On Site Review Outline – Illinois Procurement Technical Assistance Center


	Center:


	
	Review Date:
 

	Grant #: 
	Grant Period: 
	Grant Amount: 

	Manager Review:
	Date:


                                                                                                         

	Center Goals, Scope of Work


COUNSELING:
	
	Goal
	Actual
	% of goal
	State Avg

	Total clients
	
	
	
	

	Total hours
	
	
	
	

	Total avg. hrs per case
	
	
	
	

	
	
	
	
	

	# of initial counseling sessions
	
	
	
	

	# of follow-up counseling sessions
	
	
	
	

	# of active clients
	
	
	
	

	# of SDB initial counseling sessions
	
	
	
	

	# of WOB initial counseling sessions
	
	
	
	

	# HUB Zone initial counseling sessions
	
	
	
	

	# of SDVOB’s initial counseling sessions
	
	
	
	


ECONOMIC IMPACT:
	
	Goal
	Actual
	% of goal
	
	State Avg

	# of bids submitted
	
	
	
	
	

	
	
	
	
	
	

	# of contracts secured
	
	
	
	
	

	$ amount of contracts secured
	
	
	
	
	

	
	
	
	
	
	

	# of jobs created
	
	
	
	
	

	# of jobs retained
	
	
	
	
	


PERFORMANCE:
Provide a narrative that discusses the overall performance.  Evaluate and describe in detail their performance against the Form 1806 goals. The narrative should include an analysis of their performance against their goals which specifies the number of goals attained, lists specific goals not attained and their efforts to meet those goals, and highlights their good faith efforts in this area. 
Backup documentation for each category should be verified to ensure appropriate reporting. For some categories, it might be appropriate to check all documentation.  Special emphasis should be placed upon verifying the number and dollars reported for Prime Contracts and Subcontracts.  For these categories, the Illinois PTAC should have written documentation (letter, form, or email) in which the Client acknowledged that the PTAC’s assistance contributed toward the award. For others spot checking and random checking are acceptable as long as the overall impact would be effective in encouraging accurate reporting. While not a primary method of verification, the reviewer may telephone clients as another tool to verify information and spot check on reporting. The narrative should address the extent of these efforts and the results of checking the documentation.  Any deficiencies should be noted.
Trend: (Narrative) (Compares current performance to past three years.)
Summary: (Narrative of the above)
CLIENT FILES:
Client files will be securely maintained to preserve the confidentiality of their contents

Single folder/file per client

Client file will contain:

A. Completed application with signature and RFC
B. Copies of correspondence with client


C. Signed economic impact verification

D. Any survey evaluation forms pertaining to the client

Sample 10%

Summary: (Narrative of the above)
RESOURCE UTILIZATION:
Hours per counselor

Activities per counselor

Comparison counselor activities

Consultant counseling activities

Advisory Board Listing, Operating Guidelines, & Conflict of Interest Statements for Counselors


Client resource area and workstation

Summary: (Narrative of the above + insert summary counselor report from WebCATS)
PROFESSIONAL DEVELOPMENT:

Provide an assessment of the overall level of quality of the Illinois PTAC staff to provide the required counseling and assistance. Describe the PTAC’s various efforts to provide necessary training and to ensure that its staff is qualified and knowledgeable to satisfy the requirements of the PTAC Program.  Ensure that personnel resumes are on file for all staff members. Describe the overall qualifications of the personnel staff as it relates to performing the PTAC requirements, noting any Federal procurement experience, APTAC certifications, NCMA memberships, completion of Defense Acquisition University courses, continued education, etc.

Any concerns should be duly noted.
Summary: (Narrative)
FACILITIES:
Provide an assessment of the Illinois PTAC’s facilities with regard to their adequacy to support the intended mission of Procurement Technical Assistance to public clients. This should include but is not limited to the following: Is there sufficient space; is it accessible to the public; is there sufficient parking; is there effective signage to make the public aware that there is PTAC and, in fact, that the office is identified as part of the Illinois PTAC Program as a separate and distinct Program; are the facilities generally adequate to accomplish the mission, and are they professional in appearance and a credit to the Program. (Note: While the PTAC Director may have limited control over these issues, nevertheless they should be documented in the review to ultimately encourage the proper and professional facilities that should be provided. In addition, regardless of who has control of these issues, the lack of adequate facilities is a reflection upon the professional appearance and identity of the Illinois PTAC and should be noted for future performance comparisons.)

Summary: (Narrative of the above)
CLIENT SATISFACTION:
Describe the Illinois PTAC’s methodology for determining Client satisfaction, including numbers surveyed, surveys returned, percentage results, etc. Comment on PTAC follow-up actions to their obtained results.  Discuss lead center (DCEO) survey results for this center.

Summary: (Narrative of the above)
SUCCESS STORIES:
Review and comment upon an appropriate number of success stories, at least Six. List the total number of success stories documented above the minimum indicated. These minimums are not intended to inhibit the reviewer from elaborating upon the successes of the Illinois PTAC.
Summary: (Narrative of the above)
OUTREACH AND COUNSELING:
List and describe outreach events the Illinois PTAC sponsored such as conferences, training events, and seminars, including numbers of attendees.
List and describe outreach events the PTAC did not sponsor but supported such as conferences, training events, and seminars, including numbers of attendees.
Describe the PTAC’s process for counseling Clients and how well it addresses the requirement to provide procurement technical assistance.
Exceptional efforts in the above areas should be described and emphasized.

SPECIAL PROJECTS:
Examples:


Other local involvement with area


ISBGA Committee Activity (past/present)


Chambers, CDC, Economic Development Corps


Matchmaker/Vendor Fairs

Summary: (Narrative of the above)
MANAGEMENT TRAINING/TRAINING FILES:

	
	Goal
	Actual
	% of goal
	
	State Avg

	# of sponsored/cosponsored
	
	
	
	
	


Discuss training topics and how they were determined

Sample training evaluation forms and get summary of results

Single file/folder per training session

Training unit file/folder should include:

A. Copy of management training report

B. Attendance listing

C. Evaluation forms

D. Brochures, press releases, articles and other marketing materials

Sample 20%

Summary: (Narrative of the above)
INFORMATION LIBRARY: PUBLICATIONS, LITERATURE, ELECTRONIC:

Assess the quality and comprehensive nature of the information made available to the Clients by onsite documents, handouts, pamphlets, specifications, etc., to include information made available electronically by providing appropriate websites, CDs, etc. Describe any efforts the Illinois PTAC makes beyond providing websites, such as computers in the PTAC that clients may use either to illustrate the websites to the clients, to train them in certain areas, or to provide computer access to clients so that they can access the latest information.

Summary: (Narrative of the above)
PROGRAM INCOME:
Provide a narrative description of how the Illinois PTAC earns and manages Program Income or a statement that the PTAC does not earn Program Income. Describe the types of Program Income earned; the total amount earned each year and the cumulative total thus far for the Center. Describe how the PTAC utilizes their earned Program Income. Verify their proper reporting of Program Income and carry over program income forward from previous years. State any concerns or issues of impropriety that you might perceive in the collection, marketing, or utilization of Program Income.   Identify Program Income earned and expended but not reported. All Program Income should be reported even if it has been expended in the same program year that it was earned. 
Summary: (Narrative of the above)
	Comments, Suggestions, Feedback, Ideas:


Based upon the discussions of the items listed above and observations made during this site visit, your center appears to be operating in an effective and efficient manner.  Other than addressing the suggestions and recommendations included in this report by the site visit team, no formal actions are required.

Based upon discussions of the items listed above and observations made during this site visit, specific corrective actions must be taken by your center as soon as possible.  A detailed corrective action letter will follow up this site visit addressing the following areas:

Site Visit Participants:
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