CONTRACT ADMINISTRATOR’S PLAN (CAP)

FOR 

(CONTRACT)

(TYPE OF SERVICE)
NOTE:  THIS DOCUMENT IS NOT PROVIDED TO THE CONTRACTOR AT ANY TIME.

INTRODUCTION

1. This contract administrator’s (CA) plan has been developed to aid the CA in effective and systematic assessment of the Quality Assurance Personnel (QA) surveilling this contract.  This plan is to be used in conjunction with the Quality Assurance Surveillance Plan for the contract.  

2. The contract administrator (CA) is responsible for assessing QA personnel surveillance procedures and documentation to ensure QA personnel understand the contract terms, surveillance procedures, and documentation requirements. 

3.  (GENERAL SYNOPSIS OF SERVICES, TO INCLUDE TYPE OF SERVICE PERFORMED, CUSTOMER, AND PERFORMANCE PERIOD. )
PERSONNEL LISTING

               TITLE                                      NAME        ORGANIZATION      TELEPHONE 

Contract Administrator:

Contracting Officer:

Quality Assurance Personnel:

Functional Director:

Contractor Representative:

ASSESSMENT OF QA PERSONNEL
1.  An assessment of  Quality Assurance (QA) personnel will be accomplished no less than (monthly/quarterly).  The contract administrator (CA) will verify that the QA is accomplishing the surveillance according to the surveillance plan.  Observation of one or two checks will be sufficient to verify the QA’s procedures.  If deficiencies are discovered in the QA surveillance procedures, the contracting officer will notify the Functional Director (FD)/Functional Commander (FC) and provide any assistance the FD/FC may request, such as additional training for QA personnel.

2.  The inspection procedures identified by QA Personnel in their QASP should reflect the quality assurance/control practices used in the commercial marketplace to the maximum extent practicable.  Even when absent in the marketplace, some form of surveillance is required for acceptance of services.  Surveillance methods may include: trend analysis, periodic inspections, contractor metrics, random sampling, customer complaint, third party audits, 100% surveillance, quality index, etc.  The CA should adjust this CAP to reflect the inspection methods identified in the QASP.  The CA should also keep in mind that re-performance of unacceptable services at no additional cost is the preferred course of action, when appropriate.  

3.  The administrator will ensure that the QA is documenting his/her surveillances.  A check of the QA files will be performed at least quarterly.  At this time the CA will complete Checklist # 2 and/or Checklist # 3  (see attachment 1).  The CA will forward the completed assessment document to the Quality Assurance Program Coordinator NLT the 10th calendar day of the following month (e.g., a June assessment is due by the 10th of July)

4.  The QA’s customer complaint program will be reviewed by the CA.  The purpose of this review is to assure that the QA is conducting the recommended quarterly training and has an effective program.

5.  QAs are required to submit copies of (surveillances, call registers, DD 250s, etc.) to the contracting office on a (monthly/quarterly) basis.

6.  The Functional Commander/Functional Director has a responsibility to perform a semi-annual (April & October) assessment of the QA’s job performance.  This information is to be documented in the QAs file and a courtesy copy forwarded to the contracting office.  The CA will ensure the assessment is being accomplished by either receipt of the courtesy copy or perform a file review of the FC/FDs assessment. 

INSPECTION OF SERVICES CLAUSE HIGHLIGHTS

In accordance with the Inspection of Services clause, if any of the services do not conform with contract requirements, the Government may require the contractor to perform the service again in conformity with contract requirements, at no increase in the 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 service performed.

If the contractor fails to promptly perform the services again or take the necessary action to ensure future performance in conformity with contract requirements, the Government may:


 (1) by contract or otherwise, perform the services and charge to the contractor any cost incurred by the Government that is directly related to the performance of such services or:


 (2) terminate the contract for default

QA ACCEPTANCE OF SERVICES

The CA will ensure the QA has determined how the contractor performed during the month.  This can be accomplished by accepting the contractor performance by annotating the results on one of the following:

    a.  DD Form 250, Material Inspection and Receiving Report

    b.  A letter

    c.  A certification on the contractor’s invoice.

    d.  AF Form 370, Contractor Performance Report.

NOTE:  The QA must use the following certificate of performance statement:  “I certify the services have been performed in accordance with the terms and conditions of the contract on (day, month, year).  Authorize payment in the amount of $_____________. 

ACTION ITEMS
Use this section to suspense any important actions that will need to be taken during the performance period such as:

QA Reports (Surveillance Schedule, Results of Surveillances, etc.)

Months during which assessments will be performed 

Notification to customer - exercise of option, or that no options remain

Receipt of AF Form 9 for option year or receipt of new performance requirements package

Notice of intent to contractor - exercise of option

Option modification

Any reports or items contractor is required to submit

.

Performance evaluation and FD/FC meetings

CONTRACT ADMINISTRATOR’s (CA)

RECORD OF QA ASSESSMENT

CONTRACT NUMBER:    ___________________________

QA CONTACTED:          ___________________________

DATE ACCOMPLISHED:  ___________________________

CHECK TYPE OF ASSESSMENT:

(  )  MONTHLY/QUARTERLY QA ASSESSMENT

(  )  JOINT ASSESSMENT ( ADMINISTRATOR AND QA)

(  )  UNANNOUNCED ASSESSMENT (NO PRIOR NOTIFICATION TO THE QA)

(  )  CHECKLIST REVIEW

(  )  REVIEW OF THE SEMIANNUAL EVALUATION OF THE QAE CONDUCTED BY THE FC/FD  (APRIL  &  OCTOBER)

DESCRIBE IN DETAIL, QA DEFICIENCIES IDENTIFIED (IF APPLICABLE):

DESCRIBE IN DETAIL WHAT ACTIONS WERE TAKEN AS A RESULT OF QA DEFICIENCIES IDENTIFIED (IF APPLICABLE) :

NARRATIVE OF PERFORMANCE - LIST AND DESCRIBE ITEMS SURVEILLED AND DETAIL THE QA’S PERFORMANCE:

CONTRACT ADMINISTRATOR’S SIGNATURE:   ____________________________

DATE:    _________________________

CONTRACTING OFFICER’S COMMENTS:

CONTRACTING OFFICER’S SIGNATURE:    ________________________________

DATE:    ______________________

QA PROGRAM COORDINATOR’S COMMENTS:

QA PROGRAM COORDINATOR’S SIGNATURE:    __________________________

DATE:    ____________________________

CHECKLIST #1

CONTRACT:    __________________________________        MONTH:  ___________

QA MONTHLY SCHEDULE REVIEW:

                                                                                                                     
                   YES   NO   N/A

1.  Did the schedule arrive before the start of the surveillance period?
    (  )  (  )   (  )

(a) Are changes to the schedule being received?



     (  )  (  )   (  )

(b) Are these changes explained?





     (  )  (  )   (  )

2.  Does each Performance Objective item scheduled accurately

      reflect the frequencies stated in the Service Delivery Summary?
     (  )  (  )   (  ) 

3.  Does the schedule cover all hours of contractor operation?

     (  )  (  )   (  )

4.  Are all Performance Objective items included on the QA’s Schedule?        (  )  (  )   (  )

5.  Are both items and times, or dates and times surveillance 

     will take place annotated on the schedule?



     (  )  (  )   (  )

6.  Is quarterly customer contact programmed?  



     (  )  (  )   (  )

7.  Has the semiannual evaluation of the QAE been conducted by 

     the FC/FD  (APRIL  &  OCTOBER) ?



     
     (  )  (  )   (  )

__________________________________________                            ________________

CONTRACT ADMINISTRATOR’S SIGNATURE                                      DATE

CHECKLIST #2

CONTRACT:  ______________________________            DATE:  __________

QUARTERLY REVIEW (CONTRACTS WITH RANDOM SAMPLING)

                                                                                                                  YES   NO   N/A

1.  Is a random sampling worksheet available for your review?
       (  )     (  )     (  )

     a.  Does the worksheet  show how the sample was selected?
        (  )     (  )    (  )

     b.  Did the QA follow the sampling procedures specified in 

          the QASP?






        (  )     (  )    (  )

(Ask the QA to show you how they selects the sample)

2. Are the “Unacceptable” observations compared to the 

    performance objective?





        (  )     (  )    (  )

3.  Was the exact number of randomly selected samples

      reflected on the QAs monthly schedule?



        (  )     (  )    (  )

4.  If replacement samples were drawn, were they used  

     in the order drawn?





        (  )     (  )    (  )

5.  Is the QA retaining all schedules, checklists and other  

     documentation pertaining to the contract (all forms 

     listed below may be computer generated)?


        (  )     (  )    (  )

    AF Form 801, QA Schedule

    AF Form 372, Contract Monitoring and Surveillance

    AF Form 370, Contract Performance Evaluation

    AF Form 802, Contract Discrepancy Report

    AF Form 445  Tally Checklist

    AF Form 799, Surveillance Activity Checklist

6.  Does the QA have a complete contract to include 

     all modifications?






       (  )     (  )    (  )

7.  Does the QA have a copy of the QASP?

                               (  )     (  )    (  )

8.  Does the QA have a copy of his/her appointment letter?

      (  )     (  )    (  )

9.  Contractor’s Quality Control Plan?


                  (  )     (  )    (  )

CHECKLIST # 3

CONTRACT:  _____________________________      DATE:  _____________

QUARTERLY REVIEW (CONTRACTS WITHOUT RANDOM SAMPLING)

                                                                                                                           YES  NO  N/A

1.  Is the QA retaining all schedules, checklists and other documentation

     pertaining to the contract (all forms listed below may be computer 

     generated?








  (  )    (  )    (  )

    AF Form 801, QA Schedule

    AF Form 372, Contract Monitoring and Surveillance

    AF Form 370, Contract Performance Evaluation

    AF Form 802, Contract Discrepancy Report

    AF Form 445  Tally Checklist

    AF Form 799, Surveillance Activity Checklist    

    DD Form 250

2.  Does the QA have a complete contract to include all modifications?
  (  )    (  )    (  )

3.  Does the QA have a copy of the QASP?
                                                  (  )    (  )    (  ) 

4.  Does the QA have a copy of his/her appointment letter?                            (  )   (  )    (  )

5. Contractor’s Quality Control Plan?                                                            (  )  (  )    (  )   

6. Has the semiannual evaluation of the QAE been conducted        

By the FC/FC (APRIL  &  OCTOBER) ?

                          (  )    (  )    (  )   

	              ALTERNATE SURVEILLANCE METHOD  CHECKLIST

	             CONTRACT # :                                                              DATE:
	
	
	

	No.
	ITEM
	A
	UNA
	N/A

	# 1
	Does the contractor provide "on call" service within two(2) hours of notification by the QAE?  Para 5.2.1.

	
	
	
	
	

	# 2
	Did the contractor provide a waste manifest ticket for grease?  Para 5.3.2.1
	
	
	

	
	
	
	
	

	# 3
	Did the contactor monitor equipment every two weeks?   Para 5.4.2.
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