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INTRODUCTION
a.  A service contract is defined by the Federal Acquisition Regulation (FAR) 37.101 as "one, which directly engages a contractor's time and effort whose primary purpose is to perform an identifiable task rather than furnish an end item of supply."  Examples of service contracts are: grounds maintenance, food service, transient aircraft services, custodial services, family housing maintenance and hospital support services, maintenance, overhaul, repair, servicing, rehabilitation, salvage, modernization, or modification of supplies, systems, or equipment, housekeeping and base services, communications services, transportation and related services.  

b.  The Wing Commander is the owner of all contracted services on the installation and is responsible for establishing and maintaining the installation’s Performance Management Assessment program. The objectives are:  meet mission requirements, foster innovation, and meaningfully measure contractor performance.  Contractor performance is measured in accordance with the Performance Plan (formerly known as the Quality Assurance Surveillance Plan) and in accordance with the contract.  Under the Turkey Base Maintenance Contract (TBMC) there is additional guidance in the Award Fee Plan. The contract’s Performance Work Statement contains a Service Summary (SS), which identifies the Performance Objective, PWS paragraph, and Performance Threshold.  The Quality Assurance Program Coordinator (QAPC) manages the program and reports to the commander once a year through the Contracting Squadron Commander’s update.  The Functional Commander (FC) is responsible for the functional area and thus for the services performed in his area.

c.  The key players in the program are the Wing Commander, the Contracting Squadron Commander, the Quality Assurance Program Coordinator, the Functional Director/Commander (FD/FC), the functional expert, and the Quality Assurance (QA) Personnel.

d.  Contracting for and administration of service contracts has come a long way in the last twenty years. We have gone from step by step procedures focusing on telling the contractor “how” to perform the work to describing “what” work is required to be performed.  This is the basis for Performance Based Services Acquisition  (PBSA).

e.  Performance based services acquisition applies to all services acquisitions.  AFI 63-124, Performance-Based Services Acquisition applies to services contracts estimated to exceed $100,000 annually unless exempt by Federal Acquisition Regulation (FAR) 37.102 (a) (1).  The AFI implements the requirements of the FAR and Sections 801 and 802 of the FY02 National Defense Authorization Act for performing acquisition planning, describing agency needs, acquiring services, implementing performance-based service contracting, and assessing contractor performance.  

f.  Law and regulation establish a preference for performance-based service acquisitions.  Acquisition reform is continuing to bring about changes and the way the government does business.  Teams plan and manage the acquisition services, working cooperatively toward a common goal.  This team concept begins with the customer and ends with the contractor and outlines procurement policies and procedures that are used by members of the acquisition team.  Most best practice studies agree that senior management involvement and support is a predictor of success.   Creating "buy in" from leadership and establishing the realms of authority are essential to project success.  There must be commitment and follow-through not only in the early stage, but also throughout the implementation.  

g.  There is always room for improvement, with your guidance and participation in this program it will 
continue to improve.   Feel free to contact Mr. Fred B. Ancheta at DSN 676-6234 or commercial (011) 90-322-316-6234 (DSN fax 676-6234) or e-mail him at fred.ancheta@incirlik.af.mil with your suggestions.


CONTRACTING AND ACQUISTION

Laudatory Letter to Contractors

Several instances have been noted at bases where commanders sent letters to contractors commending them on their performance prior to contract completion.  Although an occasional pat and the back is normally considered desirable in an employee-employer relationship, it is not advisable in a contractual relationship.

Such laudatory letters can lead to an awkward situation between the Contracting Officer and contractor if it later becomes necessary to take some action against the contractor to improve performance. In the event of a contract dispute, this practice could only serve the contractor’s interests and weaken the case for the Government. Also, such laudatory letters, in some circumstances, could indicate an overly social relationship with a particular contractor, loss of objectivity, favoritism, an a general appearance of the type of contractual relationships frowned upon by DOD Directives 5500-7 “Standard of Conduct”, and good contracting policy. These factors alone should discourage commanders from sending such correspondence to contractors.

If, however, the commander feels it is truly justified, he or she should be advised to submit all such laudatory correspondence directly to the Contracting Officer. These favorable comments, along with all other performance factors, could then be more appropriately used by the Contracting Officer to evaluate overall contractor effort at the end of the contract period.  

Note: This is a reprint of an article, which originally appeared in the TIG 
Brief.

















PERFORMANCE BASED SERVICES ACQUISITIONS

AFI 63-124, Performance Based Services Acquisitions (PBSA) is the Air Force implementation of federal law and the requirements of FAR Part 37.6.  AFI 63-124 says that PBSA consists of:  an acquisition strategy, market research, a Performance-based Work Statement (PWS), a Performance Plan, an Award Fee Plan under the TBMC and performance metrics.

ACQUISITION STRATEGY

a.  A multi-functional team (MFT) develops performance-based requirements aligned with mission objectives complimented by a contract structure that optimizes and drives performance.  Under the TBMC the MFT is the Award Fee Board (AFB). The selected contract type, line item structure, source selection procedures, remedies, and any incentives all align with the performance requirements and mission objectives.  The MFT is instituted under the authority of the Senior Leadership (see para 2.5 of AFI 63-124).  The MFT plans and manages the contract throughout the life of the requirement.  Members of the MFT will include functional, contracting, and others as deemed necessary for the requirement.  Their duties include conducting and analyzing market research, preparing the Performance Plan, Award Fee Plan under TBMC and Performance-based Work Statement, and administration of the contract.  The contractor becomes a member of the MFT after award of the contract.  

b.  Remedies and incentives are important parts of the acquisition strategy.  FAR 37.601 and FAR 46.407 require contracting officers to specify procedures for price/fee deductions when services are not performed or are nonconforming to contract requirements.  Re-performance at no additional cost is also an option.  To this end, the Inspection of Services clause is a minimum requirement as a remedy in services contracts.  See FAR 46.3 for more information.  FAR Part 37.602-4 and AFI 63-124 para 1.4.4.4 encourage the use of incentives tied to measurable performance objectives and thresholds to the maximum extent practicable.   Incentives can be both monetary and non-monetary; under the TBMC it is the Award Fee Pool.  

c.  Acquisition planning should begin as soon as the agency need is identified, preferably well in advance of the fiscal year in which contract award is necessary.  The Acquisition Strategy is a top-level road map for program execution from program initiation through post-production support.  Acquisition reform and the revolution in DoD business affairs calls for and allows for innovative acquisition strategies, aligned if practicable to commercial business practices.  Increased use of Commercial Items at all levels is encouraged to reduce cost and "stay up with explosive technology change".  Evolutionary acquisition strategies aligned with a revised requirements generation process are intended to reduce risk while shortening the cycle time of product delivery to the war fighter. Strategies advocating increased responsibility by contractors, especially related to life cycle support are recommended to reduce cost and respond to a downsized government workforce. 

Milestones for 120 days acquisition cycle, when customer identified there needs address the following steps and any others appropriate: 

Acquisition plans approval									2 days
Statement of work/Specifications								2 days 
Data requirements/Market Research								2 days 
Receipt of Final PR Package									1 day 
Completion of acquisition-package preparation						2 days
Purchase request									 	2 days 
Justification and approval for other than full and open competition 
  where applicable and/or any required D&F approval					1 day 
Issuance Synopsis/RFP/Solicitation								15 days 
Evaluation of proposals, audits, legal, field reports (Including Local, JA & HQ review)	30 days 
Beginning and completion of negotiations, Competitive Range				10 days  
Contract preparation, review, and clearance							10 days
Contract award/Distribution									7 days
Prepare DD Form 1057 or DD Form 350							1 day
Debriefings (if applicable)									5 days
 
Note:  The remaining days are use for the following if applicable:				30 days
           1).  Pre-proposal Conference
           2).  Awarding without discussion
           3).  Awarding with discussion 
           4).  Best and Final Offer (BAFO)
           5).  Administrative Changes/Corrections
           6).  Additional Funding Requirements
	7).  Large Dollar Amount project 
	8).  Complexity of the project  

MARKET RESEARCH

Market research investigates potential sources, commercial capabilities, innovation, technologies, competitive market forces, commercial business terms and conditions, and common commercial approaches to quality assurance and performance management (to include use of remedies and incentives).  The analysis of this research directly influences the Government’s acquisition 
strategy and the resulting services contract.

PERFORMANCE WORK STATEMENT (PWS)

a.  A PWS defines the requirements in terms of results rather than the method of performing the work.   However, it is sometimes necessary to specify compliance to mandatory regulations/other documents or prescribe the method of work (i.e. when there are specific safety, security, environmental issues that need to be considered).  In these cases, the mandatory regulations/other documents should be specified in a manner, which is specific to the applicable process/procedure and its paragraph/chapter/etc. reference within the document.  A PWS contains the elements listed in AFI 63-124, para 1.4.3 to include a Services Summary.  The Services Summary includes the performance objectives and performance thresholds for the most critical requirements identified by the MFT.  It may also include the method of surveillance and applicable remedies or incentives.  A team effort is essential in the preparation of a new PWS.  Other PWSs are helpful as guides but a boilerplate approach should not be taken.  Unnecessary PWS requirements can add costs and missed PWS requirements do not meet the mission.  Market research results are an imperative input to PWS development.

b.  A requirements package for a services contract consists of a PWS and a Performance Plan, appointment letters and a bid schedule in addition to a purchase request, and government cost estimate.  

c.  Your functional experts (who will become a member of the MFT) are critical to PWS development because they understand the requirements and will live with the services received daily from the contractor.

d.  The contracting officer must approve all PWSs and Performance Plans before they are accepted for contracting action.  The process for accepting a package is determined by the dollar value. 

e.  For requirements under $100,000 the functional area should submit a complete requirements package to the contracting office.  The Contracting Officer, buyer, and the QA Program Coordinator will review the package.  Any discrepancies will be discussed with the functional area.

f.  For requirements over $100,000 a MFT will be utilized.  The purpose of the MFT is to manage the acquisition from its beginning to end.  Prior to submitting a new requirements package the functional area should solicit the aid of the respective contracting officer, for the purpose of convening the MFT.  The MFT will consist of the Contracting Officer, the buyer, and a representative of the Contract Review Committee, the QA Program Coordinator, and the functional area expert.  The assigned functional expert will make any needed revisions to the PWS and Performance Plan, and then submit a complete requirements package to the Contracting Officer.

 PERFORMANCE PLANS

Performance plans are evolving documents. The Performance Plan contains several elements as well as what was formerly the Quality Assurance Surveillance Plan (QASP).  Except under the TBMC.  The TBMC has a performance Plan, an Award Fee Plan and Quality Assurance Surveillance Plans. Members of the MFT develop and sign the Performance Plan.  Award fee plans containing the elements below may qualify as the performance plan.  The plan identifies:  

· The objective(s) in having the service provided, i.e. to provide quality housing maintenance to military members.

· Results the MFT is striving to achieve in managing the acquisition, e.g. cost savings, efficiencies, and improved customer service.

· A distribution of the roles and responsibilities among the MFT members to include QA personnel responsibilities.

· A strategy, methods and tools the MFT will use to assess the contractor’s performance against the performance thresholds, measurements, metrics, and incentives identified in the contract.  Performance thresholds must be measurable in terms of quality and timeliness of performance.  

· The Performance Plan is used by QAPs to perform surveillance.  The plan or portions of it may be included with the solicitation as information to the bidders but does not become a part of the contract.  However, the performance objectives and thresholds in the contract PWS Service Summary should match the Performance Plan.  The Performance Plan is written to reflect the Service Summary, to include the methods of surveillance.  
· The Performance Plan will have the stated tasks from the PWS (to include critical tasks in the Service Summary) determined by the MFT to require specific performance assessment functions and ensure services meet contract requirements.  
· The contract award process may accept proposed contractor methods for quality assurance/performance assessment, which are then incorporated into the Performance Plan.  
· Specific instructions for QAs should be included such as sampling guides (if applicable), sampling tools (e.g. Decision Tables), checklists, key actions and dates, procedures for government furnished property accountability, and procedures to very contractor provided items.

· A management approach, methods and tools the MFT will routinely use to validate the objectives and goals identified as part of the Performance Plan, i.e. benchmarking, etc.  

· An incentive plans, for example: the TBMC Fee Plan may be the management approach, methods, and tools used to validate the objective and goals of the multi-functional team.  

PERFORMANCE METRICS

a.  Performance metrics are used to track contractor progress towards meeting stated performance objectives.  The MFT, under the TBMC, the Award Fee Board (AFB) in assessing contractor performance validates that the performance metrics align with the performance-based work statement and overall mission objectives.  

b.  This implies that the MFT should periodically review that the contract and its performance       thresholds still meet mission objectives.  A contractor may be performing well according to the contract but the contract may no longer fully meet mission requirements, which may have changed over time.  A contractor only has to perform in accordance with the contract as it is written.

c.  Wing Commander (Senior Leadership), Contracting Squadron Commander, and Multi-Functional Team member responsibilities are defined in AFI 63-124, chapter 2.  Responsibilities for key management listed in AFI 63-124 may be delegated if not specifically prohibited in AFI 
63-124. 





















RESPONSIBILITIES IN THE ACQUISTION PROCESS
CHART





Commander 

Responsible for developing, implementing and executing services acquisitions.  This responsibility includes the acquisition strategy, source selection, and performance/contract management of the service throughout the life of the acquisition. Duties include that are specified under the AFI 63-124, Chapter 2, page 6.

Functional Commander/Director

The Squadron Commander/Director responsible for the functional area.  Duties are:

 a.  Identifying mission essential services, to include developing the necessary documents in accordance with DoDI 3020.37, Continuation of Essential DOD Contractor Services During Crisis.

b.  Assigning primary and alternate Quality Assurance personnel unless another Quality Assurance organization or method can satisfy performance assessment requirements (e.g. Program Management Offices).  QA personnel must be appointed and trained prior to assuming QA responsibility.  The written appointment letter must be forwarded to the Contracting Officer.  QA personnel must be highly qualified in the functional area they are performing QA duties.  
c.  Reviewing contractor performance documentation, prepared by Quality Assurance personnel, on a regular basis to ensure performance is compatible with contract and mission objectives while supporting a higher level of contractor performance, and fostering synergistic partnerships.  Determine if changes in mission objectives require contract changes to align both sets of objectives.
d.  Evaluate QAs job performance periodically, but not less than annually (see attached evaluation checklist and letter). 

e.  Review the QAs schedule of surveillance

f.  Ensure all personnel within the functional area who may have contact with contractor employees are aware of the contractual working relationship, their limitations to direct the contractor, and the necessity to avoid any conduct that may constitute a real or perceived conflict of interest or allow the contractor to make claims against the government.

Personnel

 QA personnel are required to receive Phase I and Phase II training prior to assuming QA responsibilities. They are responsible to:

a. Evaluate and document contractor’s performance in accordance with the Performance Plan    
         and established performance metrics.
    b.  Notify the CO of any significant performance deficiencies or any deviations.
b. Maintain surveillance documentations. Performance MUST BE sufficiently documented,  
both good and bad performances.  
d. Recommend improvements to the Performance Plan, performance metrics, and PWS throughout the life of the contract.  

e. Maintain technical competency in their functional area.
f. Maintain proficiency in contract surveillance techniques to include commercial practices as they evolve.
g. Provide adequate and accurate documentation to ensure contractors are adhering to contractual requirements and to provide a good audit trail should problems arise.  Any missed inspections will deem the service satisfactory and will not make good defense for the government.  QAPs must document the reasons for missed inspections.  
h. Certify acceptance of services in the manner prescribed by the contracting officer and AFI 63-124.
i. The PP must be coordinated on by signature of the functional commander, QAPC, and contracting officer.  (Under the TBMC it’s the AFP that receives this coordination, not the PP). 
j. Participate as a member of the multi-functional team (MFT).
k. Ensure that QA requirements of FAR Parts 12 & 46, and DFAR Part 246 are applied on the contracts.
l. QAP duties take precedence over all other duties; so if that is a problem, let your contracting officer know.



CONTRACTING OFFICER / CONTRACT ADMINISTRATOR

The CO has authority to act on behalf of the United States Government.  The CO is the government’s representative for entering into, administering, and terminating contracts.  With such authority the CO is the only person who can legally bind the government.  The Contract Administrator works on behalf of the CO but has no authority for making changes.  

INCIRLIK QA PROGRAM APPLICABILITY

a.  Every service contract requires some form of inspection and acceptance.  These requirements are outlined in FAR Part 37.6, FAR Part 46, AFI 63-124, interim SAF/AQ performance assessment guidance, and AFI 63-501 (when updated to address services contracts).  IAW FAR 37.102 (a) (1), performance based services contracting methods and AFI 63-124 are not applicable for the following types of services:

· Architect-engineer services
· Construction
· Utility services
· Services that are incidental to supply purchases

b.  Incirlik’s QA Program (aka Performance Management Assessment Program IAW AFI 63-124) does not apply to the above PBSA exemptions.  Requests may be made to exempt or deviate for other types of contracts not listed.  The written request must specifically state:

· The rationale to include risk assessment used to justify exemption/deviation.
· How it will ensure that the requirements are for the minimum needs of the government.
· How it will be determined that contract requirements have been met if standards are not included in the specification.
· What procedures (commonly referred to as an alternate surveillance plan) will be followed to make sure the government receives the services it pays for?

c. The procuring contracting officer before the exemption is formally requested must approve the surveillance plan.  

d. Exemption from Incirlik QA Program does not necessarily mean that the acquisition does not have to follow PBSA principles or requirements of AFI 63-124. 









PARTNER/TEAMING

An attitude that defines a relationship of teamwork, cooperation and good faith performance to meet mission objectives of the contract.  Government and contractor must work together, communicate their expectations, agree on common goals and methods of performance and identify problems early on.  It is a government-contractor relationship that promotes achievement of mutually beneficial goals. It involves an agreement in principles to share the risks involved in completing a project and to establish and promote a nurturing partnership environment. “Partnering is not a contractual agreement,” nor does it create any legally enforceable rights or duties; it seeks to create a new cooperative attitude in completing government contracts.

 Benefits of Partnering:

· Establishing mutual goals & objectives
· Building trust & encouraging open communication 
· Enabling parties to anticipate & resolve problems 
· Reducing the time & cost of contract performance 
· Avoiding disputes through informal conflict management 
· Avoiding litigation through the use of Alternate Dispute Resolution (ADR)

 MULTI-FUNCTIONAL TEAM

 This is a customer-focused team instituted under the authority of the senior leadership.  Every functional representative within the multi-functional team brings to the table their unique level of expertise.  This expertise is vital to the success of the team.  However, the functional perspective each person brings to the acquisition must always be subordinate to the greater perspective of the mission.  The purpose of the multi-functional team is to create an environment that shapes and executes an acquisition. The emphasis is on teamwork, trust, common sense and agility.  These stakeholders are responsible for the acquisition throughout the life of the requirement.  For complex, multi-functional service acquisitions, membership should include all stakeholders impacted by the services performed, as well as the contractor.  This may include subgroup(s) responsible for routine tasks associated with the service acquisition process.  For less complex, single-function service acquisitions, membership in this group may include as few members as: the contracting officer (PCO/ACO)/Program Manager; QAPC; QA personnel (Functional Area Evaluators (A&AS)); the functional/technical representative; subject matter expert; and the contractor who provides the service upon award of the contract. Duties of the MFT are addressed on the AFI 63-124 (dated 21 Dec 04), para. 2.8.1-2.8.15, page 8.
•P
rom what we have been doing all along.  We just added a name and defined it a little more.  It can be formal or informal.  Most of ours is informal, which is preferred.
QUALITY ASSURANCE

NOMINATION AND APPOINTMENT OF QUALITY ASSURANCE

Functional Commanders are responsible for nominating and appointing QAs.  Multi-functional Teams for new or follow-on acquisitions should have personnel on the MFT early who are anticipated to be appointed as the QAs for that acquisition.  All QAs should be appointed not later than 90 days before contract start.  QAs should receive Phase I and Phase II training prior to assuming their responsibilities.  See the attached sample nomination and appointment letter.  Outstanding QA personnel may also be nominated by the Functional Commander for awards (see attached sample nomination).




TRAINING

Before performing surveillance on a contract all QA personnel must be trained.  The 39th Contracting Squadron provides the following QA Training:

Phase I Training

ALL QAs must complete on line, on the Defense Acquisition University (DAU), part 1 of Phase I, Quality Assurance Personnel Training and Part 2, a formal classroom Training.   It is mandatory for QAs surveillance of the contracts written in accordance with AFI 63-124.  Topics in this training include the QA Program, contract requirements, developing a PP/SOW, scheduling and performing surveillance, contract discrepancy reports, and payment computations (if applicable). 

Log on to the Defense Acquisition University (DAU) at https://www.atrrs.army.mil/channels/acqnow/logon.asp You need to "register first" then log in, if you don’t log in you won’t get your diploma, after registration (don’t forget your logon and password, write in paper) log back into the training category: DAU Continuous Learning Modules and take the self paced module course entitled “Performance Based Service Acquisitions”, the course # is CLC 013 (while taking the course refresh often as this bookmarks your progress). After completing, a test must be passed. After passing, the test you will need to send a copy of your diploma to QAPC/LGCP that can be acquired on line thru the DAU register office. At that point we will need to determine the best method to give you the 2nd part of phase one which overviews what you learning in part 1, discusses the quality assurance Operation Instructions (OI), ethics, and several other items that aren’t included in the on line training. 

Phase II Training

 After the completion of Phase I training, the QA will be scheduled for Phase II training.  Phase II training is conducted by the contract administrator and covers the specific requirements of the contract.  The QA will be doing the surveillance.  Phase II training, which should be given within seven workdays (internal policy) of receipt of Phase I training, will be scheduled by the contract administrator.
To schedule your QA Personnel for QA training, contact the QA Program Coordinator in the Contracting Squadron at 6-3893/6234.

Refresher Training

All QAs will be provided annual refresher training.  This training will be scheduled and conducted by the 
39 CONS Quality Assurance Program Coordinator (QAPC).  As a minimum, refresher training should include:

a.  Any policy and procedural changes received during the previous year regarding the QA program;
b.  A discussion on trends that denote problems with QA surveillance and documentation
     procedures during the previous year;
c.  Other topics suggested by the contracting officer, contract specialist, FAC/FC/FD, and/or QA.
To schedule QA training, contact the Quality Assurance Program Coordinator at 6-3893/6234.

SURVEILLANCE

1.   SCHEDULING 

The QA is responsible for developing a monthly schedule of surveillance activities based on the QASP’s requirements.  The schedule must be completed no later than 7 calendar days before the beginning of the period it covers.  Note: Under the TBMC the QA is required to provide the schedule on or before the last workday of the month prior to the month of inspections.  The FD/FC must either be given a copy for review or must review the original and return it to the QA not later than the last day of the month preceding the month scheduled.  QA personnel must give one copy of the schedule to the contract administrator before the start of the surveillance period.  The Quality Assurance Evaluator Schedule, (See Sample) or equivalency may be used to document surveillance.   

2.    OBSERVING CONTRACTOR PERFORMANCE

QA personnel must inspect the contractor by watching actual task performance, physically checking an attribute of the completed task, or using management information reports.

3.    DOCUMENTING CONTRACTOR PERFORMANCE 

Documentation is a critical part of the QA’s job.  Without documentation the Contracting Officer cannot properly administer the contract.  All documentation resulting from surveillance must be made a permanent part of the contract file.

QA personnel must document surveillance as it is done. A Surveillance Activity Checklist may be used for this documentation.  Each time the QA documents surveillance actions it must include:

· Contract number
· Service Summary number
· Method of surveillance
· Date, time, and location
· Results of the surveillance
· Signature of the QA

4.   QA FILE CONTENT

QA FILES SHOULD CONTAIN, BUT IS NOT LIMITED TO:

· Appointment letter of all Quality Assurance Personnel
· Copy of contract with modifications (Under the TBMC it is the QA Appendix)
· Receiving documents (Under TBMC this is End of Month (EOM) reports)  
· Correspondence 

· Contractor’s QC plan

· Records of inspection
· Supporting documentation
· Test reports
· Contract discrepancy reports 
· Performance Plan

Note: Under the TBMC – Any or all can be electronic filling.

QAP Files





“DOCUMENT EVERY THING GOOD OR BAD PERFORMANCE”

5.   UNACCEPTABLE PERFORMANCE

When unacceptable performance is discovered the QA must inform the contractor’s on-site manager, and have the manager initial the checklist.  If the number of unacceptable observations exceeds the performance requirement the QA initiates a Contract Discrepancy Report (CDR) (See Sample) or equivalency.  The Contract Discrepancy Report may result in money being deducted from the contractor’s monthly payment, except under the TBMC.
For tasks written in accordance with AFI 63-124, the government retains the right of inspection and will use the Service Summary (SS).  All service contracts contain the Inspection of Services clause.  This clause allows the government to inspect all services provided by the contractor, and provides remedies when performance is unacceptable.  

CONTRACTING PRIMER

1.  CONTRACTING AUTHORITY

The Contracting Officer has authority to act on behalf of the United States Government.  The CO is the government’s representative for entering into, administering, and terminating contracts.  With such authority the CO is the only person who can legally bind the government.  This is in terms of the original contract or any contract changes made either orally or in writing.  FCs and QAPs must inform customers or other unit workers who may come in contact with contractors that they have no authority to add to or delete from the contract requirement.  The QAP should be the point of contact between such customers/unit workers and the contractor to ensure that changes first go through the proper procedures.  The CO can only make changes to a contract.  The Contract Administrator works on behalf of the CO but has no authority for making changes.  

2.  UNAUTHORIZED COMMITTMENT

An unauthorized commitment is an agreement that is not binding solely because the government representative who made it lacked the authority to enter into that agreement on behalf of the government.  Ratification is the act of approving an unauthorized commitment by an official who has the authority to do so.  Ratification is a corrective action, not a cure to the problem.  Only certain actions can be ratified.  If the authorizing official does not ratify an unauthorized action, the person becomes personally liable to the contractor.  Functional commanders should not put QA personnel in a position of feeling obligated to committing unauthorized actions.  See below for an outline of the ratification process.  

RATIFICATIONS

The act of an unauthorized commitment must be approved by an official who has the authority to do so. Certain circumstances must exist before the ratifying authority can ratify an unauthorized action

Ratification Process
· Statement of Facts
· Commander’s Actions
· Contracting Officer’s Actions
· Ratification Authority
· If approved
· If not approved

3.  CONTRACT MODIFICATIONS

It is any written change in the terms of a contract.  The definition says written, but if you want to change any of the terms of a contract, regardless of how minor it may seem, you must go through the contracting office, which initiate a modification….  

There are two types of modification, unilateral and bilateral.

1. Unilateral Modifications:

The modification is issued unilaterally by the contracting officer, and is signed only by the contracting officer.  There are very few things we are authorized to do unilaterally, but we can make administrative changes like changes in address or accounting information.  Issue change orders, which are written orders signed by the contracting officer, directing the contractor to make changes.  The limitations regarding change orders are:

A.  The CO may at any time, by written order, and without notice to the sureties, if any, make changes within the general scope of this contract in any one or more of the following:

A.  Description of services to be performed. 
B.  Time of performance (i.e.: hours of the day, days of the week, etc). 
C.  Place of performance of the services. 

B.  If any such causes increase or decrease in the cost of, or the time required for, performance of any part of the work under this contract, whether or not changed by the order, the CO shall make an equitable adjustment in the contract price, delivery schedule, or both, and shall modify the contract.

C.  The contractor must assert its rights to an adjustment under this clause within 30 days from the date of receipt of the written order.  However, if the CO decides that the facts justify it, the CO may receive and act upon a proposal submitted before final payment of the contract.

D.  If the CO’s proposal includes the cost of property made obsolete or excess by the change, the CO shall have the right to prescribe the manner of the disposition of the property.

E.   Failure to agree to any adjustment shall be a dispute under the Disputes Clause. However, nothing in this clause shall excuse the Contractor from proceeding with the contract changed. 
Exercise options unilaterally.

2.  Bilateral Modifications:

The modification is issued, generally, as an agreement between the parties, and is signed by both the contractor and the contracting officer, with the contractor signing first. These types of modification are considered supplemental agreements, and are the preferred type of modification. As with any other contract action, we must have funds in order to issue a modification to the contract. Also, in order to modify the contract, the proposed change must be within the “scope” of the contract.  This means that both the parties could have reasonably anticipated the addition to or change in work when they entered into the contract.

4.  OPTION TO EXTEND

Because of the need for continuity of operation required by service contracts, most service contracts contain an “Option to Extend” clause.  This clause gives the government the unilateral right to extend the period of performance at prices and conditions accepted during the initial award.  Before extending the performance period, the contract requires the contractor to be notified of the government’s intent to exercise the option at least 60 days prior to the expiration of the performance period.  Contracting will send a notice prior to expiration asking the organization’s intentions to continue the service with the incumbent contractor or to document reasons why the option should not be exercised.  Because of the contractual timeframe Contracting has to meet, it is very important that a response is received by the date requested.  It is also very important that the QAP have good file documentation to support any reasons for not exercising the option.  The QAP should keep the contract administrator informed of what is going on with the contract as things occur. 

5.  INSPECTION OF SERVICES 

	a.  FIXED PRICE (FAR 52.246-4) 

(a) Definition: “Services,” as used in this clause, includes services performed, workmanship, and material furnished or utilized in the performance of services.
(b) The Contractor shall provide and maintain an inspection system acceptable to the Government covering the services under this contract. Complete records of all inspection work performed by the Contractor shall be maintained and made available to the Government during contract performance and for as long afterwards as the contract requires.
(c) The Government has the right to inspect and test all services called for by the contract, to the extent practicable at all times and places during the term of the contract. The Government shall perform inspections and tests in a manner that will not unduly delay the work.
(d) If the Government performs inspections or tests on the premises of the Contractor or a subcontractor, the Contractor shall furnish, and shall require subcontractors to furnish, at no increase in contract price, all reasonable facilities and assistance for the safe and convenient performance of these duties.
(e) If any of the services do not conform with contract requirements, the Government may require the Contractor to perform the services again in conformity with contract requirements, at no increase in contract amount. When the defects in services cannot be corrected by re-performance, 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 services performed.
(f) If the Contractor fails to promptly perform the services again or to 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 service; or
   (2) Terminate the contract for default.

	b.  Cost-Reimbursement  (52.246-5) 

(a) Definition. “Services,” as used in this clause, includes services performed, workmanship, and material furnished or used in performing services.
(b) The Contractor shall provide and maintain an inspection system acceptable to the Government covering the services under this contract. Complete records of all inspection work performed by the Contractor shall be maintained and made available to the Government during contract performance and for as long afterwards as the contract requires.
(c) The Government has the right to inspect and test all services called for by the contract, to the extent practicable at all places and times during the term of the contract. The Government shall perform inspections and tests in a manner that will not unduly delay the work.
(d) If any of the services performed do not conform with contract requirements, the Government may require the Contractor to perform the services again in conformity with contract requirements, for no additional fee. When the defects in services cannot be corrected by re-performance, the Government may --
(1) Require the Contractor to take necessary action to ensure that future performance conforms to contract requirements; and
(2) Reduce any fee payable under the contract to reflect the reduced value of the services performed.
(e) If the Contractor fails to promptly perform the services again or take the action necessary to ensure future performance in conformity with contract requirements, the Government may --
(1) By contract or otherwise, perform the services and reduce any fee payable by an amount that is equitable under the circumstances; or
(2) Terminate the contract for default.






6.  Freedom of Information Act (FOIA) 

Specifies how federal agencies will make their records available for public review (upon request), sets time standards for compliance actions, and details those records that are exempted from public disclosure.  
--AF service contracts are public documents, and, as such, are releasable, with some exceptions.
--FOIA requests should immediately be forwarded to the Contracting Officer or the base FOIA office.

STANDARDS OF CONDUCT IN GOVERNMENT CONTRACTING

a.  In order to maintain the public confidence in the federal procurement process, it is necessary that government and contractor employees follow standards of conduct.  There are numerous statutory and regulatory provisions giving guidance on the standards, which are expected to be followed, and prescribing stringent penalties for noncompliance.  These standards are outlined in DOD Directive 5500-7 Standards of Conduct.  

b.  As a federal employee, your actions are governed by a series of rules on ethical behavior or standards of conduct.  As a functional commander, these standards of conduct become more significant due to your relationship with contractors.  The bottom line is that functional commanders must act in a manner that holds the highest public confidence and individual integrity.  Commanders must guard against conflicts between their personal interests and their responsibilities to the government and avoid situations where a conflict of interest might even appear to exist.  Attachment 1 lists some “Do’s and Don’ts” guidelines on standards of conduct.
  
Improper Influence on Government Decisions

a.  Government decisions in the procurement process must be objective in fact and appearance.  Favoritism or other improper motives have no place in the award or administration of public contracts.  Thus, the government has by statute and regulations prohibited activity, which would improperly influence decision-making or would appear to do so.  The following are areas of concern:

· Bribery:  A criminal offense to offer or give a bribe to a government official or 
for a government official to solicit or receive a bribe.  To constitute bribery, the statute requires that something “of value” be given, offered, promised, solicited, or received.

· Gratuities:  A crime when offered or given to a government official or when a 
Government official solicits or receives a gratuity.  To be categorized as a gratuity, the item being offered must be “a thing of value” and be presented with the intent of corruption.

b.  As a federal employee, your actions are governed by a series of rules on ethical behavior or Standards of Conduct.  As the FD/FC or Functional Area Chief (FAC), these standards of conduct become more significant due to your relationship with contractors.  These standards are merely the application of common sense in your association with contractors.  The bottom line is that FD/FC or FACs must act in a manner that holds the highest public confidence and individual integrity.  FD/FC or FACs must guard against conflicts between their personal interests and their responsibilities to the government.  You must avoid situations where a conflict of interest might even appear to exist.  

c.  Below are some Don’t and Do guidelines on standards of conduct:

1. Don’t - act in any way with a contractor or contractor employee, which may create or imply favoritism.
2. Don’t - become involved in contractor-employee issues.
3. Don’t - for any reason socialize with contractor employees on a regular and/or personal basis.
4. Don’t - become involved in the hiring of new contract employees.
5. Don’t - solve the contractor’s problems.
6. Don’t - Solicit or agree to accept, directly, or indirectly, anything of value in return for being influenced in the discharge of official responsibilities.
7. Don’t - Monitor a contract so closely and rigidly that the contractor will lose direction of the work to be performed.
8. Don’t - Clarify, make, or infer legal in interpretation on the scope or intent of the contract.
9. Don’t - Give direction to the contractor or to the contractor employees.
10. Don’t - Sign or enter into contractual agreements with the contractor.
11. Don’t - Impose upon a contractor any task or permit substitutes not specifically provided for in the contract.
12. Don’t - Authorize the expenditure of funds.
13. Don’t - Authorize the use of Government Furnished Property (GFP) unless it is included in the contract.
14. Don’t - Negotiate changes or new work requirements. The Contracting Officer is the only person who can authorize changes.
15. Don’t - Become involved in contract-labor management relations. It is Air Force policy to remain neutral in such situations.

1.  Do - Use common sense.
2.  Do - Resist the impulse to treat the contractor employees as members of your staff. When
     the contractor is a “family member”, it’s hard to report “family” problems to the
     Contracting Officer for resolution or advice.
3.  Do - Be alert to personal relationships with contractor employees.
4.  Do- Establish a point of contact with the contractor (normally the contract manager) and
     deal only with his person, not with the workers.
5.  Do - Resist the impulse to “trade-off” on an informal basis.
6.  Do - Avoid discussing future plans, procurements, allocation of funds, or any other subject,
     which might provide one contractor with an advantage over another one.
7.  Do - Give the contractor fair and equal treatment.
8.  Do - Report to the Contracting Officer any possibility of conflicts of interest.
9.  Do - Notify the Contracting Officer immediately if a change in contract requirements in
     needed.
10. Do - Assist the Contracting Officer in administering the contract. The Contracting Officer
      must rely on you for technical advice.
11. Do - Consult with the Contracting Officer, for clarification, when in doubt about 
      contractual issues. 

d.   As a public servant, you have certain unique ethical responsibilities 

· Every Federal employee (a term that includes military personnel) has a responsibility to the citizens of the United States to place loyalty to the Constitution, our laws and ethical principles above private gain.
· Every employee shall respect and adhere to the 14 ethical principles set forth by the Office of Government Ethics (OGE), DOD, and the Air Force you must not only comply with these rules yourself, but you must ensure your subordinates follow the rules, too.

1.  You must place loyalty to the Constitution and the law above your private gain.
2.  You shall not hold financial interests that conflict with your official duties.



3.  You shall not engage in financial transactions using nonpublic information or permit the release of such information for any other improper use.
4.  You shall not solicit or accept any gift from any person or entity seeking official action or doing business with DOD (including the Dept of the Air Force).
5.  You must put forth honest efforts in the performance of your duties.
6.  You shall not knowingly make unauthorized commitments or promises that bind the Government without authority.
7.  You shall not use public office for private gain.
8.  You shall act impartially and not give preferential treatment to any person or entity.
9.  You must protect and conserve Government property and use it only for authorized purposes.
10.  You shall not engage in, or seek, outside employment or activities that conflict with your official duties.
11.  You shall disclose fraud, waste, abuse and corruption to appropriate authorities.
1. 
12.  You must act in good faith in satisfying the obligations of citizenship (including paying just financial obligations and taxes).
13. You shall adhere to all laws that provide equal opportunity for all Americans regardless of race, color, religion, sex, national origin, age or handicap.
14.  You shall endeavor to avoid any actions that create the appearance of unethical conduct, as seen from the perspective of a reasonable person.

· One of the most basic ethical principles is that you may not take official action on a matter that may impact your personal interests.  Thus, the ethics rule provides that…
   
e.  An employee is prohibited (by criminal statute) from participating personally and substantially in an official capacity in any particular matter in which he (or any person whose interests are imputed to him) has a financial interest if the matter will have a direct and predictable effect on that interest. 

In other words…
  
-  If you are officially involved in a matter that could affect your own financial interests, or those of someone you are related to or associated with, you must remove yourself from acting on that matter in your official capacity.
-  A closely-related rule:  if your official involvement creates even the appearance of a conflict of interest to a reasonable person, you should remove yourself from that matter or, at a minimum, seek legal advice. 
-  It is hard to overstate the importance of this basic rule…
The financial interests of your spouse, minor child, business investments, outside organizations (in which you are “active” or hold office) or entities in which you are seeking employment are all imputed to you
-   It is one of the very few areas of the law where you do not have to be “guilty” to find yourself in trouble – even looking guilty can land you in trouble because…Appearances count!



















Document Review Checklist 
The following checklist should be reviewed prior to forwarding the PWS/specification for approval. It is a guide only, and items should be added or deleted to tailor it to the specific document. 

1.  Has the document been checked for format and grammar? 
a.  Are subheadings compatible with the subject matter of the heading? 
b.  Is a multi-decimal or alphanumeric numbering system used in the SOW that can be cross-referenced to the to the QAP. 
c.  Are all terms used consistently throughout, and adequately defined, including "industry-wide" terms? 
2.  Is the SOW/specification too restrictive? Does it tell contractors how to run their business? 
3.  Have appropriate Government and industry standards been researched and referenced in the     SOW, as necessary? 
a.  Have requirements to use Government standards been limited to those where it is impractical to use non-Government standards? 
b.  Have options been provided for proposes to recommend suitable replacement of Government standards with non-Government standards? 
4. Can I give the contractor full management responsibility and hold them accountable for the end results? 
5. Are proper quantities and delivery dates indicated for each deliverable? 
6. When necessary to reference other documents, is the proper reference document described and cited? 
7.  Have all requirements for data been specified separately in a Data Requirements section? Have all extraneous date requirements been eliminated? Are requirements specified adequately to obtain sufficient data to permit competition for anticipated follow-on procurements? 
8.  Are all safety, reliability, quality assurance and security requirements defined for the total life of the contract? 
9.  Is the PWS sufficiently detailed to permit both the Government and the contractor to estimate costs; to tabulate labor and other resources required to accomplish each task element? 
a.  Will the contractors be able to prepare a sound technical and cost proposal? 
10. Does the PWS cover the requirements imposed on the contractor’s quality system to ensure that services conform to requirements?  Is this consistent with the inspection clause in Section I of the contract? 
a. Are standards clear that make it possible for all parties to measure performance? 
b. Can I perform a meaningful evaluation or performance? 
c. Does the PWS cover any design or process control requirements required by Air Force? 
d. Does the PWS cover any specific Government requirements for inspection and testing? 



















QAP Surveillance Checklist (Sample)CONTRACT NO:  F61358-______________________ 			Date: ____________
SERVICE:  _______________________________QAP NAME: _________________________
1.  Performance-based Work Statement (PWS) , paragraph 2, Service Summary (SS), Type(s) of Surveillance use:  (AFI 63-124, paragraph 4.1.5)_____________Trend Analysis           _____________Periodic Inspections   _____________Contractor Metrics      _____________Random Sampling      _____________Customer Complaint   _____________Third Party Audits       _____________100% Surveillance      _____________Quality Index               _____________Other                              

2.  Did the contractor (Project Mgr.) accompany you during the surveillance? _____________.
     Comments:  ___________________________________________________________________________________________________________________________________________3.  Surveillance was accomplished at Bldg(s)  ______ at ___________.     Comments: ________________________________________________________________
____________________________________________________________________________4.  Were there any defects noted by you? _____________.     Comments: ________________________________________________________________
____________________________________________________________________________  5.  Did the QAP notify the contractor manager of the defects on how to correct it? __________     Comments: ________________________________________________________________
____________________________________________________________________________   6.  Periodic Inspections:

· List the SS numbers that were observed during your surveillance.	                                                                          
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

A.  Was the contractor performing the required service 
   	      during your surveillance?   ______________
B.  Did the QAP use AF Form 799 (Surveillance Activity
   	     Checklist) or other checklist? _____________

7.  Random Sampling:

A.  Did the monthly schedule arrive prior to the start of the observation period?  	   ______________
B.  Are changes to the schedule being received?   ______________.
 	C.  Are these changes being explained? ______________.




8.  Customer Complaint:

A.  How are QAP’s training their customer on how to file customer complaints? 	             ______________________________________________________________________
B.  How are the QAP’s validating customer complaints?  ________________________
______________________________________________________________________
 	C.  What limitations has the QAP given to their customers in dealing with a contractor?	______________________________________________________________________
D.  Are customer complaints filed in the QAP folder?  __________________________

9.  One Hundred Percent Surveillance:

A.  List the SS numbers that were observed during your surveillance.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________		    
B.  Was the contractor performing the required service during your surveillance?	    _______________.
C.  Did the QAP use AF Form 799 (Surveillance Activity Checklist) or other checklist?    _______________.

 10.  List all SS numbers and titles that were observed during your surveillance.
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________     				
11.  Other item(s) of the PWS perform surveillance that are/is not identified in SS:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________


QAP                                ______________________________Date: ___________
  
Contract Administrator:  _____________________________ Date: ___________

Contracting Officer:        ______________________________Date: ___________






Templates Form/Sample Documents and Letters:

	
CUSTOMER COMPLAINT RECORD
	DATE/TIME OF COMPLAINT
     

	SOURCE OF COMPLAINT

	ORGANIZATION

     
	BUILDING NUMBER

     
	INDIVIDUAL

     
	PHONE NUMBER

     

	NATURE OF COMPLAINT
     

	CONTRACT REFERENCE
     

	VALIDATION
     

	DATE/TIME CONTRACTOR INFORMED OF COMPLAINT

     

	ACTION TAKEN BY CONTRACTOR
     

	RECEIVED/VALIDATED BY

     



           Customer Complaint Record Template, Feb 05 (SAF/AQCP)							              COMPLAINANT – 1



	
CUSTOMER COMPLAINT RECORD
	DATE/TIME OF COMPLAINT
     

	SOURCE OF COMPLAINT

	ORGANIZATION

     
	BUILDING NUMBER

     
	INDIVIDUAL

     
	PHONE NUMBER

     

	NATURE OF COMPLAINT
     

	CONTRACT REFERENCE
     

	VALIDATION
     

	DATE/TIME CONTRACTOR INFORMED OF COMPLAINT

     

	ACTION TAKEN BY CONTRACTOR
     

	RECEIVED/VALIDATED BY

     



                 Customer Complaint Record Template, Feb 05 (SAF/AQCP)                                                                                                                                                    QAP – 2



	
CUSTOMER COMPLAINT RECORD
	DATE/TIME OF COMPLAINT
     

	SOURCE OF COMPLAINT

	ORGANIZATION

     
	BUILDING NUMBER

     
	INDIVIDUAL

     
	PHONE NUMBER

     

	NATURE OF COMPLAINT
     

	CONTRACT REFERENCE
     

	VALIDATION
     

	DATE/TIME CONTRACTOR INFORMED OF COMPLAINT

     

	ACTION TAKEN BY CONTRACTOR
     

	RECEIVED/VALIDATED BY

     



                Customer Complaint Record Template, Feb 05 (SAF/AQCP)								 CONTRACTOR - 3



	
CUSTOMER COMPLAINT RECORD
	DATE/TIME OF COMPLAINT
     

	SOURCE OF COMPLAINT

	ORGANIZATION

     
	BUILDING NUMBER

     
	INDIVIDUAL

     
	PHONE NUMBER

     

	NATURE OF COMPLAINT
     

	CONTRACT REFERENCE
     

	VALIDATION
     

	DATE/TIME CONTRACTOR INFORMED OF COMPLAINT

     

	ACTION TAKEN BY CONTRACTOR
     

	RECEIVED/VALIDATED BY

     



               Customer Complaint Record Template, Feb 05 (SAF/AQCP)						        CONTRACT ADMINISTRATOR – 4


	
CORRECTIVE ACTION REPORT (CAR)
(If more space is needed, use reverse and identify by number)

	1. CONTRACTOR

     
	2. CONTRACT NUMBER

     
	3.  TYPE OF SERVICES

     

	4.  FUNCTIONAL AREA

     


     
	5.  SUSPENSE DATE 

     
	6.  CONTROL NUMBER

     

	[bookmark: Check8][bookmark: Check7]7.  DEFICIENCY               |_|  MAJOR    |_|  MINOR 

[bookmark: Text134]FINDING:       







[bookmark: Text110]FINDING IMPACT:     













Please respond with a written corrective action plan that details the corrective action of the cited deficiency, the cause of the deficiency, and actions taken to prevent recurrence by Suspense Date in Block 5.  If date was not entered in Block 5, the contractor is not required to provide a response.  

	8.  QUALITY ASSURANCE PERSONNEL (QAP)

	TYPED NAME AND GRADE


	SIGNATURE AND DATE



	9.  ISSUING AUTHORITY  

	TYPED NAME AND GRADE


	SIGNATURE AND DATE



	10.  QAP RESPONSE TO CONTRACTOR CORRECTIVE ACTION AND ACTION TAKEN TO PREVENT RECURRENCE
     

	11.  QAP DETERMINATION
[bookmark: Check3]|_| ACCEPTED    |_| REJECTED

	12.  CLOSE DATE



                Corrective Action Report (CAR) Template, Feb 05 (SAF/AQCP)


	CORRECTIVE ACTION REPORT (CAR)
Continuation Sheet
(Number to correspond with applicable Item Number on reverse)

	


              Corrective Action Report (CAR) Template, Feb 05 (SAF/AQCP)
 

Corrective Action Report (CAR) Instructions

Block 1.  Enter Contractor Name.

Block 2.  Enter Contract Number.

Block 3.  Enter Contract Name or Type of Services.

Block 4.  Enter Functional Area of the Contract.

Block 5.  Enter the assigned suspense date given the contractor to provide a response to the CAR.  A date must be entered for a Major CAR.  A date is optional at the discretion of the Quality Assurance Personnel (QAP) initiating the CAR if the finding is Minor.       

Block 6.  All CARs will be tracked with a Control Number. The functional commander/functional director is the Issuing Authority for his/her contract Quality Assurance Evaluators (QAPs) generating CARs.  By providing the control number to the QAP originating the CAR, the Issuing Authority demonstrates concurrence with the finding.  The control number will be made up of the first two letters of the name of the site or contract, the last two digits of the calendar year, and a three digit number starting with 001 and progressing upward throughout the calendar year (e.g., WP04-001).  

Block 7.
1.  Check the block that indicates whether the identified deficiency is assigned as a Major or Minor finding.  See Performance Plan (PP), paragraph 6.1.4, for the definitions of Major and Minor findings and associated explanations.    
2.  Finding:  Clearly state the details of the finding followed by a reference to the stated contractual requirement.  The reference must state the portion of the contract, part, section, paragraph and subparagraph and must make a complete brief quotation of the contract reference.   
3.  State the impact that the finding has or could have on the accomplishment of the mission that the contract provides.  
4.  When determining how long to give the contractor to respond to the identified finding, the normal is 10 working days.  The suspense date should reflect this unless the finding requires a greater amount of time to come to solution.  Major findings require a contractor response.   Minor findings may require a contractor response at the discretion of the QAP initiating the CAR and/or the Issuing Authority. 
  
Blocks 8 and 9.  Contract QAPs initiating a CAR must sign in Block 8 and the Issuing Authority signs in Block 9.  Each annotates the date at the time of signature.

Block 10.  Upon review of the contractor’s reply, the originator of the CAR will enter comments regarding acceptance or rejection of the contractor’s response.  This block may also contain any comments regarding follow-on inspections conducted or needed at a later date to validate that the finding has not reoccurred.   

Block 11.  The QAP selects accept or Reject after reviewing the contractor’s response.  

Block 12.  The QAP enters a close date after advising the Issuing Authority that the contractor’s response is acceptable and the Issuing Authority concurs.  The Issuing Authority will then forward the closed CAR to the contractor and report accordingly in the monthly Certificate Of Service (COS) or other applicable contracting officer services report.  This routing remains the same if the contractor response is unacceptable and the CAR remains open until an acceptable response is received except that the Issuing Authority forwards the open CAR back to the contractor for additional information.   

Continuation Sheet.  The Continuation Sheet is to be used to expand on any information that will not fit in the applicable numbered block.





	[bookmark: _Toc82922268]PERFORMANCE ASSESSMENT REPORT (PAR)
(If more space is needed, use reverse and identify by number)

	1.  CONTRACT/TASK ORDER NUMBER
	2.  CONTRACTOR
	3.  TYPE OF SERVICES

	[bookmark: _Toc82922269][bookmark: _Toc82922270]4.  QUALITY ASSURANCE PERSONNEL (QAP) SIGNATURE AND DATE

	5.  QAP PHONE
	[bookmark: _Toc82922272]6.  SUSPENSE DATE 

	I.  PERFORMANCE

	[bookmark: Check9]7.  |_| DEFICIENCY                  (CHECK ALL BOXES THAT APPLY)
     |_| NEW   
     |_| REPEAT
[bookmark: Check10]     |_| NO DEFICIENCY NOTED 
	 8.  SERVICES SUMMARY or SOW PARAGRAPH ITEM REVIEWED    


	9.  BRIEF DESCRIPTION OF DEFICIENCY (IF DEFICIENCY BOX WAS CHECKED)
	10.  DETAILED PERFORMANCE ASSESSMENT


	II.  CONTRACTOR VALIDATION

	[bookmark: Check5]11.  CONTRACTOR REPRESENTATIVE  |_| CONCUR |_| NON-CONCUR                                             

	12.  CORRECTIVE ACTION ESTIMATED COMPLETION DATE


	13.  CONTRACTOR REPRESENTATIVE CORRECTIVE ACTION AND PREVENTION OF RECURRENCE OR REASON FOR NON-CONCURRENCE OF QAP CITED DEFICIENCY


	III.  ACTION CORRECTED

	[bookmark: Check1][bookmark: Check2]14.  |_| CONCUR    |_| NON-CONCUR             QAP SIGNATURE AND DATE


	15.  QAP REMARKS (REQUIRED)



	16.  CONTRACTOR REPRESENTATIVE REMARKS 


Performance Assessment Report (PAR) Template, Feb 05 (SAF/AQCP)
	[bookmark: _Toc82922273]PERFORMANCE ASSESSMENT REPORT
Continuation Sheet
(Number to correspond with applicable Item Number on reverse)

	


     Performance Assessment Report (PAR) Template, Feb 05 (SAF/AQC)
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Performance Assessment Report (PAR) Instructions

Block 1.  Quality Assurance Personnel (QAP) enters contract or task order number.

Block 2.  QAP enters contractor name.

Block 3.  QAP enters type of services.

Block 4.  QAP signs and dates.

Block 5.  QAP enters telephone number.

Block 6.  QAP assigns suspense date for Contractor Representative validation if a deficiency box was checked in Block 7.

Part I.  Contractor Performance

Block 7.  QAP checks all boxes that apply.

Block 8.  QAP enters Services Summary or Statement of Work (SOW) paragraph item reviewed.

Block 9.  QAP enters brief description of deficiency and tracking number if the deficiency box was checked in Block 7.  Detailed description will be on Corrective Action Report (CAR).

Block 10.  QAP enters a detailed performance assessment if the deficiency box in Block 7 was not checked. 

Parts II and III will be used only if a deficiency was documented in Part I. 

Part II.  Contractor Validation

Block 11.  Contractor Representative checks one box in response to QAP cited deficiency.  If Concurrence is indicated, Contractor Representative continues to Block 12.  If Non-Concurrence is indicated, continue to Block 13 and state reason(s) for Non-Concurrence with QAP cited deficiency and return PAR to QAP.

Block 12.  Contractor Representative enters Estimated Completion Date of Corrective Action and continues to Block 13.

Block 13.  Contractor Representative details Corrective Action and the Action Taken to Prevent Recurrence or Reason for Non-Concurrence of QAP cited deficiency.

Part III.  Deficiency Corrected

Block 14.  QAP checks appropriate block, signs, and dates. 

Block 15.  (Required Entry)  QAP remarks regarding the Corrective Action and the Action Taken to 
Prevent Recurrence.  If Non-Concur was checked, this block should be very detailed to explain why.  

Block 16.  Contractor Representative enters remarks if further discussion is needed about QAP concurrence with Contractor’s Corrective Action and Action Taken to Prevent Recurrence.

Continuation Sheet.  The Continuation Sheet is to be used to expand on any information that will not fit in the applicable numbered block.
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Style and the Performance-Based Work Statement (PWS)

1.  Style: 

Each requirement sentence should address a single task and describe a single result. Therefore, each requirement sentence should contain only one verb

The term "shall," when used in a contract is always used to specify that the requirement is binding.

The term "will," on the other hand, may be interpreted to mean that the requirement is not always mandatory.

The term "may" generally denotes permissiveness except when used in a phrase such as "no person may." When used in that way, it means that no one is required, authorized, or permitted to do the thing described.

It is important to clearly state that something must or must not be done. The emphatic form of the verb will make sure that specific direction is being given, not suggestions. Use the emphatic form of verbs.

Do not use "Any," "Either," and "And/Or." These words allow for choice. It is better to avoid them unless a choice is exactly what we intend. The word "both" can often be substituted for these words to impart a clearer meaning.

Avoid use of pronouns. It is better to repeat the noun and avoid misinterpretation.
Use Consistent Terminology. The same words and phrases must be used throughout the PWS when addressing the same thing. This is especially true when referring to technical terms.
Use Numerals. When numerals are used on any drawings, illustrations, charts, or tables, use the numerals in the PWS when referring to the drawings, etc., rather than spelling out the number.
Use Standardized Spelling. For words that have more than one acceptable spelling, use the standard or most widely accepted spelling to avoid any misunderstanding.
To keep the PWS clear, use simple, short, and concise sentences so that only the minimum punctuation is needed. A general rule should be: When extreme punctuation is necessary, rewrite the sentence.

The first time an abbreviation or acronym is used in the For an Alternative Navigation Method, Use Text Links, show the abbreviation or acronym in parentheses immediately after the spelled-out word or phrase. This readily defines the abbreviation for further use in the For an Alternative Navigation Method, Use Text Links. Include all abbreviations and acronyms in the For an Alternative Navigation Method, Use Text Links in the definitions section of the PWS.
Because a PWS becomes a part of a contract, many writers think that sentences must be spiced with legal phraseology and sophisticated words. Not only is this untrue, it can be dangerous because it allows for ambiguity to sneak into the PWS. Clarity is the writer's overriding concern. Simple, well-recognized words are the goal. Rearrange them into two or three short, simple sentences with few or no adjectives and adverbs. Limit sentences to a single idea or thought. Use simple sentences in the PWS and base them on the traditional subject-verb-object order. It is better to eliminate long and involved sentences; instead, use logical sentences that are exact and concise.
Use a paragraph to state a single idea and elaborate on it. Even though it may appear anywhere in the paragraph, it is best to state the idea or topic sentence at the beginning so the reader can grasp it immediately. The topic sentence is the framework to develop and support the original idea. Although paragraph length will vary, it is generally accepted that the maximum should be between 80 and 100 words.

2.  Writing The Performance-Based Work Statement (PWS)

The Performance-based Work Statement (PWS) is a document of utmost importance to a successful Performance-Based Contact. The PWS becomes part of the contract and is, therefore, contractually binding on both the contractor and the Government. 
A strong PWS will contain all...

The Key Elements of a PWS

· A statement of the required services in terms of outcome
· A measurable performance standard for each outcome 
· An Acceptable Quality Level (AQL) for each outcome

The PWS draws its information from the Work Breakdown Structure (WBS) created in the work analysis phase of requirements analysis. The PWS describes the specific requirements the contractor must meet in performance of the contract. It also specifies a standard of performance for the required tasks and the quality level the Government expects the contractor to provide.
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	TBMC                                                 ACTIVITY LOG
	CONTRACT: F61521-03-C-5400, App. F1

	DATE
	ACTIVITY
	REMARKS

	5 April 03
	Mr. Ancheta assigned as QAP for this contract.
	

	3 May 03
	Attended BRAG for a review of the documents that are ready for the 50% PBSA review.
	Provided the MFT with a new SS and PP.

	25 Jun 03
	Attended MFT for another PBSA review.
	Contract not PBSA and CE will submit a waiver.

	9 Jul 03
	MFT appointed by the FC
	

	26 Jul 03
	Mini PBSA reviews.
	

	9 Dec 03
	MFT Meeting at 39 CONS
	Do a market research about the technical portion of the

	
	
	new project

	5 Jan 04
	Mr. Ancheta assigned as QAP for this contract.
	

	3 Feb 04
	Attended MFT for a review of the documents that are ready for the 50% PBSA review.
	Provided the MFT with a new SS and PP.

	25 Jun 04
	Attended BRAG for another PBSA review.
	Contract not PBSA and CE will submit a waiver.

	9 Jul 04
	MFT 2nd meeting at the 39 CONS
	

	26 Jul 04
	Mini PBSA reviews.
	

	9 Dec 04
	MFT 3rd meeting
	Discussed about gathered market researched

	
	
	

	
	
	

	3 Jan 05
	Attended MFT for a review of the documents that are ready for the 50% PBSA review.
	Provided the MFT with a new SS and PP.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Sample for Activity Log Sheet 
0
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Sample for Modification Request

	DOCUMENT CHANGE REQUEST
	DATE

7 Sep 04

	NAME OF REQUESTER (Include rank, name, organization/office symbol, and AUTOVON number)
Fred B. Ancheta,  GS-11,  39 CES/CEQ, 6-6234

	IDENTIFICATION OF DOCUMENT TO BE CHANGED (i.e. Statement of Work (SOW) Performance Evaluation Checklist (PEC)), CONTRACT NAME AND NUMBER:
   TBMC SOW/QASP/SDS                                          DCR#: 2004-                 POO#/Appendix #:

	INDICATE DOCUMENT PART, CHAPTER, SECTION PARAGRAPH AND PAGE NUMBER; FOR CDRL CHANGE REQUEST INDICATE SEQUENCE AND ITEM NUMBER IN REFERENCE BELOW.

	REFERENCE
	REQUESTED CHANGE (Indicate Exact Change Requested “From and To”)

	Section II
Service Summary
2.3.1
	TO: Reserve


	Section II
Service Summary
2.3.2
	TO: Reserve

	Section II
Service Summary
2.3.3
	TO: Reserve

	Section II
Service Summary
2.2.1
	FROM:  Dormitory/Mail Packages.  Mon – Sat mail shall be delivered to the dormitory receptacles/parcel lockers no later than 1300 on the day received.

TO:  Dormitory/Mail Packages.  Mon – Sat mail shall be delivered to the dormitory receptacles/parcel lockers no later than the end of the day received.

	
	

	
	

	
	

	
	

	
	

	
	


	
	This DCR is effective 1 Oct 2004.  All coordination and modifications/changes must be complete prior to  1 Oct 2004.



Each coordination agency that needs to see the changes must complete electronic initials before forwarding:

OFFICE:     	INITIALS:	     DATE:

39 CES/CEQ 	____________    ___________     		
 	
39 CONS/LGCM  ___________   ____________











Sample for Surveillance Log 

	Surveillance Log
(To be performed (Daily) (Monthly)(Weekly), etc.)        
	Contract Number
[bookmark: Text63]F615521-03-C-5400, App F     

	Contract Requirement

(List Performance Objectives)
	Contract Paragraph Number
	Method of Surveillance
	Date Accomplished/
QAP/Auditor Initial
	Where Accomplished
	Compliance
	Next Due

	     


	
	
	     
	     
	     
	     

	     
	     

	     
	     
	     
	     
	     

	
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     





	
CONTRACT DISCREPANCY REPORT


	1.  CONTRACT NUMBER

 
	REPORT NUMBER FOR THIS DISCREPANCY


	3. TO (Contractor and Manager’s Name)

 
	FROM (Name of QAP)

 

	5a.  DATE CDR  ISSUED BY QAP
	5b.  DATE REVIEWED BY FC/FD
	5c.  DATE CDR SUBMITTED TO ACO
 
	5d.  CONTRACTOR SUSPENSE (Assigned by ACO)
 

	6.  DISCREPANCY OR PROBLEM (Describe in detail.  Include reference to PWS Directive; attach continuation sheet(s) if necessary.)
 

	7a.  NAME AND SIGNATURE OF CONTRACTING OFFICER
	7b. DATE

	8a.  TO (CONTRACTING OFFICER)

 
	8b.  FROM (Contractor)

                                 

	9. CONTRACTOR RESPONSE AS TO CAUSE, CORRECTIVE ACTION AND ACTIONS TO PREVENT RECURRENCE. (Cite applicable Q.C. Program Procedures or new Q.C. procedures.  Attach continuation sheet(s) if necessary.)


	10a. NAME AND SIGNATURE OF CONTRACTOR REPRESENTATIVE
	10b.  DATE

	11.  GOVERNMENT EVALUATION (Acceptance, partial acceptance, reflection. Attach continuation sheet(s) if necessary)


	12.  GOVERNMENT ACTIONS (Reduced payment, cure notice, show cause, other)

	13.  CONTRACT DISCREPANCY REPORT CLOSE OUT 

	
	NAME (S)
	SIGNATURE (If Required)
	Method of acknowledgement (Email, Ltr)
	DATE OF ACTION TAKEN

	13a. Contractor Notified
	
	
	
	

	13b. QAE Notified
	
	
	
	

	13c.  Contracting Officer
	
	
	
	


Sample for QA Schedule
	FULL FOOD SERVICE CONTRACT
	
	QA SCHEDULE
	
	
	INCIRLIK AB, TURKEY

	
	
	
	
	
	
	
	
	
	
	
	

	QUALITY ASSURANCE PERSONNEL (QAP) SCHEDULE
	CONTRACT NUMBER:  F61358-XX-X-XXXX 
	WEEK OF       XX XXX XXXX
	Month/Year XXX 2004
	 

	 
	RANDOM
	DAILY
	WEEKLY
	MONTHLY
	AS REQ

	DAY
	SAMPLE GUIDE
	SAMPLE GUIDE
	SAMPLE GUIDE
	DAILY RS #1 CONTRACT MANAGER PRESENT
	SUPERVISOR PRESENT
	SS 43 CONTROL OF CASH COLLECTIONS
	SS #2 CONTRACTORS VEHICLE
	SS # 6 PHYSICAL INVENTORY OF SUBSISTANCE
	SS # 37 HOUSEKEEPING OTHER ITEMS
	SS # 42 PREPARE    REQUIRED REPORTS
	SS # 40 SNOW AND ICE REMOVA.

	SUN
	SEE ATTACHED SCHEDULE
	SEE ATTACHED SCHEDULE
	
	SEE ATTACHED SCHEDULE

	



	ACCOMPLISHED DURING FIRST SURVEILLANCE
	DAILY INSPECTION OR BY PHONE
	 
	 
	 
	 
	 
	 

	MON
	
	
	
	
	
	 
	 
	 
	 
	 
	 

	TUE
	
	
	
	
	
	 
	 
	 
	 
	 
	 

	WED
	
	
	
	
	
	 
	 
	 
	 
	 
	 

	THU
	
	
	
	
	
	 
	 
	 
	 
	 
	 

	FRI
	
	
	
	
	
	1
	 
	1
	 
	 
	 

	SAT
	
	
	
	
	
	 
	 
	 
	 
	 
	 

	WEEK TOTAL
	 
	1
	 
	 
	 
	1
	0
	1
	0
	0
	0

	MONTH TOTAL
	0
	1
	0
	0
	0
	1
	0
	1
	0
	0
	0

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	WEEK 1
	
	
	
	
	
	












SAMPLE LETTERS
NOMINATION AND APPOINTMENT 
OF PRIMARY/ALTERNATE QA PERSONNEL

MEMORANDUM FOR 39 CONS/LGCPQ
                                        ATTENTION:  QA PROGRAM COORDINATOR

SUBJECT:  Nomination and Appointment of QA PERSONNEL

FROM:  (Office Symbol - Functional Commander)

1.  Recommend (grade, full name) (organization) (phone #) (DEROS) is appointed as QA for the (enter service to be performed) contract.  

  a.  (QAs name) possesses (years) (months) experience in this functional area and has demonstrated a high degree of technical knowledge of the contracted service.

  b.  (QAs name) possesses sufficient retain ability to ensure continuity of surveillance during the contract performance period.

  c.  Individual has completed the required Phase I training (or request that the individual be scheduled for phase I training) provided by the local operational contracting division.

  d.  Justification for nomination and appointment of an individual if they do not meet the QA qualifications.

  e.  A statement that the nominee’s records have been reviewed and that he or she appears suitable for QA duties.

  f.  A statement that the nominee does not have and will not be given other duties that will interfere with their QA duties, and that QA duties must come first.

 g.  A statement that performance of QA duties is a critical element on civilian appraisals when civilians are appointed as QAs.

2.  If the QAP is new or added, specify. If he/she is replacing a QAP, include the rank, name and date of PCS. 

3. (If a waiver of any of the QA qualifications listed in AFI 63-124 is required, state requirements and provide basis for recommending approval of waiver.  Include a certification that no qualified individuals are available within your organization).


							SIGNATURE
							FUNCTIONAL COMMANDER


Note: If QA is being appointed for the Turkey Base Maintenance Contract (TBMC), be sure to list the applicable Appendix under paragraph 1. (eg. Appendix J1 – Civil Engineering)

 

The Functional Commander/Director is responsible for checking QA personnel performance periodically, but not less than annually.  It is recommended that this checklist be performed at least semi-annually – every 6 months.  The job performance check must be documented to address the scope of the evaluation, conditions noted, and corrective actions taken.  Use this sample guide, when you conduct your evaluation of each QA.  After you have completed your evaluation of any QA, complete and forward the certification letter found on page 37.

EVALUATION OF QA PERSONNEL PERFORMANCE  
(SAMPLE GUIDE)
	

ALL PURPOSE CHECKLIST

	
PAGE    1           OF       2               PAGES

	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA
Evaluation of Quality Assurance Personnel Checklist
Functional Area Chief (FAC)/Functional Commander (FC)/Functional Director (FD)

	OPR:
 Squadron

   
	DATE

Date of Evaluation

	
NO.

	ITEM
(Assign a paragraph number to each item.  Draw a horizontal line between each major paragraph)
	
YES
	
 NO
	
N/A

	Reference: Air Force Instruction (AFI) 63-124, Performance-Base Services Acquisition  (PSBA)
                  Air Force Policy Directives (AFPD) 63-5, Quality Assurance 
                  Air Force Instruction (AFI) 63-501, Air Force Acquisition Quality Program       
----------------------------------------------------------------------------------------------------------------------------------------
Contract Number F61358-____-___-________., Contract Title
----------------------------------------------------------------------------------------------------------------------------------------
Review of Quality Assurance/Evaluator Program.
1.  Are QAP positions adequately manned with fully trained primary and alternate individuals?
    a.  List the current number of active trained primary QAP’s:  ______;
    b.  List the current number of active trained alternate QAP’s:  ______.
2.  Is the QAP function the sole or primary function of each assigned primary QAP?
3.  Is the QAP function the sole or primary function of each assigned alternate QAP?
4.  Does any primary QAP have any additional duties?  If yes, answer 4.a.
     a.  Do any of these additional duties interfere with or have the potential to interfere with
          surveillance of this contract?
_______________________________________________________________________________________
_______________________________________________________________________________________
5.  Does any alternate QAP have any additional duties?  If yes, answer 5.a.
   a.  Do any of these additional duties interfere with or have the potential to interfere with
          surveillance of this contract?
_______________________________________________________________________________________
_______________________________________________________________________________________
6.  If a primary or alternate QAP position is vacant for longer than two weeks, how is QAP coverage
     and surveillance accomplished: ___________________________________________________________
_______________________________________________________________________________________7.  Does any apparent or actual conflict of interest exist between any primary or alternate QAP
     and the surveillance of this contract?   If yes, list any apparent or actual conflict of interest below:
_______________________________________________________________________________________
 8. Does the file contain an accepted Contractor’s Quality Control Plan? 

 9. Has the QA attended all required training and when? 
    a.  Phase I_____________________________________________________________________________
    b.  Phase II____________________________________________________________________________
    c.  Refresher___________________________________________________________________________

	
	
	


	
ALL PURPOSE CHECKLIST

	
PAGE     2           OF      2               PAGES

	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA
Evaluation of Quality Assurance Personnel Checklist
Functional Area Chief (FAC)/Functional Commander (FC)/Functional Director (FD)
	OPR:
Squadron
	DATE
Date of Evaluation


	
NO.

	ITEM

(Assign a paragraph number to each item.  Draw a horizontal line between each major paragraph)
	
YES
	
 NO
	
N/A

	
10.   Is each functional QAP aware of and do they completely understand their delegated specific duties and responsibilities?
11.  Does each QAP have a current and complete copy of the contract?
12.  Does each QAP have a current and complete copy of the Performance Plan (PP) or Quality Assurance Surveillance Plan (QASP)?
13.  Is each QAP responsible for surveilling all services performed under this contract?
14.  If more than one primary QAP is/are assigned to this contract, does each primary QAP surveil specific contract functions/services?  If yes, please list the QAP by name and the specific contract function(s)/service(s) surveilled below: 

1.______________________________________________________________________________________
2.______________________________________________________________________________________
3.______________________________________________________________________________________
4.______________________________________________________________________________________
5.______________________________________________________________________________________
6______________________________________________________________________________________

15.  Does each QAP completely understand the relationship between the Performance-Based Work Statement (PWS) or Statement of Work (SOW), the Service Summary
(SS)  items, and the Performance Plan (PP) or Quality Assurance Surveillance Plan (QASP)? 
16.  Does each QA/E prepare and submit QAP Monthly Surveillance Schedules to the FAC/FC/FD within 7 days prior to the start of the surveillance period?
17.  Is a Contract Discrepancy Report (CDR), AF Form 802 or AF Form 370, Contract Monitoring and Surveillance Report or equivalent being used?  See attached form.

       a. Is each QAP well versed in the procedure for issuing a CDR issued under this contract?
       b.  Is each CDR issued properly followed and documented by each QAP?
18.  How does each QAP arrive at his/her random sampling selections?  List below
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
19.  Are invoices reviewed, accepted, certified and returned to 39 CONS by QAP personnel in compliance with the Prompt Payment Act?

20.   Does the QA file contain
    a.  QA appointment letter
    b.  Contract with modifications
    c.  Receiving documents
    d.  Correspondence
    f.  Contract Discrepancy Reports
    g.  QASP/Performance Plan 
    h.  Records of inspection
    i.   Supporting documents/reports
m. Approved Quality Control Plan

	
	
	




SEMI-ANNUAL REVIEW OF QA PERFORMANCE
(SAMPLE)

CONTRACT NR:___________________________________________________

SERVICE:_________________________________________________________

ANNUAL PERIOD:_________________________________________________

NAME OF QA:_____________________________________________________

1.  I certify that subject QA’s performance has been reviewed by the use of the following methods:

	a.  Accompaniment of QA on actual surveillance
	     Date:
	     Location:
	     Items Checked:  

	b.  Review of QA surveillance records:
	     Type of surveillance document:
	     Date QA accomplished surveillance:

c. Review the results of recent audits and IG inspections affecting the QA’s  
                  contract or contracts.

	d.  Discussion briefing with the QA
	     Items discussed

2.  QA Performance: (Satisfactory / Unsatisfactory)

If unsatisfactory, indicate conditions creating the unsatisfactory performance



Recommendations Corrective Actions:  (Refresher training, etc.)


_______________________________________                      _________________
           Signature of Functional Commander  				   Date

NOTE: Provide a copy to the Quality Assurance Program Coordinator, 39 CONS/LGCP, after completing of semi-annual QA performance evaluation. Except TBMC, done monthly.
Annual Outstanding Base-Level Quality Assurance Evaluator
(AFI 36-2835 – Annual Acquisition Program Award)
											
1.  Nomination Procedures. 

Nomination package includes the front side only of one AF Form 1206, “Nomination for Award”, and supplemental information page. See attachment.  Accompanying citation for each nomination may be submitted on additional page.  If typewritten AF Form 1206 is submitted, minimum acceptable font size is 12 point.  Forward all nominations, except those contained classified information, to 39 CONS/LGCP.
In addition to forwarding the nomination packages in accordance with AFI 36-2835, Annual Acquisition Program Award, Chapter 3, Contracting Awards.  Proposed citations for all nominations should be sent to 39 CONS/LGCP no later than 30 Sep of each FY.
Inclusion of nominee’s social security number on the AF Form 1206 is optional.
Except under extraordinary circumstances, do not nominate an individual for the same award won within the previous five years.

2.   Evaluation Criteria.
    
Nomination packages should address specific results, process improvements, contribution to competition and commercial practices, and acquisition reform implementation, as applicable, in addition to specific duty accomplishments that supported the mission.

a.  Specific duty achievements including short and long –term impact on the   mission – 70%
b.  Self-improvement efforts over the course of individual’s career – 20%
            c.   Professional qualities over the course of individual’s career – 10%
 
3.    Who is eligible to be nominated:  Either military or civilian that meets the QAP  
 qualification.

4.     Supplemental information for Individual Nomination – See attachment.





                                                                   





(Letter Head)



SUBJECT:  US Air Force Contracting Individual Award Nomination

CATEGORY: (State Title of award category) For Fiscal Year Ending 30 September ___.

Part I – Identifying Data    

Rank or Grade and Full Name: _____________________________________________

Phone Number and Email Address:__________________________________________

Full Unit Mailing Address:_________________________________________________

Unit Role:_______________________________________________________________


Part II - Acknowledgement and Approval by the MAJCOM/FOA/DRU Contracting 
Division Chief’s signature and date.

Part III  - Proposed Award Citation (brief summary of accomplishments; may be on a separate page).

Example: (for Other individual Awards).  Mr. Jones developed innovative ideas and contracting concepts, resolving long-standing problems affecting mission essential service contracts.  He developed and innovative contract for altitude chamber testing that will save the Government $52,000.00 and 180 days of pilot downtime annually.  In support of Operation Dessert Storm, he restructured quality assurance surveillance program for critical services affected by the contractor’s performance at the field.  The end result was continued excellent support of the Air Force mission.  











Terms (copy the latest terms from the draft AFI 63-124, dated 21 Dec 04)

Business Requirements and Advisory Group (BRAG)—A business solution team that consists of cross-functional personnel that plan and manage service contract outcomes to the satisfaction of its customers. 
Benchmark—A measurement or standard that serves as a point of reference which process measures performance. 
Benchmarking—A structured approach for identifying the best practices from industry and government, and comparing and adopting them to the organization’s operations. Such an approach is aimed at identifying more efficient and effective processes for achieving intended results and suggesting ambitious goals for program output, service quality and process improvement. 
Best Practices—The processes, practices and systems identified in public and private organizations that performed exceptionally well and are widely recognized as improving an organization’s performance and efficiency in specific areas. Successfully identifying and applying best practices can reduce business expenses and improve organizational efficiency 
Centralized Performance Management Office —For the purposes of this instruction, it is a centralized quality assurance office. The office handles all service contract quality assurance issues for the installation whether it is for a large base operating support requirement or a single function. The office has performance management responsibilities. Members conduct inspections as required, receive customer complaints whether by phone, fax or e-mail and review contractor-developed metrics. The office remedies unacceptable services by contacting the contractor to resolve the complaint and performs follow-up. The office may also review contractor-supplied metrics for input into the BRAG. Benefits of a full-time performance management center include, manpower efficiencies in managing performance over multiple contracts to include reviewing metrics, proficiency in many monitoring techniques, improved and consistent documentation, quality assurance personnel are no longer pulled away to perform other duties (whether through exercises or functional demands), the installation develops an experienced team for managing contractor performance and BRAG input, effective on-the job training is provided to the work force by a knowledgeable, interested supervisor, and a consistent face to industry. 
Directors of Contracting—Also means the Chief of Contracting Divisions 
Functional Director or Functional Commander—The person responsible for a functional area. For example, the Transportation Commander is the Functional Commander for the Transportation Statement of Work. 
Multi-Functional Team—A team of stakeholders responsible for a services acquisition. Includes not only representatives of the technical and procurement communities, but also stakeholders of the service acquisition and the contractors who provide the services. This team may consist of sub-group(s) responsible for routine contract actions. This team could be Business Requirements Advisory Group (BRAG), a Mission Area multi-functional team (MAAT), an IPT, working group, etc. 
Partnering—Is the creation of a government-contractor relationship that promotes achievement of mutually beneficial goals. It involves an agreement in principle to share the risks involved in completing the project and to establish and promote a nurturing partnership environment. Partnering is not a contractual agreement, however, nor does it create any legally enforceable rights or duties. Rather, partnering seeks to create a new cooperative attitude in completing government contracts. To create this attitude, each party must seek to understand the goals, objectives and needs of the other--their “win” situation--and seek ways that these objectives can overlap. 
Performance Assessment—A process that measures success towards achieving defined performance objectives or goals defined within the performance thresholds in the services summary or the process of assessing progress towards achieving the objectives/goals developed in a performance plan or partnering agreement. 
Performance Management—The use of performance measurement information to effect positive change in organizational culture, systems, and processes, by helping to set agreed upon performance goals, allocating and prioritizing resources, informing managers to either confirm or change current policy or program directions to meet those goals, and sharing results of performance in pursuing those goals. 
Performance Plan —Prescribes the objective in having the services, the goals of the multi-functional team, team members and their roles and responsibilities (to include the contractor performing the service), and how the multi-functional team will assess contractor performance and manage the contract to obtain efficiencies, improved performance, and cost savings throughout its life cycle. 
Quality Assurance Program Coordinator—Base-level individual, normally from the contracting activity, selected to coordinate the Quality Assurance program. Depending on the installation service contract workload, the Air Force standard is for this to be a full-time funded position. 
Statement of Work—Means a performance-based description of the services required by a functional activity. Services SOW may also be termed a Performance Work Statement (PWS), Statement of Need (SON), Statement of Objectives (SOO), Technical Requirements Document (TRD) or work statement. 
Strategic Sourcing—A business approach that ties commercial business activity to the installation business goals. It includes methods in combining functional activities to get economics of scale and scope, manage risks, and induce continuous improvement.














REFERENCES
http://source/39cons/
National Defense Authorization Act for Fiscal Year 2002 (Public Law 107-107), Sections 801 & 802
Federal Acquisition Regulation (FAR) Part 2.101, Simplified Acquisition Threshold
Federal Acquisition Regulation (FAR) Part 7, Acquisition Planning
Federal Acquisition Regulation (FAR) Part 9.505-1, Providing Systems Engineering and Technical Direction
Federal Acquisition Regulation (FAR) Part 10, Market Research
Federal Acquisition Regulation (FAR) Part 12, Acquisition of Commercial Items 
Federal Acquisition Regulation (FAR) Part 35, Research and Development Contracting
Federal Acquisition Regulation (FAR) 36.6, Architect-Engineer Services
Federal Acquisition Regulation (FAR) Part 37, Service Contracting 
Federal Acquisition Regulation (FAR) Part 42, Contract Administration and Audit Services
OMB Circular A-76, Performance of Commercial Activities
OMB Circular A-109, Major Systems Acquisition
DoD A-76 Costing Manual, March 14, 2001
DoDI 5000.2, Operation of the Defense Acquisition System
DoDI 3020.37, Continuation of Essential DoD Contractor Services During Crisis
Air Force Federal Acquisition Regulation Supplement (AFFARS) Library http://www.safaq.hq.af.mil/contracting/affars/5337/library-5337-pbsa.html
Air Force FAR Supplement (AFFARS) Part 5301.102-90, Statement of Guiding Principles for the Air Force Acquisition System 
Air Force Contractor Performance Assessment Reporting System (CPARS) Guide,
AFI 10-601, Capability Based Requirements Development
AFI 32-7086, Hazardous Materials Management, Para 2.5.5.2
AFI 38-203, Commercial Activities Program
AFI 63-101, Acquisition System
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