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CONTRACT ADMINISTRATION GUIDE

This is a guide for you — the contract specialist — to help you plan for and administer each service contract covered by Air Force Manual (AFM) 64-108, Service Contracts, or Air Force Instruction (AFI) 63-124, Performance-Based Service Contracts (PBSC).

Create a Contract Administration Plan (CAP) for each service contract you are administering using this guide.  You and your Contracting Officer (CO) should ensure each CAP is tailored to your specific contract.  A CAP is developed to aid in effective and systematic surveillance of the contract. 

Your CAP should be used in conjunction with the Service Delivery Summary (SDS) or Performance Requirements Summary (PRS) and Quality Assurance Surveillance Plan (QASP) for the contract if AFM 64-108 or AFI 63-124 apply.

Your CAP should include the following items, as applicable:

· A listing of terms and conditions specific to this contract;

· Review processes for the contractor’s Quality Control Plan, monthly surveillance schedules, and Contract Discrepancy Reports (CDR’s);

· Contract milestones – such as deliverable data items, annual reports, etc.;

· Quality Assurance guidelines including both the Service Delivery Summary (SDS) and QASP;

· The inspection and acceptance process for this contract;

· Names, roles, authorities, and limits on authority of personnel;

· Milestones for administrative actions such as exercise of option periods, AF Form 9 requests, etc..

Contract Administration Plan (CAP) Outline

1. Insert a general synopsis of services, to include the type of service performed; identify the customer or organization; include the contractor’s name and complete mailing address; and list all contract performance period(s).

2. List the key personnel involved with this contract.  Include names(s); title(s); organization or company affiliation; telephone numbers to include voice, fax, and cell as applicable; as well as e-mail addresses.  Keep this list updated throughout the life of the contract.  Key personnel include the following, as a minimum:

Contract Specialist Administrator;

Contracting Officer;

Functional Commander/Functional Director (FC/FD);

Quality Assurance (QA) Personnel;

Contractor Representative(s) or points of contact (POC’s).

CONTRACT ADMINISTRATION PLAN

FOR 

(Add Contract Number)

(Add Description of Service)

NOTE:  THIS DOCUMENT IS NOT PROVIDED TO THE CONTRACTOR AT ANY TIME.

INTRODUCTION

1.  This contract administration plan has been developed to aid in effective and systematic surveillance of the contract.  This plan is to be used in conjunction with the Service Delivery Summary (SDS) or Performance Requirements Summary (PRS) and Quality Assurance Surveillance Plan (QASP) for the contract.

2.  (Insert a general synopsis of services, to include type of service performed, customer, and performance period(s))

PERSONNEL LISTING

Contract Specialist Administrator

Contracting Officer

Quality Assurance (QA) Personnel

Functional Commander/Functional Director (FC/FD)

Contractor Representative

NAME


TITLE        
ORGANIZATION
TELEPHONE
E-MAIL

3.  List specific and significant milestones for this contract – separate by the base year and each option year.  Specific milestones include:

Base Year [insert period of performance, i.e.; 01 OCT 2001 – 30 SEP 2002]:


Receive contract for administration:
Insert Date


Send e-mail notification to the following


 giving them my information as their


 primary point of contact:


Insert Date



List people contacted:


Complete review of contract:

Insert Date


Create Contract Administration Plan:
Insert Date


CAP reviewed and approved:

Insert Date


Postaward Conference Held:

Insert Date


Conference Report Distributed:

Insert Date


Contractor’s Quality Control Plan


 received:




Insert Date


QCP Review begun:


Insert Date


QCP Review completed:


Insert Date


QCP accepted or rejected:


Insert Date


QCP Revision due:



Insert Date


Final QCP accepted or rejected:

Insert Date


QA Surveillance Schedules Due:

Insert Date


QA Surveillance Schedules received:
Insert Dates



[Insert Monthly or Quarterly and list the month or



 quarter the surveillance schedule is due]


QA Assessment Conducted:

Insert Dates



[Insert name of QA and Checklist #(s) used]


Contract Discrepancy Report Tracking:



Date Received:



Date CO signs:



Date forwarded to contractor:



Date received from contractor:



Date CO finalizes:

ACTION ITEMS
Create a suspense for any important actions that will need to be taken during the performance period such as:

QA Reports (Surveillance Schedule, Results of Surveillances, CDR’s)

Note:  Use Checklist #1, page 32 of this guide, to review each monthly surveillance schedule.  File each completed checklist with each monthly surveillance schedule.

Months during which assessments will be performed 

Notification to customer - exercise of option, or that no options remain

Receipt of AF Form 9 for option year or receipt of new performance requirements package

Notice of intent to contractor - exercise of option

Option modification

Any reports or items contractor is required to submit

.

Performance and FC/FD meetings

Post Award Actions
A. Postaward Conference.

B. Postaward, Preperformance or Preconstruction conference/orientation are different names for the same thing.  The term postaward conference will be used in this guide.  Postaward conferences are mandatory for construction contracts in excess of $100,000 that are substantially performed on government premises.  Postaward conferences should be held for all service contracts in excess of $100,000.  Contracting officers may hold postaward conferences on any contract, purchase order, or task/delivery order award at any dollar value.
Note:
All or most guidance on postaward conferences refers to the contracting officer as the individual making the decision to hold a conference, to schedule a conference, to conduct a conference.

What does this really mean?  The translation is that you, the contract specialist performing the administration of the contract, are responsible for performing these functions.

C. A postaward conference is an important tool in establishing good working relations.  The purpose of a postaward conference is to ensure that the contractor and the government completely understand their respective roles in the contract arrangement and their relationship after award and before contract performance begins.  Postaward conferences are extremely useful in getting the key individuals involved in contract administration and performance together and working as a team, helping to ensure a total team approach to management and control of the contract. While the decision to conduct a postaward conference is at the discretion of the contracting officer, postaward conferences are highly recommended to encourage a strong business relationship at the onset of any contract.

D. A postaward conference allows all interested parties to discuss the contract and the elements of the requirement.  This type of discussion helps the contractor and the government to achieve a clear and mutual understanding of contract requirements, terms, and conditions and identify and resolve any potential or current problems.  A postaward conference is not a substitute for the contractor’s understanding of the requirement(s) at the time offers were submitted.  The contractor should already have a strong working knowledge of the requirement(s).  The final agreement reached in any negotiation leading up to contract award should be not be altered as a result of any discussion during a postaward conference. All issues discussed during the postaward conference should be documented and retained in the file by the contract specialist.

E. Each conference is scheduled with the contractor by the contract specialist performing administration of the contract.  The conference should be conducted by the contract specialist.  The conference is designed for the contract specialist to meet with the contractor and go over the contract, performance and administration requirements in detail.  Preconstruction conferences are conducted for construction contracts after award of the contract and prior to performance.  Postaward conferences are ideally held within 30 days of contract award and prior to performance.  If the period of performance begins immediately after contract award, the postaward conference should be held within the first week or two of performance.

F. A Department of Defense Federal Acquisition Regulation Supplement (DFARS) clause at 252.242-7000 is commonly found in solicitations and contracts to provide services.  The DFARS prescription and the clause in full text follow:

252.242-7000 Postaward Conference.
As prescribed in 242.570 which states:  Use the clause at 252.242-7000, Postaward Conference, in solicitations and contracts.

POSTAWARD CONFERENCE (DEC 1991)

The Contractor agrees to attend any postaward conference convened by the contracting activity or contract administration office in accordance with Federal Acquisition Regulation Subpart 42.5.

(End of clause)

G. FAR Part 42 focuses on contract administration and audit services.  Subpart 42.5 deals with postaward orientation and is excerpted below:

42.500 -- Scope of Subpart.

This subpart prescribes policies and procedures for the postaward orientation of contractors and subcontractors through --

(a) A conference; or

(b) A letter or other form of written communication.

42.501 -- General.

(a) A postaward orientation aids both Government and contractor personnel to

(1) achieve a clear and mutual understanding of all contract requirements, and

(2) identify and resolve potential problems.  However, it is not a substitute for the contractor's fully understanding the work requirements at the time offers are submitted, nor is it to be used to alter the final agreement arrived at in any negotiations leading to contract award.

(b) Postaward orientation is encouraged to assist small business, small disadvantaged and women-owned small business concerns (see Part 19).

(c) While cognizant Government or contractor personnel may request the contracting officer to arrange for orientation, it is up to the contracting officer to decide whether a postaward orientation in any form is necessary.

(d) Maximum benefits will be realized when orientation is conducted promptly after award.

42.502 -- Selecting Contracts for Postaward Orientation.

When deciding whether postaward orientation is necessary and, if so, what form it shall take, the contracting officer shall consider, as a minimum, the --

(a) Nature and extent of the preaward survey and any other prior discussions with the contractor;

(b) Type, value, and complexity of the contract;

(c) Complexity and acquisition history of the product or service;

(d) Requirements for spare parts and related equipment;

(e) Urgency of the delivery schedule and relationship of the product or service to critical programs;

(f) Length of the planned production cycle;

(g) Extent of subcontracting;

(h) Contractor's performance history and experience with the product or service;

(i) Contractor's status, if any, as a small business, small disadvantaged or women-owned small business concern;

(j) Contractor's performance history with small, small disadvantaged and women-owned small business subcontracting programs;

(k) Safety precautions required for hazardous materials or operations; and

(l) Complex financing arrangements, such as progress payments, advance payments, or guaranteed loans.

42.503 -- Postaward Conferences.

42.503-1 -- Postaward Conference Arrangements.

(a) The contracting officer who decides that a conference is needed is responsible for --

(1) Establishing the time and place of the conference;

(2) Preparing the agenda, when necessary;

(3) Notifying appropriate Government representatives (e.g., contracting/contract administration office) and the contractor;

(4) Designating or acting as the chairperson;

(5) Conducting a preliminary meeting of Government personnel; and

(6) Preparing a summary report of the conference.

42.503-2 -- Postaward Conference Procedure.

The chairperson of the conference shall conduct the meeting.  Unless a contract change is contemplated, the chairperson shall emphasize that it is not the purpose of the meeting to change the contract.  The contracting officer may make commitments or give directions within the scope of the contracting officer's authority and shall put in writing and sign any commitment or direction, whether or not it changes the contract.  Any change to the contract that results from the postaward conference shall be made only by a contract modification referencing the applicable terms of the contract.  Participants without authority to bind the Government shall not take action that in any way alters the contract.  The chairperson shall include in the summary report all information and guidance provided to the contractor.

42.503-3 -- Postaward Conference Report.

The chairperson shall prepare and sign a report of the postaward conference.  The report shall cover all items discussed, including areas requiring resolution, controversial matters, the names of the participants assigned responsibility for further actions, and the due dates for the actions.  The chairperson shall furnish copies of the report to the contract administration office, the contractor, and others who require the information.

42.504 -- Postaward Letters.

In some circumstances, a letter or other written form of communication to the contractor may be adequate postaward orientation (in lieu of a conference).  The letter should identify the Government representative responsible for administering the contract and cite any unusual or significant contract requirements.  The rules on changes to the contract in 42.503-2 also apply here.

42.505 -- Postaward Subcontractor Conferences.

(a) The prime contractor is generally responsible for conducting postaward conferences with subcontractors.  However, the prime contractor may invite Government representatives to a conference with subcontractors, or the Government may request that the prime contractor initiate a conference with subcontractors.  The prime contractor should ensure that representatives from involved contract administration offices are invited.

(b) Government representatives

(1) Must recognize the lack of privity of contract between the Government and subcontractors;

(2) Shall not take action that is inconsistent with or alters subcontracts; and

(3) Shall ensure that any changes in direction or commitment affecting the prime contract or contractor resulting from a subcontractor conference are made by written direction of the contracting officer to the prime contractor in the same manner as described in 42.503-2.

Department of Defense Federal Acquisition Regulation Supplement (DFARS) Subpart 242.5 -- Postaward Orientation contains the following:

242.503 -- Postaward Conferences.

242.503-2 -- Postaward Conference Procedure.

Use the conference program outlined on the DD Form 1484, Post-Award Conference Record, in conducting the conference.

242.503-3 -- Postaward Conference Report.

The DD Form 1484, Post-Award Conference Record, may be used for this report.

Air Force Federal Acquisition Regulation Supplement (AFFARS) Subpart 5342.5 -- Postaward Orientation contains the following:

5342.503 -- Postaward Conferences.

5342.503-1 -- Postaward Conference Agreements.

(a)  Postaward or preperformance conferences are mandatory for construction contracts in excess of $100,000 that are substantially performed on Government premises.  Contracting officers may require such conferences below $100,000, if necessary.  The contracting officer shall consider the following factors in making this determination:

(1)  If the contractor is new on base;

(2)  If the contractor has not performed on Government contracts for some time;

(3)  If the work must be coordinated with the requiring activity; or

(4)  The complexity and/or scope of the specifications.

(b)  AF Form 3035, Preperformance Conference and Prefinal Payment Checklist, sets forth important factors to be discussed at a construction contract preperformance conference.

5342.504 -- Postaward Letters.

If a preperformance conference is not being held for a construction contract, the contracting officer shall write a letter to the contractor explaining the applicable items referred to on the AF Form 3035.  When a letter is used instead of a conference, include in the contract file a statement justifying the substitution and the contractor's acknowledgment of its receipt and understanding of the responsibilities stated in the letter.

Air Force Materiel Command does not supplement Part 42.

The Air Armament Command (AAC) Process Book dated October 2001 contains the following supplemental information:

42.5.  Post Award Orientation (FAR Subpart 42.5)

1.  Postaward Conference Arrangements
a.  As appropriate for the requirement, attendees should include personnel in the following disciplines: program personnel (engineering, program control, data, test, software, systems, and quality assurance, as necessary), Legal, Civil Engineering, Security, Environmental, Safety, DCMA. DFAS, and others who may provide beneficial input.

AFFARS 5342.503-1 

POSTAWARD CONFERENCE PLANNING FLOWCHART

[image: image1.bmp]








POSTAWARD CONFERENCE CHECKLIST

Contract No. F29650-     -    -    

Some common considerations when deciding whether or not to hold a postaward conference are listed below.  “Yes” answers favor holding a conference.  Utilize this checklist for all contracts, purchase orders, delivery or task orders you are administering.

 YES

NO

____

____
  1.
Is this the contractor’s first Government contract?


____

____
  2.
Has the contractor had little or no previous experience with this type

of service? 

_  _

____
  3.
If the contractor has had previous contracts for this type of





service, were performance problems associated with any of





the contracts?
____

____
  4.
Can you reasonably foresee specific potential problems for this





contract?

____

____
  5.
Does any aspect of this contract have potential negative mission impact

to the primary customer or to the 377th Air Base Wing or any of its tenent organizations?  Consider the potential effect if performance is interrupted and no services are performed.  

____

____
  6.
If this contract is a follow-on, did the previous contract require a relatively

high degree of administration effort and involvement? 

____

____
  7.
Is this contract relatively complex and of a relatively high-dollar value?
_____

____
  8.
Have you had detailed conversations with the contractor about this





contract during a pre-award survey or during negotiation 
sessions?





[A “No”  answer favors holding a postaward conference.]  

_____

____
  9.
Is there any indications from the primary customer or the contractor





that misunderstandings exist?

_____

____
 10.
Is the contractor a small, very small, 8(a), Hubzone or woman-owned

business?
_____

____
 11.
May extensive subcontracting be involved in the performance of this





contract?


____

____
 12.
Are safety factors or concerns associated with the performance of





work?

_____

____
 13.
Does the contract contain any non-standard clauses, provisions,





terms, or conditions?


____

____
 14.
Is a DD Form 254 incorporated into this contract?

PLANNING A POSTAWARD CONFERENCE

The following six steps identify basic activities associated with planning a postaward conference.

Step 1.
Prepare the Government’s position and its understanding on key issues.

You may need to make judgments on issues such as:

· Government-furnished property procedures ( if the contract does not outline them);

· Unique or unclear contractual specifications, clauses, or provisions;

· The role of the Government and the contractor with quality control procedures.

Conference Planning Tasks:

· Time:  Coordinate a mutually agreeable time and date for the conference. This conference is held for the contractor’s benefit and for your own so coordinate the time and date with the contractor;

· Number of attendees:  Before you finalize your conference location, determine the approximate number of contractor attendees and the number of Government administration team participants.  Make sure the location can accommodate the number of people.

· Location:  Be sensible in your choice of a conference site. Sometimes you will have to analyze one site’s advantage relative to those of another.  Certain locations will typically have advantages, for example:

· Contract performance sites offer ready access to physical conditions that may have a bearing on issues being discussed;

· Conference rooms near or within your office area offer convenience for you.

Step 2:
Prepare a conference agenda.  Tailor your agenda to fit the conference’s

needs.  Discuss those topics that are most important to reinforcing mutual

obligations and contractor performance requirements. Items that may only

affect Government team members and not what the contractor is required

to do can should be discussed at a separate in-house session. You may

want to prioritize agenda items, making a distinction between high- and

low-priority items. Items for the agenda should consider:

· Special contract clauses or provisions;

· Critical milestones;

· Contractor quality control procedures; contractor reporting requirements;

· Invoicing and payment procedures;

· Roles of the government’s contract administration team members, and

· Roles of the contractor’s key personnel.

Step 3:
Designate Government participants to attend a preliminary meeting.  Invite

only people who will have an active or significant role such as: 

· Quality Assurance personnel;

· Functional Commander/Functional Director;

· Project inspector;

· Quality assurance program coordinator;

· Safety;

· Security Forces;

· Base Pass and ID;

· Contracting officer’s representative (COR) or contracting officer’s technical representative (COTR);

· Security representative if a DD Form 254 is involved;

· Facility Manager(s);

· Contracting Officer.

Step 4:
Brief Government participants on their roles.  It may be useful to hold a

preliminary meeting with appropriate Government personnel to ensure that

the Government’s expectations are clearly expressed and understood.

You may have some strong personalities in this group.  Emphasize who

is in charge and chairing this meeting as well as the postaward conference.  Remind the Government participants that final decisions affecting contract terms and conditions can only be made by the contracting officer.  Distribute your contract administration plan at this preliminary meeting and conduct a page-by-page review of its contents.  The purpose of this preliminary meeting is to:

· Identify all actions that must be taken by the Government, either in preparation for contractor performance or in concert with data or other items due in from the contractor;

· Ensure that all Government personnel involved have a clear understanding of the contract’s terms and conditions and their respective responsibilities;

· Establish a “unified front” relative to the contractor’s responsibilities;

· Identify which Government participants will be making a presentation at the postaward conference and briefly discuss the subject matter of each, and

· Otherwise finalize agenda items with Government participants.

Step 5:
Provide a copy of the agenda to the contractor and all prospective conference attendees with a copy of the conference agenda – typically 3-5 days prior to the conference. Obtain any feedback from the contractor to the agenda.  Request any feedback by a specific date and time.

Step 6:
Obtain the contractor’s response to the agenda.  If you don’t get any feedback by the date and time requested, provide the contractor with a written or oral notice that the agenda provided earlier is final.  If the contractor responds, consider the feedback.  Make changes to the agenda as deemed necessary.  Provide the contractor and Government attendees with copies of the final agenda.

CONDUCTING THE POSTAWARD CONFERENCE

Any postaward conference agenda should permit a logical step-by-step approach to fulfill its goals.  Start your conference on time, delays cause participants to lose focus. The following five steps allow this to occur:

Step 1:
Briefly state the purpose of the conference.  Introduce all participants.  At the opening of the conference the chairperson should introduce each attendee by name and title, along with a brief explanation of the role that person will play in contract administration.  If you don’t know all of the contractor’s attendees, ask the contractor to make those introductions.


Have an attendance sheet available, and ask all attendees to be sure to sign.

Step 2:
Present the contract details, such as the contract number, the award or effective date, the approximate dollar value and for what period of time, the contract type, describe the type of service, outline the period(s) of performance, touch on the contract schedule and briefly describe the contract line items.


Emphasize the fact that this conference is not intended to change or alter the contract or any attachments to the contract in any way.   Remind the  participants that final decisions affecting contract terms and conditions can only be made by the contracting officer.  The contract will be changed or altered only by a written modification and any such changes take effect only when the written modification is signed by a contracting officer.

Step 3:
Summarize the roles of key Government personnel.  Clarify the limits, authorities, roles and responsibilities of each Government representative.  Ask the contractor to advise the Government of the roles, responsibilities, limits, and authorities of each contractor representative.  Verify the contractor’s mailing address; telephone and fax numbers; cell phone number; e-mail address; and point(s) of contact.  Ascertain exactly which contractor representative(s) is/are authorized to contractually bind the company.


Again remind the participants that final decisions affecting contract terms and conditions can only be made by a contracting officer.  State who the cognizant contracting officer is at this time.  Explain that no other conference participant has the authority to bind the Government or take any action that in any way changes or alters the contract, including you - the contract specialist.  Further advise the contractor that the Government is not obligated to make any contract adjustments as a result of an action taken by a Government representative unless the action has been specifically authorized in the Government representative’s letter of  designation or by the contract itself.

Step 4:
Provide a review of the contract and all attachments, contract clauses, provisions, terms and conditions.  Address contractor responsibilities for:

· Management and supervision of the work force, including a discussion of personal versus non-personal services;

· Protection and control of Government property;

· Compliance with DoD, AF, AFMC, and Kirtland specific clauses and provisions;

· Applicable labor regulations and EEO requirements, see Step 5;

· Data, submittals, etc. as required by the Statement of Work;

· Subcontracting limitations, as applicable;

· Invoicing procedures;

· Submission of insurance certificates, and

· Other appropriate areas of concern.

Advise the contractor of the proper routing of correspondence.  Explain that matters dealing with the contract must be addressed to the contract specialist.

Provide the contractor with posters, notices, and other data.  Labor law implementation sometimes requires the contractor post equal employment opportunity poster at the job site, including posters that outlined the rights of handicapped persons.  If the contract requires posting labor-related notices, the Government is responsible for providing them.  Ensure you go over the requirement that the applicable and incorporated service contract act wage determination is to be posted.

Step 5:
Secure agreement on milestones or interpretation of terms and conditions.  For milestones that require the contractor’s input, seek the contractor’s agreement now. If you identified ambiguities in contract terms when drawing up your contract administration plan, get agreement on these now.  If not, emphasize significant and critical terms. During the conference, request any information or response from the contractor to ensure a mutually uniform understanding of key terms and conditions. Key discussion items would be any uncertainty about terms that would affect:

· Performance; and

· Payment.

PREPARE POSTAWARD CONFERENCE DOCUMENTATION
Use any convenient format for a postaward conference report as long as it contains all of the information necessary to document the events of the meeting.  The contracting officer should review this report and sign and date it prior to distribution. Make sure this documentation is provided to the contractor and any members of the contract administration team whose role in contract performance may be affected.  Include a copy in the contract file.

Key Elements of  Postaward Conference Documentation:

· The names and affiliations of all participants;

· The points discussed and all agreements reached;

· Areas requiring resolution;

· Names of participants assigned responsibility for further actions;

· Completion dates for these actions.

Follow-up on all action items and ensure each is completed in a timely manner.

CONTRACTOR’S QUALITY CONTROL PLAN

All service contracts contain a requirement in the Inspection of Services contract clause that the contractor provide and maintain an inspection system acceptable to the government.  The Statement of Work (SOW) or Performance Work Statement (PWS) may also contain a requirement for submission of a Quality Control Plan (QCP).  The QCP is created by the contractor and is submitted to the Government.  The QCP may be a deliverable required by a Contracts Data Requirements List (CDRL) DD Form 1423.  The contracting officer, the Functional Commander/Functional Director (FC/FD), all assigned Quality Assurance (QA’s) personnel, and the Quality Assurance Program Coordinator review the contractor’s quality control plan for adequacy.  Written documentation either accepting the QCP as written or rejecting the QCP with specific areas of concern and comments is required from each reviewer.  A letter is then generated by the contract specialist, signed by the cognizant CO and is sent to the contractor advising if the QCP is accepted or rejected.  If the plan is rejected provide a suspense in the letter for the contractor’s re-submittal of a corrected QCP.  Point out the specific areas of concern so the contractor may constructively improve weak or not accepted areas of the QCP.  

The contractor’s QCP is indicative of the way he plans to manage the contracted service.  The QCP checklist which follows should be used when determining acceptance of a QCP.

Please note that contracting specialists and contracting officers should not use the words “approve” or “disapprove” when reviewing and accepting or rejecting a QCP.  Why?  Because the courts have historically held in favor of contractors in cases where the Government “approved” a quality control plan.  The word “approved” implies that whatever the contractor does in terms of performance will meet the Government’s needs.  “Accepted” implies the Government is accepting the plan but not future performance.

Some contract specialists and customers do not understand the intent of a QCP.  A QCP does not bind the contractor to a level of performance beyond that expressed in the contract.  A QCP is not a substitute for performance standards or Government surveillance.  A QCP is not typically incorporated into the contract, and is, therefore, not contractually binding.  

Contractor’s Quality Control Plan Checklist

Contract No. F29650-    -    -    

 YES

NO

____

____
  1.
Does the contractor’s inspection system cover all the services

listed on either the Performance Requirements Summary (PRS)

or the Service Delivery Summary (SDS)?

____

____
  2.
Does the contractor state the frequency of both scheduled and

unscheduled inspections will be accomplished for each PRS or 

SDS area?

_  _

____
  3.
Does the contractor propose to use self–inspections or keep





metrics on areas not called out in the PRS or SDS?

____

____
  4.
Are the individuals and titles of individuals responsible for the





contractor’s quality control identified in the plan?


____

____
  5.
Is there a method of identifying, preventing and acting on

performance that falls short of the desired level of service before

the performance becomes unacceptable?

____

____
  6.
Does the contractor explain exactly how any performance





shortfall will be elevated and precisely what process the





contractor will use to resolve issues at each level of management





including elevation of an issue to the highest level of management?


____

____
  7.
Does the contractor provide methods for implementing

improvements to continuously improve satisfactory performance?

_____

____
  8.
Does the QCP contain a description of the records to be kept to

document all contractor inspections and corrective or preventative

actions taken as a result of these inspections?

_____

____
  9.
Are key and key card control procedures required in the QCP?





[If the answer is no, skip the remainder of this checklist]

_____

____
 10.
Are procedures detailing the issuance and turn-in of keys and





key cards contained in the QCP?

_____

____
 11.
Are measures in place to prohibit the use of keys and key cards by





any persons other than authorized contractor employees?

____

____
 12.
Are control procedures detailing the  use of combination locks or

safes as well as measures to prohibit the use of combination locks 

or safes contained in the QCP?

Other Comments:

QUALITY ASSURANCE (QA) SURVEILLANCE SCHEDULES
QA’s are responsible for developing a monthly schedule of surveillance activities.  The schedule must be completed not later than 7 calendar days before the beginning of the period that it covers – typically the next month.  The Functional Commander/Functional Director (FC/FD) must review the surveillance schedule, approve it and return it to the QA not later than the last day of the month preceding the month scheduled.  QA’s must give a copy of the approved surveillance schedule to the contract specialist before the start of the surveillance period.

The contract specialist should Use Checklist #1, page 32 of this guide, to review each monthly surveillance schedule.  File each completed checklist with each monthly surveillance schedule in the appropriate official contract folder. Ensure QA surveillance schedules are prepared in accordance with the contract and quality assurance surveillance plan. The surveillance schedule may be marked “For Official Use Only”.  If the surveillance schedule is marked this way, line through the “For Official Use Only” after that period of surveillance has passed.

The QA should forward any changes to the schedule, prior to the change occurring.  The changes should be accompanied by justification for the change.

The contract specialist should periodically verify that all scheduled surveillance corresponds to the contractor’s performance requirements for the location and time of day cited in the surveillance schedule.

If you experience problems receiving the QA Surveillance Schedule in a timely fashion annotate this on your monthly surveillance check.  If this becomes a habitual problem a letter should be sent to the FC/FD requesting assistance and correction of this problem.

ASSESSMENT OF QUALITY ASSURANCE (QA) PERSONNEL

Assessment of each QA will be accomplished no less than (monthly/quarterly). The contract specialist is responsible for periodically assessing QA performance during the course of the contract. The contracting officer determines the frequency of the assessments for each service contract, however, they should be done no less than quarterly.  The contract specialist shall verify that each QA is accomplishing the surveillance according to the Quality Assurance Surveillance Plan (QASP).  Observation of three or more surveillance actions should be sufficient to verify each QA’s procedures.  If deficiencies are discovered in QA surveillance procedures, the contracting officer will notify the FC/FD and provide any assistance the FC/FD may request, such as additional training for QA personnel.

The administrator shall ensure that each QA is documenting his/her surveillances.  A check of QA files will be performed at least quarterly.  At this time the administrator will complete Checklists 2 (if random sampling is utilized) and 3  (see pages XX and XX).

If customer complaints are utilized in the QASP,  the QA’s customer complaint guide and process should be reviewed by the contract administrator.  The purpose of this review is to assure that each QA is following the customer complaint guide 

QA’s are required to submit (copies of surveillances, call registers, receiving reports, etc.) to the contracting office on a (monthly/quarterly) basis.

Remember you are assessing the QA not the contractor.  Ensure the QA is performing surveillance in accordance with the requirements of the QASP.  The QA must inspect the contractor by watching actual task performance, physically checking an attribute of the completed task, or using management information reports.  The QA’s are to be fair, objective, and consistent in evaluating the contractor’s performance against the standards cited in the Performance Requirements Summary (PRS) or Service Delivery Summary (SDS).

Ensure the QA is documenting the surveillance.  The QA must document each surveillance as it is done.  The QA must explain any deficiency in a specific and concise manner, using an objective approach, setting forth the date and time the defects were found and specific instances of nonconformance.  The AF Form 799, Surveillance Activity Checklist may be used for this documentation.  Each time the QA documents surveillance it must include:

· Contract Number;

· PRS or SDS Number/Required Service;

· Method of Surveillance;

· Date, time, and location;

· Results of the surveillance;

· Time and date of inspection and whether acceptable or unacceptable;

· Signature of the QA performing the surveillance.

Documentation supporting the contract specialist’s assessment of the QA is critical.  Take time to ensure that it is accomplished, the information is correct, and that you coordinate with the contracting officer and the QAPC.  The form and checklist in Attachment 1, pages 30 and 31 of this guide, may be used to document your assessment.

During your assessment also check the QA’s files and verify that all items are being maintained.  QA files should contain:

· QA Appointment letter;

· A current and complete copy of the contract and all attachments to the contract;

· A current and complete copy of all modifications to the contract;

· Copies of all receipt and acceptance documents, typically a receiving report; 

· A copy of all memos documenting conversations or meetings with the contractor, FC/FD, contract specialist, or contracting officer;

· Records of inspections performed in accordance with contract provisions for inspections describing how, when, and where inspections where accomplished and the results of those inspections;

· Names of any individuals functioning as technical or administrative assistants;

· Copies of any Contract Discrepancy Reports generated;

· A current and complete copy of the Quality Assurance Surveillance Plan;

· A copy of all AF Form 9’s;

· A current and complete contractor’s Quality Control Plan

· Copies of any other data as may be required by the contract provisions.

DISPOSITION OF THE QA FILES

When the contract is completed, the QA should forward all inspection records to the contracting officer for retention with the contract file.  These records should accompany the closed-out and retired contract.

FUNCTIONAL COMMANDER /FUNCTIONAL DIRECTOR (FC/FD)

The contract specialist should always know who the FC/FD is on his/her contract.  Contracts falling under AFM 64-108 will use the term Functional Area Chief (FAC) for this position.  

FC’s/FD’s shall:

· Prepare SOW’s, SDS items, QASP’s and obtain contracting officer coordination on the final product.

· Prepare and coordinate exemptions to AFI 63-124.

· Nominate and appoint qualified QA’s

· Ensure QAs maintain proficiency in their functional area.

· Evaluate QA’s job performance periodically, but not less than annually

· Ensure all personnel are aware of the standards of conduct.

The commander or director of the area having responsibility for the actual performance of a contracted service is the FC/FD.  FC/FD duties are typically assigned no lower than the branch, flight, or division chief level.  

QA ACCEPTANCE OF SERVICES

The contract specialist shall ensure the Functional Commander/Functional Director (FC/FD) or QA has determined how the contractor performed during the month.  This can be accomplished by accepting the contractor performance by annotating the results on one of the following:

    a.  Certification on a receiving report;

    b. Certification on the contractor’s invoice;

    c.  DD Form 250, Material Inspection and Receiving Report;.

    d.  AF Form 370, Contractor Performance Report.

Typically 377 CONS relies on certification on a receiving report.  The receiving report used is a local format.

FOR CONTRACTS EXEMPTED FROM QUALITY ASSURANCE SURVEILLANCE

In accordance with the Inspection of Services clause, if any of the services do not conform with contract requirements, the Government may require the contractor to perform the service again in conformity with contract requirements, at no increase in the contract amount.

When the defects in services cannot be corrected by reperformance, the Government may


 (1) require the contractor to take necessary action to ensure that future performance conforms to contract requirements; and


 (2) reduce the contract price to reflect the reduced value of the service performed.

If the contractor fails to promptly perform the services again or take the necessary action to ensure future performance in conformity with contract requirements, the Government may


 (1) by contract or otherwise, perform the services and charge to the contractor any cost incurred by the Government that is directly related to the performance of such services; or


 (2) terminate the contract for default.

CONTRACT DISCREPANCY REPORTS

ACTIONS FOR UNACCEPTABLE PERFORMANCE

If at any time during the surveillance period, the results of surveillance show that the number of unacceptable observations during the period exceeds the performance requirement stated in the PRS or SDS, and the QA determines the unacceptable performance is not government caused, the QA will initiate a Contract Discrepancy Report (CDR).  AFI 63-124 allows QA’s to document surveillance on any type of form, including locally created forms.  Rather than create a new form, most QA’s conducting quality assurance surveillance are comfortable using a form that has existed for many years, the AF Form 802, Contract Discrepancy Report (CDR).  

· The QA completes blocks 1 through 6 of the form and sends it to the contracting officer for review.  If deduction from payment is the recommended action, the QA computes the payment deduction based on the performance period in which the performance occurred.  This computation accompanies the CDR.

· The contracting officer must evaluate the CDR.   If the contracting officer determines the CDR has merit  the CDR will be signed and sent it to the contractor for review.

· The contractor must complete blocks 9 and 10 and return the CDR to the contracting officer within 15 calendar days of receipt.

· Upon receipt of the contractor’s response, the contracting officer, in consultation with the QA, the FC/FD and the QAPC will evaluate the contractor’s response.  If the contracting officer determines the CDR is valid a payment deduction may be assessed.  

· The contracting officer must document the evaluation (in block 11) and action taken (in block 12) on the CDR.  The deduction, however, is taken from the contractor’s payments during the month in which the appropriate action was determined, not necessarily the month in which the unacceptable performance occurred.

· In the event the contracting officer determines the issuance of the CDR to the contractor is not appropriate, the contracting officer must document the contract file as to why such action is not appropriate and notify the FC/FD and QA(s).

Contracts utilizing an alternate method of surveillance may not have preset deductions for unacceptable performance.  However, this does not mean the Government must pay when the contractor fails to perform or performance is unacceptable.  The Inspection of Services clause provides options for the Government in instances of unacceptable contractor performance.

In accordance with the Inspection of Services clause, if any of the services do not conform with contract requirements, the Government may require the contractor to perform the service again in conformity with contract requirements, at no increase in the contract amount. 

When the defects in services cannot be corrected by reperformance, the Government may


(1) require the contractor to take necessary action to ensure that future performance conforms to contract requirements and;


 (2) reduce the contract price to reflect the reduced value of the service performed.

If the contractor fails to promptly perform the services again or take the necessary action to ensure future performance in conformity with contract requirements, the Government may 


(1) by contract or otherwise, perform the services and charge to the contractor any cost incurred by the Government that is directly related to the performance of such services; or


 (2) terminate the contract for default.

If the contractor does not achieve acceptable performance in the service during the next month, another CDR will be issued and the contractor’s payment reduced by the appropriate means.

Subsequent CDR’s may be cause for further action against the contractor to include Cure Notices, Show Cause, and Termination for Default.

CONTRACT ADMINISTRATOR RECORD

OF QA ASSESSMENT

CONTRACT NUMBER:    ___________________________

QA CONTACTED:          ___________________________

DATE ACCOMPLISHED:  ___________________________

CHECK TYPE OF ASSESSMENT:

(  )  MONTHLY/QUARTERLY QA ASSESSMENT

(  )  JOINT ASSESSMENT ( ADMINISTRATOR AND QAPC)

(  )  REVIEW OF SAMPLING GUIDES

(  )  CHECKLIST REVIEW:   ___  Checklist 2





  ___  Checklist 3

NARRATIVE OF PERFORMANCE - LIST AND DESCRIBE ITEMS SURVEILLED AND DETAIL THE QA’s  PERFORMANCE:

DESCRIBE IN DETAIL ANY QA DEFICIENCIES IDENTIFIED:

DESCRIBE IN DETAIL WHAT ACTIONS WERE TAKEN AS A RESULT OF QA DEFICIENCIES IDENTIFIED:

CONTRACT SPECIALIST’S SIGNATURE:    ____________________________

DATE:    _________________________

CONTRACTING OFFICER’S COMMENTS:

CONTRACTING OFFICER’S SIGNATURE:    ________________________________

DATE:    ______________________

QUALITY ASSURANCE PROGRAM COORDINATOR’S COMMENTS:

QAPC’S SIGNATURE:    __________________________

DATE:    ____________________________

CHECKLIST #1

CONTRACT:    __________________________________        MONTH:  ___________

QA MONTHLY SURVEILLANCE SCHEDULE REVIEW:

                                                                                                                 

YES      NO      N/A

1. (a)  Did the schedule arrive before the start of the
          surveillance period?


    (b)  Are changes to the schedule being received?


    (c)  Are these changes explained?


2.  Does each Requirements Summary (RS) or Service Delivery 

    Summary (SDS) item scheduled for surveillance accurately reflect 

    the frequencies stated in the Performance Requirements Summary 

    (PRS) or SDS?


3.  Does the surveillance schedule cover all hours of 
     contractor operation?


4.  Are all PRS or SDS items included on the form used

     to schedule surveillance ?


5.  Are both items and times, or dates and times surveillance 

     will take place annotated on the surveillance schedule?


6.  If customer complaint is a method of surveillance, does

     a customer complaint guide exist?


__________________________________________                          
________________

CONTRACT SPECIALIST SIGNATURE                            

DATE

CHECKLIST #2

CONTRACT:  ______________________________           
 DATE:  __________

QUARTERLY REVIEW  (For contracts using random sampling)
                                                                                                                

YES      NO      N/A

1.  Is a random sampling worksheet available for your review?


     a.  Does the worksheet show how the sample was selected?


     b.  Did Quality Assurance (QA) personnel follow the sampling

          procedures specified in the Quality Assurance SP?

     c.  Have the QA show you how she/he selects a sample for

          a particular service.  Is the sample selected correctly?


2.  Are the “Unacceptable” observations compared to the

     performance requirement stated in the PRS or SDS?


3.   Was the exact number of randomly selected samples reflected
      on the QA’s monthly schedule?


4.   If replacement samples were drawn, were they used in the
     order drawn?


5.  Is the QA retaining all schedules, checklists and other 

    documentation pertaining to the contract including: 

a. QA Schedule, locally devised or AF Form 801;


b. Contract Monitoring and Surveillance, locally devised

             or AF Form 372;


c. Contract Performance Evaluation, locally devised or AF Form 370;


d. Contract Discrepancy Report, locally devised or AF Form 802;


e. Tally Checklist, locally devised or AF Form 445; 


f. Surveillance Activity Checklist, locally devised or AF Form 799.
                 
6.  Does the QA have a complete contract to include all modifications?


7.  Does the QA have a copy of the QASP/Alternate Surveillance Plan?


8.  Does the QA have a copy of his/her appointment letter?


9.  Contractor’s Quality Control Plan?                                                             


__________________________________________                          
________________

CONTRACT SPECIALIST SIGNATURE                            

DATE

CHECKLIST # 3

CONTRACT:  _____________________________      DATE:  _____________

QUARTERLY REVIEW (For contracts without random sampling)

                                                                                                                   

YES     NO     N/A

1.  Is the QAE retaining all schedules, checklists and other
     documentation pertaining to the contract including:

a. QA Schedule, locally devised or AF Form 801; 


b. Contract Monitoring and Surveillance, locally devised   

       or AF Form 372;


c. Contract Performance Evaluation, locally devised or

      AF Form 370;


d. Contract Discrepancy Report, locally devised or AF Form 802;


e. Tally Checklist, locally devised or AF Form 445; 


f. Surveillance Activity Checklist, locally devised or AF Form 799;


g. Receiving Report, locally devised or DD Form 250.


2.  Does the QA have a complete contract to include all modifications?


3.  Does the QA have a copy of the QASP/Alternate Surveillance Plan?


4.  Does the QA have a copy of his/her appointment letter?


5.  Contractor’s Quality Control Plan?


__________________________________________                          
________________

CONTRACT SPECIALIST SIGNATURE                            

DATE
Review contract file(s).





Identify specific key contract requirements and all milestones.





Create Contract Administrator Plan.








Hold Postaward


Conference?





No





Yes.


Identify all interested parties.  Consider holding a preliminary meeting for Government representatives.








Plan, conduct, and document the Postaward Conference.








Provide Postaward Conference minutes to all interested parties.





Accomplish all follow-up actions, e.g.,  timely receipt of bonds, contractor’s Quality Control Plan, any data items.
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