MEMORANDUM FOR:  (Contracting Officer’s Office Symbol and Name) 


FROM:  (Functional Area Chief’s Office Symbol and Name)


SUBJECT:  Appointment of Quality Assurance Personnel (QAP), (Descriptive Title of Effort and Contract or Purchase Request Number)


1.  In accordance with AFI 63-124 and AFMC SUP 1 thereto, the following individual(s) is/are appointed as Government Quality Assurance Personnel (QAP) to monitor contractor performance of the subject services, scheduled to begin on or about (approximate start date):


NAME                                GRADE/RANK                 OFFICE                   PHONE NR        





2.  The individual(s) possesses/possess sufficient technical knowledge and experience to permit (him/her/them) to observe contractor performance and determine whether the services provided meet the standards described in the contract.  The individual’s/individuals’ records have been reviewed and (he/she/they) appears/appear suitable to assume QAP duties and ensure continuity of surveillance during contract performance.  The individual/individuals will be free of duties that would interfere with (his/her/their) ability to perform the required contract surveillance on a full-time/part-time basis.  The individual’s/individuals’ civilian performance and promotion appraisal(s) includes/include performance of QAP duties as a critical element (include if civilian).  (He/She/They) will be scheduled for Phase I and/or Phase II QAP training, as applicable.  (If a waiver of any of the QAP qualifications is required, state qualification(s) and provide basis for recommending approval of the waiver.  Also include a certification that no qualified individuals are available within the functional area).


3.  Problems with the performance of the individual/individuals listed above should be promptly brought to the attention of the undersigned. 





                                                                        ____________________________


                                                                                 Name and Title of FAC


cc:  QAP Name(s)/Office Symbol(s)                                                            
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