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I. Purpose

The purpose of the CPD self-assessment process is to ensure compliance with all regulatory requirements governing acquisition and financial assistance instruments. In addition, practice and process effectiveness, and personnel developmental needs will be assessed.

II. Background

FAR 1.602 provides that contracting officers are responsible for ensuring that all requirements of law, executive orders, regulations, and all other applicable procedures, including clearances and approvals, have been met in the process of obtaining goods and services. To ascertain whether AL’s procurement process has a system of adequate controls to ensure compliance with applicable laws, regulations, procedures, and good management practices, and whether that system is performing as required, CPD has established the self-assessment process described in this guide. This process provides for periodic review of key elements of existing acquisition and financial assistance systems. These periodic reviews shall encompass the following areas:

a. Management and Staffing
g. Administration and Closeout

b. Policies and Procedures
h. Timeliness

c. Quality Control
i. Results of/Response to External Management Reviews

d. Advance Planning
j. Employee Standards of Conduct

e. Unsolicited Proposals
k. Implementation of Recommendations Resulting from Acquisition and Financial Assistance Self-Assessments

f. Solicitation, Evaluation, Source Selection, and Award


III. References

a. Delegation of Authority/Designation Head of Contracting Activity (HCA), dated July 08, 1986

b. Federal Acquisition Regulation Subpart 1.602, Contracting Officers

c. Acquisition and Financial Assistance Self-Assessment Checklist, dated June 1996, published by the DOE HQ Office of Procurement and Assistance Management

d. CPD Self-Assessment Criteria (Attachment No. 9 to this Self-Assessment Process Guide)

· Attachment No. 9a, CPD Self-Assessment Criteria for Acquisition

· Attachment No. 9b, CPD Self-Assessment Criteria for Financial Assistance

Note: PCLT, with assistance from each of the teams, has reviewed the criteria contained in the Acquisition and Financial Assistance Self-Assessment Checklist in its entirety. As a result of this review, criteria have been updated, been rewritten for specific relevance to CPD, criteria of little consequence or not regulatory based have been deleted, and judgments of their application to the various CPD teams have been made. Attachment 9 represents the product of this review. 

e. HQ Message, dated May 19, 1997, Subject: Contracting Activity Reviews, signed by Steve Mournighan

IV. Definitions

· Assessment Report. A written report by the Assessment Team that captures the findings, recommendations, and improvement and training opportunities resulting from an individual CPD team’s self-assessment.

· Assessment Team. Those individuals selected from the team(s) to be assessed and a PCLT representative who will collectively execute the actual self-assessment, score the results, and prepare the written self-assessment report. 

· Corrective/Improvement Action Plan (see: Block 20. Forwards combined Self-Assessment, Division Summary, to date, & improvement actions/Gantt to the Office of the Manager (OOM) through the Office of Management and Administration).

· Division Self-Assessment Summary.  The compilation of individual team Self-Assessment Summary Scorecards into a single graphical representation providing an overall impression of the Division from the perspective of self-assessments accomplished.

· Management Team. The Director, Branch Chiefs and Team Leader, PCLT, will comprise the Management Team for purposes of the CPD self-assessment process. 

· Self-Assessment Criteria. The specific criteria, against which, the Assessment Team judges the transaction files and practices of teams being assessed, to determine compliance. 

· Self-Assessment Summary Scorecard. A graphic representation of the Assessment Team’s overall conclusions from the self-assessment.

V. CPD Self-Assessment Process

The actual process to be used for self-assessments within CPD is reflected by Attachment 1 -- CPD Self-Assessment Process Map. The following discussion addresses each of the activities reflected in Attachment 1 (numbered correspondingly), and describes the purpose, activities, and related necessary materials for each block of the process map. Formats, tools, and other necessary materials to conduct the self-assessment will be included as additional attachments.

CPD Self-Assessment Process Map Discussion

Learning Phase

· Block 1. Incorporate criteria refinements from lessons learned.

Purpose: 

To refine the criteria used for self-assessment to ensure key regulatory requirements for acquisition and financial assistance are met. Also, to refine criteria and methods for assessing practice and process effectiveness, and personnel developmental needs

Player(s):

PCLT

Activity:
Criteria are refined, modified, added or deleted and reflected in the tailored criteria checklist (electronic format) to be used by the Assessment Team(s) for their review during the current assessment cycle. This is a joint activity of CPD management, the individual CPD team(s) to be assessed, and the Policy and Customer Liaison Team (PCLT). 

Materials:

· CPD Self-Assessment criteria (Attachment 9).

· Lessons Learned from Block 16

· Regulatory changes

· Previous self-assessments

· Other in-house or external reviews, (e.g., Federal Managers Financial Integrity Act (FMFIA) results, Inspector General (IG) surveys or audits, General Accounting Office (GAO) audits, prior Procurement Management Assistance Reviews (PMAR))

· Peer or independent review comments

· Team member input

· Block 2. Incorporate methodology refinements from lessons learned.

Purpose:
To refine and improve the self-assessment process itself. 

Player(s):

PCLT

Activity:

Refinements of the methodology may take the form of improved process workflow as reflected by Attachment 1, improved tools for conducting the assessment, team composition, sampling techniques, data-gathering techniques, scoring, report content, format, and composition, and any other element(s) that will serve to improve the efficiency and value of the self-assessment process.

Materials:

· Lessons Learned from Block 16

· The various electronic tools used (electronic checklists, spreadsheets, scoring tools, assessment reports, etc.)

· This Self-Assessment Guide

· Input from management and previous participants

Planning Phase

· Block 3. Identify teams to self-assess.

Purpose:
To identify which teams within CPD will self-assess. 
Player(s):

Director, Branch Chiefs, PCLT

Background: 

The intent of the CPD self-assessment is to provide a comprehensive self-assessment within a three year period. This will be accomplished through periodic reviews of individual teams within CPD and results consolidated into a single report that, at any time, will provide a three year comprehensive assessment of CPD activities. Unless otherwise warranted by extraordinary conditions or request(s) of management, annually, two individual teams will execute self-assessments (one team from each of the two CPD branches) with any individual team being assessed only once during a three year period. The Director’s Office and PCLT will baseline their activities and continuously compare this baseline to the current environment of CPD as regulatory and organizational conditions and changes dictate.

Activity:

The management team will decide which individual CPD teams will conduct self-assessments during the current fiscal year.

· Block 4. Determine Assessment Team’s membership.
Purpose:

To identify the representatives from the team being assessed and from PCLT to conduct the self-assessment.

Player(s):

Branch Chief, PCLT

Activity:

The Management Team, in conjunction with the Team Leader of the CPD teams chosen for self-assessment, will select those individuals who will perform the self-assessment, score the results, prepare the written self-assessment report, and develop lessons learned for subsequent assessments. Individuals, senior to the team, and enjoying a mature understanding of the operations of and nature of work in which the team is engaged will provide the greatest insight into the self-assessment, and, therefore, should be considered first for participation. 

Team composition should include representation from the team to be assessed and PCLT.  Team size should include one representative from PCLT and either two or four members of the team to self-assess. Whether two or four team members are selected depends upon the expected sample size.

The Assessment Team should select a team leader and assign other roles to participants as may be necessary to assure effective operation of the team. The team leader should ensure:

a) that team members have read this guide, 

b) that all team participants understand the purpose of self-assessment, 

c) the expectations management has of the team have been adequately communicated, and 

d) the deliverable products of the team including individual Self-Assessment Criteria Checklist worksheets (electronic form), the Self-Assessment Report and Self-Assessment Summary Scorecard are fully understood.

To facilitate these team leaders responsibilities, a sample cover letter to accompany the forwarding of this Self-assessment Guide to Assessment Team participants is included as attachment 8 to this guide. 

· Block 5. Forwards tailored criteria/data collection tools.
Purpose:

To place in the hands of the Assessment Team, criteria tools, tailored to the nature of the work in which the team is engaged for the self-assessment.

Player(s):

PCLT

Activity:

For periodic self-assessments, the self-assessment criteria provided to the Assessment Team will be tailored, as much as possible, to the team to be assessed. PCLT will provide these criteria in an electronic worksheet form, (MS Excel spreadsheet or MS Word document) to facilitate the review and for purposes of data collection, reduction, and analysis. If any special features are added to these electronic files, PCLT will brief the Assessment Team on their use.

Materials:

· CPD Self-Assessment Criteria (Attachment 9).

· Block 6. Develop assessment schedule.
Purpose: 

To ensure that the self-assessment is conducted efficiently, that the selected Assessment Team has no scheduling conflicts, and that a timely review is conducted.

Player(s):

Assessment Team

Activity:

To plan the schedule of activities, establish milestones, and track progress against those milestones. 

The actual conduct of the review is expected to take approximately five working days from Block 10: ‘Conduct assessment against criteria’ through completion of Block 13: ‘Identify process, system & proficiency opportunities.’ The activity of Block 14: ‘Complete the Self-assessment Summary Scorecard & Assessment Report’ should take no more than an additional five working days.

The activities of this block should result in a Gantt Chart reflecting steps and milestone schedules using Microsoft Project or some similar scheduling application.
Materials:

· Personal Computer

· Microsoft Project software (optional)

· Block 7. Determine sample size and identify individual transaction files for review.
Purpose:

To identify those contract or financial assistance files and other documents to be reviewed during the self-assessment process.

Player(s):

Assessment Team

Background:

The conduct of the self-assessment is expected to be performed primarily through review of a randomly selected group of actions awarded since the time of the most recent self-assessment or other relevant date to the CPD team being assessed. Factors that may influence the sample composition may include changes in governing regulatory requirements or supplemental guidance, a change in principal customer(s), change in the process(es) used for award of contract and financial assistance instruments, etc. 

A variety of tools and techniques are available to assist in determining the sample size and method of file selection to ensure that results of the Assessment Team’s review are representative of the individual CPD team’s compliance with regulatory requirements and practices leading to compliance. One source that describes a number of tools and techniques for determining sampling techniques and sample size is the Sampling Manual for Auditors. This manual is available within PCLT. Given the amount, nature, and diversity of work for any particular CPD team, it may be necessary that work samples be selected on a stratified basis or on a judgmental basis. Both sampling techniques are described in the manual mentioned above. For instance, it may not be possible to randomly sample letter contracts because so few are awarded. In this example, it may be necessary to select the entire population, or select a sample that is otherwise considered appropriate and representative of the practices and level of compliance of the individual CPD team. For further information concerning sample size and transaction file selection, please contact a member of PCLT.

The Procurement and Assistance Data System (PADS) should be used to identify awarded instruments, and to identify their nature for selection of the review sample. 

Activity:

Determine the file sample size, select individual transaction files for review, and assign an Assessment Team member to each file. Members will review assigned files in their entirety for purposes of this review. 

Materials:

· Sampling Manual for Auditors (Available within PCLT)

· PADS Contract Status Report
· Block 8. Identify logistical needs: office space, materials, computers, reference materials, etc. 
Purpose:

To identify and acquire those items and office space needed to allow the team to efficiently conduct a self-assessment review.

Player(s):

Assessment Team
Activity: 

Identify and acquire any needed materials or equipment necessary to facilitate the efficient conduct of the self-assessment review and to reserve office space or a conference area to allow uninterrupted accomplishment of the review.

· Block 9. Gather materials & files for assessment.
Purpose:

To assemble the transaction files and other materials or documents selected for review into a central location to allow efficient and uninterrupted execution of Assessment Team activities related to review, analysis, and reporting of the self-assessment results.

Player(s):

Assessment Team, individual CPD team being assessed
Activity:

Identify, locate and physically transport files and other materials to the location where the Assessment Team review will be conducted.

Materials:

· Contract or financial assistance files and other documents to be reviewed.

Execute Phase

· Block 10. Conduct assessment against criteria. Assess: transaction compliance; adequacy of the documentation to reflect compliance; process flow & efficiency; systems efficiency; proficiency of execution.
Purpose:

To determine degree of compliance as compared to the Self-Assessment Criteria. In addition, to identify practice, process or system inefficiencies, best practices, and training or educational needs to improve the proficiency of the process or system users.

Player(s):

Assessment Team
Activity:

Each Assessment Team member will be responsible for review of the complete file they are assigned from the selected sample. For compliance related aspects of the review, each member will compare their transactional findings with the Self-Assessment Criteria. Variations from standards are to be noted. Items noted are to be brought to the attention of the assigned contract specialist/contracting officer/procurement analyst for discussion to validate the finding before they are recorded in the activities of Block 11.

Practice, process or system inefficiencies, best practices, and training or educational needs are also to be discussed with the appropriate contract specialist/contracting officer/procurement analyst. These items will be documented apart from the Self-Assessment Criteria, unless specifically relating to a criterion. These items will be used to determine the need for process and system redesign, benchmarking opportunities, and training and developmental needs. Examples in this area might include: unnecessary documentation; unnecessary routing or approval/coordination; activities that are conducted sequentially, when parallel activities would require less time; instances where training might provide fuller exploitation of existing computer technology or automated systems; practices that aren’t current or efficient and may be successfully benchmarked with another team or organization. 

It may be useful to assign responsibility for specific criteria to individual members of the Assessment Team. While each member will review an entire file, members will share information related to assigned criteria findings, facilitating team discussion, and simplifying the Assessment Report preparation (Block 14).

· Block 11. Document Results.
Purpose:

To record the self-assessment review results.

Player(s):

Assessment Team
Activity:

For the compliance aspects of the review and using the automated Self-Assessment Criteria, each Assessment Team member will record each noncompliance or documentation deficiency found during their review and confirmed by their interview with the contract specialist/contracting officer/procurement analyst. Each team member will note the improvement and training opportunities they identify for consolidation during the activities of Block 13.

Materials:

· Personal Computer
Analysis & Reporting Phase

· Block 12. Determine levels of compliance & adequacy of documentation as compared to criteria.
Purpose:

To agree upon and consolidate Assessment Team findings for the level or degree of compliance that the assessed team’s practices and documentation reflect as compared to regulatory requirements and supplemental guidance governing contract and financial assistance actions.

Player(s):

Assessment Team
Activity:

The determinations to be made in this block of activity will need to convert individual input into a collective determination of the Assessment Team. The activities of this block specifically relate to the criteria identified in the Self-Assessment Criteria Checklist.

There will be two types of determinations made in this activity. 

1. The first will be a more subjective determination and generally relates to criteria that, by their very nature, rely on judgment to establish the level of conformity to the criterion. Variation in experience, workload, training, level of technology, attitude, culture, etc., will all need to be considered when judging the level of compliance to such criteria. One such example is: “Is there an adequate working relationship between the contracting activity and other organizations?” While input into such decisions may have objective elements (e.g., does the relationship result in delays in process cycle time, is there evidence of unnecessary correspondence between the parties, etc.) these are simply factors that contribute to the overall judgment of the Assessment Team. A finding against this type of criterion relies on the totality of the review by the Assessment Team. 

2. The other type of determination is more objective and easily made. Generally, these decisions may be answered by a simple “yes” or “no”. Some examples include: “Does the requirement necessitate the use of a Justification for Other Than Full and Open Competition?” or “Was the relative importance of the evaluation criteria and subcriteria communicated?” However, there will still be judgments made concerning the overall compliance of the team being assessed. For instance, does one instance of inadvertent oversight render the entire activity of the team noncompliant? Perhaps the instance was under extraordinary circumstances or by a developing employee. Multiple instances may indicate a disregard for the requirement, a lack of training, an inadequate system for quality control, or perhaps a process deficiency that consistently leads to errors or noncompliance. These determinations will need to be made in addition to whether the particular noncompliance can be measured by a simple “yes” or “no”.

Traditionally, findings or comments to be made in a Review or Assessment Report are categorized relative to the severity of the noncompliance or action necessary to remedy finding(s) or comment(s). For Self-Assessment purposes, other categories of findings are also identified. These additional categories are: strength, best practice, and improvement/training opportunity. Categories and their definitions for the Assessment Team’s consideration are stated below. The Assessment Team may categorize or label their findings differently as long as definitions are provided in the final report.

Categories of actions proposed resulting from review findings.

Category
Definition

Strength
Describes a practice or process consistently producing products or performance levels that are judged to exceed customer expectations or relative to law or regulation. No action required.

Comments
Comments are occurrences that, while practices and processes of the team assessed are in the overall considered acceptable for a particular criterion, by their  nature if left unattended may lead to a finding over time. May initiate a response and an action plan, at the discretion of the team assessed. Applies to errors or noncompliances that are not judged to meet the level of “Findings,” below. 

Findings
Applies to findings where the review demonstrates noncompliance with law, regulations, or orders, that result from more than a single occurrence (i.e., a recurrent practice or problem) or arises from a process or system inadequacy. Requires response and a corrective action plan.

Best Practices
Describes practices, processes or systems that are sufficiently innovative or novel, or produce outcomes of such a nature that the team should be recognized for  their achievement and that the practice, process or system should be brought to the attention of other teams or organizations for consideration and possible adoption. No action required.

Improvement/ Training Opportunity
Describes a possible opportunity for improved quality or efficiency. These opportunities will relate to processes, systems, or enhancing workforce knowledge and skill. Action taken may be initiated within the team assessed, the Branch within which the team resides, or at the PCLT level for actions having Division-wide implications.

· Block 13. Identify process, system & proficiency opportunities.
Purpose:

To agree among and consolidate Assessment Team findings for best practices, strengths, process and system improvement opportunities and to identify areas where increased proficiency in understanding or skill would be valuable. 

Player(s):

Assessment Team

Activity:

Identify and briefly document those practices and areas of activity the Assessment Team judges to be superior and of possible value to other teams within CPD in terms of their novelty, efficiency, effectiveness or quality. These practices will ultimately be consolidated into a Best Practices database or compendium for reference regarding ideas for the improvement of team practices or for benchmarking purposes.

Identify and briefly document process and system improvement opportunities and identify areas where training (whether formal, OJT, etc.,) may improve the proficiency of contract specialists/contracting officers in fulfilling their responsibilities either more efficiently, effectively, or with improved quality.

· Block 14. Complete Self-Assessment Summary Scorecard & Assessment Report.
Purpose:

To capture in a single written document the findings, judgments and overall assessment from the review.

Player(s):

Assessment Team, PCLT

Activity:

A.  Self-Assessment Summary Scorecard

What follows is a multi-step process resulting in a graphic depiction of the Assessment Team’s overall impression of the individual CPD team assessed and considers compliance issues, practices, the organization, etc., by each of the Self-Assessment Criteria and delivers an overall score. The scorecard provides a tool to assist management in determining the overall compliance status of CPD as well as other considerations of interest that have been assessed, even with disparate work being accomplished by individual teams with different skill mixes and levels of expertise. This will be understood more fully as the process is explained.

1. The first step in this activity is for each of the Assessment Team members to become familiar with the Performance Level Criteria (PLC) identified in the following table. These criteria will be used to assign point scores to each of the Self-Assessment Checklist Criteria areas applying to the individual CPD team being assessed.


CPD Self-assessment Performance Level Criteria
Assigned Score

Strength
Performance demonstrates the use of best business practices and meets Federal and Departmental regulations, requirements, standards, policies, and directives. There is a proactive commitment to quality performance and performance demonstrates continuous improvement of practices and processes.
3

Acceptable
Performance demonstrates the use of some best business practices and meets Federal and Departmental regulations, requirements, standards, policies, and directives. Demonstrated effectiveness, efficiency, and productivity.
2

Marginal
Performance meets most Federal and Departmental regulations, requirements, standards, policies and directives.

Noncompliance has been mitigated through interim corrective measures which control risk pending full implementation of corrective or improvement action.

Existing areas of deficiency, weakness, or noncompliance are administrative or procedural in nature and are locally imposed. Deficiencies, weaknesses, or noncompliance are not expected to lead to Departmental criticism or operational impairment.
1

Unacceptable
Performance does not meet Federal or Departmental regulations, requirements, standards, policies, and directives.

Noncompliance is not mitigated through interim corrective measures, nor is there evidence of documented actions to correct or improve the areas of noncompliance.

Existing areas of deficiency, weakness, or noncompliance are administrative or procedural in nature. Deficiencies, weaknesses, or noncompliance may lead to waste, fraud, or abuse sufficient to incur criminal penalty, or lead to Departmental criticism or operational impairment.
0

Not Rated
There is no current requirement to assess this element for the particular team’s performance. Assessment is unnecessary for the particular team.


2. The next step involves each Assessment Team member providing a score for each applicable system criterion for the individual CPD team being reviewed using the PLC and point scores stated above. This step involves group discussion and will be facilitated by the PCLT Team Leader. Figure 1 is an example of the initial worksheet that will be used to record and calculate the average scores for the assessment. A full representation of the Individual Member Scorecard Worksheet is included as Attachment 3.



Figure 1. Individual Member Scorecard Worksheet 
*tm = Assessment Team Member

The Self-Assessment Summary Scorecard is completed by recording each Assessment Team member’s PLC point score for each of the Self-Assessment Checklist Criteria. The summary score in the example is simply the average of the team member’s individual scores. 

Some criteria are not easily answered by a simple yes or no (e.g., Is full advantage being taken of available training courses?). Generally, responses to such criteria require extensive discussion within the Assessment Team to determine level of compliance and a score when compared to the PLC. 

Figure 2. Color Scheme



3.  The final step is to create a color-coded version of the Self-Assessment Summary Scorecard. The color-coding scheme and score conversion to be used is shown by Figure 2. It will often be necessary to round the summary score of the individual team members to determine the appropriate color-code. It is suggested that traditional rounding conventions be used for this purpose. An example of the Self-Assessment Summary Scorecard (partial example) based on Figure 1 and using the color-coded scoring scheme reflected in Figure 2. The Self-Assessment Summary Scorecard will be incorporated into the Self-Assessment Report. See Attachment 4 for a full representation of the Self-Assessment Summary Scorecard.



Figure 3. Self-Assessment Summary Scorecard

Results of each year’s self-assessments, in the form of a consolidated CPD report of all individual team self-assessments (see Block 17-Team Self-Assessment Summary added to Division Summary) conducted in a three year period will be reported for information purposes to the DOE Procurement Executive as part of the Headquarters’ Oversight of the Field Program, administered by HQ Field Management (FM).

Materials:

Excel spreadsheet file (provided by PCLT) incorporating the worksheets and Self-Assessment Summary Scorecard and related spreadsheets, addressed above.

B.  Report Preparation

The following outline recommends the content of the Self-Assessment Report. Attachment 2 is provided to assist with format and some content of the report. 

Introduction

I.
CPD team assessed.

II. 
Responsibilities of the team.

III.
Dates of the self-assessment review.

IV.
Self-assessment team members.

V. 
Sample size and composition.

VI.
Summary scorecard.

A. Strengths (“Strengths” corresponds to criteria colored blue on the Self-assessment Summary Scorecard.)
B. Comments and Findings. (Generally, a criterion colored green on the Self-assessment Summary Scorecard will not be addressed in the Self-assessment Report as the color green denotes acceptable performance. “Comments” are used for criteria colored green, but there is some element of performance or practice that needs attention. “Findings” correspond to criteria that have been colored yellow or red on the Self-assessment Summary Scorecard.)
VII.
Best Practices.

VIII. 
Opportunities for Improvement and Training.

IX. 
Summary

· Please note that the Self-Assessment Report records the results of the Self-assessment Review and should not include proposed solutions to findings. Corrective actions and associated plans resulting from the Self-assessment Report are addressed in Block 18: Improvement actions & Gantt chart developed.

· Block 15. Present Self-Assessment to Branch Chief and Division Director. Learn and make necessary report refinements and obtain approval to proceed.
Purpose:

To inform management of the Self-Assessment Team’s findings, provide the opportunity to influence corrective or improvement actions to be taken, and to gain approval to proceed to corrective or improvement activities.
Player(s):

Assessment Team, Branch Chief, and team members being assessed, Team Leader of the team assessed, PCLT Team Leader and Division Director.
Activity:

The Assessment Team will present their report and impressions to the Division Director, Branch Chief, Team Leaders, and assessed Team Members. The Division Director, in consort with the Branch Chief of the assessed team and the PCLT Team Leader, will provide approval to proceed. This approval may be based on the report, as presented, or with refinements as deemed necessary.
Materials:

· Self-Assessment Report

· Block 16. Identify Lessons Learned -- go to Block 1.
Purpose:

To gain insight into the Self-Assessment process from the assessment participants’ perspective for refinement of the process and self-assessment criteria used.

Player(s):

PCLT, Assessment Team
Activity:

This activity parallels the Execution, and Analysis and Reporting phases. A consolidated listing/report of Assessment Team members’ Lessons Learned will be provided to PCLT following Block 15 activity. Present Self-Assessment to Branch Chief and Division Director.

· Block 17. Team Self-Assessment Summary added to Division Summary.
Purpose:

To record the outcome of the Self-Assessment (color-coded format) to the Division Self-Assessment Summary of self-assessments.

Player(s):

PCLT
Background:

A consolidated summary of the self-assessments performed and their results will be maintained by PCLT. The format and a partially completed example for this summary is shown by Figure 4. A complete representation of the Division Self-Assessment Summary is included as Attachment No. 5.



Figure 4. Division Self-Assessment Summary

Activity: 

PCLT will add the color-coded assessment results to this division-level summary following management’s approval of the assessment results. As corrective or improvement actions are completed and validated, this division summary will be updated to reflect the most current status of any team for each applicable Self-Assessment Criterion.
Materials:

· Excel spreadsheet file (provided by PCLT) incorporating the worksheets and Self-Assessment Summary Scorecard and related spreadsheets, previously addressed.

· Block 18. Improvement actions & Gantt chart developed.
Purpose:

To identify, plan, and record corrective and improvement activities to be taken or document why action will not be taken. Collectively, this will be called the Corrective/Improvement Action Plan. The format for this Corrective / Improvement Action Plan is left to the discretion of the Team having been assessed.
Player(s): 

CPD Team assessed, Assessment Team, PCLT

Activity:

To identify and record what activities will be undertaken to respond to the findings and recommendations/suggestions/improvement opportunities identified in the Self-Assessment Report. A Gantt chart or some other form of chart identifying the activities and milestone schedules, and responsible parties will accompany the record of activities to be undertaken. PCLT will participate in those activities determined to be either in their area of responsibility or those activities with cross-cutting implications. The Assessment Team’s participation is for purposes of clarifying the Assessment Report, as necessary.

Materials:

· Microsoft Project software

· Assessment Report
· Block 19. Forwards combined Self-Assessment, Division Summary, to date, & improvement actions/Gantt to OOM through OMA.
Purpose:

To advise the Head of Contracting Activity (the Manager, AL) of the Self-Assessments performed, results of individual team reviews, and overall CPD summary results.
Player(s):

Management Team

Activity:

The Director will forward by Executive Summary (see Attachment No. 6), results of Self-Assessments performed. Accompanying the Executive Summary will be the Assessment Report, the Corrective/Improvement Action Plan, and the Division Summary. 

Implementation Phase

· Block 20. Initiate, track, report implementation.
Purpose:

To implement the corrective/improvement actions that will eliminate noncompliances, improve practices, processes, systems, or improve the understanding of users of the process(es).

Player(s):

PCLT, CPD Team assessed

Activity:

To implement or take those actions that have been identified in the Corrective/Improvement Action Plan that will remedy non-compliant practices; remedy documentation deficiencies; improve practices of individuals or teams; improve team or division process(es) or system(s); and increase user understanding and skill. User, as used in this context, may mean program or project personnel, contract specialists, contracting officers, procurement analysts, or any other personnel that the findings of the Assessment Report may be directed to and that the Corrective/Improvement Action Plan may identify as the subject of some action or training.

This Block 20 includes the tracking and monitoring of activities identified in the Corrective/Improvement Action Plan, and periodic reporting of progress to the CPD Management Team.

VI. Best Practices and other Assessment Team Considerations.

This section of the guide describes various practices and other considerations that should be considered by Self-assessment Teams.  These practices and considerations result are the ideas of previous self-assessments team members. Described practices and considerations, generally, are new tools or practices or are derived from lessons learned and have not yet been institutionalized into the Self-assessment process. These practices and considerations may work for certain teams and not others. Therefore, consider them as suggestions that may make the process of self-assessment easier, more efficient, or better organized.

A.  The first practice identified for consideration includes three worksheets (attachments 7a, 7b, and 7c). 

· Attachment 7a - Self-assessment Files. This format is used to identify the files comprising the sample for the review, who the responsible contract specialist/contracting officer is for questions and validating findings or comments, and for assigning who on the Self-assessment Team will be responsible for the transactional review.

· Attachment 7b - Self-assessment Worksheet.  This format is used by individual Self-assessment Team members to record their questions, comments/findings, and other thoughts for an individual file.

· Attachment 7c - Self-assessment Overview of Team. This format is used to record the individual Self-assessment Team member’s overall impressions relative to the Team being assessed. This worksheet could be used to collect the reviewer’s thoughts by Checklist Criterion, in preparation for the Self-assessment Summary Scorecard discussion and for drafting of the Self-assessment Report. 

List of Attachments:

Atch 1 - Self-Assessment Process Map

Atch 2 - Report Format

Atch 3 - Individual Member Scorecard Worksheet
Atch 4 - Self-Assessment Summary Scorecard

Atch 5 - Division Self-Assessment Summary

Atch 6 - Executive Summary 

Atch 7a - Self-assessment file listing

Atch 7b - Self-assessment Worksheet

Atch 7c - Self-assessment Overview of the Team

Atch 8 - Sample Cover Letter

Atch 9a - Self-Assessment Criteria - Acquisition

Atch 9b - Self-Assessment Criteria - Financial Assistance









Report Format 
Attachment No. 2

Self-Assessment Report

for the




















Team









 Branch

Contracts and Procurement Division

Date of Self-Assessment: 




U.S. Department of Energy

Albuquerque Operations Office

Albuquerque, New Mexico
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Self Assessment Report

Environment/Project Management Support Team,

Field Management Support Branch

A self-assessment was performed of the 




Team using criteria developed by the Contracts and Procurement Division (CPD) and based on the Acquisition and Financial Assistance Self-Assessment Checklist, Office of Special Programs and Management Systems (HR-53). The criteria for the review have been compiled to apply to the procurement functions and types of instruments awarded for the specific team assessed. 

Specific information concerning this review follow.

I.
CPD team assessed.
II. 
Responsibilities of the team.
This 

team is responsible for 











.  The team accomplishes this 































































.  This team also provides 





















.
III.
Dates of the self-assessment review.

IV.
Self-assessment team members.
Name, title, CPD team 


Name, title, CPD team 




Name, title, CPD team 
Name, title, CPD team 

V. 
Sample size and composition.

A total of 

 instruments were selected consisting of 












.  
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VI.
Summary scorecard.

To arrive at the summary scorecard above, each self-assessment participant assessed the files they reviewed against the self-assessment criteria and compared their findings against the performance level criteria that follow. They then assigned a score to each of the system criteria applicable to the team being reviewed. These scores are averaged to arrive at the color-coded scores reflected in the scorecard.

A. Strengths

Definition:  Describes a practice or process consistently producing products or performance levels that are judged to exceed customer expectations or relative to law or regulation. No action required.
1.  System Criterion XX. 






































.

2.  System Criterion  XX.  






































.

B. Comments and Findings.  

Comments
Definition:  Comments are occurrences that, while practices and processes of the team assessed are in the overall considered acceptable for a particular criterion, by their  nature if left unattended may lead to a finding over time. May initiate a response and an action plan, at the discretion of the team assessed. Applies to errors or noncompliances that are not judged to meet the level of “Findings,” below. 
1.  System Criterion XX .  
































.

Report Format 
Attachment No. 2

2.  System Criterion XX.   



































.  

Findings
Definition:  Applies to findings where the review demonstrates noncompliance with law, regulations, or orders, that result from more than a single occurrence (i.e., a recurrent practice or problem) or arises from a process or system inadequacy. Requires response and a corrective action plan.
1.  System Criterion XX .  
































.

2.  System Criterion XX.   



































.  

VII.
Best Practices.

Definition:  Describes practices, processes or systems that are sufficiently innovative or novel, or produce outcomes of such a nature that the team should be recognized for  their achievement and that the practice, process or system should be brought to the attention of other teams or organizations for consideration and possible adoption. No action required.
A.  








































.
B.  








































.  
VIII. Opportunities for Improvement and Training.

Definition:  Describes a possible opportunity for improved quality or efficiency. These opportunities will relate to processes, systems, or enhancing workforce knowledge and skill. Action taken may be initiated within the team assessed, the Branch within which the team resides, or at the PCLT level for actions having Division-wide implications.
A.  








































.  
B.  








































.  
IX. 
Summary

The 



 Team is performing at an 

 level with strengths and weaknesses in a few areas.  There were no unacceptable performance areas.  
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Division Self-Assessment Summary
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Division Self-Assessment Summary

Attachment No. 5



Executive Summary 
Attachment No. 6

EXECUTIVE SUMMARY

To: Bruce G. Twining, Manager, OOM

Date: ___________

Thru: Patty Wagner, OMA

Initiator/Phone: 

Subject:
CPD Self-Assessment for the                   Team.



Dates of Self-Assessment:


Action Requested:
For information purposes.

Summary of Findings and Actions to be Taken:


Attachment 7a

SELF-ASSESSMENT FILES

Team:  _________________________________
Date:  



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



File No.                                              Mod No.
Contract Specialist:

Assigned Team Member:



Attachment 7b

SELF-ASSESSMENT WORKSHEET

Business Instrument No.:  


Comments: 


Reviewer: 
 Date: 

Attachment 7c

SELF-ASSESSMENT 

OVERVIEW OF TEAM

TEAM: ___________________________________
GENERAL COMMENTS:

AREAS OF CONCERN:

Reviewer: 
 Date: 

Sample Cover Letter
Attachment 8

      Date:

 Reply to

   Att. of:

  Subject:  Self-assessment Review of the 


 

Team

         To:

The self-assessment review of the 





Team will begin on 


. As a member of the team which will perform this review there are several materials that you should become familiar with prior to beginning the review. These materials are included in the attached Acquisition & Assistance Self-Assessment Guide. 

Within the Guide, a step by step description of the self-assessment process is provided.  For each step, its purpose, participants, the specific activity to be undertaken, and suggested materials needed to accomplish the step are addressed. Steps that are of particular importance to successful accomplishment of the self-assessment follow:

· Block 6. Develop assessment schedule. 

For efficient conduct of the self-assessment, it is suggested that an assessment schedule be developed.

· Block 10. Conduct assessment against criteria. Assess: transaction compliance; adequacy of the documentation to reflect compliance; process flow & efficiency; systems efficiency; proficiency of execution.  

In addition to becoming familiar with the Criteria contained in the CPD Self-Assessment Criteria Checklist, you should begin to think about the processes used within the team being assessed and skills needed by individuals to effectively and efficiently get their jobs done.

· Block 12. Determine levels of compliance & adequacy of documentation as compared to criteria.
In the description for this block is a table entitled: Categories of actions proposed resulting from review findings.  It is important that you become familiar with these Categories and their definitions as they are critical to differentiating the nature of  your review findings. These categories are also key to the writing of the Self-Assessment Report.

· Block 14. Complete Self-Assessment Summary Scorecard & Assessment Report.
For this step of the Self-Assessment process, there are definitions for criteria that describe different levels of performance. The Performance Level Criteria are an essential step in completing the Self-Assessment Summary Scorecard.  The Scorecard becomes the guide or outline for the findings and comments of the Self-Assessment Report. 

There are two attachments to the guide with which it is of particular importance you become familiar.  These two attachments are:

· Attachment No. 1- CPD Self-Assessment Process Map

· Attachment No. 2 - Self-Assessment Report format

For the self-assessment to be of value, each team participant needs to know his or her role and be familiar with the process and criteria.  If you have any questions concerning the process, any aspect of the guide, or self-assessment in general, please contact your  Assessment Team Leader or any procurement analyst in PCLT.

Assessment Team Leader

Atch:  

Acquisition and Assistance Self-Assessment Process Guide

8/28/97
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