Appendix A

ACRONYMS AND ABBREVIATIONS

Acronym/Abbreviation


Definition

ADR





Alternate Disputes Resolution

ASP





Acquisition Strategy Panel

BRAG





Business Requirements and Advisory Group

CA





Contract Administrator

CO 





Contracting Officer

CSC





Contracting Squadron Commander

DCMC





Defense Contract Management Command

DoD





Department of Defense

DoDI





Department of Defense Instruction

FC/FD





Functional Commander/Functional Director

FAR





Federal Acquisition Regulation

FOIA





Freedom of Information Act

OSHA





Occupational Safety and Health Act

PBSC





Performance Based Service Contracting

PMC





Performance Management Council

PPI





Past Performance Information

QA 





Quality Assurance

QAP 





Quality Assurance Personnel

QAPC





Quality Assurance Program Coordinator

QAS 





Quality Assurance Specialist

QASP





Quality Assurance Surveillance Plan

QC





Quality Control

QCP 





Quality Control Plan

RFP 





Request for Proposal

SAF/AQC




Deputy Assistant Secretary for Contracting


SDS





Service Delivery Summary

SOW 





Statement of Work

TERMS

Business Requirements and Advisory Group – A business solutions team that consists of cross functional personnel that plan and manage service contract outcomes to the satisfaction of its customers

Benchmark – A measurement or standard that serves as a point of reference by which process performance is measured.

Benchmarking – A structured approach for identifying the best practices from industry and government, and comparing and adopting them to the organization’s operations.  Such an approach is aimed at identifying more efficient and effective processes for achieving intended results and suggesting ambitious goals for program output, service quality and process improvement.

Best Practices – The processes, practices, and systems identified in public and private organizations that performed exceptionally well and are widely recognized as improving an organization’s performance in specific areas.  Successfully identifying and applying best practices can reduce business expenses and improve organizational efficiency.

Chief, Contracting Office – The individual responsible for operating the contracting

Office if the organization is not designated as a contracting squadron.  For purposes of this course it is used interchangeably with “Contracting Squadron Commander”.

Contract Administrator – The individual within the contracting office who performs the day-to-day administration of the contract.  The contract administrator may also be the contracting officer.

Contracting Squadron or Office – The Air Force contracting squadron or office responsible for award or administration of service contracts.  

Contracting Officer – The duly appointed government agent authorized to award or administer contracts.  The contracting officer is the only person authorized to contractually obligate the government.

Contracting Squadron Commander – The individual responsible for operating the contracting squadron.  

Defect – Any nonconformance with requirements specified in the contract.

Defective Service – A service output that does not meet the standard of performance specified in the contract for that service.

Functional Area – The organization having responsibility for the actual performance of a given service whether it is performed in-house of by contract.  For example, the transportation organization has responsibility for packing and crating; the civil engineering organization has responsibility for custodial services and family housing maintenance. 

Functional Commander or Functional Director – The individual responsible for a functional area.  For example, the transportation commander is the functional commander for the transportation statement of work.

Partnering – Is the creation of a government-contractor relationship that promotes achievement of mutually beneficial goals.  It involves an agreement in principle to share the risks involved in completing the project and to establish and promote a nurturing partnership environment.

Performance Management Office – A centralized quality assurance office that handles all service contract quality assurance issues for the installation whether it is for a large base operating support requirement or a single function.

Performance Threshold – The point that divides acceptable and unacceptable performance of an outcome-based requirement.

Quality Assurance – A planned and systematic pattern of actions necessary to provide confidence that adequate technical requirements are established; products or services conform to established technical requirements; and acceptable performance is achieved.

Quality Assurance Program – The plans and procedures developed to implement and administer quality assurance requirements for an installation.

Quality Assurance Program Coordinator – Individual selected to coordinate the installation quality assurance program.  The Air Force standard is for this to be a full time funded position.

Quality Assurance Personnel – A functionally qualified person who performs quality assurance functions for a contracted service.  Includes quality assurance evaluators and quality assurance specialists.

Quality Assurance Surveillance Plan – An organized, written document specifying the surveillance methodology to be used for surveillance of contractor performance.

Quality Control – A program of action to effectively and efficiently manage the quality of performance objectives relating to standards of performance and inspections necessary to assure that the service satisfy the requirements from concept through validation.

Statement of Work – A performance based description of the services required by a functional activity.  May also be termed a Performance Work Statement, Statement of Need, Statement of Objective, Technical Requirements Document or work statement.

Strategic Sourcing – A business approach that ties commercial business activity to the installation business goals.  It includes methods in combining functional activities to get economies of scale and scope, manage risks, and induce continuous improvement.

Wing Commander – The  officer responsible for the installation or activity having service functions contracted.  
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Appendix B

Do’s and Dont’s for QAPs

The following guidelines will help you carry out your duties and responsibilities as a QAP:

DO:

1. Represent the contracting officer in all technical matters concerning your contract.

2. Consult with the contracting officer when in doubt about any matter involving a contract or contractor.

3. Assist the contracting officer to ensure complete and timely performance by the contractor is received.

4. Use the surveillance plan as applicable to your contract.

5. Keep abreast of the contractor’s performance through proper monitoring.

6. Given the contractor fair and equal treatment; in all dealings be consistent in your approach.

7. Accept the services for the government and forward a receiving report/certification of services received to the contracting officer each month.

8. Ensure you receive proper QAP training before contract start date.

DON’T
1. Make of imply any agreement(s) with the contractor relating to commencement of work or expenditure of government funds.

2. Encourage a contractor by words, actions, or a failure to act to begin work either on a new proposed effort or on an extension of work beyond the period set forth in an existing contract.

3. Actin any way with a contractor or contract employee which may create or imply favoritism.

4.  Monitor a contract so closely and rigidly that the contractor will lose direction of the work. 

5. Provide information relating to any potential contract or modification to existing/prospective contractors or individuals unless directed to do so by the contracting officer.

6. Give specialized treatment, tours, or information concerning future contracts, changes, or options to the present contractor.

7. Negotiate or execute a contract, modification to the contract, or an option to the contract.

8. Make final determinations of a contractor’s liability for loss, damage, or unreasonable use of government furnished material.

9. Authorize a contractor to obtain property for use under a contract or to use government furnished property in the contractor’s possession obligated to one contract under a second contract.

INTERFACE WITH CONTRACTORS AND ADMINISTRATORS

It’s easy to say, “Maintain good working relations with your contract administrator and contractor.  However, one of the key skills a QAP must master is just that—maintaining good working relations.  With all of the pressures put on the QAP, how can they maintain a professional and objective attitude and still be human and cooperative?  Seems like a difficult task doesn’t it?  Following are a few suggestions for consideration:

1. Being friendly does not mean that you have to be friends.  Anyone can be courteous and friendly; however, when dealing with a contractor, the QAP should draw the line and keep friendships at a distance.

2. Be professional and treat every contractor the same.  Even the hint of preferential treatment could cause problems if viewed by the wrong person in the wrong context.

3. Keep the contract administrator in touch with what is going on with your contracts.  It’s embarrassing for the contract administrator to learn about problems from the contractor-it makes the government look incompetent.

4. If the QAP has an opinion about how the contract is being run, ensure the QAP does not share them with the contractor.  Take those concerns directly to the contracting office.  The contractor can, and will use anything he can gather on the government to his advantage.

5. Meet with the contracting squadron commander periodically to be briefed on the status of your contract.  Meet with the contracting officer, who through the contract administrator will be assessing the QAP performance during the life of the contract.  Also the contracting officer will be advising the FD/FC of any deficiencies with QAP performance.

This can be very beneficial to you.  It is better for your contract administrator to discover problems and help you correct them, and to have a contractor discover irregularities and use them against the government.  Additionally, the QAP program and all its records and documents are often items of special interest for formal local, MAJCOM, and  inspection teams.  

These are just a few suggestions for developing and maintaining a professional interface with both the contractors and contract administrators.  Talk with your contract administrators and see if they have any other suggestions.  The better educated and prepared we are, the better we can perform our duties.  

