DOCUMENTS REQUIRED 

FOR ACQUISITION OF 

ADVISORY AND ASSISTANCE SERVICES (A&AS)

1. After completing the query process and obtaining Determination/Decision Document (DDD) approval, forward the requirements package to the appropriate PD contracting division.  

2. The requirements package should consist of a funded PR with the following attachments:

a. Approved Determination/Decision Document (DDD) 

b. Performance-Based Statement of Work or Performance Work Specification (PWS), including a  Service Delivery Summary (SDS)

c. DD Form(s) 1423

d. Concurrence for Use of Facility Space (if place of performance is Robins AFB) 

e. Certification of Base Services and Support 

f. Letter from the Functional Area Chief (FAC) to the Contracting Officer appointing the Quality Assurance Personnel (QAP) (if local surveillance)

g. DD Form 254 (if applicable) and Visitor Group Security Agreement (if applicable)

3. Prior to award of contract/order, the QAP must provide the final Performance Plan (formerly called Quality Assurance Surveillance Plan (QASP)) to the Contracting Officer.

4. The QAP must prepare and maintain a Surveillance Folder containing the following documents:

a. Copy of the purchase order/contract 

b. Copy of letter from the Functional Area Coordinator (FAC) to the Contracting Officer appointing the Quality Assurance Personnel (QAP)

c. QAP/COR appointment letter from the Contracting Officer

d. QAP Training Record

e. Performance Plan

f. Surveillance Reports

g. Other pertinent documented information

NOTE:  Samples/templates for most of the above documents are available at:  http://pkec.robins.af.mil/\pr/pkpb/pkpmsc.htm



