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Use of this report template is REQUIRED for all NAVFAC On-Site PMAP Reports.  It is designed to provide structure and standard for On-site PMAP Reports, but is not designed to be a fill-in-the-blank format.   This template is not a stand-alone document and must be read in conjunction with the PMAP Primer.   

Program Overview

Insert the following text and graphic at the beginning of the report:

The Performance Measurement and Assistance (PM&A) Program utilizes a “Balanced Scorecard” (BSC) framework, which sets objectives and measures organizational performance from five distinct perspectives:
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Introduction

This section should give a brief description of the visit.   Provide a snapshot of the activity, such as a brief overview of their mission, vision, organizational structure, staffing, product/service line, list of supported field activities/locations, and client base.

Include the following introductory statements:

An on-site assessment visit was held at (name of activity) during the period (date of visit). The PMAP assessment was conducted pursuant to the Navy Acquisition Procedures Supplement (NAPS) and the NAVFACENGCOM P-68 Contracting Manual.  The PMAP team consisted of the following individuals:

Current Health of the Organization

From a reader’s standpoint, this section may be the most important part of the report.  Remember that senior leadership will not always have time to read the entire report.  This segment should read as an independent, cohesive summary of the on-site visit.

Address areas of excellence and/or improvement relative to the acquisition process.   Discuss the overall survey results as they relate to the current environment.  Indicate where OSV interviews corroborate survey results and identify any discrepancies.  Identify key employee and client concerns, noting where activity has made improvements.  Discuss the activity’s internal assessments:  what, if anything, they found, and what they did to correct any problem areas.  Include your conclusion as to the overall health of the organization.  

Also discuss the activity’s guiding principles including values, performance expectations, client focus, and commitment to continuous learning and identify the activity’s strategy for attracting clients.      
The Perspectives

Each perspective in the PMAP Scorecard has specific goals and measures. This is the section for you to discuss, analyze, and relate the activity’s processes back to the five scorecard perspectives.  Be sure to address all the goals for each perspective.  Focus on the current status of the office, not the status from the previous OSV.  Explain how you validated the current status in the introduction to each section, i.e. by reviewing the QMP/BMS, contract files, and the PMAP survey management self-assessment, and through interviews with employees and clients.  Identify any changes in the organizational structure, personnel, client base, etc.  

Discuss the activity’s internal assessments:  when they were conducted, what, if any, issues they found, and what corrective actions they made.  Specifically, you are looking for what the activity has done to make improvements from the last OSV.  Indicate if there was insufficient time.  

When addressing each perspective, it is unnecessary to repeat percentages contained in the reports and spider chart(s).  A thorough analysis that relates each perspective goal to the current status of the organization is of greater value to the organization.  

Any areas of concern you identify should be tied back to the QMP/BMS and the appropriate perspective.  Identify the portion of the QMP/BMS that needs to be revised.  If an area of concern cannot be tied directly to a QMP/BMS process (such as interpersonal and organizational concerns/suggestions), you should reference the Acquisition Management Strategy, Business, or Performance Plan, if applicable.

Also identify, by name, a “process owner” or individual (typically the ROICC/CCO or lead contract specialist) responsible for the maintenance and update of the QMP/BMS.  

Note:  Systemic statutory/regulatory problems must be identified in the report.  This is a necessary step in assuring the accountability of the contracting office and the integrity of the acquisition process.

Begin each perspective section with a brief overview.  Give a succinct summary of the assessment process used to review the perspective.  When relevant, note any internal or external circumstances that affect operations, smart business practices, and new initiatives. 

Use “Areas of Excellence” and “Areas for Improvement” to clarify and define the assessment of each perspective.  

Areas of Excellence:  

Clearly identify and discuss those areas or processes where the activity excels.   Use examples to validate positive survey results and be sure to identify smart business practices.   Identify any initiatives to improve processes and achieve goals.  
Example:

Clients praised the OICC/ROICC’s awareness of the importance of timely actions being taken, reflecting a clear understanding and adoption as their own of the client’s needs.  In those certain instances where it is needed, the OICC has demonstrated a willingness to become involved in order to meet specific client schedule requirements.   Following award, when the inevitable field issues arise, the ROICC takes quick action to resolve the issue promptly.  

Areas for Improvement: 

Clearly identify, in a constructive manner, those areas or processes in which the activity needs to improve.  Be succinct and to-the-point.  Recommendations should be tied to process changes, which standardize and improve the overall contracting office operation.  

Example:

Clients expressed concerns that a lack of resources contributes to actions taking longer than desired and are attributable to the lack of adequate inspection.  From the client’s perspective, the ROICC employees do not have time to manage the project and perform quality assurance functions, as well.  This could be a result of the clients not understanding quality assurance vice quality control; however, this area may require further investigation or client education.   Clients also believe that NAVFAC does not market itself well and feel that other major SYSCOMS have better marketing approaches.    Some clients were concerned that Salt Lake City ROICC may consider Regional Contracts as a “panacea” for all contract requirements.  They believe that the Regional Contracts are not the best choice for small dollar projects.  Salt Lake City ROICC needs to ensure that clients are aware of the tools in place for the smaller dollar projects.   Interviewed clients validated the survey results that clients did not receive feedback from the  “2000 PMAP Survey”.
Following are recommendations, which may help Salt Lake City ROICC improve the clients’ perspective on the above issues.
1. Develop a communications strategy that will inform clients on advantages of having NAVFAC as their key service provider.

2. Review the inspection and acceptance process, seek input from clients, and apprise clients of quality assurance validation reports when they are completed.   Salt Lake City ROICC should ensure that the ROICC and clients have common expectations and continue to educate clients on Quality Assurance versus Quality Control.

3. Review the acquisition strategy for small projects and ensure the clients understand the benefits of selected strategies.

4. Close the feedback loop with clients by letting them know their concerns were heard and advising them of efforts planned to improve the service.

Assessment of Client Perspective – Timeliness, Quality, & Service Partnership

GOAL:  Improve the delivery, quality, and cost of products and services to clients.  Program and contracting offices work in a responsive environment where proactive actions facilitate improvements.
This perspective focuses on the client’s satisfaction with the timeliness of the activity’s acquisition planning activities and procurement processing; timeliness and quality of goods and services being delivered; and responsiveness, cooperation and level of communication between clients and the contracting organization.


Areas of Excellence:


Areas for Improvement: 

Assessment of Employee Perspective – Professional Workforce, Quality Work Environment, & Leadership-Management

GOAL:  Recruit, re-skill, and retain a professional acquisition workforce.  Provide a positive working environment that enhances job performance.  Conduct acquisition business in an efficient and ethical manner, free of organizational conflicts of interest, providing goods and services that represent the best value to the Government and taxpayers.

This perspective focuses on factors that produce a professional workforce, promote a quality work environment and demonstrate effective leadership-management. Such factors include, but are not limited to:  level of education, experience, and training and development of the acquisition workforce; employees' degree of satisfaction with tools available to perform their job effectively; mechanisms in place to ensure effective communications to accomplish job requirements; physical configuration of employees' work spaces (e.g., ergonomics); and employees' perception of the organization's professionalism and organizational values.  

Areas of Excellence:


Areas for Improvement:

Assessment of Learning and Growth Perspective – Mission Goals

GOAL:  Contracting organizations provide a protocol for continuous improvement for achieving the overall mission of the acquisition process.

The goal of this perspective is to provide the contracting organization with a standard for continuous improvement while achieving overall mission goals.  Factors to consider include, but are not limited to:  the extent the activity has clearly articulated it’s mission, goals, and objectives, how well management communicates support for continuous improvement, and the degree to which technology used to improve the information flow between the contracting office and clients.

Areas of Excellence:


Areas for Improvement: 

Assessment of Internal Business Perspective – Acquisition Excellence; Accurate, Timely, and Efficient Data Collection; & Electronic Commerce

GOAL:  Achieve acquisition excellence, in order to obtain timely delivery, of fair priced, high-quality goods and services.  Accurate, timely, and efficient management information is collected for the acquisition process.

The goals of the internal business perspective are acquisition excellence (the optimum quality of the acquisition process) and the capability to collect accurate, timely and efficient data.  The perspective focuses on factors such as the effectiveness of the activity’s acquisition strategy, compliance with applicable laws and regulations, evidence and effectiveness of workforce planning, stability and efficiency of existing MIS, and status of organizational checks and balances (internal reviews?).


Areas of Excellence:


Areas for Improvement: 

Assessment of Financial Perspective – Maximize Cost Savings/Cost Avoidance

GOAL: Maximize the saving or avoidance of cost through the deliberate efforts of the acquisition team, either acting on its own or in concert with its program offices and clients.

The goal of the financial perspective is to maximize savings or avoid cost, i.e., the ability to deliver maximum value to the client.   The perspective focuses on how effectively an activity uses the purchase card as an ordering or payment vehicle and whether effective savings and cost avoidance systems are in place.  Other factors may include claims avoidance techniques and time and/or cost saving innovations that can be shared as best practices.


Areas of Excellence:


Areas for Improvement: 

Files Reviewed (listed)

Summary of Performance Measures  - Example
	
	CATEGORY
	
	1999 Survey Results
	2000 Survey Results
	2001

Survey Results

	Client Survey
	
	
	
	

	
	Timeliness (5 questions)
	
	
	
	

	
	Quality  (5 questions)
	
	
	
	

	
	Service/Partnership (9 Self Assessment, 3 Employee, 

& 8 Client questions)
	
	
	

	Employee Survey
	
	
	
	

	
	Quality Work Environment (5 questions)
	
	
	
	

	
	Leadership/Management (10 questions)
	
	
	
	

	Self Assessment Survey
	
	
	
	

	
	Professional Workforce (11 questions)
	
	
	
	

	
	Acquisition Excellence (20 questions)
	
	
	
	

	
	Accurate, Timely, and Efficient Data Collection 

(8 questions)
	
	
	

	
	Mission Goals (2 Client, 5 Employee, & 12 Self 

Assessment questions)
	
	
	

	
	Employees Surveyed
	
	
	
	

	
	Employee Surveys Received
	
	
	
	

	
	Clients Surveyed
	
	
	
	

	
	Client Surveys Received
	
	
	
	


Note:  Extract the numbers for surveys sent/received and values for each Category from the Survey Archives section of the Data warehouse.   This data can be found in the Summary Reports for each year.  The values for the Categories can be found in the “Raw Data” section of the report.
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Three-Year Comparison Spider - Sample

Draft PMAP OSV Letter

From:
Commander, Naval Facilities Engineering Command

To:
(CO, ROICC, CCO), Activity Name

Subj:
PERFORMANCE MEASUREMENT AND ASSISTANCE PROGRAM  


(PMAP) ON-SITE ASSESSMENT VISIT (Dates of Visit)

Encl:
(1) (Activity Name) On-Site Visit Assessment (Report 01-02)

1.  (PMAP Team) conducted an on-site assessment visit of (Activity Name) during the period (dates of visit).  

2.  Enclosure (1) contains the PMAP Team’s assessment of (Activity Name) relative to the overall health of the organization as well as suggestions to help effect changes for improved acquisition management and enhanced client satisfaction.  

3.  Please identify the recommendations you are taking for action and your Plan of Action and Milestones (POA&M) within 30 days from the date of this report.  Your PMAP Coordinator is available to assist in any way to help make improvements and achieve your goals.   Please address your response to (PMAP coordinator) at (e-mail address).  

4.  I would like to thank you and your staff for the cooperation and support extended to the PMAP Team during this on-site assessment visit.

(Commanding Officer or 02)

Copy to:

NAVFAC IG
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Acquisition Performance Measurement







1999 - 2001







PERSPECTIVES







CLIENT - Timeliness, Quality, Service/Partnership (Client, Employee and Management Self-Assessment Surveys)







EMPLOYEE - Professional Workforce, Quality Work Environment, Leadership/Management (Management Self-Assessment & Employee Surveys)







INTERNAL BUSINESS - Acquisition Excellence, and Accurate, Timely and Efficient Data Collection/Electronic Commerce (Management SAS)







LEARNING AND GROWTH - Mission Goals (Management Self-Assessment, Client & Employee Surveys)












