
Office of State Procurement

Performance Evaluations (PE’s)

Agency Training



Objectives
At the end of this course, you will be able to:

 Understand the purpose of performance evaluations

 Understand the importance of performance 
evaluations

 Know when performance evaluations are required

 Know how and where to submit performance 
evaluations 



Performance Evaluations

 Performance evaluations are Contractor Report Cards   

 Required for Purchasing Contracts 

 Required for Professional Services Contracts 





New Fillable PE Form



Purchasing PE’s 

 Performance Evaluations are required for any renewals.

 Agency feedback needed on the performance of  contractor, 
quality of the merchandise or service, effectiveness of the 
contract, and suggested modifications.

 OSP will use the feedback to determine  if a contract should 
be renewed or if a new bid needs to be solicited.



Form



Information needed

o Agency contact information

o Overall Performance Rating

o Very Satisfactory, Satisfactory, Needs Improvement, Poor 

o Contract information

o Unlimited space to list the description of services, list the 

deliverables, quality of deliverables, problems encountered and 

opportunities for improvement



Form



Form



Statewide and Agency Term 
Contract PE Requirements

• Statewide Contracts - At renewal time, OSP SPA 

will email Performance Evaluation form link to the 

top 80% of agency contract users.

• Agency Term contracts  - At renewal time, Agency 

must complete Performance Evaluation and submit to 

OSP.



Statewide and Agency Term 
Contract PE Requirements

• Agency Term Contract evaluations are due from 

agencies to OSP prior to requesting renewals.

• Statewide and Agency Term Contracts will not be 

renewed without a completed PE.



Emergency Contingency 
Contract PE Requirements

Emergency Contingency contracts shall have 

an evaluation performance submitted three (3) 

months after an emergency declaration which 

resulted in usage on that contract.



Professional Services Contract 
Performance Evaluation Purpose

After completion of performance under a professional, personal, 

consulting, or social service contract (PC), the using agency shall 

prepare a final report on the contract which shall include an 

evaluation of contract performance and an 

assessment of the utility of the final product.



PC Form 



PC Form Information

o Enter agency contact information

o Overall Performance Rating

o Contract information

o Unlimited space to list the description of services, list the 

deliverables, quality of deliverables, problems encountered and 

opportunities for improvement



PC Evaluation Due Dates

Professional services contract evaluations are due within sixty 

(60) days after the completion of the services.

Contract term  7/1/2019 through 6/30/2020.  

PE is due within 60 days of end date.  

• July (31 days)       31 

• August +29

60 days 

Due date is by August 29, 2020.

If services are completed prior to contract end date, PE is due 

within 60 days of that early completion date. 



PC Auditor Requirements 

If performance evaluation reports for contracts are $250,000 or 

greater, you must submit a copy to the Legislative Auditor’s 

Office by email to: dmelancon@lla.la.gov

See, LA R.S. 39:1569.1. C 

https://legis.la.gov/Legis/Law.aspx?d=920555

mailto:dmelancon@lla.la.gov
https://legis.la.gov/Legis/Law.aspx?d=920555


Professional services contracts which 

are terminated early - before the 

contract end date - will require a 

Complaint form to be submitted to 

OSPLegal@la.gov.

The information on the Complaint form 

could be used to help other agencies 

determine if they would like to contract 

with the vendor or not. 

PC Contract Terminations

mailto:OSPLegal@la.gov


• Terminations will require the agency 

to submit an amendment, a copy of 

the termination letter, the complaint 

form and a BA-22 reducing the 

amount of the contract.

• All documents will need to be 

submitted for review and approval.

• Ensure the termination letter gives 

the agency thirty (30) days before 

ending date. 

PC Terminations



PC Complaint Form

• The Complaint form includes:

• Agency contact information

• Nature of complaint

• Reason for termination

• Form will be electronically submitted 

to OSP Legal.

• Agency must upload  complaint form 

into ProAct or LaGov.



RFP Contracts  PEs



RFP Contracts PEs



Where can I find the forms that have been 

introduced to me today?

The forms can be found on OSP’s website, 

under Purchasing/Agency Center/ Agency 

Forms.

https://www.doa.la.gov/osp/agencycenter/f

orms/submit/deficiencycomplaint.pdf

OR under Professional Services/Agency 

Center/Forms and Formats 

https://www.doa.la.gov/pages/osp/PC/agenci

es.aspx

Location of Forms

https://www.doa.la.gov/osp/agencycenter/forms/submit/deficiencycomplaint.pdf
https://www.doa.la.gov/pages/osp/PC/agencies.aspx


OSP  Website – Agency Center



OSP Website Agency Forms



OSP Website Agency Forms



OSP Website Agency Forms



OSP Website Agency Forms



Agency  Forms



Office of State Procurement

OSP Phone Number:  

225-342-8010 

Purchasing Helpdesk: 

DOA-OSPhelpdesk@la.gov

mailto:DOA-OSPhelpdesk@la.gov

