KMPR003          
     Contractor Oversight
August 2004


Contractor Oversight

Phase:  

Supplier/Agreement Management
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 software development activities from a total cost, schedule, performance, process, and risk perspective.  The process of providing contractor oversight is applicable for new contract starts and for tasking under existing contracts.  The 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 may be found 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: 
The following shall be completed before beginning this procedure:
· Contract awarded or imminent
· [Surveillance Plan Template] or Annex C of AFMC Award Fee Plan Guide [https://www.afmc-mil.wpafb.af.mil/HQ-AFMC/PK/pkp/polvault/guides/aftguide.doc]
· Adequate resources and funding available to support the contractor oversight process

Procedure Steps:  (These steps are not necessarily performed sequentially.) 

1.   Functional Director:  Appoint Quality Assurance Personnel.  

The Functional Director (FD) ensures that qualified personnel are appointed as Quality Assurance Personnel (QAP) to accomplish contract oversight and surveillance.  QAP should be qualified in the functional area assigned and should be, if at all possible, a civilian.  The FD submits QAP appointments with the requirements package via a memo to the Contracting Officer (CO).  A memo template is provided at http://143.158.85.121/QAP/index.asp.  If possible, the Functional Area Chief (FAC) appoints an alternate QAP in order to maintain continuous surveillance.  If a change to the QAP becomes necessary, the FD should notify the Contracting Officer prior to the change.  
2.  Contracting Officer:  Send notifications.

The Contracting Officer signs and sends a letter of designation to each QAP and provides a copy to the contractor.  
3.  Organizational contracting function:  Provide Phases 1 and 2 training to Quality Assurance Personnel.

4.  Quality Assurance Personnel:  Create a surveillance plan.

QAP shall create a Quality Assurance Surveillance Plan (QASP) and send it to the organizational contracting function.
5.  Program Manager:  Oversee contract.

      a. Monitor cost and schedule performance against the plan based on data provided by the contractor under the contract.

      b. Review management indicators and metrics provided by the contractor as well as those generated by the government's project office.
      c. Monitor the contractor's configuration management activities under the contractor's Configuration Management Plan.
      d. Monitor the contractor’s adherence to the contract and the SDP.

      e. Conduct formal, informal and technical reviews.

      f. Monitor requirements.  Ensure inadvertent direction is not provided to the contractor that would result in additional requirements being assumed.  Any requirements changes must be managed through the contractor’s CCB baseline change process. 

      g. Monitor the contractor's system quality assurance activities under the contractor's approved test plan or SDP.  

6.  Quality Assurance Personnel:  Maintain folder.

QAP shall maintain a complete surveillance folder with the QAP appointment letter, letter of designation, QAP training record, pertinent parts of the contract, QASP and surveillance log.  

7.  Quality Assurance Personnel:  Complete quarterly assessment.

QAP shall complete a quarterly assessment form and send it to the organizational contracting function.

8.  Quality Assurance Personnel:  Receive and process invoices and deliverables.
QAP shall receive, sign, verify and file all contractor invoices and forward copies to the organizational financial management contracting function.  Verification must be complete before payment can be authorized.  Receive contract deliverables and notify the Program Manager of their arrival.
9.  Quality Assurance Personnel:  Communicate with the organizational contracting function.

QAP shall be the liaison between the Program Manager and the organizational contracting function and shall discuss any contractual problems with them.  
10.  Contracting Officer:  Negotiate contract changes.
The contracting officer is responsible for negotiating any [contract changes]. 
11.  Program Manager:  Assign evaluators.

All products (i.e., software system, documentation, plans, procedures, etc.) that have been defined as contractually deliverable must be evaluated.  The Program Manager assigns evaluation responsibility to the appropriate member of the government's team.   
12.  Evaluators:  Review and evaluate products and services.

Evaluators shall review the assigned products and services and communicate the assessment to the Program Manager and QAP.   
13.  Program Manager:  Evaluate performance.
The Program Manager compares the contractor's technical, cost, staffing, and schedule 
performance with what was submitted in the SOW.  Results of performance assessments are communicated to the contractor, QAP and senior management.

Exit Criteria: 
The following work products are a result of completing this procedure:
· Evaluated products and services 
· Completed performance assessments 

· Recommended changes to the contract (if necessary)

· Invoices  
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