MEMORANDUM FOR:  (QAP's Office and Name)





FROM:  (Contracting Officer's Office and Name)





SUBJECT:  Quality Assurance Personnel (QAP) Designation for (Contract Number and Brief Descriptive Title)





1.  You have been designated as the cognizant QAP for the contract requirement(s) listed above.  This letter designates specific responsibilities that you will perform as the on-site representative for the contracting officer.





2.  To effectively accomplish your duties, you should become familiar with DFARS 201.602-2, Contracting Authority and Responsibilities and FAR Part 37 -- Service Contracting, and the contract listed above.  These are available at (enter the location of these documents) for your review.  You should also be aware of the technical requirements of all or any portion of the contracts for which you are responsible.





3.  The following is a brief summary of your responsibilities as a QAP:





Develop and/or finalize the Quality Assurance Surveillance Plan (QASP).  The QASP 


      defines the methodology, procedures, and frequency for monitoring and reporting the  


      contractor's performance.  The plan should be developed in cooperation with the 


      Functional Area Chief (FAC), Quality Assurance Program Coordinator (QAPC), who 


      should review and indicate concurrence with the QASP prior to its submission to the 


      contracting officer.





     b.  Monitor and evaluate the contractor's performance in accordance with the QASP.





c.  Develop and maintain a surveillance log and surveillance folder.  A record of surveillance 


     activities is maintained in a surveillance log.  AF Form 370, Contract Performance   


     Evaluation Report; AF Form 372, Contract Monitoring and Surveillance Report; or other 


     appropriate surveillance reports and forms may be used for this purpose.  The surveillance  


     folder contains the surveillance logs and other information, e.g. QAP appointment and 


     designation letters, training records, pertinent parts of the contract, and the QASP.





d.  Notify the contracting officer of any contractor personnel changes during contract 


     performance to ensure compliance with the requirements of AFFARS 5352.242-9000,  


     Contractor Access to Air Force Installations, and SFOI 31-08, Control and Issuance of 


     Contractor ID Card Media.


e.  Notify the contracting officer of any significant problems you are unable to resolve.  Do 


     not wait until the schedule or program is impacted; let the contracting officer know about   


     the problem when you realize the contractor is not being responsive.  Keep good records.





f.  Do not authorize any changes to the contract.  Only a contracting officer can bind the  


    Government and direct the contractor to make changes.





g.  Submit surveillance logs to the contracting officer at the time intervals specified in the 


     QASP.  Remember, in the event of dispute or litigation, the entries in the surveillance logs  


     will be important in determining the choice of remedial contractual action, if such action is 


     required, and could be releasable to the contractor.





4.  If, for any reason, you become unable to perform your duties as outlined in the QASP or have any questions about this designation or your responsibilities as a QAP, please advise the undersigned at (enter contracting officer’s office symbol and phone number), and the FAC, (enter name, office symbol, and phone number), immediately.











                                                                             ______________________


                                                                            (Contracting Officer’s name)  


                                                                            Contracting Officer      





cc:  PKOS/Steve Warner
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