 Check your contracts for AFI 63-124, 9 FEB 2004 compliance.  Any questions contact Steven Warner or Cheryl Peace at your QA Program Office.  


	QUALITY CHECKLIST FOR SERVICE CONTRACTS OVER $100,000 SAT
	
	


	UNDER AFI 63-124 (INCLUDES ORDERS AGAINST OTHER AGENCY CONTRACTS)
	
	


	 
	
	


	PRE-AWARD REQUIREMENTS PACKAGE
	YES
	NO


	1.  Business Requirements Advisory Group (BRAG)/Multifunctional Team 
	
	


	        -Formed prior to starting the acquisition
	 
	 


	        -Was a signed document prepared listing members of the BRAG/MFT?
	 
	 


	
	
	


	2.  Appointment Letter for Quality Assurance Personnel (QAP) submitted
	 
	 


	
	
	


	3.  Statement of Work (SOW)
	
	


	       -Ensure proper format IAW AFI 63-124
	 
	 


	       -Ensure mandatory provision in AFI-63-124, 9 FEB 2004, page 6, para 1.2.7.2 
	
	


	        is addressed in General Information Section IV of the Statement of Work (SOW) l 
	 
	 


	       - Reviewed by buyer, CO, and Quality Assurance Program Coordinator 
	 
	 


	       -Upon completion of review, combine all comments and forward to user
	 
	 


	       -Corrections received (if required)
	 
	 


	      
	
	


	4.   Quality Control Plan (QCP) (If required)
	
	


	       -Quality Control Plan addressed in the Statement of Work
	 
	 


	       -Information for QCP submission found in Section L and Section M of the RFP
	 
	 


	       -Upon submission the QCP is reviewed by the buyer, QAP and QAPC
	 
	 


	       
	
	


	5.  Performance Plan
	
	


	       - Submitted with the SOW
	 
	 


	       - Reviewed by buyer and submitted to QAPC with the SOW
	 
	 


	        -Returned to user if correction required
	 
	 


	        -Corrections received (if required)
	 
	 


	
	
	


	6.  Are there performance incentives, (where appropriate)
	 
	 


	(Examples of incentives:  award term, award fee)
	
	


	
	
	


	POST AWARD
	
	


	
	
	


	1.  Appointment Letter Distribution
	
	


	     - Original in file, copy to QAP, copy to QAPC
	 
	 


	      -When a QAP is replaced is a new letter of appointment sent 
	
	


	       deleting the old and adding the new QAP?
	 
	 


	
	
	


	2.  QAP Notification to Contractor QAP's assigned to contract
	
	


	     -Letter sent to contractor notifying contractor of assigned QAPs to contract
	 
	 


	     -Copy of letter sent to QAP
	 
	 


	
	
	


	3.  QAP trained for Phase I & II 
	
	


	      -Phase 1 is conducted by QAPC and tracks completion date
	 
	 


	      -Phase II is conducted by Contract Administrator and keeps original signed training 
	


	       records, copy to QAP, copy to QAPC to put in database
	 
	 


	
	
	


	  
	
	


	
	
	


	4.  Inspection records
	
	


	      -Received from QAP each month by 5th workday
	 
	 


	      -Inspection records forwarded upon receipt to CA, CO, QAPC to review and initial
	 
	 


	
	
	


	
	
	


	5.  Modifications
	
	


	      -QAPC and QAP receive copies of modifications which are changing the SOW/ 
	
	


	      contract and/or extending the period of performance.  (Funding mods excluded)
	 
	 


	
	
	


	6.  QA Program Coordinator receives copies of:
	
	


	     -Contract and SOW
	 
	 


	     -Appointment Letter of QAP
	 
	 


	     -Copy of signed P-Plan
	 
	 


	     -Copy of Quality Control Plan (with copy of letter of acceptance)
	 
	 


	
	
	


	
	
	


	7.  QAP Performance
	
	


	     -CA performing periodic site visit inspections (at interval established by C.A,
	
	


	      i.e. monthly, quarterly, semi-annually) to ensure the surveillance is being performed 
	


	      by QAP's as described in the P-Plan.
	 
	 


	
	
	


	8.  Quality Control Plan Acceptance Letter    (if applicable)
	
	


	    -If a QCP is acceptable was a letter sent to contractor signed by CO? 
	 
	 


	    -If QCP is found to be unacceptable was a letter sent to the contractor requesting 
	
	


	     correction of the deficiencies? 
	 
	 


	    -Follow-up action taken until QCP is acceptable
	 
	 


	
	
	


	
	
	


	
	
	


	Contract Specialist:__________________________________
	
	


	                                              (signature)
	
	


	
	
	


	
	
	



