 (
QA GUIDELINES
)



DO
· Use common sense.
· 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.
· Be alert to personal relationships with contractor employees.
· Establish a point of contact with the contractor (normally the contract manager) and deal only with this person, not with the workers.
· Resist the impulse to “trade off” on an informal basis, Contract requirements for “nice to have” but “not paid for” items.
· Avoid discussing future plans, procurements, allocation of funds, or any other subject, which might provide one contractor with an advantage over another one.
· Having two contractors present at the same meeting.
· Give the contractor fair and equal treatment.
· Report to the Contracting Officer any possibility of conflicts of interest.
· Notify the Contracting Officer immediately if a change in contract requirements is needed.
· Notify the Contracting Officer if you become aware the contractor is facing technical or financial difficulties.
· Assist the Contracting Officer in administering the contract.  The Contracting Officer must rely on you for technical advice.
· Consult with the Contracting Officer, for clarification, when in doubt about contractual issues.  
· Process DD250, “Material Inspection and Receiving Report” within 3 working days.  Delaying payment to the contractor may place unnecessary financial hardships on the contractor.




DON’T

· Solve the contractor’s problems. Problem solving is the responsibility of the contractor.
· Solicit or agree to accept, directly, or indirectly, anything of value in return for being influenced in the discharge of official responsibilities.
· Monitor a contract so closely and rigidly that the contractor will lose direction of the work to be performed.
· Socialize with contractor employee on a regular basis and/or personal basis.  This may promote the appearance of favoritism.
· Clarify, make, or infer legal interpretation on the scope or intent of the contract.
· Give direction to the contractor or to contractor employees.
· Approve contractor procedures.
· Sign or enter into contractual agreements with the contractor.
· Impose upon a contractor any task or permit substitutes not specifically provided for in the contract.
· Authorize the expenditure of funds.
· Offer advice to the contractor. Your advice may adversely affect contract performance, compromise the rights of the government, provide the basis for a claim, or impact any pending or future Contracting Officer determination as to fault or negligence.
· Authorize the use of Government Furnished Property (GFP) unless it is included in the contract.
· Negotiate changes or new work requirements.  The Contracting Officer is the only person who can authorize changes.
· Become involved in contract-labor management relations.  It is Air Force policy to remain neutral in such situations.  

