ACO RECORD OF SURVEILLANCE BRIEFING TO QAP

Contract Number:______________________  Contractor: _______________________________                            

                                                                                                                           YES      NO       NA
	 I.  CONTRACT SPECIFIC TRAINING

	1.  TRAINING:
	
	
	

	    a.  Has the QAP received General QAP training prior to this briefing?  

         If  not, complete Part II, General QAP Training.
	
	
	

	         (1)  Attendance at 38 EIG General QAP training course
	
	
	

	         (2)  Attendance at local base QAP course (Phase I based on AETC  

          Materials and AFMAN 64-108)
	
	
	

	    b.   Is this the first time Contract Specific training has been provided to 

          the QAP in regard to the above contract?  If "No", it is assumed  

          this is refresher training.
	
	
	

	2.  GENERAL CONTRACT INFORMATION:
	
	
	

	a.  Discuss type contract (fixed-price, requirements, etc.) with QAP
	
	
	

	b.  Discuss description of work/Statement of Work (SOW) with QAP
	
	
	

	c.  Discuss performance period with QAP
	
	
	

	d.  Discuss specifications with QAP (including Equipment Performance Specification (EPS))
	
	
	

	e.  Discuss special clauses with QAP (including Maintenance Credit Clause)
	
	
	

	f.  Discuss contract amount with QAP
	
	
	

	g.  Discuss contract data requirements with QAP
	
	
	

	3.  MAINTENANCE AND SUBMISSION OF QAP 

     SURVEILLANCE DOCUMENTS:
	
	
	

	a.  Discuss the use of the quality assurance surveillance plan (QASP), surveillance logs, checklists, schedules, reports and other documentation which the QAP is expected to submit to the CO, including frequency of submission and required content.  
	
	
	

	b.  Discuss the manner that the QAP should handle and document unacceptable performance, including the use of the AF Form 802, Contract Discrepancy Report.
	
	
	

	4.  INSPECTION AND ACCEPTANCE OF CONTRACT SERVICES:
	
	
	

	a.  Does the QAP understand the contents of FAR 52.246-4 (Inspection of Services Clause), including when reperformance or contract deductions may be appropriate?
	
	
	

	b.  Does the QAP understand the responsibility to ensure compliance with contract technical requirements?
	
	
	

	c.  Does the QAP understand that disagreements between the QAP and contractor personnel must be promptly referred to the CO for resolution?
	
	
	

	d.  Does the QAP understand procedures for certification of contractor billing statements?
	
	
	

	e.  Does the QAP understand that only a duly-appointed CO can authorize changes to the contract?
	
	
	


                                                                                                                                      YES        NO        NA

	5.  ADMINISTRATION OF CONTRACTS:




	
	
	

	a.  Does the QAP understand that the contract administrator is the focal point for all contractual matters?
	
	
	

	b.  Does the QAP understand that the contract administrator will accompany the QAP periodically during their surveillance of contractor’s performance and coordinate findings with the FAC and CO?
	
	
	

	II.  GENERAL QAP TRAINING

(To be completed if Block 1a of Part I, Contract Specific Training, is marked "No")

	1.  GENERAL QAP TRAINING AND MATERIALS
	
	
	

	    a.   Has the QAP been provided the 38 EIG General QAP training  

          materials, including a copy of the 38 EIW QAEP?
	
	
	

	    a.   Discuss the 38 EIG QAP Program Homepage at 

           http://eig38.tinker.af.mil/contracting/qae/qae.htm  
	
	
	

	2.  STANDARDS OF CONDUCT    
	
	
	

	    a.   Is the QAP familiar with the Joint Ethics Regulation and the basic 

          types of prohibited conduct when dealing with contractors?
	
	
	

	    b.   Is the QAP aware that he may be subject to penalties for 

          violations? 
	
	
	

	    c.    Is the QAP aware that he should consult his local legal office if 

          any  doubt exists about whether contemplated action is prohibited?
	
	
	

	3.  LIMITATIONS OF QAP AUTHORITY
	
	
	

	a.  Does the QAP understand the general flow of contracting authority and that only the CO is authorized to enter contracts? 
	
	
	

	b.  Does the QAP understand what unauthorized commitment and ratification are and how to avoid them?
	
	
	

	4.  QAP RESPONSIBILITIES
	
	
	

	a.  Does the QAP understand the responsibilities outlined in the QAEP, para 3.4?
	
	
	

	5.  CONTRACT FORMAT AND CONTRACTING PROCESS    
	
	
	

	    a.   Discuss the purpose of the Uniform Contract Format 
	
	
	

	    b.   Discuss the basic phases of the contracting process (pre-

          solicitation, solicitation/award, and post-award) and major 

          roles/concerns for the  QAP  during each.
	
	
	

	6.  SURVEILLANCE METHODS
	
	
	

	    a.  Does the QAP understand surveillance methods should be 

         specified in the surveillance plan and QAP should      

         understand and agree with the methods specified  or suggest  

         revisions to the CO?
	
	
	


Briefed by ________________________________________________

Date _________________

                                        Contract Administrator

Acknowledged by __________________________________________

Date _________________

                                                       QAP

