
Enclosure 2

MINIMUM STANDARDS FOR OPDIV QUALITY REVIEW OF DEPARTMENTAL CONTRACTS INFORMATION SYSTEM DATA FOR FY2009
Introduction.  The accuracy and completeness of the data in the Departmental Contracts Information System (DCIS)
 and FPDS-NG
 is primarily the responsibility of the contracting officers and contract specialists/purchasing agents who enter data (or oversee the entry of data).  Because DCIS data is used for (a) management and oversight of HHS acquisition activities and (b) reporting on HHS’ contracts to the Congress, oversight agencies and, under the Federal Funding Accountability and Transparency Act of 2006 (hereafter, “Transparency Act”), the public; it is essential that DCIS data be of the highest quality.
 
One means of achieving this result is after-the-fact data quality monitoring by the HHS Operating Divisions (OPDIVs) to assess their performance and progress in improving overall data quality.  Post-award data quality monitoring, however, is not a substitute for entering accurate and complete data at the time of award.  Rather, it is a means for management, at all levels, to assess the underlying quality of data entry procedures and processes to determine whether additional policy, guidance, or training is required. 
The remainder of this document outlines the expectations and procedures for OPDIV data quality monitoring. OPDIVs must meet at least the minimum standards identified below in FY 2009. 
To focus attention on larger actions per the Transparency Act, while minimizing the effort associated with reviews, these DCIS data quality review standards address only actions exceeding $25,000. 
Review Frequency and Sample Size.  The following table specifies the minimum annual sample sizes of actions exceeding $25,000 for OPDIVs with contracting offices. These numbers were derived from an analysis of the numbers of actions exceeding $25,000.

Samples must be selected quarterly and be taken from the DCIS actions exceeding $25,000 reported during the 3-month period under review.  Quarterly samples should be of relatively equal size so that the minimum annual sample number is met. 
	OPDIV
	Minimum Annual Sample


	AHRQ
	8

	BARDA
	8

	CDC
	24

	CMS
	8

	FDA
	8

	HRSA
	8

	IHS
	8

	NIH
	72

	PSC
	8

	SAMHSA
	8


Sample Composition and Selection.  The sampled actions may be selected judgmentally but should, over the course of the fiscal year and to the extent possible: 

(a) Include a fair representation of all subordinate contracting/ordering units (if any) within the OPDIV; 
(b) Include actions from many different contracting officers and ordering officials within each subordinate unit or at the OPDIV level if there are no subordinate units; 

(c) Reflect the composition of the Transparency Act reportable actions for the period under review;  
(d) Include a fair representation of the definitive contracts, delivery/task orders, purchase orders, and modifications, constituting the population from which the sample is being drawn. 
To avoid bias in the selection, samples should be drawn by individuals independent of the offices whose data will be reviewed.  This approach is not intended to provide valid and reliable findings which can be extrapolated to the entire population of reported acquisition actions.  Instead, these samples will indicate the relative success of data quality improvement efforts and may highlight data problems requiring further training or guidance. 
Reviewer Qualifications.  The person(s) selected to perform the DCIS data quality reviews should be capable of assessing data quality from the information contained in the contract or order files.  In larger OPDIVs, these might be personnel from acquisition policy or acquisition support staff.  In smaller OPDIVs, the review might be performed at a management level or outsourced, possibly to another OPDIV.  For purposes of DCIS data quality reviews, a reviewer may not evaluate any of her own contract actions.  
Conducting the Review.  The reviewer should obtain a printout of the DCIS record for each action selected for review prior to notifying the organization and the responsible contracting officer or purchasing agent that one of their actions has been selected. 
Data quality reviews compare the information in the DCIS printout with information in the official contract file.  The results of the review of each selected action must be recorded using the review sheet shown in Attachment 1
.  Errors should be recorded in the space provided for each data field and be characterized as of one of three specific types: “missing,” “incorrect,” or “unsubstantiated.”  Definitions of the error types are as follows:
· Missing – There is no entry in a mandatory field.  Fields which are mandatory vary with the type and value of action being reviewed.  Attachment 2
 provides summaries of the required and optional data fields for each transaction type.  Enter the missing information on the review sheet if it can be determined from the content of the official contract or order file.
· Incorrect – The information in the DCIS data field does not correspond to the information in the official contract or order file.  This could be because: (a) the entered information is inaccurate, e.g., the date signed for the action as reported in DCIS field 2A is not the date shown in the official file; (b) the information is incomplete or insufficient, e.g., the description of requirements in DCIS field 6M does not accurately describe what is being procured; or, (c) the reported information is not the best selection for the field in question, e.g., the reason for modification in DCIS field 12C is not an accurate representation of the nature of the action as shown from the information in the official contract or order file.  Enter the correct information, if it can be determined from the file, on the data review sheet.
· Unsubstantiated –The information in the data field cannot be verified from documentation in the official file.  The reviewer should not search for substantiation outside the official file.
After recording all discrepancies between the DCIS printout and the contract or order file, the reviewer must date and sign both the review sheet and the DCIS printout.  A copy of both documents must be provided to the responsible contracting officer so that errors can be reviewed and corrected, if necessary.  The reviewer is not responsible for correcting any of the errors noted.  
After completing reviews of all of the selected actions for the applicable quarter, the reviewer must summarize his or her findings on a Review Summary Report (attachment 3), totaling all errors found, totaling errors in Transparency Act-required fields, and calculating error percentages for all data fields and for Transparency Act data fields.  For purposes of the Review Summary Report, the error percentage is calculated by dividing the number of errors found by the total number of mandatory fields plus any optional fields in which data were entered.

The Review Summary Report must be provided to the OPDIV Head of the Contracting Activity (HCA) who, in turn, must provide a copy to ASAM/OAMP within sixty (60) days of the end of each quarter.  The results of OPDIV reviews will be measured against the data accuracy metric in HHS’ Acquisition Dashboard quarterly.
3 Attachments:

Review Worksheet

Data Field Summary Sheets

DCIS Data Quality Review Summary Report

ATTACHMENT 1

[DCIS DATA VALIDATION WORKSHEET – see Excel Workbook]

ATTACHMENT 2

[DATA FIELD SUMMARY SHEETS – see Excel Workbook]

ATTACHMENT 3

DCIS DATA QUALITY REVIEW SUMMARY REPORT
REVIEWER:  _____________________________________________

DATES OF REVIEWS:  ______________________________________

NUMBER OF FILES REVIEWED:  _____________________________

TOTAL NUMBER OF ERRORS FOUND
:  ________________________________
ERRORS IN TRANSPARENCY ACT DATA FIELDS:  _______________________

OVERALL ERROR PERCENTAGE
:  ____________________________

TRANSPARENCY ACT ERROR PERCENTAGE:
  ____________________________

___________________________________

                                                                               Reviewer Signature

___________________________________

                                                                           Report Date 
� DCIS data are comprised of Contract Award Report (CAR) information, input or submitted to DCIS and the Federal Procurement Data System-Next Generation (FPDS-NG). In addition to inaccuracies in describing the contract action, the act of inputting introduces errors, e.g., keystroke errors and misinterpretation of input instructions. We find no evidence that either FPDS-NG or DCIS introduces additional errors in its processing, storage, reporting, etc.


� Except for approximately thirty HHS-unique data elements, DCIS data and FPDS data are identical.  While the Congress, other agencies, the media, and the public use FPDS-NG; DCIS is reserved for HHS internal use.  This document uses “DCIS data” to mean the CAR data stored in DCIS and FPDS-NG.


� For the purposes of this document, “data quality” refers to completeness and correctness. All required data fields for the kind of action being reported are completed and reflect information in the official contract or order file. Any optional data must also reflect the information contained in the official contract or order file.


� OPDIVs are encouraged to increase their samples sizes, as resources permit.


� The review sheet must be updated to reflect changes to DCIS/FPDS-NG reporting. 


� The identification of the data elements in FPDS-NG that are required and optional for each transaction type may change over time and thereby require modification of the data element summaries shown in this attachment. 


� Error types are: Missing – there is no entry in a mandatory field for the type and value of action being reviewed. Attachment 2 provides a summary of the required and optional data fields for each transaction type; Incorrect – the information in the DCIS data field does not correspond to the supporting information in the official contract or order file; and Unsubstantiated –the information in the data field cannot be verified from the documentation in the official contract or order file.


� The error percentage is computed by dividing the total number of errors found (use only missing or incorrect errors; do not include unsubstantiated errors) by the sum of all required fields plus optional fields in which data were entered.


� This error percentage is computed similar to the overall error percentage except that the numerator and denominator refer to Transparency Act data fields.
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