


Quality Assurance Program Training

Quality Assurance Personnel (QAP) training is a two-phased program designed to provide QAPs with an in-depth knowledge of surveillance procedures and contract requirements.

QAP shall receive Phase I and Phase II training prior to assuming QA responsibilities

· Phase I:  This training is provided by the QAPC.  Topics include the QA Program, Performance Based Service Contracting, Business Requirements and Advisory Group (BRAG), Market Research, development of a Performance Based Statement of Work (SOW), developing and following a Quality Assurance Surveillance Plan (QASP).  

· Phase II:  This is contract-specific training conducted by the contract administrator and covers the contract requirements, SOW, and QASP.


Functional Commander (FC) Training

· FC training is conducted by the QAPC.  This training is designed to inform the Functional Commander of the importance of his duties and the duties of his QA personnel.  Functional Commanders shall receive training prior to commencement of duties.  Functional Commanders should receive training within 90 calendar days of assuming position.  Functional Commander training is scheduled on an as-required basis.








PHASE II TRAINING FOR QUALITY ASSURANCE PERSONNEL (QAP)


Contract Nbr:  FA1234-05-D0001				Service: Custodial  
Name of QAP:  TSgt I. Reek 							  
CCO:  MSgt V. CCO		   	  


ADMINISTRATIVE CONTRACTING OFFICER CHECKLIST ITEMS


TRAINING:  Has the QAP attended required training conducted by the QA Program Coordinator (QAPC)?  Successfully completed Phase I training on 
							______________________

1. GENERAL CONTRACT INFORMATION:

SUBJECT									DISCUSSED

	a.  Type of Contract							  YES  /  NO
	b.  Contract Amount and Performance Period				  YES  /  NO
	c.  Performance Work Statement (include safety requirements)		  YES  /  NO
	d.  Performance Requirements summary/contract standards		  YES  /  NO
	e.  Review of contract sections						  YES  /  NO
	f.  Use of Surveillance Plan						  YES  /  NO
	g.  Methods of surveillance used						  YES  /  NO
	h.  Area susceptible to fraud, waste and abuse				  YES  /  NO

2. MAINTENANCE AND SUBMISSION OF QAP SURVEILLANCE DOCUMENTS:

a. List and discuss which forms/checklist are to be used to document performance for each method of surveillance in the contract, as specified by the Contracting Officer.

FORM/CHECKLIST							DISCUSSED

AF FORM 250  (Material Inspection and Receiving Report)			  YES  /  NO
AF FORM 370  (Contract Performance Evaluation Report)			  YES  /  NO
AF FORM 714  (Customer Complaint Record)				  YES  /  NO
AF FORM 801  (Quality Assurance Personnel Schedule)			  YES  /  NO
AF FORM 802  (Contract Discrepancy Report)				  YES  /  NO

b. Be sure the QAP understands that daily entries should include the word “ACCEPTABLE” instead of the word “SATISFACTORY” to evaluate performance.  “UNACCEPTABLE” performance must be fully documented on the AF FORM 370, 372, 799, Surveillance Activity Checklist, or other surveillance logs and initialed by the representative of the contractor.

c. Discuss the frequency with which logs must be submitted to the Contracting Officer for review.
FREQUENCY:  
_______________________________________________.


3. INSPECTION AND ACCEPTANCE OF CONTRACT SERVICES:

SUBJECT:									DISCUSSED

	a.  FAR 52.246-4, Inspection of Service Clause				  YES  /  NO
	     (Ensure the QAP understands that services maybe performed)

b.  Ensure contractor compliance with the technical requirements 	  YES  /  NO
 of the contract.
	
c.  Disagreements between the QAP and the contractor personnel 	  YES  /  NO
	     must promptly referred to the Contracting Officer for resolution.

	d.  Procedures for certification of contractor billing statement.		  YES  /  NO

	e.  Changes to the contract can only be authorized by a duly appointed	  YES  /  NO
	     Contracting Officer.


4. ADMINISTRATION OF CONTRACTS:

SUBJECT									DISCUSSED

	a.  The Contract Administrator is the point of contact for all 		  YES  /  NO
	     contractual matters.

b.  The Contract Administrator or the QA Program Coordinator	  	  YES  /  NO
	     will accompany the QAP periodically during their surveillance 
     of the Contractor’s performance.



Briefed by: 	___________________________________________	______________
		          Contract Administrator and/or QAPC	                  	         Date



Acknowledged by:	____________________________________	______________
			      Quality Assurance Personnel 		                      Date




cc:  QAP (Original)
       QA Program Coordinator
       Contract File Copy 	
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