 
SURVEILLANCE PLAN

for


     

 FORMTEXT 
     
(Contract / Task Order Number:     

 FORMTEXT 
     )
1.  PURPOSE:  This surveillance plan establishes procedures, documentation and responsibilities used in monitoring and evaluating contractor performance.  The objectives of the plan are to: (1) assure that the contractor works the number of hours the government is billed for; (2) assure that the work performed is acceptable; (3) provide feedback to the Functional Area Chief (FAC) and the contractor, in turn. 
2.  FUNCTIONAL AREA EVALUATOR (FAE) RESPONSIBILITIES: 

a.  Document the contractor’s performance on this task order.


b.  Prepare and maintain a surveillance folder.


c.  Provide a quarterly surveillance assessment to the FAC (ASC/CXC).


d.  Notify the Contractor and the FAC of any aspects of contractor performance that is less than satisfactory and document deficiencies.


e.  Track the expenditures on the task order (i.e., make sure the dollars billed remain within the ceiling of the task order).


f.  Review and verify the contractor's monthly certificate of service to confirm accuracy and validity of labor categories and hours worked and charged.


g.  Track receipt and determine acceptability of deliverables.



h.  Review and approve DD Form 250 submittals.

3.  FAE SURVEILLANCE DOCUMENTATION:


a.  Evaluation Guide.  The following Surveillance Plan Evaluation Guide was developed to evaluate the contractor's performance in accomplishing this task order. The inspection items are tailored to provide evaluation of specific task order requirements.  The guide is, in effect, an inspection list of all review items and includes a brief description of the review activity as well as the sample rate and frequency of the suggested inspection/review.


b.  Surveillance Record.  This document is the FAE 's active and historical record of all surveillance inspections performed on this task order.  The Functional Area Evaluator will prepare a surveillance record .  This record will be completed monthly in conjunction with review of the monthly certificate of service.


c.  Contract Monitoring and Surveillance Report.  All exceptional or unsatisfactory performance by the contractor will be annotated and explained on the FAE Inspection Form.  This form is intended to be a supplement to the surveillance record and, as such, will be stapled and filed with the corresponding surveillance record.


d.  Quarterly Surveillance Report.  This document will be prepared by the FAE quarterly and provided to ASC/CXC for use in preparation of assessment reports.
4.  FUNCTIONAL AREA EVALUATOR SURVEILLANCE FILE:  The FAE will create and maintain a file for items 3a to 3d and other related documentation.  This file will be marked "For Official Use Only", and be kept in an inconspicuous location, away from contractor personnel.










SURVEILLANCE PLAN EVALUATION GUIDE

ITEM 

SOW REF

DESCRIPTION OF ELEMENTS

FREQUENCY
NO__

PARA NO.

(GENERAL SUPPORT)________

OF EVAL____

1

Contract/BPA

Contractor provides personnel staffing

 AR






as expected.

2

Contract/BPA

Contract employees visibly display 


AR






identification badges.  Contractor 






personnel must identify themselves as






contractors/subcontractors during 






telephone conversations, in e-mails, 






fax’s, and general correspondence.






3

Contract/BPA

Contractor submits Certificate of Services

M






(billing invoices) that accurately reflects






hours worked, appropriate labor categories, travel






charges, material charges and G&A 
4

BPA


Contractor submits Quarterly Self Assessment 
Q





Report that accurately reflects the work per-






formed for the quarter.



6.  The Contractor shall accomplish the tasks identified in the referenced TASK ORDER SOW PARAGRAPHS, as related to the following labor categories:  (Mark all areas specific to task order and cite appropriate SOW Paragraphs)









PRODUCT/SERVICE
SOW PARA #
AR
D
W
Q
N
OT

 FORMCHECKBOX 
 1)   Acquisition Management Support
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
 2)   Administrative Support
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
 3)   Configuration/Data Management Support
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
 4)   Manufacturing/Engineering Support
 FORMDROPDOWN 
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
 5)   Facilitator Support
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
 6)   Financial Management/Comptroller Support
 FORMDROPDOWN 
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
 7)   Gov Furnished Property Management Support
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
 8)   Logistics Management Support
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
 9)  Security Management Support 
 FORMDROPDOWN 
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
10) Subject Matter Expert/Consultant (SMEC)
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
11)  Task Lead for Non/Financial Requirements
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
12) Technical Editor/Technical Illustrator Support
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
13) Test & Evaluation Management Support
 FORMDROPDOWN 
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
14) Trainer
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
REPORTS:(Any report or other deliverable identified in SOW)
      FORMDROPDOWN 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


LEGEND:  
AR:
AS REQUIRED (INFREQUENT INTERVALS)






D:
DAILY






W:
WEEKLY






Q:
QUARTERLY






M:
MONTHLY






OT:
ONE TIME
7.  NOTES/ADDITIONAL TASK ORDER SPECIFIC EVALUATION CRITERIA:  (If multiple SOW Paragraphs are cited above, identify frequency of evaluation of each paragraph here, if different)
     
