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MEMORANDUM FOR: XXXXXXXXXXXXX

                                       Attn:  

FROM:  436 CONS/LGCV

SUBJ:  Duties and Responsibilities of the Quality Assurance (QA) Personnel 

            Contract No. 

1.  You have been designated as Chief QA/Primary QA and Alternate QA, respectively, for the referenced contract.  The Functional Commander/Functional Director (FC/FD) is responsible for overall surveillance on the assigned contract.  The Chief QA assists the FC/FD and during the absence of the FC/FD performs duties as delegated.  Alternate QAs assist the primary QA and, during the absence of the primary QA, performs all QA duties.  The QAs must be able to cover surveillance of the contractor during all hours of operation.

2.  If you have any questions about the subject contract, call XXXXXXXXX, the contract administrator at XXXX.  Jean M. Benzin is the Quality Assurance Program Coordinator who will provide you with quality assurance assistance.  She can be contacted at 5091.

3.  In addition to the duties to be performed and applicable limitations set forth in the contract, the following guidance is furnished to assist you throughout the contract period.  The QA:

    a.  Is not authorized to make any changes in the contract, or provide instructions to the contractor that could be construed to be changes to the contract.  Recommendations (with supporting documentation) may be made to the contracting officer (CO), who will evaluate the proposed alteration and conduct all negotiations with the contractor, if deemed advisable.

    b.  Will furnish technical assistance to the contracting officer and ensure the contractor’s compliance with the technical requirement of the contract.  Disagreements between the QA and the contractor must be referred to the contracting officer in writing, with an information copy to the FC/FD.

    c.  Shall attend pre-performance conferences and any other meetings in which instructions are given to the contractor.  

    d.  Must not interpret the contract for the contractor; but should refer the contractor to the Contracting Officer.

    e.  Must maintain detailed records to substantiate services received or not received.

    f.  Prior to the beginning of the contract period, develop a quality assurance surveillance plan to ensure proper contract surveillance.  Furnish a copy to the contracting officer for review and retention in the contract file.  Ensure the quality assurance surveillance plan is kept current for the life of the contract (to include options).  Submit requested changes to the contract administrator and quality assurance program coordinator for review.  Changes to the quality assurance surveillance plan will be approved by the quality assurance program coordinator prior to incorporation. 

g. The QA must document each customer complaint.  The Customer Complaint Record, AF Form 714, or locally developed form may be used for this purpose.  The QA is responsible for training the customer on the preparation and submission of the customer complaint record.  The QA will review and validate the complaint and handcarry the complaint to the contractor’s on-site manager within ____ hours of receipt.  A copy of the customer complaint will be furnished to the Contract Administrator.  A log of all customer complaints to include status will be maintained by the QA.  The QA will notify the Contracting Officer of unresolved customer complaints.

    h.  Will prepare and distribute receiving reports monthly, not later than the fifth working day of the following month.

     i.   Will maintain a file of reports, correspondence, memoranda, and other pertinent documentation provided to the QA for each contract to which he or she is assigned.

    j.  The duties of the QA may not be delegated.  In the event personnel changes are necessary during the contract period, the FC/FD will provide written termination and appointment letters to the quality assurance program coordinator.  The QAPC will schedule and provide the phase one training and notify the contracting officer when training has been successfully completed.  The contracting officer will provide written notification to the contractor of terminations and appointments.
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