results, reporting offices are to describe the methodology used



for selection of customers surveyed, and describe the rationde for its use.
Survey responses should be anonymous (unless survey responder wishes to identify himsdf/hersdlf), and
should alow for the provison of comments.

For the ECFS. Customers surveyed will be the Procurement Request generators. To the extent that
this universe of customersis supplemented in any fashion (eg., by utilization of the standard survey for
customers not covered by the ECFS), the annua BSC report of assessment resultsisto include an
explanation.



Customer Perspective

Performance Objective: Effective Service Partnership

Performance Measure: Extent of customer satisfaction with the
I esponsiveness, cooper ation, and level of communication
with the procurement office.

Definition: Measures customer perception of the level of respons veness, cooperation, and
communication with the procurement office, i.e., the “professiondisnT’ of the procurement steff.

Data Source: Customer Survey or use of the ECFS.

Data Generation: Accomplished by using either the standardized survey ingrument or the ECFS.
For the standardized survey instrument, the individua survey responses are entered into the Excel Data
Reduction Program which caculates results.

Data Verification: Procurement Directors are responsible for accuracy of dataand retention of Excel
Program Reports and ECFS Reports in accordance with records management requirements. Reports
will be made available for compliance and/or HQ reviews.

Measurement Formula For the sandardized survey insrument: the number of customers responding
to the survey that are stisfied with the professondisam of the procurement staff divided by the totd
number of customers responding to the survey. For the ECFS: the automatically calculated percent of
customers satisfied with the professondiam of the gaff.

Measurement Notes. Reporting offices are to use the standardized survey provided by HQ or the
ECFS. For the hard copy survey, reporting offices are encouraged to add additiona questions that
have sgnificance on the locd levd, but do not include the responses to these questions in the results
reported to HQ.

For the standardized survey: All offices are to survey a representative number of customers. In order
to ensure the satistica accuracy of results, offices are to strive for aminimum of 30 survey responses.
For most offices, the primary customers are the Procurement Request generators - those programmatic
personnd that utilize and benefit from the contractor provided goods and services. If appropriate,
offices may aso wish to consder including program management, epecidly if there have been mgor
procurement actions during the reporting period. The customers sdlected for the survey should be from
the universe of customersthat utilized the services of the procurement office during the reporting period.
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In the annua BSC report of assessment results, reporting offices are to describe the methodology used
for selection of customers surveyed, and describe the rationale for its use. Survey responses should be
anonymous (unless survey responder wishes to identify himsdf/hersdlf), and should dlow for the
provison of comments.

For the ECFS: Customers surveyed will be the Procurement Request generators. To the extent that
this universe of cusomersis supplemented in any fashion (e.g., by utilization of the sandard survey for
customers not covered by the ECFS), the annua BSC report of assessment resultsisto include an
explanation.
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Internal Business Perspective

Performance Objective: Acquisition Excellence

Performance Measure: Extent to which internal quality control
systems ar e effective.

Definition: Measures the extent to which qudity control systems are effective, particularly with respect
to compliance with laws and regulations, vendor sdection and performance, contract administration, and
subcontractor oversight.

Data Source: Procurement Manager’ s Sdf- Assessment Survey, loca protest data, compliance review
results.

Data Generation: Accomplished by usng sandardized survey indrument. Individua survey responses
are entered into the Excel Data Reduction Program which calculates results.

Data Verification: Procurement Directors are responsble for accuracy of dataand retention of Exce
Program Reports in accordance with records management requirements. Reports will be made
avallable for compliance and/or HQ reviews.

Measurement Formula Procurement Director’ s individual assessment of the extent to which internd
quality control systems are effective.

Measurement Notes. Procurement Directors have flexibility in conducting this survey. For some
offices, only the Procurement Director completes the survey. In others, the director and hishher senior
gaff complete the survey, and the scores are averaged. Either way is acceptable, provided that it is
consgtently gpplied over time - in other words, don’t switch back and forth each year. Pick a
methodology and gtick to it otherwise trend data can be negetively impacted.

This survey providesfor scoring onalto 5 bass, and dlows for assgnment of partia points (eg. 4.5,
3.2, etc). However, it is necessary to convert the survey results into a percentage format before
reporting the resultsto HQ. Therefore, 5 is equivalent to 100%, 4 to 80%, 3 to 60%, 2 to 40%, 1to
20%. Anoverdl rating of 4.7 would be equivdent to 94% (4.7 divided by 5).

When deve oping an assessment rating under the Procurement Manager’ s Salf- Assessment Survey, be
sure to consider the results of the most recent compliance review conducted of the procurement

organization.

Procurement Directors are dso to identify any sustained protests occurring during the assessment
period.
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Internal Business Perspective

Performance Objective: Most Effective Use of Contracting Approaches to
Maximize Efficiency and Cost Effectiveness - Use of Electronic Commerce

Performance Measure: Per cent of purchase and delivery orders
issued through electronic commer ce as a per centage of total
simplified acquisition actions.

Definition: Measuresthe percent of purchase and delivery orders issued through e ectronic commerce
as a percentage of total smplified acquisition actions.

Data Source: Electronic Purchase and Data Systems, Industry Interactive Procurement System
(1PS), DOE/C-Web, locd tracking systems.

Data Generation: Dataistabulated from the listed tracking systems.

Data Verification: Procurement Directors are responsible for accurately reporting results and
retention of records in accordance with records management requirements. Records will be made
available for compliance and/or HQ reviews.

Measurement Formula The number of purchase and ddivery ordersissued through dectronic
commerce divided by the total number of smplified acquisition actions.

Measurement Notes. Although most dectronic commerce actions under this measure are tracked in
DOE/C-Web, actions may aso include those processed under 11PS, GSA Advantage, reverse
auctions, and GSA’s e-commerce web Site.

When caculating this measure, note that purchase cards do not count as e ectronic commerce actions.

Accordingly, they should not be counted as part of the smplified acquigition base used to derive the
results for this measure.
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Internal Business Perspective

Performance Objective: Most Effective Use of Contracting Approaches to
Maximize Efficiency and Cost Effectiveness - Use of Electronic Commerce

Performance Measure: Per cent of synopses (for which widespread
noticeisrequired) and associated solicitations posted on
FEDBIZOPPSfor actions over $25,000.

Definition: Measuresthe percent of synopses that are required to be posted on the Government’ s
single point of entry, gpplicable to actions over $25,000 only. This messureistracked at the
Departmentd leve only; offices do not have to report on this measure.

Data Source: Electronic Purchase and Data Systems, Federal Procurement Data System- Next
Generation (FPDS-NG), 11PS, DOE/C-Web.

Data Generation: Dataistabulated from the listed tracking systems.

Data Verification: Procurement Directors are responsible for accuracy of data entered into the listed
tracking systems.

Measurement Formula: The number of synopses for actions over $25K that are posted on
FEDBIZOPPS divided by the total number of synopses for actions over $25K.

Measurement Notes. Actions posted on FEDBIZOPPS were previoudy required to be posted in the

Commerce Business Daily. Offices areto utilize eectronic methods and procedures (i.e. 11PS) to
ensure that the required synopses and notices reach FEDBIZOPPS.

14



Internal Business Perspective

Performance Objective: Most Effective Use of Contracting Approaches to
Maximize Efficiency and Cost Effectiveness- Use of Electronic Commerce

Performance Measure: Per cent of all new competitive acquisition
transactions over $100,000 conducted through €electronic
commer ce.

Definition: Measures the percent of competitive acquisition actions valued at over $100,000 that are
conducted through dectronic means (i.e., both the solicitation (if oneis required) and the natification of
award are conducted dectronicaly).

Data Source: I1PS and other to be defined.
Data Generation: Daaistabulated from the listed tracking systems.

Data Verification: Procurement Directors are responsible for accuracy of data entered into the listed
tracking systems.

Measurement Formula The number of new competitive acquisition transactions over $100K
conducted through eectronic commerce divided by the total number of new competitive acquisition
transactions over $100K.

Measurement Notes. Actions under this measure must be solicited (if required) and natification of
award done through I1PS.

For delivery orders under GSA schedule that are coded as competitive in the data tracking systems,
these actions do not normdly require any form of “solicitation” Therefore, they would count under this
messure if awarded dectronicaly.

Task orders under DOE multiple award contracts DO require solicitation of the selected contractors.

Therefore, both the task order solicitation action and resulting natification of award must be done
electronicaly to count under this measure.
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Internal Business Perspective

Performance Objective: Most Effective Use of Contracting Approaches to
Maximize Efficiency and Cost Effectiveness- Performance-Based Service
Contracts

Performance Measure: PBSCs awar ded as a per centage of total
eligible new service contract awards (applicable to actions
over $25,000).

Definition: Measures the number of new Performance-Based Service Contracts awarded as a
percentage of totd digible new sarvice contract awards for actions exceeding $100K.

Data Source: FPDS-NG.

Data Generation: Datais tabulated from the listed tracking system.

Data Verification: Procurement Directors are responsible for accuracy of data entered into the
FPDS-NG. Onaroutine bass, HQ will randomly sample pre and post award actions and compare
againg the FAR PBSC standards.

Measurement Formula: The number of new PBSC awards over $25K divided by the tota number of
eligible new service contract awards over $25K.

Measurement Notes. Theword “digible” refers to the fact that certain service contract awards are not
considered “digible” for processing in a performance- based fashion and are therefore excluded. These
exclusons are Condruction, A& E, and Utilities.

This measure includes M& Os, and dl task and delivery orders for services over the specified dollar
threshold.

The focus of the measure is new award actions only.
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Internal Business Perspective

Performance Objective: Most Effective Use of Contracting Approaches to
Maximize Efficiency and Cost Effectiveness- Performance-Based Service
Contracts

Performance Measure: Per cent of total eligible service contract
dollars obligated for PBSCs (applicable to all actions over
$25,000).

Definition: Measures the dollars obligated on performance-based service contracts (with a contract
vaue over $25K) as a percentage of tota digible service contract dollars obligated. This measureis
tracked at the Departmentd level only; offices do not have to report on this measure.

Data Source: FPDS-NG.

Data Generation: Datais tabulated from the listed tracking system.

Data Verification: Procurement Directors are responsible for accuracy of data entered into the
FPDS-NG. Onaroutine basis, HQ will randomly sample pre and post award actions and compare
againg the FAR PBSC standards.

Measurement Formula The amount of dollars obligated on PBSC awards whose current contract
vaueisover $25K divided by the total amount of dollars obligated on digible service contract awards
whose current contract vaue is over $25K.

Measurement Notes. Theword “digible” refers to the fact that certain service contract awards are not
considered “digible” for processng in a performance-based fashion and are therefore excluded. These
exclusons are Condruction, A& E, and Utilities.

This measure includes M& Os, and dl task and delivery orders for services over the specified dollar
threshold.

This action appliesto any dollars obligated on a performance- based service contract whose current
contract dollar value exceeds $25K.
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Internal Business Perspective

Performance Objective: Most Effective Use of Contracting Approaches to
Maximize Efficiency and Cost Effectiveness - Use of Competition

Performance Measure: Per cent of total dollarsobligated on
competitive acquisition actions over $2,500.

Definition: Measures the percent of dollars obligated on competitive acquisition actions over $2,500
compared to al actions over $2,500 This measureistracked at the Departmentd level only; offices do
not have to report on this measure.

Data Source: FPDS-NG.
Data Generation: HQ will generate datafrom the FPDS-NG.

Data Verification: Procurement Directors are responsible for accuracy of data entered into the
FPDS-NG.

Measurement Formula:

A+B+C+D
A+B+C+D+F+G

For the purposes of the above formula

A = Competed Under SAT (Smplified Acquistion)

B = Follow-on to Competed Action

C = Full and Open Compstition

D = Full and Open Competition After Excluson of Sources
E = Not Available for Competition

F = Not Competed

G = Not Competed Under SAT

As can be seen, actions not available for competition are excluded from congderation. Interagency
agreements are aso excluded.

Measurement Notes. This action gpplies to any dollars obligated during the fisca year on a contract
that was awarded competitively and whaose current contract dollar value exceeds $2500.
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Internal Business Perspective

Performance Objective: Most Effective Use of Contracting Approaches to
Maximize Efficiency and Cost Effectiveness - Use of Competition

Performance Measure: Per cent of acquisition actions competed
for actions over $2,500.

Definition: Measures the percent of new acquistion contract award actions competed for actions
over $2,500. This measureistracked at the Departmenta level only; offices do not have to report on
this measure.

Data Source: FPDS-NG.
Data Generation: HQ will generate datafrom the FPDS-NG.

Data Verification: Procurement Directors are responsible for accuracy of data entered into the
FPDS-NG.

Measurement Formula;

A+B+C+D
A+B+C+D+F+G

For the purposes of the above formula

A = Competed Under SAT (Smplified Acquidtion Transaction)
B = Follow-on to Competed Action

C = Full and Open Competition

D = Full and Open Competition After Excluson of Sources

E = Not Available for Competition

F = Not Competed

G = Not Competed Under SAT

As can be seen, actions not available for competition are excluded from consderation. Interagency
agreements are also excluded.

Measurement Notes: None.
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Internal Business Perspective

Performance Objective: Most Effective Use of Contracting Approaches to
Maximize Efficiency and Cost Effectiveness - Use of Competition

Performance Measure: Per cent of total dollarsobligated on
ordersover $2,500 under MACsthat were awarded using
thefair opportunity process.

Definition: Measures the percent of total dollars obligated on orders over $2,500 under Multiple
Award Contracts that utilized the fair opportunity process. This measureis tracked at the Departmental
level only; offices do not have to report on this measure.

Data Source: FPDS-NG.
Data Generation: HQ will generate datafrom FPDS-NG.

Data Verification: Procurement Directors are responsible for accuracy of data entered into FPDS-
NG.

Measurement Formula: Percent of total dollars obligated under actions that were awarded under A
below divided by the total number of dollars obligated for actions awarded under A through E.

A = Fair Opportunity Process
B = Urgency

C = One/Unique Source

D = Follow-On Contract

E = Minimum Guarantee

Measurement Notes:
The intent of this measure is to track dollars obligated on those orders whose current vaue is over

$2,500 that were awarded using the “fair opportunity” process as opposed to those that utilize urgency,
one/unique source, follow-on contract, or minimum guarantee.
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Internal Business Perspective

Performance Objective: Most Effective Use of Contracting Approaches to
Maximize Efficiency and Cost Effectiveness - Use of Competition

Performance Measure: Per cent of actionsfor ordersover $2,500
under MACsthat were awarded using the fair opportunity
process.

Definition: Measures the percent of actions for orders over $2,500 under Multiple Award Contracts
that utilized the fair opportunity process. Thismeasure istracked a the Departmenta level only; offices
do not have to report on this measure.

Data Source: FPDS-NG.
Data Generation: HQ will generate datafrom FPDS-NG.

Data Verification: Procurement Directors are responsible for accuracy of data entered into FPDS-
NG.

Measurement Formula: Number of actions reported for A below divided by the total number of
actionsfor A through E.

A = Fair Opportunity Process
B = Urgency

C = One/Unique Source

D = Follow-On Contract

E = Minimum Guarantee

Measurement Notes:
Theintent of this measure isto track the number of orders over $2,500 awarded using the ‘fair

opportunity” process as opposed to those that utilize urgency, one/unique source, follow-on contract, or
minimum guarantee.
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Internal Business Perspective

Performance Objective: Streamlined Processes - Procurement Administrative
Lead Time (PALT) for Acquisition

Performance Measure: Per cent of new competitive service awards
over $100,000 awarded within 120 days (except facility
management contracts): Determinethe number of daysfrom
receipt of offer (or solicitation closing date if applicable) to
date of award for each new award. Calculatethe percent of
actionsthat are awarded within 120 days.

Definition: Measures the percent of applicable awards that are processed within the specified time
period.

Data Source: FPDS-NG, Procurement and Assistance Tracking System (PATYS), local tracking
systems.

Data Generation: Dataisgenerated from FPDS-NG, PATS, and loca tracking systems.

Data Verification: Procurement Directors are respongble for accurately reporting results and
retention of records in accordance with records management requirements. Records will be made
available for compliance and/or HQ reviews.

Measurement Formula: Number of actions awarded within the time period divided by the total
number of actions.

Measurement Notes. This measure the percent of awards that are processed within the
Specified time period.

Each action is tracked from the receipt of offer (or solicitation closing date, if gpplicable) until dete of
award. Since the vast mgority of our competitive acquigition actions have solicitations, you will track
from the solicitation closing dete. On multiple award solicitations, you will be tracking the PALT on dl
awards made. Note that competed 8(a)s are classfied as full and open competition (after the excluson
of other than 8(a) sources) in the FPDS-NG. Therefore, count them in the calculations for this measure.
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Internal Business Perspective

Performance Objective: Streamlined Processes - Procurement Administrative
Lead Time (PALT) for Acquisition

Performance Measure: Per cent of ordersfor services placed
under the Federal Supply Schedulesthat exceed the micro-
purchase threshold and which require a Statement of Work
and a Request for Quotation that are awarded within 50
daysfrom the date of receipt of quotations. Determinethe
number of daysfrom receipt of offer (or solicitation closing
dateif applicable) to date of award for each new award.
Calculate the percent of actionsthat are awarded within 60
days.

Definition: Measuresthe percent of applicable awards that are processed within the specified time
period.

Data Source: PATS, locd tracking systems.

Data Generation: Datais generated from PATS and local tracking systems.

Data Verification: Procurement Directors are respongble for accurately reporting results and
retention of records in accordance with records management requirements. Records will be made

avallable for compliance and/or HQ reviews.

Measurement Formula: Number of actions awarded within the time period divided by the tota
number of actions.

Measurement Notes. This measure the percent of ordersthat are processed within the

Specified time period. These actions are defined in the GSA Multiple Award Schedules Program
Owner’s Manudl.
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Internal Business Perspective

Performance Objective: Streamlined Processes - Procurement Administrative
L eadtime for Financial Assistance.

Performance Measure: Per cent of new competitive awards that
are awarded within 245 days. Deter mine the number of days
from receipt of application (or solicitation closing dateif
applicable) to date of award for each new award resulting
from a competitive solicitation. Calculate the percent of
award actions that are awarded within 245 days.

Definition: Measures the percent of applicable awvards that are processed within the specified time
period.

Data Source: PADS, PATS, locd tracking systems.
Data Generation: Dataisgenerated from PADS, PATS, and locd tracking systems.

Data Verification: Procurement Directors are responsible for accurately reporting results and
retention of records in accordance with records management requirements. Records will be made
avallable for compliance and/or HQ reviews.

Measurement Formula: Number of actions avarded within the time period divided by the totd
number of actions.

Measurement Notes: This measure assesses the percent of ordersthat are processed within the
specified time period.

Each action is tracked from the recaipt of the gpplication (or solicitation closng date, if gpplicable) until
date of award. However, there are some competitive actions in the assstance arenawhere the
evaluation and selection process is done by the program offices, and procurement doesn' t see the
action until the selected gpplication is forwarded to procurement for award. 1n these ingances, you will
need to make sure that program provides you with the solicitation closing date, or the date the actud
application was received (in the case of the opervrolling solicitations). We redize that thisincludes time
that is not within the control of the procurement office, but we are to track it anyway. Note that on
multiple award solicitations, you will be tracking the PALT on al awards made.
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Internal Business Perspective

Performance Objective: Streamlined Processes - Procurement Administrative
L eadtime for Financial Assistance.

Performance Measure: Aver age number of daysto process a new
competitive award: Determinethe number of daysfrom
receipt of application (or solicitation closing dateif
applicable) to date of award for each new award resulting
from a competitive solicitation. Add up the number of days
and divide by the number of award actions.

Definition: Measures the average number of daysit takes to process a new competitive financia
assistance award.

Data Source: PADS, PATS, locd tracking systems.
Data Generation: Datais generated from PADS, PATS, and locd tracking systems.

Data Verification: Procurement Directors are responsible for accurately reporting results and
retention of records in accordance with records management requirements. Records will be made
avallable for compliance and/or HQ reviews.

Measurement Formula: Totd number of daysit takesto process al new award actions divided by
the number of award actions.

Measurement Notes: Each action istracked from the receipt of the gpplication (or solicitation closing
date, if gpplicable) until date of avard. However, there are some competitive actions in the assstance
arenawhere the evauation and sdection processis done by the program offices, and procurement
doesn’ t seethe action until the selected gpplication is forwarded to procurement for award. Inthese
ingtances, you will need to make sure that program provides you with the solicitation closing date, or the
date the actual gpplication was recaeived (in the case of the open/rolling solicitations). We redlize that
this includes time that is not within the control of the procurement office, but we are to track it anyway.
Note that on multiple awvard solicitations, you will be tracking the PALT on dl awvards made.

25



Internal Business Perspective

Performance Objective: Reduction in Overage Instruments

Performance Measure: Per cent reduction in overage acquisition
and financial assistance instruments.

Definition: Measures the percent reduction in the number of contract and assstance actionsin the
overage closeout satus.

Data Source: FPDS-NG and locd tracking systems and other undefined.
Data Generation: Dataisgenerated from the listed tracking systems.

Data Verification: Procurement Directors are responsible for accurately reporting results and
retention of records in accordance with records management requirements. Records will be made
available for compliance and/or HQ reviews.

Measurement Formula: Take the baance of overage instruments at the beginning of the year and add
any new actions occurring during the reporting period. From this total, subtract the number of actions
processed during the reporting period. Compare this new tota with the original beginning balance, and
caculate the percent difference.

Measurement Notes. This measure tracks the percent reduction in the number of overage ingruments
during the course of the fiscd year. Each office will be expected to reduce its tota number of overage
instruments by at least 10% by the end of the fiscd year. Note that we are talking about overage
indruments only, not dl ingruments in inactive/closeout datus.

For acquisition awards, DOE has requested that the FPDS-NG be modified to track overage
instruments. If successful, it may not be ready for FY 2005 reporting. Therefore, we will provide
guidance a alater point on how to generate this information for FY 05.

For Financia Assistance awards, this measure will continue to be caculated by using the PADS Close-
Out Progress by Award Office Report (the old #765 Report) which tracks financid assstance a dl
dollar values. Thisisthe universe of awardsto be included in the base.

Note: In tabulating the results for this measure, you must use the “ frozen” data base for
the specified FY as described below. If you request a Close-Out Progress by Award Office
Report without specifying that it be fromthe * frozen” data base, it will be generated from
the “ production” data base which is continually changing, even for a year that is already
“frozen.” We must stick with the frozen data base so that we will all be working from the

26



same set of figures. So, as an example, for FY 2005 your beginning balance would be the
balance at the end of FY 2004 using the FY 2004 frozen data base. Your ending balance for
FY 2006 would be the end of year frozen data base for FY 2005. Same procedure for future
years.

It isrecognized that during the cour se of the year new instrumentswill be added to the
overage status. Therefore, you will need to handle the new instruments while decreasing the
original backlog by at least 10%.

We are combining the acquisition and ass stance totas together rather than tracking the reductions
separately in order to give you more flexibility during the fisca year in meeting your target reduction. If,
a the end of the fisca year, your total number of overage instrumentsis greeter than at the beginning of
the year, you are to report this as a negative percentage.

Examples

Beginning of fiscd year tota count: 379  Beginning of fiscd year tota count: 379

End of fiscd year totd count: 299  Endof fisca year tota count: 415
Difference: 80 Difference (36)
Reported % reduction: 21% Reported % reduction: -9%
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Internal Business Perspective

Performance Objective: On-Time Delivery

Performance Measure: Per centage of contracts wher e contractual
delivery date meets actual delivery/acceptance date.

Definition: Measures the percentage of contracts where contractua ddlivery date meets actud
delivery/acceptance date. Applies only to procurement actions over $1M.

Data Source: Past Performance Data Base, loca deliverable tracking systems.
Data Generation: Dataisgenerated from the listed tracking systems.

Data Verification: Procurement Directors are respongble for accurately reporting results and
retention of records in accordance with records management requirements. Records will be made
available for compliance and/or HQ reviews.

Measurement Formula: Number of contracts completed on-time divided by the total number of
completed contracts.

Measurement Notes. Traditionaly, much flexibility has been provided to the Procurement Directorsin
determining how to define “on-time delivery,” provided that the approach was used consstently. This
flexibility was permitted because of the wide range of contract types awarded throughout the
Department (supply contracts with numerous line item ddliverables, service contracts with no “hard”
deliverables, research contracts with no deliverables other than apossble fina report, etc.). Although
some flexihility is il required in the gpplication of this measure, the following information is provided in
an atempt to provide for more consistency among the procurement offices.

The focus of this measure is the percent of contracts where delivery was made on-time as opposed to
the percent of contract line items delivered onrtime. Assuch, it is suggested that a contract not count
under this measure until the existing contract time period (base period, option period, etc.) has expired.
The contract counts &t the end of the base period, and then again at the end of each option period. If
the contract contained specificaly identified line item deliverables, then the issue is whether or not the
line items were delivered within the time period specified in the contract (as modified). If there were
numerous line item ddliverables, and not dl were ddivered timely, then prudent judgement by the
procurement office (perhaps with input from program personnd) will be needed in determining whether
to count the entire contract astimely or not. A key contract item not delivered in time would be
sgnificant. But afew minor deliverables among hundreds may not be sgnificant.

For research contracts and other efforts where the only ddiverable may be afind report, wasiit
delivered within the time period specified in the contract?
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For support service contracts, were the services delivered within any time restrictions defined in the
contract?

Many contracts require the submission of periodic management or administrative reports (cost reports,
manpower reports, etc.) that are incidental to the actual performance of work under the contract. The
timely submission of these reports may be of benefit in helping support the decision that a contractor is
timely or not. But the submission of these reports should not be the sole factor in determining timeliness.
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Internal Business Perspective

Performance Objective: Supplier Satisfaction

Performance Measure: Extent of supplier (i.e. contractor/vendor)
satisfaction with the responsiveness, cooper ation, and level of
communication with the procurement office.

Definition: Measuresthe extent of supplier (i.e., contractor/vendor) satisfaction with the
respongveness, cooperation, and level of communication with the procurement office.

Data Source: Vendor Survey.

Data Generation: Accomplished by usng sandardized survey insrument. Individua survey responses
are entered into the Excel Data Reduction Program which caculates results.

Data Verification: Procurement Directors are responsible for accuracy of dataand retention of Excel
Program Reportsin accordance with records management requirements. Reports will be made
available for compliance and/or HQ reviews.

Measurement Formula: Number of suppliers responding to the survey that are satisfied with the
respongveness, cooperation, and level of communication divided by the total number of suppliers
responding to the survey.

Measurement Notes: Reporting offices are to use the standardized survey provided by HQ.
Reporting offices are encouraged to add additional questions that have significance on the locd leve,
but do not include the responses to these questions in the results reported to HQ.

All offices areto survey a representative number of suppliers. In order to ensure the Satistical
accuracy of results, offices are to strive for aminimum of 30 survey responses. The suppliers selected
for the survey should be from the universe of suppliersthat had active contracts during the reporting
period. Although the primary focus of this measure is acquistion contractors, purchase order vendors
and financia assistance recipients may be included if they represent a substantia portion of the
workload. 1nthe annua BSC report of assessment results, reporting offices are to describe the
methodology used for selection of suppliers surveyed, and describe the rationale for its use.

Survey responses should be anonymous (unless survey responder wishes to identify himsdf/hersdf), and
should alow for the provison of comments.
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Internal Business Perspective

Performance Objective: Socioeconomics

Performance Measure: Per cent Achievement of Assigned Goals

Definition: Measures the percent achievement of assigned socioeconomic goals.

Data Source: FPDS-NG, Electronic Subcontract Reporting System (ESRS), Office of Smdl and
Disadvantaged Business Utilization, locd tracking systems.

Data Generation: Daais tabulated from the listed tracking systems.
Data Verification: Procurement Directors are respongble for accurately reporting results and
retention of records in accordance with records management requirements. Records will be made

available for compliance and/or HQ reviews.

Measurement Formula: Each office is to calculate the percent to which each assgned socioeconomic
goa was achieved, then combine results for an overal average achievement.

Measurement Notes: None
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Learning and Growth Perspective

Performance Objective: Accessto Strategic Information

Performance Measure: T he extent to which reliable procurement
management infor mation systemsarein place.

Definition: Measuresthe extent to which reliable procurement management information sysems arein
place. It congdersthe quality of in-house management information systems, eectronic reporting of data
to the FPDS, whether or not customers can access red-time award data, etc.

Data Source: Procurement Manager’ s Salf Assessment Survey (Data Collection).

Data Generation: Accomplished by usng sandardized survey ingrument. Individua survey
responses are entered into the Excel Data Reduction Program which caculates results.

Data Verification: Procurement Directors are responsible for accuracy of dataand retention of Excel
Program Reports in accordance with records management requirements. Reports will be made
available for compliance and/or HQ reviews.

Measurement Formula Procurement Director’ sindividua assessment of the extent to which rdiable
procurement management information systems are in place.

Measurement Notes. Procurement Directors have flexibility in conducting this survey. For some
offices, only the Procurement Director completes the survey. In others, the Director and his’her senior
gaff complete the survey, and the scores are averaged. Either way is acceptable, provided that it is
consgtently gpplied over time - in other words, don’ t switch back and forth each year. Pick a
methodology and stick to it otherwise trend data can be negatively impacted.

This survey provides for scoring on al to 5 basis, and dlows for assgnment of partid points (e.g. 4.5,
3.2, eic). However, it is necessary to convert the survey results into a percentage format before
reporting the resultsto HQ. Therefore, 5 is equivalent to 100%, 4 to 80%, 3 to 60%, 2 to 40%, 1 to
20%. An overdl rating of 4.7 would be equivaent to 94% (4.7 divided by 5).
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Learning and Growth Perspective

Performance Objective: Employee Satisfaction

Performance Measure: Superior Executive L eadership

Definition: Measures employee perception of organizationa culture and vaues, professondism of
procurement management, and extent of empowerment.

Data Source: Employee Survey.

Data Generation: Accomplished by usng standardized survey indrument. Individua survey
responses are entered into the Excel Data Reduction Program which caculates results.

Data Verification: Procurement Directors are responsible for accuracy of dataand retention of Excel
Program Reports in accordance with records management requirements. Reports will be made
available for compliance and/or HQ reviews.

Measurement Formula: Number of employees responding to the survey that are satisfied with the
quality of executive leadership divided by the total number of employees responding to the survey.

Measurement Notes: Reporting offices are to use the standardized survey provided by HQ.
Reporting offices are encouraged to add additiona questions that have significance on the locd levd,
but do not include the responses to these questions in the results reported to HQ.

For this measure, “employee’ is defined as any person working in the procurement office who reports
to the Procurement Director for supervison. Thisincludes secretarid and adminidtrative saff. Severd
offices have indudtria relations/contractor human relations staffers or other “non- procurement” staffers
who report to the Procurement Director for supervison. These staffers do not do normal procurement
work, but since they report to the Procurement Director for supervison, they are to count in the
employee survey (but they do not count towards calculation of the cost to spend rétio).

All active employees should be surveyed.
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Learning and Growth Perspective

Performance Objective: Employee Satisfaction

Performance Measure: Quality Work Environment

Definition: Measures employee s degree of satisfaction with tools available to perform the job, with
mechanisms in place to ensure effective communications to accomplish job requirements, and with
current benefits and job security.

Data Source: Employee Survey.

Data Generation: Accomplished by usng sandardized survey ingrument. Individua survey
responses are entered into the Excel Data Reduction Program which calculates results,

Data Verification: Procurement Directors are responsible for accuracy of data and retention of Excel
Program Reports in accordance with records management requirements. Reports will be made
available for compliance and/or HQ reviews.

Measurement Formula: Number of employees responding to the survey that are satisfied with the
level of quality of the work environment divided by the total number of employees responding to the
urvey.

Measurement Notes. For this measure, “employee’ is defined as any person working in the
procurement office who reports to the Procurement Director for supervison. Thisincludes secretarid
and adminigrative Saff. Severd offices have industrid relations/contractor human relations staffers who
report to the Procurement Director. These staffers do not do norma procurement work, but are usualy
dedicated to the M&Os.  Since they report to the Procurement Director for supervision, they areto
count in the employee survey (but they do not count towards calculation of the cost to spend ratio).

All active employees should be surveyed.



Learning and Growth Perspective

Performance Objective: Organization Structured for Continuous | mprovement

Performance Measure: Assessment of the level of continuous
improvement including existence of an effective quality
culture, extent of benchmarking and other improvement
Initiatives, and strategic planning actions.

Definition: This measure consders the extent of benchmarking and other improvement initiatives, the
exisence of an effective qudity culture, exisience of strategic planning actions, etc.

Data Source: Procurement Manager’ s Sdf-Assessment Survey (Misson Gods).

Data Generation: Accomplished by using sandardized survey indrument. Individua survey
responses are entered into the Excel Data Reduction Program which caculates results.

Data Verification: Procurement Directors are responsible for accuracy of data and retention of Exce
Program Reports in accordance with records management requirements. Reports will be made
available for compliance and/or HQ reviews.

Measurement Formula: Procurement Director’ sindividua assessment of the levd of continuous
improvement that exists within the organization.

Measurement Notes. Procurement Directors have flexibility in conducting this survey. For some
offices, only the Procurement Director completes the survey. In others, the director and hishher senior
staff complete the survey, and the scores are averaged. Either way is acceptable, provided thet it is
consgtently gpplied over time - in other words, don' t switch back and forth each year. Pick a
methodology and stick to it otherwise trend data can be negatively impacted.

This survey providesfor scoring on alto 5 bass, and alows for assgnment of partia points (eg. 4.5,
3.2, etc). However, it is necessary to convert the survey results into a percentage format before
reporting the resultsto HQ. Therefore, 5 is equivaent to 100%, 4 to 80%, 3 to 60%, 2 to 40%, 1 to
20%. Anoverdl rating of 4.7 would be equivaent to 94% (4.7 divided by 5).
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Learning and Growth Perspective

Performance Objective: Quality Workforce

Performance Measure: Per cent of all acquisition personne
meeting the qualification standards of the Acquisition
Career Development (ACD) program.

Definition: Measures the extent to which acquisition personnel meet the training and experience
requirements of the Acquigtion Career Development program. Individuds receiving awritten waiver
from HQ are excepted. Note that educationa requirements are not tracked under this measure.

Data Source: Career Development data systems.
Data Generation: Daais tabulated from the listed data systems.

Data Verification: Procurement Directors are responsible for accurately reporting results and
retention of records in accordance with records management requirements. Submitted results will be
compared with data maintained by the Departmental Career Development Coordinators.

Measurement Formula: Number of acquisition personnel that meet the qudification sandards of the
ACD program divided by the tota number of acquisition personnd.

Measurement Notes: Please make sure that the results reported under this measure are consstent with
information reported to the Departmental Career Development Coordinators.

Acquisition personne have 18 monthsto aitain their certification. Therefore, if you have anew hire
from outsgde of the DOE acquisition community, they have 18 months from the date of hireto get
cetified & their level. Similarly, if someoneis promoted from aLeve | to aLevd Il postion, or from a
Leve Il toalLevd Il postion, they have 18 monthsto get certified. Those personnel that are ill
within their 18 month period are removed from the caculation base for this mesasure since they have 18
months to qualify (in other words, it isasif they did not yet exist). Note that someone promoted within
ther leve (eg. from aGS-9to aGS-11 position) ISNOT excluded from the count because those are
both Leve 1l postions.

Refer to DOE Order 361.1 for further information on qudification standards.
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Learning and Growth Perspective

Performance Objective: Quality Workforce

Performance Measure: Per cent of certified acquisition personnel
meeting the ACD Continuous L ear ning Requirement

Definition: Measures the extent to which certified acquistion personnel have met the continuous
learning requirements of the Acquisition Career Development (ACD) program.

Data Source: Career Development data systems.
Data Generation: Daais tabulated from the listed data systems.

Data Verification: Procurement Directors are responsible for accurately reporting results and
retention of records in accordance with records management requirements. Submitted results will be
compared with data maintained by the Departmental Career Development Coordinators.

Measurement Formula: Number of certified acquisition personnd that meet the continuous learning
requirements of the ACD program divided by the tota number of certified acquisition personndl.

Measurement Notes. Please make sure that the results reported under this measure are congstent with
information reported to the Departmenta Career Development Coordinators.

The ACD program requires 80 hours of continuous learning over a two year period. If a certified
individud’ stwo-year period has not yet been completed, then they are considered as having met the
continuous learning requirement and are counted as such. If the two-year period has expired and the
individua has not met the continuous learning requirements, then they would be counted as a negative
under thismeasure. In addition, they would no longer be considered certified under the ACD program
and would therefore count as a negative under that measure dso. Once they achieve the required
number of continuous learning hours, they would again be considered qudified under the ACD program
and would count as a positive entry under both ACD measures. In this event, their new two-year
period would begin once the continuous learning requirements were met.

Refer to DOE Order 361.1 for further information on this program.
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Learning and Growth Perspective

Performance Objective: Quality Workforce

Performance Measure: Per cent of all financial assistance
personnel meeting the qualification standards of the
Financial Assistance Career Development Program.

Definition: Measuresthe extent to which al financia assstance personnel have met the training and
experience requirements of the Financia Assstance Career Development Program.

Data Source: Career Development data systems.
Data Generation: Dataistabulated from the listed data systems.

Data Verification: Procurement Directors are responsible for accurately reporting results and
retention of records in accordance with records management requirements. Submitted results will be
compared with data maintained by the Departmenta Career Devel opment Coordinators.

Measurement Formula: Number of financid assistance personnd that meet the qudification sandards
of the Financid Assstance Career Development Program divided by the total number of financid
ass gance personnel.

Measurement Notes: Please make sure that the results reported under this measure are consstent with
information reported to the Departmenta Career Devel opment Coordinators.

Only personnd predominately involved in the award and adminigtration of financia assstance are
required to meet the requirements of the Financid Assstance Career Development Program.

Financid assstance personne have 24 months to atain their certification. Therefore, if you have anew
hire from outside of the DOE assistance community, they have 24 months from the date of hire to get
certified. Those personne that are till within their 24 month period are removed from the caculation
base for this measure since they have 24 months to qualify (in other words, it is asif they did not yet
exis).

Refer to DOE Order 361.1 for further information on this program.
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Financial Perspective

Performance Objective: Optimum Cost Efficiency of Purchasing Operations

Performance Measure: Cost to Spend Ratio

Definition: This measure represents the ratio of the cost of operation of the procurement office versus
the total dollars obligated. The costs and obligations associated with M& O actions are excluded.

Data Source: PADS, locd budget tracking systems.

Data Generation: The Cost to Spend Ratio is calculated from data extracted from listed data systems.

Data Verification: Procurement Directors are responsible for the accuracy of the caculated ratio,
and for retention of source documents and ratio calculation sheets in accordance with records
management requirements. Records will be made available for compliance and/or HQ reviews.

Measurement Formula: Procurement organization s operating costs (Iabor plus overhead) divided by
procurement obligations,

Measurement Notes. Thismeasureis affected by the costs to operate a procurement shop (which are
within the control of the procurement office to alarge extent), and by money obligated (which is not
totaly within the control of the procurement office). Asaresult - we may see some strange behavior
over time,

Elements to be included in developing the cost of operations include procurement staff sdaries, training,
and contractor support. The procurement office staff includes secretaries and any other staff dedicated
to the procurement function. For those offices who have indugtria relations/contractor human relations
gaff under the direction of the Procurement Director or other personnel who do not support the true
procurement function (i.e., property, facilities management, etc.), do not include these daffersin
developing your cost figures as these Saffers are not involved in the day-to-day award of procurement
or financia assistance actions. Note that you WOULD include these personnd in the employee
satisfaction survey if they report to the Procurement Director for supervision.
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