QUALITY ASSURANCE SURVEILLANCE PLAN (QASP)

FOR 

INFORMATION MANAGEMENT SERVICES

HANSCOM AFB, MA

2 September 2003
This document is written in accordance with AFI 63-124,

“Performance-Based Service Contracts (PBSC)”.

1.  PURPOSE:  

A.  This Quality Assurance Surveillance Plan (QASP) will be used as a guide to Government Quality Assurance Personnel (QAP) and the Functional Commanders/Functional Directors (FC/FD).  It provides a systematic method to evaluate the services the contractor is required to furnish. The Surveillance/Evaluation Methods identified in the QASP, in concert with the Contractor’s Quality Control Procedures will assure the Government of satisfactory contractor performance.  

B.  The QASP is intended to be a “living document”.  That is, it should be revised or modified as circumstances warrant throughout the contract period.  Following contract award, this document should be reviewed by the QAP to ensure that it will work cooperatively with the Contractor’s Quality Control Plan, but not duplicate its provisions. 

C.  The contractor, and not the government, is responsible for management and quality control actions to meet the terms of the contract.  The role of the government is quality assurance to ensure contract standards are achieved. 
2.  SURVEILLANCE PROCEDURES:

	Performance Objectives
	PWS Para.
	Performance

Threshold


	Method of Surveillance

	SDS-1  Conduct Staff Assistance Visits (SAV)
	 1.1.5.
	100% Performed Within 24 Months 
	Periodic Surveillance

	SDS-2  Provide Training 
	 1.1.6.
	85% of the people trained within required timeframes in a quality manner 
	Customer Surveys

	 SDS-3  Maintain Case Files
	1.1.8. 
	85% of files maintained without deficiencies 
	 Periodic Surveillance

	SDS-4  Deliver Mail To Correct Destination Daily
	1.2.2

1.2.3
	No more than 2 valid complaints per month
	Customer Complaint

	SDS-5  Properly Document, Safeguard And Deliver Accountable Mail
	1.2.1.1 
	100% of Mail Delivered Daily

 
	Periodic Surveillance 

	SDS-6   Ensure Proper Postage is applied to outgoing mail 
	1.2.3
	95% of Postage Applied to Daily Outgoing Mail
	Periodic Surveillance

	SDS-7  Ensure Mail Is Distributed Within Three Hours Of Receipt
	1.2.5
	95% of Mail Delivered Daily
	Periodic Surveillance

	SDS-8  Publish Data Book and EIC 
	1.4.2
	Meets Annual Requirement
	100% Inspection

	SDS-9  Quality Control Plan
	1.6.12
	Meets Requirement Stated in Contractor’s Quality Control Plan
	Periodic Surveillance


A.  Periodic Surveillance:  On a monthly basis the QAP will review documentation and/or observe accomplishment of the Performance Threshold.

B.  Customer Surveys:  The QAP will review course evaluation sheets after each training session to determine timeliness and quality of training.   
C.  Customer Complaint:  A customer complaint is a valid complaint when the QAP, after a thorough investigation, determines that the mail was not delivered to the correct destination.    

D.  100% Inspection:  One Hundred Percent Inspection is exactly what the title implies – inspecting a requirement every time it occurs.
3.  UNACCEPTABLE PERFORMANCE PROCEDURES:
A.  The QAP will document all findings using a “Contract Discrepancy Report (CDR), AF Form 802”.  The QAP shall verbally notify the Contractor’s Site Manager and/or the Quality Control Inspector (QCI) of the finding and provide a copy of the CDR. The Site Manager and/or QCI shall complete Block 9, entitled “Contractor Response as to cause, corrective action, and actions to prevent recurrence”. The QAP will ensure the CDR is completed in its entirety, coordinated through the Contracting Officer with a copy retained in the official contract file.  CDR information will be included when assessing the contractor’s overall performance (i.e. Option Exercise, CPARS, Past Performance Questionnaires, etc.).
B.  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.  

4.  ACCEPTANCE OF SERVICES:

A.  Invoices shall be submitted in accordance with 52.212-4 (g).  Invoices shall be submitted to:  ESC/PKOP, 20 Schilling Circle, Hanscom AFB, MA  01731 in accordance with Addendum to 52.212-4.

B.  Services (including data deliverables) shall be accepted by completion of a DD Form 250, Material Inspection and Receiving Report.  Each DD Form 250 shall be completed monthly by the QAP and submitted to the Contracting Officer not later than the 7th calendar day of each month.  

C.  The Contracting Officer will forward the original invoice and DD 250 to the appropriate Finance Office for payment as soon as possible to ensure compliance with the Prompt Payment Act.   

D.  Copies of all invoices and DD 250’s shall be retained in the official contract file. 

