Instructions for Processing an NCR 
(as of  10 January 2008)
1.  The COR will initiate Non-Conformance Reports utilizing the following process.  TMs identifying non-conformances will document the necessary information and pass it to the COR.  As an alternate process, the TM may draft the NCR and pass it to the COR for validation and signature.  The COR will complete and validate the following information:

SECTION I – GENERAL INFORMATION

PWS/SOW Paragraph #:   This is the reference to the contractual requirement, the paragraph number from the contract PWS or SOW.  The reference can also be a requirement from a Mandatory Publication identified in the contract.  It can also come from a Contractor’s approved procedure, such as a POP, SOP, or Work Instruction.  
Contractor Department:  State the contractor’s major functional area where the non-conformance occurred such as MWR, Security, Maintenance, TMP, etc.

Location of Discrepancy:  Identify the section where the non-conformance occurred.  For example: Recreation Center, Camp Buehring; Retail Fuel Point #2, Camp Arifjan; etc. 
COR Name:  Printed name of the COR initiating the NCR.
Phone:  Contact number for the COR.

COR Signature:  Signature of the COR 
SECTION II – DESCRIPTION OF NON-CONFORMANCE

TYPE of NCR:   Indicate whether the non-conformance is Major, Minor, or an Observation, depending on several factors as defined in the Quality Assurance Plan.  Consider the impact on the mission and whether it is a systemic problem, a recurring issue, or a one time significant event.  

DESCRIPTION:  Write a brief description of the non-conforming service as compared to the contractual requirement.  Include dates of observed performance, positions of individuals involved, and any other pertinent information.  The brief description must contain enough detail and substance to convey the impact on the mission if effective corrective action is not taken.  Supporting documentation may be attached.  As a bottom line state “The contractor is requested to respond with a corrective/preventive action plan.”
2.  The COR will forward the draft NCR to the KO.
3.  The KO:

a. Review the NCR for content and completeness (who, what, when, where, and impact).

b. Return the NCR to the initiator with suggestions for changes if necessary.

c. If acceptable, assign the NCR Control Number from the central NCR log (found on CSSC-K “z” drive).
d. Route the NCR to the ACO for appropriate command review and return.
e. Assign the “Response Due” date (normally 10 work days) and sign in the same block.

f. Obtain the Contractor Quality Manager’s signature on a copy of the NCR to acknowledge receipt.

g. Scan and email Sections I and II to the NCR to the Contractor’s Quality Manager along with the Word version of a blank Section III.

4.  Upon receipt of the Contractor’s response, KO will pass to the COR for evaluation of implementation and effectiveness.  Suspense for review of contractor’s response is normally 10 work days.  Re-evaluation of corrective action will be based on the contractor’s approved plan and implementation schedule.  
5.  The COR will perform follow-up evaluation of the effectiveness of the actions taken and complete SECTION VI – FOLLOW-UP VERIFICATION.  The COR will return a copy to the QA.  If results are acceptable, the NCR will be closed.  This item should be highlighted in the COR’s checklist for additional evaluations to validate the long-term effectiveness of the preventive actions implemented.
6.  The COR will notify the Contractor’s Quality Manager of the Follow-Up Verification results.  

7.  The COR will file a copy of the closed NCR, a copy will also be put in the quality records of the ACO contract files.

