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1. Purpose

This Surveillance Plan will enable the government to accurately monitor, document and report the contractor's effort for specified period of performance

1.1. General

This contract or order is for non-personal Information Technology (IT) Services to provide systems acquisition support for (describe types of services such as development, maintenance, etc.).  This contract or order contains discrete measurable technical tasks and contract data requirements.  The contractor will not perform inherently governmental functions as set forth at FAR 7.501.  In addition, the contractor will in no way control or direct other contractors and their programs or government employees or agencies.  Further, the contractor shall not prepare source selection plans, evaluation factors for award, instructions for proposal preparation or factors and standards.  

2. Responsibilities

2.1. Contracting Officer (CO) 
The warranted contracting officer who, in accordance with FAR 42.2, is assigned the responsibility for contract administration of this contract or order.

· Only acts within the limit of authority delegated. 

· Prepares, negotiates, issues, and administers the contract or order.

· Ensures that the contract or order clearly define services to be provided by the contractor. 

· Ensures site Quality Assurance Personnel (QAP) are appointed by the Functional Area Chief (FAC) and accomplishes designation when the contract or order is issued.      

· Approves contractor invoices and forwards through SSG Financial Management and Comptroller to the designated payment office listed on the delivery order         
· Develops QAP training packages that will include appropriate contract clauses, special contract requirements, specific technical requirements and appropriate guidance letters, pamphlets examples. 
· Coordinates QAP training with the FAC. 

· Ensures QAP understanding of contract terms, conditions and specifications. 

· Ensures QAP understanding of the necessity of notifying the FAC and CO of contractor pertinent to the contract. 

· Works with the FAC and QAP in the development of the Surveillance Plan, and any subsequent modification, to ensure the plan complies with contract requirements, reporting requirements are clearly defined, and that a copy of the plan is retained in the contract files  

· Ensures that surveillance folders are complete. 

· Monitors contractor progress in meeting contractual delivery schedules, deliverable requirements (CDRLs), and notifies the FAC of potential and actual delinquencies  

· Maintains records of contractor performance (QAP surveillance logs, Surveillance Report, etc.). 

· Maintains a system for tracking the progress of contractor corrective actions and exercises contract remedies when contractor performance does not meet contract requirements

2.2. Functional Area Chief (FAC)  
The individual responsible for a functional area in which contract services are being provided.  The FAC is usually the program manager, technical director or equivalent. 

· Ensures qualified personnel are appointed as QAPs.  If the QAP requires training, ensures the CO is aware that the training must be accomplished.  Maintains QAP training record for QAPs. 

· Ensures the QAP understands the technical disciplines to be used by the contractor and has the knowledge and resources to determine the acceptability of the contractor's performance. 

· Notifies the CO, in writing, of the QAP appointment (see Attach. 1).  The CO will issue a letter of designation to the QAP (Attach. 2). 

· In conjunction with the QAP, develops a Surveillance Plan for all or appropriate functional areas of assigned contract or order.

· Tailors the plan so that review activities are commensurate with the level of detail needed to monitor the contract or order.

· Ensures the plan and all modifications are sent to the CO for approval. 

· Incorporates the Surveillance Logs as a part of supporting documentation for any required Contractor Performance Evaluation Reports (CPAR).

· Establishes procedures for review, validation, and approval of contractor invoices. 

· Receives copy of all contractor invoices and follows-up with QAP to ensure timely submissions of invoices are made. 

2.3. Quality Assurance Personnel (QAP) 
Appointed by the FAC, usually the requiring organization’s 2 Letter Director, the Program Manager, the technical director or equivalent, and designated by the CO for each contract or order to act as an official representative of the Contracting Officer.

· Is familiar with contract or order terms and conditions, governing specification, and other specific requirements.

· Requests additional training, if needed, from the CO and FAC. 

· Monitors the contractor's performance in accordance to the Surveillance Plan, evaluates the contractor's performance and enter the results into the Surveillance Log, citing contractor deficiencies and providing specific details of each deficiency cited. 

· Maintains the surveillance folder containing the QAP appointment letters, letters of designation, QAP training records (if necessary), pertinent parts of the contract or order  Surveillance Plan, Surveillance Logs, Surveillance Reports, and all other information pertinent to the contract or order.

· Promptly elevates significant contract or order problems to the attention of the FAC and CO.        

· Informs the FAC and CO of circumstances that may require a contract modification.

· Submits Surveillance Logs to the FAC for review, as required.

· Reviews and recommends approval or disapproval of contractor invoices and forwards to the CO for approval with a courtesy copy to the FAC. 

· Reviews, and approves or disapproves contractor DD 250.  Forwards a copy of all DD250s with associated invoices to the CO with a courtesy copy to the FAC. 

· Maintains a funds log that will include, but not be limited to, a summary of funds expended against the contract or order by line item.

3. Performance areas

3.1. Management responsiveness  
Evaluate the adequacy of the contractor's responsiveness. Address the extent to which the contractor demonstrates a thorough understanding of the customer's environment, keeps the government informed of work progress and provides for early problem identification and effective corrective action plans. In addition, the effectiveness of corporate off-site support to the on-site workforce should be considered along with the timeliness of any requested proposal submittals.

3.2. Contract management and administration  
Evaluate the quality and effectiveness of the contractor's management of the contract or order. The contractor shall use the hours authorized to provide support throughout the period of performance.  The contractor will be evaluated in the successful control of resources devoted to the contract or order.  The QAP shall compare monthly the contractor's Funds and Man-hours Expenditure Report with those allocated for the effort. Address the adequacy of the contractor's initial and replenishment staffing.  Also, evaluate effectiveness of subcontract management activity, if applicable.

3.3. Schedule control 
Evaluate the contractor's overall adherence to contract or task order schedules.  For task order contracts, quantify to the extent possible, the percentage of tasks being completed on time, ahead of schedule or behind schedule.  For all delivery orders, discuss the milestones, deliverable items or significant data items that contribute to the schedule evaluation.  Discuss causes and evaluate effectiveness of contractor corrective actions. 

3.4. Performance  
The contractor will be evaluated as to the quality of the output of their work.  The contractor's personnel should be technically competent in the functional areas identified in the contract or order.  Included in the technical performance are the contractor's contributions in meetings and reviews, the quality of the contractor’s technical reports, contractor's productivity and the overall quality of the technical support provided.

4. Evaluation criteria

4.1. Blue (Exceptional).  Indicates performance far exceeds contractual requirements. The area of evaluation contains few minor problems for which corrective actions appear highly effective.

4.2. Purple (Very Good).  Indicates performance exceeds contractual requirements. The area of evaluation contains few minor problems for which corrective actions appear highly effective.

4.3. Green (Satisfactory).  Indicates performance clearly meets contractual requirements. The area of evaluation contains some minor problems for which the corrective actions appear satisfactory. 

4.4. Yellow (Marginal).  Indicates performance meets contractual requirements. The area of evaluation contains a serious problem for which corrective actions have not yet been identified, appear only marginally effective, or have not been fully implemented. 

4.5. Red (Unsatisfactory).  Indicates the contractor is in danger of not being able to satisfy contractual requirements and recovery is not likely in a timely manner. The area of evaluation contains serious problems for which the corrective actions appear ineffective.

Upward or downward arrows may be used to indicate an improving or worsening trend insufficient to change the assessment status.

5. Documentation

Documentation used and referenced to perform surveillance will consist of technical reports, contractor plans and procedures, schedules, customer feedback and contract data requirements.

5.1. Recording observations

Use Surveillance Logs to record information on scheduled observations and defects noted. Each observation is recorded on the log. The documents then become a formal Air Force record for reference. The contractor is advised each time defects are found during scheduled observations.  The QAP makes a notation on the surveillance log of the date and time the defect was discovered.  Then, the QAP asks the contractor task leader to initial the notation, documenting notification of the defect.

5.2. Potential unacceptable performance

The QAP must identify the specific service that is unacceptable, possible causes, and ask questions, which if answered, will probably pinpoint the source of the problem. 

5.3. Documenting unacceptable performance

The QAP attempts to resolve the problem with the contractor.  The original log and the attempted solution (along with an evaluation of results) are forwarded to the CO. 

Based on the severity of the discrepancy and the success of the solution, the CO may request a formal response to the unacceptable evaluation.  The contractor shall complete a response to the unacceptable evaluation if requested by the CO or by its own choice.

5.4. Taking action

The QAP may evaluate the contractor’s performance and document any non-compliance, but only the CO may take action against the contractor for an unacceptable rating.  When the contractor’s performance is unacceptable and a formal action is indicated, the QAP will determine what action is appropriate for the specific circumstances and make a recommendation to the CO. 

5.5. Documentation 

During the course of the contract or order, the QAP retains a copy of all inspection schedules and surveillance activity logs.  At the end of the surveillance period, the QAP forwards these records for inclusion in the contract file.  However, when a specific service becomes unsatisfactory during a surveillance period the inspection documentation supporting the contract discrepancy report is forwarded to the CO. 

6. Rating

All contractor tasks will be rated Exceptional, Very Good, Satisfactory, Marginal, or Unsatisfactory on the surveillance log.  The ITSP Program Manager will collect the surveillance summaries and detailed logs, and any other necessary supporting documentation in support of conducting the unofficial and official CPAR.  The evaluation criteria are listed in Section 4 of this plan.

7. Surveillance logs and report

The Surveillance Logs will be used to record observations, defects and rate individual contractor tasks.  The Surveillance Report will be used to give overall ratings in the performance areas identified in the documentation section.

7.1. Surveillance Checklist

FOR (PROJECT NAME)

CONTRACT OR ORDER# 

7.2. Methods and frequency of surveillance

State how and how often you intended to perform surveillance on your delivery order

The principal methods that apply to the type of work being performed on this contract are management information systems i.e., schedules, reports, inspection, observation and receiving formal complaints.  One or any combination may be used.  Timely feedback to the contractor on unacceptable performance will be provided by the QAP.  Prompt feedback is essential so the contractor can develop and implement a corrective action plan.  Surveillance will be conducted on an as required basis.  Complete evaluation reports for quarterly evaluation of the contractor’s performance.  Out of cycle reports may be submitted in support of unacceptable performance identified during the performance period by the QAP or when there is a significant change in performance that alters the assessment in one or more evaluation areas.

7.3. Other actions

7.3.1. Ensure that all government property is used and that satisfactory measures are taken to protect and safeguard it.

7.3.2. Promptly document significant actions, conversations, etc. as they occur.

7.3.3. Monitor fund status reports and progress on a regularly scheduled basis.

7.3.4. Put task assignments or instructions to the contractor in writing.

7.3.5. Monitor the contractor’s performance.

7.3.5.1. Are personnel technically competent in the functional areas identified in the delivery order?

7.3.5.2. Is the contractor adhering to delivery order schedules? (performance and CDRLs)

7.3.5.3. Are contractor personnel on the job and accomplishing their assigned task?

7.3.5.4. Is work conforming to the specifications?

7.3.5.5. Is satisfactory progress being made?

7.3.5.6. Is management oversight apparent?
Attachment 1 - Quarterly Surveillance Report 

FOR (PROJECT NAME)

CONTRACT OR ORDER# 

CONTRACTOR  

QAP

OFFICE 


PERIOD OF PERFORMANCE  

QUARTER COVERED  

DELIVERY ORDER NO   

DELIVERY ORDER TITLE

DO TASK DESCRIPTION 

Performance Areas:  Business Relations 

BLUE (Exceptional)    
     

PURPLE (Very Good)            

GREEN (Satisfactory)             

YELLOW (Marginal)
     

RED (Unsatisfactory)
      

Justification for rating of exceptional or unsatisfactory: 

Corrective action required (if any): 

Performance Areas:  Management of Key Personnel 

BLUE (Exceptional)    
      

PURPLE (Very Good)             

GREEN (Satisfactory)             

YELLOW (Marginal)
      

RED (Unsatisfactory)
     

Justification for rating of exceptional or unsatisfactory: 

Corrective action required (if any): 

Performance Areas:  Schedule  

BLUE (Exceptional)    
      

PURPLE (Very Good)             

GREEN (Satisfactory)             

YELLOW (Marginal)
     

RED (Unsatisfactory)
      

Justification for rating of exceptional or unsatisfactory: 

Corrective action

Performance Areas Description:  Cost Control  

BLUE (Exceptional)    
     

PURPLE (Very Good)            

GREEN (Satisfactory)            

YELLOW (Marginal)
     

RED (Unsatisfactory)
     

Justification for rating of exceptional or rnsatisfactory: 

Corrective action

Performance Areas Description:  Quality of Product or Service

BLUE (Exceptional)    
    

PURPLE (Very Good)           

GREEN (Satisfactory)           

YELLOW (Marginal)
    

RED (Unsatisfactory)
    

Justification for rating of exceptional or unsatisfactory: 

Corrective action
Attachment 2 - Surveillance Log
FOR (PROJECT NAME)

CONTRACT OR DELIVERY ORDER# 

Modify to reflect how you will be inspecting:  All work performed by the contractor will be 100 percent inspected by the Functional Area Evaluator (QAP).   The contractor’s performance will be evaluated following receipt of each deliverable submission for all CDRLs by:

Step 1 -   Filling out the inspection checklist each time a deliverable is received.

Step 2 -   Documenting the date of receipt for all draft or final submissions in a record and recording if the deliverable were received on time, early or late.

Inspection Checklist Items

           

--Did CDRL XXX comply with the government’s requested format and number of copies received?                      YES   ____    NO ____   N/A   ____

--Did CDRL XXX submission comply with all the delivery order statement of work paragraphs XXX?  YES   ____    NO ____   N/A   ____

--Did CDRL XXX contain any discrepancies?  YES   ____    NO ____   N/A   ____

--Did CDRL XXX or report comply with the government’s requested format and number of copies received?  YES   ____    NO ____   N/A   ____        

--Did CDRL XXX or report submission comply with all the delivery order statement of work paragraphs XXX?  YES   ____    NO ____   N/A   ____

--Did CDRL XXX or report contain any discrepancies?  YES   ____    NO ____   N/A   _

NOTE TO QAP:  The “X”s after the word “CDRL” and the word “paragraph” are for you to enter the appropriate number.  Delete 4 - 6 if you do not have additional CDRLs or reports or add additional checklist items if needed. 
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