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Contractor Oversight Procedure
Description:  

This procedure outlines the activities involved with monitoring the contractor's performance as documented by the contract and the contractor's Software Development Plan (SDP).  This procedure addresses all activities from a total cost, schedule, performance, process, and risk perspective.  The process of providing contractor oversight is applicable for new and existing contracts.  The Federal Acquisition Regulation (FAR) and supplements prescribe the policies and procedures for ensuring that acquired supplies and services conform to the contract’s quality and quantity requirements.  
Further guidance is available in the following:  IEEE Std 610.12-1990, Glossary of Software Engineering Terminology, Institute of Electrical and Electronic Engineers, Inc., 1990; FAR Part 1.602 Contracting Officers; FAR Part 37 Service Contracting; FAR Part 42 Contract Administration and Audit Services; FAR Part 46 Quality Assurance; AFI 63-124 Performance-Based Services Acquisition; AFMC FAR Supplement Subpart 53327.9100, Surveillance.  The FAR website address is [http://farsite.hill.af.mil/vffar1.htm].
Entry Criteria: 
Complete the following before beginning this procedure:
· Awarded contract (or contract to be awarded imminently)
· Surveillance Plan or Annex C of AFMC Award Fee Plan  
Procedure Steps:  (These steps are not necessarily sequential.) 

1.   Functional Director:  Appoint Quality Assurance Personnel.  

The Functional Director shall appoint qualified personnel to serve as Quality Assurance Personnel (QAP) to be responsible for contract oversight and surveillance.  Appoint QAP who are either civilian or military who are qualified in the functional area to which they are assigned.   The Functional Director shall submit an assignment or nomination letter to the Contracting Officer appointing QAP.  Appoint an alternate QAP in order to maintain continuous surveillance.  Notify the Contracting Officer prior to changing the QAP.  Provide a copy of the nomination or appointment letter to the QAPC as well.
2.  Contracting Officer:  Send notifications.
The Contracting Officer shall send notifications to the QAP in the form of a designation letter.  This designation letter grants authority to perform inspection or acceptance of contract deliverables per the contract.  The Contracting Officer shall provide the Contractor and the Quality Assurance Program Coordinator (QAPC) a notification letter of the QAP delegation informing the contractor of the names, duties, and limitations of authority of the QAP.  
3.  Contracting Function:  Provide Phases 1 and 2 QAP training.  

Provide Phases 1 and 2 training prior to a QAP performing an assessment of a contractor’s performance.  Phase 1 training is administered by an AETC-certified Quality Assurance Program Coordinator (QAPC).  A Contracting Officer or Contract Administrator administers Phase 2 training to the QAP for each contract the QAP is assigned to assess.
 4.  Quality Assurance Personnel:  Create a surveillance plan.

Create a Quality Assurance Surveillance Plan (QASP) in accordance with AFI 63-124, dated 1 August 2005 and send it to the Contracting Function.  For all service acquisitions with a contract dollar amount greater than $100,000 Simplified Acquisition Threshold (SAT), write the service acquisition in the Performance-Based Services Acquisition (PBSA) format.  With PBSA, there is no QASP, Service Delivery Summary (SDS), or Statement of Work (SOW).  The Performance Plan (PP), the Services Summary (SS), and the Performance Work Statement (PWS) replace these documents and shall follow the format indicated in the applicable regulation(s) (AFI 63-124, MP 5346.103 and IG 5346.103).  
5.  Program Manager:  Oversee contract.

      5.1 Monitor cost and schedule performance against the plan based on contractor-

            provided data.
      5.2 Review contractor-provided management indicators and metrics as well as
            those the government's project office generates.
      5.3 Monitor the contractor's configuration management activities under the
            contractor's Configuration Management Plan.
      5.4 Monitor the contractor’s adherence to the contract and the SDP.

      5.5 Conduct formal, informal, and technical reviews.

      5.6 Monitor requirements.  Ensure no one gives inadvertent direction to the contractor
            that would result in assuming additional requirements.  The contractor’s 

            Configuration Control Board (CCB) baseline change process must manage any 
            requirements changes.  Refer to [Configuration Control Board Procedure].

5.7 Monitor the contractor's system quality assurance activities under the contractor's
            approved test plan or SDP.  
6.  Functional Director:  Perform oversight.

Perform oversight by first identifying mission essential services, to include developing the necessary documents in accordance with DoDI 3020.37, Continuation of Essential DoD Contractor Services During Crisis.  The Functional Director shall review contractor performance documentation, prepared by QAPs on a regular basis, to ensure performance is compatible with contract and mission objectives, supports a higher level of contractor performance, and fosters synergistic partnerships.
7.  Contracting Director:  Provide management and oversight.

The Contracting Director from the contracting office responsible for writing the contract shall provide management and oversight by serving as the business advisor to senior leadership.  He or she will provide management and oversight of the Acquisition of Services Process (MOASP) reports on service acquisitions to the MAJCOM for consolidation.  Ensure that the acquisition team performs responsibilities according to the FAR, DFARS and AFFARS.
8.  Quality Assurance Personnel:  Maintain folder.

Maintain a complete surveillance QAP Quality Assurance Contract Folder containing the QAP appointment letter, QAP letter of designation, QAP training record, contractual documents, Quality Assurance Surveillance Plan (Performance Plan), surveillance records, funds tracking, receiving reports, correspondence, and publications.  

9.  Quality Assurance Personnel:  Complete quarterly assessment.

Complete a quarterly assessment form and send it to the Contracting Function.  There is no formal format for this form.
10.  Quality Assurance Personnel:  Receive and process invoices and deliverables.
Receive, sign, verify, and file all contractor invoices and forward copies to the Financial Management Contracting Function (Contracting Officer).  Verification that the vendor worked all of the required hours must be complete before payment can be authorized.  Receive contract deliverables and notify the Program Manager of their arrival.
11.  Quality Assurance Personnel:  Communicate with the Contracting Function.
Act as the liaison between the Program Manager and the Contracting Officer and discuss any contractual problems with them.  
12.  Contracting Officer:  Negotiate contract modifications.
Negotiate all [contract modifications].  Only the Contracting Officer has the authority to make changes to the terms and conditions of the contract and direct the contractor, in any way.
13.  Program Manager:  Assign evaluators. 
Assign appropriate evaluators on the government’s team to review the products on the contract that the vendor submits.  Evaluate all products (i.e., software system, documentation, plans, procedures, etc.) that are contractually deliverable.  
14.  Evaluators:  Review and evaluate products and services.

Review the assigned products and services and communicate the assessment to the Program Manager and QAP.   
15.  Program Manager:  Evaluate performance.
Evaluate performance by comparing the contractor's technical, cost, staffing, and schedule performance with what the PWS defined.  Communicate the results of performance assessments to the contractor, QAP, Contracting Officer and senior management through the Contract Performance Assessment Reporting System (CPARS).
16.  Quality Assurance Personnel:  Report non-performance.  
Contact the Contracting Function if the vendor is not performing according to requirements in the contract.
Exit Criteria: 
The following work products are a result of completing this procedure:
· Appointed and trained Quality Assurance Personnel for each contract
· Evaluated contactor products, services and performance 
· QAP Quality Assurance Contract Folder

Page 1 of 4

