(SAMPLE)

CONTRACT ADMINISTRATION AND QUALITY ASSURANCE SURVEILLANCE PLAN (QASP)

I.  CONTRACT ADMINISTRATION
In order to expedite the administration of this contract, the following delineation of duties is provided.  The names, addresses and phone numbers for these offices or individuals are included elsewhere in the contract award document.  The office or individual designated as having responsibility should be contacted for any questions, clarifications or information regarding the administration function assigned.

A.  The Procuring Contracting Officer PCO) is responsible for:


1.  All pre-award duties including solicitation, negotiation and award of contracts.


2.  Any information or questions during the pre-award stage of the procurement


3.  Freedom of Information inquiries.


4.  Changes in contract terms and/or conditions.


5.  Post award conference

B.  The Contract Administration Office (CAO) is responsible for matters specified in FAR 42.302, except those areas otherwise designated as the responsibility of the Contracting Officer’s Representative (COR) as stated herein.  The term COR includes any individual responsible for technical surveillance or associated administrative duties and functions [(e.g., Delivery Order COR (DOCOR), Task Order COR (TOCOR), Task Order Manager (TOM), Alternate COR (ACOR), Alternate DOCOR (ADOCOR), Alternate TOCOR (ATOCOR), Alternate TOM (ATOM) or appointed Contract Support Manager (CSM)].
C.  The Defense Contract Audit Agency (DCAA) is responsible for audit verification and provisional approval of invoices and final audit of this contract prior to final payment to the contractor.

D.  The paying office is responsible for making payment of proper invoices after acceptance is documented.

E.  The COR is responsible for interface with the contractor and performance of duties such as those set forth below.  It is emphasized that only the PCO or CAO has the authority to modify the terms of the contract.  In no event will any understanding, agreement, modification, change order, or other matter deviating from the terms of the basic contract between the contractor and any other person, be effective or binding on the Government.  If in the opinion of the contractor, an effort outside the scope of the contract is requested, the contractor shall promptly notify the PCO in writing.  No action may be taken by the contractor unless the PCO or CAO has issued a contractual change.  The COR duties are as follows:

1.  Technical Interface



(a)  The COR is responsible for all Government technical interface concerning the contractor and furnishing technical instructions to the contractor.  These instructions may include:  technical advice, recommendations or clarification of specific details relating to technical aspects of contract requirements, milestones to be met within the general terms of the contact or specific subtasks of the contract; or, any other interface of a technical nature necessary for the contractor to perform the work specified in the contract.  The COR is the point of contact through who the contractor can relay questions and problems of a technical nature to the PCO.



(b)  The COR is prohibited from issuing any instruction which would constitute a contractual change.  The COR shall not instruct the contractor how to perform.  If there is any doubt whether technical instructions contemplated fall within the scope of work, contact the PCO for guidance before transmitting the instructions to the contractor.

2.  Contract Surveillance, Quality Assurance and Control



(a)  The COR is designated as the Quality Assurance Evaluator.  The following sections provide procedures and guidelines to be used in evaluating the performance by the Contractor.  The purpose is to provide the COR with an effective and systematic method of surveillance for the services and deliverables specified in the performance work statement (PWS) of the contract.



(b)  The COR shall ensure that the contractor has developed, implemented and complies with its quality control plan.  The contractor is the owner of the quality control process and is responsible for developing, implementing, and modifying procedures that will produce the desired outcomes and result in performance of work within the required standards.


(c)  The COR will conduct an initial review of the quality control process to verify its adequacy.  During the course of service performance, the COR will monitor the process for managing performance in a safe, efficient and quality manner.  The level of surveillance shall initially be set to assure the COR that requirements of the PWS are being met and that a process exists and is in place to ensure quality.  If during the course of this surveillance, the COR discovers the service provider is not complying with the established level of quality, the level of surveillance may be increased.  If performance exceeds standards, surveillance may be decreased.



(d)  The COR shall monitor the contractor’s performance and progress under the contract.  In performing contract surveillance duties, the COR should exercise extreme care to ensure that he/she does not cross the line of personal services.  The COR must be able to distinguish between surveillance (which is proper and necessary) and supervision (which is not permitted).  Surveillance becomes supervision when you go beyond enforcing the terms of the contract.  If the contractor is directed to perform the contract services in a specific manner, the line is being crossed.  In such a situation, the COR’s actions would be equivalent to using the contractor’s personnel as if they were government employees and would constitute transforming the contract into one for personal services.



(e)  The contractor’s performance of the PWS shall be measured and evaluated in terms of:




(1)  Task completion.  Has the contractor successfully completed the tasks specified within the PWS?




(2)  Deliverables.  Were deliverables provided within the required time(s) specified in the contract?  Did the deliverables comply with the DD Form 1423, Contract Data Requirements List, and applicable data item descriptions?



(3)  Cost Control.  Has the contractor effectively established and implemented policies and procedures to ensure that tasks are completed in an efficient manner?  Were the actual costs incurred in the performance of tasks within the negotiated estimated cost for the contract?



(4)  Level of Effort.  Has the contractor effectively managed its work force, level of effort and labor mix, to ensure that tasks are completed in an efficient and effective manner?  Were the tasks completed within the level of effort negotiated for the contract?



(f)  The COR shall monitor the contractor’s performance to see that inefficient or wasteful methods are not being used.  If such practices are observed, the COR is responsible for taking reasonable and timely action to alert the contractor and the PCO to the situation.  When contract performance is taking place at a government location, the COR shall also monitor contractor employees performing under the contract with regard to kind, number and hours worked to ensure that the contractor is properly charging time applied to the contract.  A record of such personal observations should be kept and compared with charges invoiced by the contractor for that task and time frame.  This information can also be used as a tool in evaluating the contractor certificate of performance.  It is essential that the COR coordinate these efforts with the CAO designated in the contract.



(g)  The COR will take timely action to alert the PCO to any potential performance problems.  If performance schedule slippage is detected, the COR should determine the factors causing the delay and report them to the PCO, along with the contractor’s proposed actions to eliminate or overcome these factors and recover the slippage.  Once a recovery plan has been put in place, the COR is responsible for monitoring the recovery and keeping the PCO advised of progress.


(h)  The COR shall maintain surveillance of the contractor’s performance to determine if the percentage of work performed reasonably corresponds to the percentage of funds expended.  This responsibility requires a thorough review of the contractor’s progress reports.  The COR shall immediately report to the PCO any difficulties perceived in this area.  The COR is also responsible for providing the contractor with any written comments the PCO may make in response to the progress reports and/or personal observations of the COR.


3.  Invoice Review and Approval/Inspection and Acceptance



(a)  The COR is responsible for quality assurance of services performed and acceptance of the services or deliverables.  The COR shall expeditiously review copies of the contractor’s invoices or vouchers, certificate of performance and all other supporting documentation to determine the reasonableness of the billing.  In making this determination, the COR must take into consideration all documentary information available and any information developed from personal observations.



(b)  The COR must indicate either complete or partial concurrence with the contractor’s invoice/voucher.  The COR may request DCAA to take a payment offset on questioned costs, when documentary evidence or personal observations do not support submitted invoices.  The COR shall notify DCAA when questioned costs have been resolved with the contractor.  The COR will ensure floor checks and/or timecard checks when actual monitoring is not feasible.  The COR will be cognizant of the invoicing procedures detailed elsewhere in the contract.


(c)  The COR will provide the PCO and CAO with copies of acceptance documents such as Certificates of Performance.


4.  Contract Modifications



(a)  The COR is responsible for developing the documentation to support change orders or modifications and for preparing the independent government cost estimate of the effort described in a proposed change to the SOW.


5.  Administrative Duties



(a)  The COR is responsible for taking appropriate action on technical correspondence pertaining to the contract and for maintaining files on each contract or order.  This includes all modifications, government cost estimates, contractor invoices/vouchers, certification of performance, DD 250 forms and contractor’s status reports.



(b)  The COR shall maintain files on all correspondence relating to contractor performance, whether satisfactory or unsatisfactory, and on trip reports for all government personnel visiting the contractor’s place of business for the purpose of discussing the contract.


(c)  The COR must take prompt action to provide the PCO with any contractor or technical code request for change, deviation or waiver, along with any supporting analysis or other required documentation.


6.  Government Furnished Property.  When government furnished property is to be provided to the contractor, the COR will take the necessary steps to ensure that it is furnished in a timely fashion and in proper condition for use.  The COR will maintain adequate records to ensure that property furnished is returned or that material has been consumed in the performance of work.


7.  Security.  The COR is responsible for ensuring that any applicable security requirements are strictly adhered to.


8.  Standards of Conduct.  The COR is responsible for reading and complying with all applicable agency standards of conduct and conflict of interest instructions.


9.  Written Report/Contract Completion Statement.  The COR is responsible for timely preparation and submission to the PCO, of a written annual evaluation of the contractor’s performance.  The report shall be submitted within 60 days prior to the exercise of any contract option and 60 days after contract completion.  The report shall include a written statement as to the use made of any deliverables furnished by the contractor.  If the Contractor Performance Assessment Reporting System (CPARS) is applicable to the contract, the COR is responsible for completing a Contractor Performance Assessment Report (CPAR) in the CPARS Automated Information System (AIS).  The initial CPAR, under an eligible contract, must reflect evaluation of at least 180 days of contractor performance.  The completed CPAR, including contractor comments, if any, (NOTE:  contractors are allowed 30 days to input their comments) should be available in the CPARS AIS for official PCO review no later than 270 days after start of contract performance.  Subsequent CPARS covering any contract option periods should be ready at one-year intervals thereafter.
I.  QAULITY ASSURANCE SURVEILLANCE PLAN (QASP)
(SAMPLE)
QUALITY ASSURANCE SURVEILLANCE PLAN (QASP)
For <enter contract title>
Contract Number <upon award, enter contract number>
Contract Description <enter contract description>
Contractor’s Name:  <upon award, enter contractor name>
Period of Performance:  <upon award, enter the performance period>
1.  PURPOSE

This Quality Assurance Surveillance Plan (QASP) provides a systematic approach to evaluate performance under the stated contract and explains the following:

· What will be monitored

· How monitoring will take place

· Who will conduct the monitoring

· How monitoring efforts and results will be documented

This QASP does not detail how the contractor accomplishes work rather that the contractor is responsible for management and quality control to meet the terms of the contract.  It is the Government’s responsibility to be objective, fair, and consistent in evaluating performance.  In addition, this QASP should recognize that unforeseen and uncontrollable situations might occur.

	<Since the contractor is given more freedom to become innovative in ways to effectively and efficiently meet the Government’s performance objectives in performance-based service contracting, it is imperative that there be ongoing coordination between the Government and contractor during QASP development.


This QASP is a “living document” and the Government may review and revise it on a regular basis.  However, the Government shall coordinate changes with the contractor.  Updates shall ensure that the QASP remains a valid, useful, and enforceable document.  Copies of the original QASP and revisions shall be provided to the contractor and Government officials implementing surveillance activities.

The following FAR clauses may apply depending on contract type:

<Delete non-applicable clauses>

52.246-4 Inspection of Services—Fixed Price

54.246-5 Inspection of Services—Cost-Reimbursement

52.246-6 Inspection—Time-and-Material and Labor-Hour

52.246-7 Inspection of Research and Development—Fixed-Price

52.246-8 Inspection of Research and Development—Cost-Reimbursement
52-246-9 Inspection of Research and Development (Short Form)

Or other Inspection Clause to be used in the contract as may be applicable
2.  GOVERNMENT ROLES AND RESPONSIBILITIES

The following personnel shall oversee and coordinate surveillance activities.


a.  Contracting Officer (CO) – The CO shall ensure performance of all necessary actions for effective contracting, ensure compliance with the contract terms, and shall safeguard the interests of the United States in the contractual relationship.  The CO shall also assure that the contractor receives impartial, fair, and equitable treatment under this contract.  The CO is ultimately responsible for the final determination of the adequacy of the contractor’s performance.

Assigned CO:

<enter name>

Telephone:

<enter number>

E-mail:


<enter address>

b.  Contracting Officer’s Representative (COR) – The COR is responsible for technical administration of the contract and shall assure proper Government surveillance of the contractor’s performance.  The COR shall keep a quality assurance file.  At the conclusion of the contract or when requested by the CO, the COR shall provide documentation to the CO.  The COR is not empowered to make any contractual commitments or to authorize any contractual changes on the Government’s behalf.  The contractor shall refer any changes they deem may affect contract price, terms, or conditions to the CO for action.


Assigned COR:
<enter name>

Telephone:

<enter number>

E-mail


<enter address>

c.  Other Key Government Personnel -- <enter title or delete if not applicable.  This may include an Alternate COR (ACOR) to act on behalf of the COR to monitor performance>

Name and title:
<enter name and title>

Telephone:

<enter number>

E-mail


<enter address>
3.  CONTRACTOR REPRESENTATIVES:

The following employees of the contractor serve as the contractor’s Program Manager and Task Manager for this contract.  <Communication should occur with them during QASP development.  It will help if they review the draft QASP and accept the final version.>

Program Manager:
<upon award, enter name>

Telephone:

<enter number>

E-mail


<enter address>

Task Manager:
<upon award, enter name>

Telephone:

<enter number>

E-mail


<enter address>

Other Personnel:
<upon award. enter name or delete if not applicable>

Telephone:

<enter number>

E-mail


<enter address>
4.  PERFORMANCE STANDARDS

	<Performance-based contracts include either a Performance Work Statement (PWS) created by the Government, or if a Statement of Objectives (SOO) is used, a government or contractor developed PWS.  The QASP shall cite the same performance objectives and thresholds as stated in the Performance Requirements section of the PWS.  If the requirement includes a SOO, the QASP will be developed after contract award>


Performance standards define desired services.  The Government performs surveillance to determine if the contractor exceeds, meets or does not meet these standards.

The Performance Requirements Summary Matrix, paragraph <enter number> in the PWS includes performance standards.  The Government shall use these standards to determine contractor performance and shall compare contractor performance to the Acceptable Quality Level (AQL).

<Insert matrix from the Performance Requirements section in the PWS for this effort>
5.  INCENTIVES

The Government shall use <insert award fee, incentive fee, past performance or other method> as incentives.  Incentives shall be based on exceeding, meeting, or not meeting performance standards.  Information about incentives can be found in <insert section or paragraph> of the contract.

6.  METHODS OF QA SURVEILLANCE


	<After contract award, the COR will need to review the Performance Standards Summary Matrix in the contract to determine if the selected monitoring methods are appropriate to monitor each performance standard.  With the QASP, multiple surveillance methods may be used.  The method for any given task will depend on the performance standard and Acceptable Quality Level (AQL).>


Various methods exist to monitor performance.  The COR shall use the surveillance methods listed below in the administration of this QASP.

Regardless of the surveillance method, the COR shall always contact the contractor’s task manager or on-site representative when a defect is identified and inform the manager of the specifics of the problem.  The COR shall be responsible for monitoring the contractor’s performance in meeting a specific performance standard or AQL.

	<Place the performance standard(s) after the description method.  Delete any methods that are not required or appropriate.>



a.  DIRECT OBSERVATION.  (Can be performed periodically or through 100% surveillance.)  <Insert performance standard(s) or delete this method.>

b.  MANAGEMENT INFORMATION SYSTEMS (MIS).  (Evaluates outputs through the use of management information reports.  Best used for general surveillance and may need to be supplemented by periodic inspections.)  <Insert performance standard(s) or delete this method.>

c.  PERIODIC INSPECTION.  (Uses a comprehensive evaluation of selected outputs.  Inspections may be scheduled [Daily, Weekly, Monthly, Quarterly, or annually] or unscheduled, as required.)  <Insert performance standard(s) or delete this method.>

d.  USER SURVEY.  (Combines elements of validated user complaints and random sampling.  Random survey is conducted to solicit user satisfaction.  Appropriate for high quantity activities that have historically been satisfactory.  May also generate periodic and 100% inspections.)  <Insert performance standard(s) or delete this method.>

e.  VALIDATED USER/CUSTOMER COMPLAINTS.  (Relies on the user of the service to identify deficiencies.  Complaints are then investigated and validated.  Highly applicable to services provided in quantity and where quality is highly subjective.)  <Insert performance standard(s) or delete this method.>

f.  100% INSPECTION.  (Evaluates all outputs.  Most applicable to small quantity, but highly important services.  May be used where there are written deliverables and stringent requirements such as tasks required by law, safety, or security.)  <Insert performance standard(s) or delete this method.>

g.  PERIODIC SAMPLING.  (Variation of random sampling.  However, sample is only taken when a deficiency is suspected.  Good follow-up to MIS analysis.  Sample results are applicable only for the specific work inspected.  Since sample is not entirely random, it cannot be applied to total activity performance.)  <Insert performance standard(s) or delete this method.>

h.  RANDOM SAMPLING.  (Designed to evaluate the outputs of the award requirement by randomly selecting and inspecting a statistically significant sample.  Highly recommended for large quantity repetitive activities with objective and measurable quality attributes.)  <Insert performance standard(s) or delete this method.>

i.  PROGRESS OR STATUS MEETINGS.  <Insert performance standard(s) or delete this method.>

j.  ANALYSIS OF CONTRACTOR’S PROGRESS REPORTS.  (Evaluate cost, schedule, etc.)  <Insert performance standard(s) or delete this method.>

k.  PERFORMANCE REPORTING.  (Evaluate metrics for a specific time period.  Develop metrics or use metrics found in MIS.)  <Insert performance standard(s) or delete this method.>
Surveillance results may be used as the basis for actions (to include payment deductions) against the contractor.  In such cases, the Inspection of Services clause in the Contract becomes the basis for the CO’s actions.

7.  RATINGS

Metrics and methods are designed to determine if performance exceeds, meets, or does not meet a given standard and acceptable quality level.  A rating scale shall be used to determine a positive, neutral, or negative outcome.  The following rating shall be used.

	<State the method(s) that shall be used and delete other methods.  Relate the method you select to one or more performance standards.  The rating method may depend on the monitoring techniques you select.  One rating method may be used for all standards or multiple methods may be used.  Examples are shown below.  However, other rating scales are acceptable and may be used.>


Example 1:

	EXCEPTIONAL:
	Performance significantly exceeds contract requirements to the Government’s benefit.

	SATISFACTORY:
	Performance meets contractual requirements.

	UNSATISFACTORY:
	Performance does not meet contractual requirements.


Example 2:

<A numerical scale with numbers 1 through 10 where 1 is poor and 10 is excellent.>
8.  DOCUMENTING PERFORMANCE.

	<Documentation must be accurate and thorough.  Completeness, currency, and accuracy support both satisfactory and unsatisfactory performance.>



a. ACCEPTABLE PERFORMANCE.

The Government shall document positive performance.  A report template is attached.  Any report may become a part of the supporting documentation for fixed fee payments, award fee payments, or other actions.


b.  UNACCEPTABLE PERFORMANCE.

When unacceptable performance occurs, the COR shall inform the contractor.  This will normally be in writing unless circumstances necessitate verbal communication.  In any case the COR shall document the discussion and place in the COR contract file.

When the COR determines formal written communication is required, the COR shall prepare a Contract Discrepancy Report (CDR), and present it to the contractor’s task manager or on-site representative.  A CDR template is attached to this QASP.

The contractor shall acknowledge receipt of the CDR in writing.  The CDR will specify if the contractor is required to prepare a corrective action plan to document how the contractor shall correct the unacceptable performance and avoid a recurrence.  The CDR will also state how long after receipt the contractor has to present this corrective action plan to the COR.  The Government shall review the contractor’s corrective action plan to determine acceptability.

Any CDRs may become a part of the supporting documentation for contract payment deductions, fixed fee deductions, award fee nonpayment, or other action deemed necessary by the KO.

9.  FREQUENCY OF MEASUREMENT


a.  FREQUENCY OF MEASUREMENT 

During contract/order performance, the COR shall take periodic measurements <enter how often> as specified in the AQL column of the Performance Standards Summary Matrix, and shall analyze whether the negotiated frequency of measurement is appropriate for the work being performed.
	<It may help if the Government prepares a work sheet with a schedule.  This work sheet shall be for Government use and shall not be shared with the contractor.>



b.  FREQUENCY OF PERFORMANCE ASSESSMENT MEETINGS

The COR shall meet with the contractor <enter how often> to assess performance and shall provide a written assessment.

	<The incentive plan may determine the frequency of performance assessment meetings.  COR must review the contract to determine if it includes incentives.  If only past performance information is required, state when you will provide interim assessments (if required) or a final assessment.  For an award fee plan, state the frequency you will provide input on the contractor’s performance to the award-fee evaluation board and the CO.  For an incentive fee plan, state the frequency you will provide cost information.  For other fee plans, state the frequency and type of information you will provide.>


Prepared by <enter name>
______________________________________________
_______________________
Signature – Contracting Officer’s Representative

Date
PERFORMANCE REPORT

1.
Contract Number:
<insert number>
2.
Prepared by:

(Name of COR) <insert name>
3.
Date and time of Observation:

4.
Observation:


<Examples of items to include in a report are:

· Method of Surveillance

· How Frequently you Conducted Surveillance

· Surveillance Results

· Number of Observations>
Prepared by:
<enter COR’s name>
_____________________________________________
_______________________

Signature – Contracting Officer’s Representative

Date

CONTRACT DISCREPANCY REPORT (CDR)

1.  Contract Number:  <insert number>
2.  To:  (Contractor Task Manager or on-site representative) <insert name>
3.  From:  (Name of COR) <insert Name>
4.  Date and time observed discrepancy:

5.  Discrepancy or Problem:  <describe in detail, identify attachments>
6.  Corrective Action Plan:  A written corrective plan <is/is not> required.  <If a written corrective action plan is required, include the following:>  The written Corrective Action Plan will be provided to the undersigned not later than <#days after receipt of this CDR.>
Prepared by:  <Enter COR’s name>
__________________________________________________
__________________

Signature – Contracting Officer’s Representative


Date

Received by:

___________________________________________________
__________________

Signature – Contractor Task Manager or on-site representative
Date

	<The COR may initiate a CDR at any time, including whenever the number of monthly recorded defects for a performance standard exceeds the allowable number of defects;  anytime unacceptable performance is determined critical in nature and requires formal corrective action; and whenever an unfavorable trend is detected in contractor performance.>
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