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Consultants shall prepare and submit up to two (2) Past Performance Surveys from different clients for their Project Team.
 
[bookmark: _Hlk210732040]Step 1) Identify Who To Contact:
Suggestions:
· Each entity should identify a list of client references that may evaluate past performance.
Each personnel/subconsultant should identify and survey their “best” references, or clients that are highly satisfied.
· The reference services should be similar or related to the general scope of this service.

Requirements:
· The references must be from contracts/services/projects that have been awarded and are either completed or in-progress.
· Only one survey per past service/contract/project is allowed.
· More than one personnel/subconsultant may use the same reference/survey, provided that they were associated with the same service.
· Step 2) Preparing the Surveys: Complete Attachment per instructions in Attachments section.
· Step 3) Distributing and Collecting the Surveys:
All returned surveys MUST be evaluated AND signed by the client/reference. 
· If a survey is not signed, it will NOT be counted or considered.
· The City may contact the client/reference to clarify a survey rating, check for accuracy, or to obtain additional information. If the client/reference cannot be contacted, the survey may be deleted, and no credit given for that client/reference.
· Consultants must package and submit completed surveys as a part of their proposal.

The City reserves the right to perform additional reference checks beyond those provided by the Consultant.

PROPOSING COMPANY NAME is performing Past Performance Questionnaires for completed projects as part of their formal QA/QC program.  This survey is provided to evaluate our performance for the project identified in Part A as well as our specific Key Project Team Personnel listed in Part B.

PART A – CLIENT REFERENCE & PROJECT INFORMATION  
	Client:
	Insert
	Project Duration:
	Insert

	Reference:
	Insert individual person’s name
	Project Size ($):
	Insert

	Job Title:
	Insert individual person’s role
	Scope included Site Selection
	Y/N

	Email:
	Insert
	SOW included Owner’s Engineer
	Y/N

	Phone:
	Insert 
	
	



PART B – COMPANY & PERSONNEL BEING EVALUATED.
	Name of the Past Project:
	Insert project name

	Name of the Consultant:
	Insert proposing company’s name

	Name of Key Project Team Personnel:
	Insert name & role (i.e. John Smith, Project Manager)

	
	Insert additional members as needed (i.e. Jane Doe, Lead Arch.)



PART C – PERFORMANCE EVALUATION  
Please rate your level of satisfaction with the consultant / personnel’s performance on a scale of 1 to 10 (with 10 representing that you were very satisfied and 1 representing that you were very unsatisfied). 

· Ratings will be applied for (a) our company overall, and (b) each individual listed in Part B above.  
· If you wish to provide separate ratings for our firm or an individual, simply complete multiple forms. 

	No. 
	CRITERIA 
	UNIT 
	RATING 

	1
	Ability to successfully achieve client scope objectives and deliverables
	(1-10)
	

	2
	Ability to manage project cost
	(1-10)
	

	3
	Ability to manage project schedule
	(1-10)
	

	4
	Quality of work
	(1-10)
	

	5
	Ability to proactively identify, communicate, and mitigate potential risk items
	(1-10)
	

	6
	Overall professionalism and responsiveness to requests
	(1-10)
	

	7
	Ability to follow client rules & regulations
	(1-10)
	

	8
	Overall client satisfaction and willingness to hire the firm / individual again
	(1-10)
	



Please provide any recommendations or lessons learned from your project experience:  
	 


   	 
Printed Name of Client Reference 	 	Job Title		 	Signature   

Thank you for your time and effort in assisting us in this important endeavor! 
Please return the completed survey to: <<insert proposing company’s contact info>
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