SAMPLE LETTER

NOMINATION AND APPOINTMENT OF CHIEF/PRIMARY/ALTERNATE

QUALITY ASSURANCE PERSONNEL

MEMORANDUM FOR (Contracting Squadron)




ATTENTION:  QA PROGRAM COORDINATOR

FROM:  (Office Symbol - Functional Commander/Functional Director)

SUBJECT:  Nomination and Appointment of Quality Assurance Personnel

1.  Recommend (grade, full name)(organization) be appointed for QA duties for the (enter service to be performed) contract.

a.  (QAs name) possesses (years)(months) experience in this functional area and has demonstrated a high degree of technical knowledge of the contracted service.

b.  (QAs name) possesses sufficient retainability to ensure continuity of surveillance during the contract performance period.

c.  Individual has completed the required Phase I training (or request that the individual be scheduled for phase I training) provided by the local operational contracting division.

d.  Justification for nomination and appointment of an individual if they do not meet the QA qualifications.

e.  A statement that the nominee’s records have been reviewed and that he or she appears suitable for QA duties.

f.  A statement that the nominee does not have and will not be given other duties that will interfere with their QA duties, and that QA duties must come first.

g.  A statement that performance of QA duties is a critical element on civilian appraisals when civilians are appointed to QA duties.






SIGNATURE






FUNCTIONAL COMMANDER/FUNCTIONAL DIRECTOR
