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Statement of WORK

Document Receipt and Control Center  (DRCC) Contract

I.
INTRODUCTION

The U.S. Department of Education, through the Office of Student Financial Assistance Programs (OSFAP), through the Institutional Participation and Oversight Service (IPOS) requires Contractor services to perform various functions of its Document Receipt and Control Center (DRCC).

II. BACKGROUND

HH

The Secretary of the Department of Education has the responsibility of ensuring that each postsecondary educational institution participating in the Student Financial Assistance (SFA) programs meets, under Title IV of the Higher Education Act (HEA), the requirements to maintain participation in those programs.  Institutions must demonstrate that they have the administrative capability and financial resources necessary to provide the educational services for which students contract, have sufficient fiscal responsibility to meet all of their financial obligations, and that each meets the audit requirements in accordance with the standards for financial audits of the U.S. General Accounting Office’s Government Auditing Standards (1994 Revision), issued by the Comptroller General of the United States (http://www.gao.gov/govaud/ybk01.htm).

The Secretary is authorized by Congress to establish standards for all postsecondary educational institutions that participate in the SFA programs.  The Department of Education, hereinafter “the Department” has the responsibility for conducting reviews of all eligibility applications submitted by postsecondary educational institutions.  The HEA requires the annual submission of audited financial statements to the Department from all institutions that participate in any of the federally funded student financial assistance programs, pursuant to 34 CFR 668.15.  The HEA requires the annual submission of compliance attestation reports pursuant to 34 CFR Part 668.23.  Compliance attestation reports include audits of institution and third party servicers submitted pursuant to the Student Financial Audit Guide and those submitted by institutions through the Federal Audit Clearinghouse (FAC) pursuant to OMB Circular No. A-133.

The DRCC is required to process each institutional document; recertification applications, non-recertification applications/updates to an institution’s eligibility, financial statements, and compliance audit reports. 

The DRCC is also required to maintain a filing system that contains current and historical school information for institutions.  Currently, the filing system is located in various locations within IPOS’ office, however, the Department plans to have a consolidated system prior to contract award.  There could be up to four (4) individual folders that make up an entire institutional file and the fourth folder contains information for those institutions for which a program review has been conducted.  These individual folders contain information related to eligibility and certification, audit report, financial statements, and program review.  There are approximately 10,000 eligibility and certification files for active and closed schools, including additional locations; 7500 audit report files, 6500 financial statement files, and 2500 program review files.

III.
    DEFINITIONS

Reference Technical Exhibit 1 for definitions that clarify the meaning of certain words or phrases used in this Statement of Work.

IV. WORKLOAD HISTORY

The Department provides the capability for institutions to submit their applications electronically through the Internet, although some still submit paper applications.  For electronic applications, institutions submit the corresponding signature page and supporting documentation through the mail.  The Department will continue to accept paper applications.  Technical Exhibit 2 provides the Department’s best estimate of the volume of work for recertification applications to be processed during the performance period of this contract.  The Department’s best estimate of the annual volume of work for non-recertification applications (updates, initial certification, change in ownership, etc.) is as follows:  Updates to an institution’s eligibility including change in name and/or address, adding additional locations, etc. is approximately 2,000 per annum.  Initial certification, change in ownership, reinstatements, mergers, etc. is approximately 500 per annum.  

The due dates for institutions’ submission of financial statements and compliance audits are as follows: Proprietary institutions who receive over $25,000 in SFA funds must file on a yearly basis SFA audits (compliance and financial) within 6 months of the institution’s fiscal year end date.  Non-profit and public institutions who receive over $300,000 in federal funds must file on a yearly basis single audit reports (compliance and financial) in accordance with OMB Circular A-133 within 9 months of the institution’s fiscal year end dates.  The Department anticipates receiving approximately 4,756 compliance audits and 3,860 audited financial statements each year.

Because most schools’ fiscal year ends June 30 or December 31, submission of audit reports and financial statements peaks during the months of July and January.

Currently, all financial statements and compliance audits are submitted as paper documents.  The Department will move toward providing institutions and their auditors the capability to submit these documents electronically through the Internet.  No schedule for this conversion has yet been established.  The Department’s contractor is responsible to propose procedures to accommodate both paper and electronic submissions.

The above anticipated document receipt estimates are not intended to be all-inclusive but lists the volume based on the Government’s best estimate.

V.
 
CONTRACT OVERVIEW

This Statement of Work (SOW) describes DRCC’s deliverables.  The Contractor shall staff (on-site in Washington, D.C.) the project effectively with skilled personnel to manage the workload and any fluctuations.

The Department will use criteria to evaluate the Contractor’s performance of the requirements of the Statement of Work throughout the life of the contract.

In order to assist IPOS in establishing a fully performance-based contract for the DRCC, the Department requests contractor to propose procedures (possibly different from those specified below) which will result in cost savings to the Government, improved quality of service to institutions and to Department employees, and performance information readily available to manage the contract.  Any suggestion or proposed procedures other than those as stated in the SOW shall be identified as optional tasks, and which may or may not be exercised at the discretion of the Government.

The Contractor shall perform the following major activities:

· Solicit, collect, track, and screen all applications, financial statements, and audit reports (SFA, A-133, and 3rd party servicers) submitted by institutions participating in the Title IV programs, and any related correspondence;

· Maintain/enhance the Department’s existing Lotus Notes tracking systems; and

· Manage and maintain the Department’s filing systems containing historical institutional documents.

The Contractor shall produce the following major outputs for:

Recertification Applications:

1. Quarterly notices to institutions that need to be recertified in the Title IV programs. The institutions selected quarterly for recertification will be provided by the Department to the Contractor.

2. Completed screening and additional review of all recertification applications received (electronic and/or hard copy) and release from the processing queue not later than 15 calendar days after receipt.

Non-Recertification Applications:

1. Completed screening of all non-recertification applications received (electronic and/or hard copy) and release from the processing queue not later than 15 calendar days after receipt.

Financial Statements:

1. Monthly notices to SFA institutions that need to be reminded to submit their annual financial statement.  These notices are automatically generated from the system based on the institution’s fiscal year date and as a result of the institution not submitting its financial statement on the due date.

2.
Completed screening and additional review of the financial statements received and release from the processing queue not later than 15 calendar days after receipt.

Audit Reports:

1. Monthly notices to SFA institution’s that need to be reminded to submit their annual compliance audit report. These notices are automatically generated from the system based on the institution’s fiscal year date and as a result of the institution not submitting its audit report on the due date.

2. Completed screening and additional review of all audit reports (SFA, A-133, 3rd Party Servicer, OIG, and Closeout) received and release from the processing queue not later than 30 calendar days after receipt.

Enhancements to Lotus Notes Database:

1. Completed documentation for all software modules developed and/or enhanced.

Management and Maintenance of Established Filing Systems:

1. Management, storage, document retrieval, and re-filing of all records in strict accordance with a Security, Internal Control and Audibility Plan prepared by the Contractor for the Department’s approval within 30 business days after contract award.

VI. PROCESSING INSTITUTIONAL DOCUMENTS

Sections VI.1 through VI.7 outline the specific requirements for processing each type of institutional document.  Subsections VI.8 through VI.11 outline other contractual requirements.

The Contractor shall track, in the Lotus Notes database, all documents (applications, financial statements, audit reports, and correspondence received through the established IPOS P.O. Box, from the Department’s main Mail Room, from other IPOS offices, courier delivery, the Federal Audit Clearinghouse, and via the Internet.

The Contractor shall track all undeliverable/returned mail sent to institutions by the DRCC in the Lotus Notes database and coordinate the correction of institution addresses with the appropriate Case Management Team.  The Contractor shall generate and send weekly reports listing all undeliverable mail to the Case Management Team for validation of addresses.  The Contractor shall attach a copy of the undelivered envelope and correspondence with the report.  The Contractor shall, upon notice from IPOS, update the Lotus Notes database to reflect the new address and shall resend the applicable package/correspondence.  The Contractor shall maintain a record of the notice of an address change in the institutional file.

VI.1.
Notify, Track, Screen, and Perform the Additional Review of Incoming Recertification Applications and Correspondence 

Upon notification by IPOS of the institutions to be recertified for participation in the SFA Title IV programs (consisting of a delimited ASCII text file provided to the Contractor by IPOS), the Contractor shall notify the selected institutions. 

The Contractor shall screen all recertification applications received by the Department; either hard copy or those received via the Internet.  This review shall consist of screening that will enable the Contractor staff to make a determination regarding completeness and acceptability of the applications received.  For an incomplete application, the Contractor shall attempt to solicit the required information from the institution.

Complete recertification applications shall be further reviewed by the Contractor (called second cut editing). For electronic applications, the Contractor shall perform data edits using a report (Institutional Profile Report or electronic data) provided by IPOS.  For hardcopy applications, the Contractor shall perform the data edits using the same report and manual edits using individual institutional reports (PEPS Detailed School Report) generated by the Contractor from the Department’s PostSecondary Education Participants Systems (PEPS).  The results of the second cut edits for electronic applications will be captured in PEPS, and the results for hardcopy applications will be captured in Lotus Notes. 


Reference Technical Exhibit 4 for the criteria for performing the above functions for incoming recertification applications and correspondence in the Lotus Notes database.  The procedures are subject to revisions.  The procedure for processing electronic applications in PEPS is similar to the procedure for processing hard copy applications in Lotus Notes.  Presently, there is no formal documentation available that describes the procedures for processing electronic applications.  The incumbent Contractor and/or Department staff will train the new Contractor in processing electronic applications.  

Reference Technical Exhibit 8 for sample correspondence and management reports used for the recertification function. The Contractor shall generate weekly management information reports.

Deliverables for Subsection VI.1

1. For the quarter as specified by IPOS (reference Technical Exhibit 2), 100% of selected institutions are notified.  If notices are mailed, the return receipt card received from the Post Office is filed in the institution’s historical file.

2. 95% of all recertification applications and correspondence received are logged into the appropriate database within 2 business days of receipt.

3. 95% of all applications received are screened accurately according to the screening criteria.

4. Comments are inserted in the Notes Section (PEPS for electronic applications and Lotus Notes for hard copy applications) for those applications where the Contractor attempted to solicit missing information from the institution for incomplete applications.  Three attempts are required by the Contractor to solicit missing information.  

5. 100% of the applications screened have gone through the additional review (second-cut edit).

6. 100% of all applications screened are released from the processing not later than 15 calendar days after receipt.

VI.2

Track and Screen Non-Recertification Applications (or Updates to an Institution’s Eligibility) 
The Contractor shall collect, track, screen, and distribute to the appropriate IPOS office all other applications and correspondence related to an institution’s eligibility.  These applications include, but are not limited to, initial certification, change in ownership, recertification, additional locations, change in name and/or address, etc.  These documents are voluntarily submitted by institutions throughout the year to the Department.  

The Contractor shall screen all non-recertification applications received by the Department; those received via the Internet and hard copy applications.  This review shall consist of screening that will enable the Contractor to make a determination regarding completeness and acceptability of the applications received.  The results of the screening are captured in the appropriate database, PEPS or Lotus Notes.

For a complete hardcopy application, the Contractor shall formally acknowledge receipt and initial completeness of the application.  For an incomplete hardcopy application, the Contractor shall attempt to solicit any missing or incomplete information from the institution.

The Contractor shall distribute the screened applications to the appropriate IPOS office for further review and processing i.e., the Initial Participation Branch (for initial certification, change in ownership, reinstatements, etc.) the Case Management Team(s) (for change of address, additional locations, etc.).  Applications to participate in Direct Loan programs shall be distributed to IPOS’ Performance and Accountability Improvement Branch (PAIB) of the Performance Improvement & Procedures Division for further review.

Reference Technical Exhibit 4 for the criteria for performing the above functions for incoming non-recertification applications and correspondence in the Lotus Notes database.  The procedures are subject to revisions.  The procedure for processing electronic applications in PEPS is similar to the procedure for processing hard copy applications.  Presently, there is no formal documentation available that describes the procedure for processing electronic applications.  The incumbent Contractor and/or Department staff will train the new Contractor in processing electronic applications.

Reference Technical Exhibit 8 for sample correspondence and management reports used for the non-recertification function.  The Contractor shall generate weekly management information reports.

· Deliverables for Subsection VI.2

1. 95% of all non-recertification applications and correspondence received are entered into the appropriate database within 2 business days of receipt.

2. 95% of all applications received are screened accurately according to the screening criteria.
3. Comments and telephone log/inquiries are inserted in institutional record (PEPS for electronic applications and Lotus Notes for hard copy applications) for those applications where the Contractor attempted to solicit missing information from the institution. Three attempts are required by the Contractor to solicit missing information.  

4. 100% of the non-recertification applications screened are released from the processing not later than 15 calendar days after receipt.

VI.3
Notify, Track, Screen, and Perform the Additional Review of Incoming Financial Statements and Correspondence 

The Contractor shall notify all SFA participating institutions of the requirement to submit their financial statement, based on the institution’s fiscal year-end date, 60 calendar days prior to the required filing date. 

The Contractor shall screen all financial statements (SFA and A-133) received by the Department.  This review shall consist of criteria that will enable the Contractor to make a determination regarding completeness and acceptability of the financial statement received.  For a complete financial statement, the Contractor shall formally acknowledge receipt and review of an acceptable audited financial statement and that further review will be conducted.  For an incomplete financial statement, the Contractor shall notify the institution of its incomplete submission and request that it submit the missing information.  For institutions identified as non-compliant (specifically for SFA institutions that have not submitted the document by the due date or those financial statements that are found to be incomplete), the Contractor shall send a delinquency notice.

Upon a determination that the financial statement meets the minimum acceptable 

standard for completeness, the Contractor shall perform an additional review (ratio analysis) in accordance with procedures established by IPOS.  The results of this review are entered in the Lotus Notes database.

Reference Technical Exhibit 5 for the criteria for performing the above functions for incoming financial statements and correspondence in the Lotus Notes database.  The procedures are subject to revisions.  The incumbent Contractor will train the new Contractor in processing financial statements.

Reference Technical Exhibit 8 for sample correspondence and management reports used for the financial statement function. The Contractor shall generate weekly management information reports.


-

-
Deliverables of Subsection VI.3

1. 100% of all SFA institutions are notified formally that they need to submit their financial statement.  These notices are automatically generated from the system on a monthly basis based on the institution’s fiscal year date and as a result of the institution not submitting its financial statement on the due date.

2. 95% of all financial statements received are logged into the Lotus Notes database within 2 business days of receipt.

3. 95% of all financial statements received are screened accurately according to the screening criteria.

4. Comments are inserted in the Notes Section of the institutional record for those financial statements where the Contractor attempted to solicit missing information for incomplete financial statements. Three attempts are required by the Contractor to solicit missing information.  

5. 100% of the financial statements screened have gone through the additional review (ratio analysis).

6. 100% of the financial statements screened are released from the processing queue not later than 15 calendar days after receipt.

7. 95% of all flagged financial statements are processed accurately through the additional review according to the established criteria.


VI.4
Notify, Track, Screen, and Perform the Additional Review of Incoming SFA, Office of the Inspector General (OIG) and 3rd Party Servicer Audit Reports

The Contractor shall use PEPS to notify SFA institutions of the audit submission requirement and shall monitor the responsiveness of the institutions. Upon receipt, the Contractor shall perform the completeness and acceptability review of all SFA compliance audit reports and enter the data into PEPS.

The Contractor shall, for all audits found acceptable and complete, review the audit for findings and apply the corresponding deficiency code, determine the questioned costs, and determine whether referral(s) is/are necessary.  The deficiency code listing  will be provided by IPOS.  The Contractor shall also determine the deficiency indicator of the audit.  The deficiency indicator is one of three categories (“0”= no findings, “1”=significant findings, or “2”=insignificant findings).  This determination will be used, if needed, to override the computed indicator derived by PEPS.  IPOS will provide the Contractor with the criteria used to override the PEPS generated indicator, for instance, indication of fraud.   If a referral is determined to be necessary, as determined by standards set by IPOS, the Contractor shall forward the necessary information to the designated office in the Department. . The Contractor shall also process Office of Inspector General (OIG) and 3rd Party Servicer audit reports. The Federal Audit Clearinghouse (FAC) is responsible for notifying institutions to submit their A-133 audits.  Reference section VI.5 for the A-133 audit reports process. 

The Contractor shall issue all SFA audit reports within 30 calendar days of receipt.  Issuance of SFA audit reports includes the screening for completeness and acceptability, coding the findings and questioned costs and issuing the report.

Reference Technical Exhibits 6 and 7 for the criteria for performing the above functions for SFA, OIG and 3rd Party Servicer audit reports and correspondence in PEPS.  The procedures are subject to revisions. The incumbent Contractor and/or Department staff will train the new Contractor in processing each type of audit.

Reference Technical Exhibit 8 for sample correspondence and management reports used for the audit report function.  The Contractor shall generate weekly management information reports.

· Deliverables of Subsection VI.4
1. 100% of all SFA institutions are notified that they need to submit their SFA audit report.  These notices are automatically generated from the system on a monthly basis based on the institution’s fiscal year date and as a result of the institution not submitting its SFA audit report on the due date.

2. 95% of all SFA audit reports received are logged into PEPS within 2 business days of receipt.

3. 95% of all SFA audit reports received are screened accurately according to the screening criteria.

4. 100% of the SFA audit reports received and screened have gone through the deficiency review (coding the findings and questioned costs).

5. 100% of all compliance audit reports received and screened are issued within 30 calendar days of receipt.
6. 95% of all audit reports that have gone through the deficiency review have been processed accurately according to the criteria.

VI.5
 Track and Perform the Additional Review of A-133 Audit Reports

On a weekly basis, the Contractor shall accept receipt of two disks from the Federal Audit Clearinghouse (FAC) in Indiana: 1.) “A-133 Audits Received and not Reviewed” (A128/A133) disk, and 2.) “A-133 Audits Received and Reviewed” disk.  The Department staff uploads the FAC data to PEPS.  The institution’s audits are shipped in hard copy from the FAC to the Department. 

The Contractor shall, for all acceptable single audits, review the audit findings and apply the corresponding deficiency code, determine the questioned costs, and determine whether referral(s) is/are necessary.  The deficiency code listing will be provided by IPOS.  The Contractor shall also determine the deficiency indicator of the audit.  The deficiency indicator is one of three categories (“0”= no findings, “1”=significant findings, or “2”=insignificant findings).  This determination will be used, if needed, to override the computed indicator derived by PEPS.  IPOS will provide the Contractor with the criteria used to override the PEPS generated indicator, for instance, indication of fraud.    If a referral is determined to be necessary, as determined by standards set by IPOS, the Contractor shall then forward the necessary information to the designated IPOS office.

Reference Technical Exhibits 6 and 7 for the criteria for performing the above functions for A-133 audit reports and correspondence in PEPS.  The procedures are subject to revisions. The incumbent Contractor and/or Department staff will train the new Contractor in processing A-133 audit reports.  The Contractor shall generate weekly management information reports.

Reference Technical Exhibit 8 for sample correspondence and management reports used for the audit report function.


-
Deliverables of Subsection VI.5
1. 95% of all A-133 audit reports received from the FAC are logged into PEPS (data file is  uploaded to PEPS) within 2 business days of receipt.

2. 100% of the A-133 audit reports received have gone through the deficiency review (coding the findings and questioned costs).

3. 100% of all A-133 audit reports received are issued within 30 calendar days of receipt.

4. 95% of all audit report that have gone through the deficiency review have been processed accurately according to the criteria.

VI.6
Processing CloseOut Audits

Institutions that no longer participate in the Title IV programs due to closure, voluntary withdrawal, termination, etc. are required to submit a close-out audit, no later than 90 calendar days after the institution ceases to participate.  The Case Management Team establishes the audit due date for these actions in PEPS.  The Contractor shall use PEPS to track audit reports for institutions that are required to submit closeout audits.  The Contractor shall process these reports in the same manner as the SFA audit reports when they are received.

· Deliverables of Subsection VI.6

1. 95% of all Closeout audit reports received are logged into PEPS within 2 business days of receipt.

2. 95% of all Closeout audit reports received are screened accurately according to the screening criteria.

3. 100% of the Closeout audit reports received and screened have gone through the additional review (coding the findings and questioned costs).

4. 100% of all Closeout audit reports received and screened are issued within 30 calendar days of receipt.

5. 95% of all Closeout audit reports that have gone through the deficiency review have been processed accurately according to the criteria.


VI.7
Misdirected A-133 Audit Reports

For A-133 audits that were sent to the Department rather than the FAC, the Contractor shall verify that those audits are complete and have not already been received by the 

FAC or have not been previously processed.  If the audit has not been received and/or processed by the Clearinghouse, the Contractor shall log the audit into PEPS (Pre- ACN Received Date) to reflect the receipt, process and screen the financial statement portion of the audit for completion (as described in Subsection VI.3), maintain a copy of audit report in the institutional financial statement and audit report files, and mail the entire A-133 audit to the FAC.

VI.8

Enhancement of Lotus Notes Databases

The Contractor shall develop and integrate system enhancements, including reports, to the Department’s existing Lotus Notes (Release 4.1 or later) database.

· Deliverables of Section VI.8

· A status of any software development/enhancement efforts, and any uploads provided to any organization, and downloads accepted from any organization.

· Complete modules of the system enhancements and integration development work to the Lotus Notes databases within 15 business days of notification by IPOS.   Some requests for reports or data, made by regulatory agencies or the OSFAP Chief Operating Officer, shall be produced by the Contractor not later than the next business day.

VI.9

User Documentation

The Contractor shall prepare/maintain documentation (user guides) for the software it developed and/or enhanced in other phases of this Statement of Work.  The documentation shall be developed in Microsoft Word.  Any user documentation developed for the Lotus Notes databases and for any tasks in this Statement of Work during the performance period of this contract becomes the sole property of the Department of Education and may not be released to any party other than the Contracting Officer Technical Representative without the written consent of the Contracting Officer. 


-
Deliverable of Subsection VI.9

1. Ten copies of all user documentation, including one master camera-ready copy.  The Department will retain ownership of all documentation.

VI.10
Management and Maintenance of Established Filing Systems

The Contractor shall manage and maintain the Department’s established filing systems (eligibility and certification, financial statement, audit and program review), that contain current and historical documents for participating institutions.  The eligibility and certification filing system contains approximately 10,000 active and closed school files, the financial statement filing system approximately 6500 files, the audit report filing system contains approximately 7,500 files, and the program review filing system contains approximately 2,500 files.  The filing systems are currently located in four separate location within the Headquarters Office Building.  In 1999, the Department plans to consolidate these filing systems for better accountability and security, and plans to develop a state-of-the-art tracking system to maintain the files.  The Contractor shall use the Department’s existing file tracking to maintain the file system and plan to use the new state-of-the-art tracking after implementation.  The Contractor shall also assist the Department with any file improvement projects upon request.  

In managing and maintaining the established filing systems, the Contractor shall:

· Maintain records on all files in the tracking system to continuously track their location and status to readily access materials in response to government requests.

· Provide physical and security protection, and accountability for all files.

· File folders according to procedures so they are easily accessible by the Contractor when the government makes a request for the file or its status.

· Grant the Department’s Office of Inspector General (OIG) or the Government Accounting Office (GAO) limited access to all program records, including those subject to the Privacy Act, including the unrestricted rights of OIG and GAO to take temporary or permanent possession, copy or otherwise duplicate such records.

· Fulfill requests for file retrieval originated by the government according to the turnaround requirement in the schedule.

· Perform the retrieval of materials according to the established procedures, approved by the Department including the Department’s OIG, which shall include retaining a photocopy of an original removed from the files in response to a request for a document retrieval.

· Photocopy materials requested by the government and ensure that such copies are illegible, clear, and free of stray marks or other defacements.

· Maintain an audit trail in the tracking system to indicate the location of files retrieved from the filing system.

· Observe the approved procedures upon return of the materials to the Contractor for re-filing and storage in their proper location when use is complete.

· Archive all files to the National Records Center (Suitland, Maryland) for those institutions that are no longer are eligible for Title IV programs.  The Contractor shall follow the established archiving procedures provided by IPOS.  The National Records Center will pick-up all boxes to be archived from the Department’s Headquarters Office in Washington, D. C. 

· Replace damaged labels and folders as often as necessary.  The Contractor shall monitor the filing system to ensure that labels are properly attached to the folders.

-

Deliverables of Subsection VI.10
1.
When the Department’s new state-of-the-art tracking system is available (as a result of the file consolidation effort), the Contractor shall fill 95% of the file requests within a 24 hour period and/or notify the requestor of the availability of the file’s location not later than 24 hours, i.e., file checked out, file is archived, etc.

1. 95% of the documents are filed accurately within the respective institutional historical file.

2. 100% of all documents are filed within the respective folder within 2 business days of receipt.

VI.11
Optional Tasks


VI.11.1
Software Training of Lotus Notes Databases 

The Contractor shall provide training to IPOS users in the Headquarters Office in the operation of the Lotus Notes databases.  Any training materials developed for any task in this Statement of Work during the period of performance of this contract becomes the sole property of the Department of Education and may not be released to any party other than the Contracting Officer Technical Representative without the written consent of the Contracting Officer. 


-
Deliverable of Subsection VI.11.1

1. Successful completion of a maximum of 5 annual training sessions and any documentation developed for the sessions.

VI.11.2
File Improvement Projects

1. The contractor shall recommend new processes and/or procedures to improve the new consolidated file system.



Deliverable of Subsection VI.11.1

1. Complete documentation and implementation of any new process/procedure that is                                                                                                                                                approved by the Department.

VII.
FEDERAL LAWS

In all contract activities, the Contractor shall comply with the policies, procedures, and provisions for the automated information systems within the Department as referenced in this Statement of Work.  The Contractor shall comply with the requirements of the Higher Education Act as amended and the U.S. General Accounting Office’s Government Auditing Standards (1994 Revision), issued by the Comptroller General of the United States.

VIII.
CONTRACTOR INTERFACES

The Department manages a variety of automated systems that supports Title IV programs and is used for capturing institutional information and the oversight of participating institutions.  To carry out the requirements of this Statement of Work, the Contractor shall interface directly and indirectly with Department personnel and other Department Contractors.


VIII.1

 Transition Period 

VIII.1.1
 At Beginning of Contract Award

The Contractor shall assist the Department of Education in making the transition from an incumbent Contractor.  At a minimum, the Contractor shall do the following during the transition period, which will begin 90 calendar days before the beginning of the contract base period.   The Contractor shall work with Department staff and the incumbent Contractor staff to ensure that a smooth and orderly transition occurs.  To provide this assurance, the Contractor must provide key personnel to be trained on all requirements under this contract, including processing each type document stated in this SOW.


VIII.1.2
At Expiration of Contract Award

The Contractor shall assist the Department in making the transition to a successor Contractor.  At a minimum, the Contractor shall do the following during the transition period, which will begin 90 calendar days prior to the ending of the performance period.  The Contractor shall work with Department and successor Contractor staff to ensure that a smooth and orderly transition occurs.  To provide this assurance, the Contractor must provide the successor Contractor with all materials and systems designed and developed at government expense, including training the successor contractor in processing each type of document stated in this SOW.  These materials and systems include all equipment, computer files, files of correspondence, computer programs and listings, control records, reports, procedures, training manuals, and other data used in the processing of institutional applications, financial statements, compliance audit reports, and maintenance of the institutional files.  Such materials collected by the Contractor in the performance of these duties are the property of the Government and must not be used for purposes other than those described in the contract.

No materials collected or developed in the performance of this contract may be released to any party other than the Contracting Officer Technical Representative without the written consent of the Contracting Officer.  The Contracting Officer must notify the Contractor of disposal procedures for all Government materials.  The Contractor shall return all security building badges and office keys at the end of the performance and transition period.     

IX. QUALITY ASSURANCE

According to FAR 52.246-6 “Inspection Time and Materials and Laobr Hour“ in Section I of the Contract, the government will evaluate the Contractor’s performance under this contract.  For those tasks listed in the deliverables, the COTR or other Department Quality Control Evaluators (Case Management Teams) will follow the methods of surveillance specified in the contract.  Government personnel will record all surveillance observations.  Government surveillance of tasks not listed in the deliverables, or by methods other than those listed in the deliverables, may occur during the performance of this contract.  Such surveillance will be done according to standard inspection procedures or other contract provisions.  Any action taken by the Contracting Officer as a result of surveillance will be in accordance with the terms of the contract. 

X. QUALITY CONTROL

The Contractor shall establish a quality control plan to insure that the requirements of the contract are met as specified.  A draft of the plan shall be provided to the COTR and the CO as part of the Contractor’s proposal for this contract.  This quality control plan shall include but not limited to the following.

· An inspection program addressing all the services stated in the Statement of Work.  It must specify the areas to be inspected on a scheduled or unscheduled basis and the names, titles and qualifications of the individuals performing inspections and the extent of the authority.  Their functional roles must be depicted in an organizational chart.

· Methods of identifying deficiencies in the quality of services performed before the level of performance becomes unacceptable and the corrective actions needed to be taken; timeliness by Contractor in correcting any actions or deficiencies, procedures for notifying the COTR when the deficiencies are encountered; planned corrective actions and descriptions of proposed sampling techniques.  In other words, continuous improvements process (CIP).

· Methods of documenting and enforcing quality control operations of both the Contractor’s and subcontractor’s (if any) work, including inspection and testing.

· The format for the Contractor’s quality control reports.

· For each option year, the Contractor shall include a section on problems it encounters, solutions implemented, and steps taken to avoid the same problems in the future.

· The Department will review the Contractor’s draft/original quality control plan within 30 business days after award of the contract.  The plan will be returned to the Contractor with the Department’s comments and/or questions.  The Contractor shall submit a refined plan to the COTR within 10 business days of receipt.  This refined plan shall include any minor revisions of detail within the Contractor’s original submission and answer questions(s) posed by the Department.

· Documentation of all Quality Control Inspections, inspection results, and any corrective action required and/or performed, shall be maintained by the Contractor throughout the term of the contract.  This documentation shall become the property of the Government and made available to both the CO and COTR upon request.  The documentation shall be turned over to the CO within 10 business days after the completion or termination of the contract.
XI. CONTRACT MANAGEMENT REQUIREMENTS

XI.1
Capacity and Staff

The Contractor shall furnish the staff necessary to achieve the performance requirements.  The Contractor shall provide key personnel who meet the qualifications of the positions as outlined below.

The Contractor shall submit a work plan, which includes the staffing plan showing the names of personnel to be assigned to the task, and resumes of the proposed personnel.  Key personnel proposed for staffing the contract will be approved by the cognizant Contracting Officer (CO) prior to contract award.

The Contractor shall notify the Contracting Officer (CO) in writing 10 calendar days in advance of its intentions to replace any key personnel working on this contract.  If the Department approves the replacement, the Contractor shall replace that person(s) with personnel that possess the minimum qualifications listed below.

The Contract staff shall possess expertise with networks, Windows 95, Dbase, Lotus Notes, Microsoft Office Professional Suite, and the Internet (accessing WEB pages, including receipt of data over the Internet).

The incumbent Contractor and the Government will provide training to the awardees’ staff on the procedures used to review the various documents described in this Statement of Work, as well as training on PEPS.  As the Contractor staff changes, the Contractor shall train new staff and conduct additional in-house training sessions as needed.  The Contractor shall conduct on-going training sessions to inform its employees of any new changes in operational procedures or regulations as they are modified or updated. 
Project Manager

The Task Manager shall have the following qualifications: a college degree in financial management, or the equivalent experience.

The person (s) for Task Manager must have demonstrated successful experience in a wide range of task management responsibilities.  Personnel must have experience in reviewing Task Orders or similar requests for technical feasibility; in preparing costs and technical proposals; in monitoring and evaluating all phases of task performance; and in participating in pre- and post-submission review of deliverables.  Personnel must have experience in establishing and enforcing the necessary control techniques to assure that contract activities and deliverables are scheduled and completed within the time and cost constraints, and that deliverables meet the intended functional requirements.

Personnel must have three to four years of experience that demonstrates capability to successfully manage and complete analytic or management for planning and control of  activities; formulate and review feasibility studies; and determine and adhere to cost budgets.  Knowledge of postsecondary education programs is highly desirable.

The personnel must have demonstrated experience in the following areas:

· Financial / economic analysis;

· Data collection;

· Systems design;

· Management information and project evaluation;

· Process analysis; and

· Auditing

Either individually, or in combination, experience in all of the above areas of expertise 

shall be demonstrated by the person (s) identified for this position.

Senior Researcher 

The Senior Researcher shall have the following qualifications: a college degree in a course of study directly related to the requirements of this contract, or the equivalent experience.  Knowledge and experience with Federal education programs as well as other Federal programs are preferred.

Personnel shall have six (6) years of progressive research and analysis experience which involves demonstrated experience interpreting statistical information to senior managers of either industry or government, and assisting senior managers in developing or modifying policies or programs having a large-scale impact.  Experience should include producing and orally presenting analytical reports that are easily understood by policy makers.  The proposal should describe five (5) analytical reports produced by the senior researcher in the past five years.

Personnel for this position shall be qualified in the field of statistics, with experience in statistical analysis, research design, sampling design, and / or evaluation.  Candidate should have the ability to employ a full range of statistical techniques, including multiple regression, multivariate analysis, and factorial modeling.  Personnel shall also have demonstrated expertise and experience in the application of statistical theory and methodology as part of the development of policies or programs, either private sector or governmental, having a large- scale impact.  Experience in postsecondary education programs and Federal credit programs are desirable.

In addition, the personnel must have demonstrated experience in the following areas:

· Data collection, survey research and experimental design;

· Policy research and evaluation;

· Management information and project evaluation;

· Process analysis;

· Performance measurement;

Demonstrated successful experience and working knowledge of statistical and/or financial analysis software packages, and demonstrated experience in personal computers, including spreadsheets is expected.

Senior Financial Analyst

The Senior Financial Analyst shall have the following qualifications: a college degree in accounting or finance or a course of study related to the requirements of this contract, or the equivalent experience.  In addition, the Financial Analyst must be a Certified Public Accountant.  General knowledge of postsecondary education programs is desirable.

Personnel in this position must have strong qualifications and in-depth experience in financial management and accounting.  Experience in financial or economic forecasting, internal controls, and credit analysis (e. g., risk assessment, computer - based financial modeling and projections on loan portfolios).  Other qualifications for the Financial Analysts include, but are not limited to, the following:

· Four years of progressively responsible financial analysis experience.

· Demonstrated successful experience and working knowledge of statistical and / or financial analysis software packages.  The Analyst should have 3-5 years experience in generating financial reports.

· Demonstrated experience in personal computers, including spreadsheets.

· Experience in working with lenders or loan service providers.

The Financial Analyst should have experience with and knowledge of Generally Accepted Accounting Principals (GAAP), General Accepted Government Auditing Standards (GAGAS), Certified Information Systems Auditor (CISA), Certified Management Accountant (CMA), Certified Internal Auditor (CIA), or other related certifications.

Senior Auditor
The personnel for this position should have the following qualifications: a college degree in accounting or finance or a course of study directly related to the requirements of this contract, or the equivalent experience.  In addition, the Auditor Senior must be a Certified Public Accountant.  Senior Auditor (S/A) must have experience supervising other audit staff in conducting financial audits.  The S/A must also have experience in applying, and in-depth knowledge of GAAP, Generally Accepted Auditing Standards (GAAS), Government Auditing Standards (GAS), General Accepted Government Auditing Standards (GAGAS), Accounting and the Statements of Federal Financial Accounting Standards issued by OMB.  It is desirable for A/S to have experience with OMB and Treasury accounting directives and directives and guaranty agencies' accounting standards.  The A/S must have two (2) to four (4) years of progressively responsible audit experience, including at least one year of supervisory audit experience.  The A/S must also be certified in any state as a certified public accountant (CPA).  Other certifications such as certified fraud examiner (CFE), certified management accountant (CMA), certified internal auditor (CIA), and certified information systems auditor (CISA) would be desirable qualifications.

Systems Software Specialist
The Systems Software Specialist shall have the following qualifications: a college degree in computer science, or the equivalent experience.

The Systems Software Specialist must have experience in analyzing computer programs in terms of hardware and operating system capability (capacity planning) and utilization; in structuring software programs to operate within the constraints of given operating systems efficiency by recommending and implementing the effective utilization of information resource management resources.

Personnel must have a minimum of five (5) to seven (7) years demonstrated experience as a software analyst in both a mainframe and networked personal computer (PC) environment, teleprocessing software, control software, optical imaging and database management systems.  A minimum of two (2) years of specialization in at least one of three environments is desirable: operating systems, telecommunications, and hardware evaluation and planning.

Quality Assurance / Quality Control Specialist
The QA / QC Specialist shall have a bachelor's degree or equivalent experience in management or related field, and five (5) years progressively responsible experience in the administration of organizational quality and productivity programs (e.g., Total Quality Management).  The Specialist must have formal training in ADP quality control and quality assurance and be knowledgeable and experienced in modern QA / QC standards, practices and procedures. For certain task orders, the QA / QC Specialist should have software quality experience.

A minimum of five (5) years experience in QA / QC on large-scale system design, development and implementation projects is also required.  The QA / QC must have a demonstrated capacity to work effectively in a variety of organizations.  It is recommended that personnel have experience in the development of quality control systems, knowledge of management information systems, familiarity with cost of quality and other quality data, and varied experience in solving QA / QC problems.  Certification as a quality auditor, quality engineer, or quality technician is preferred.

Senior File Manager

The SFM shall have experience working in a file room environment.  The SFM must have experience with PC’s in a Windows environment and entering data into various application systems developed in MS Office ACCESS, Lotus Notes, etc.  The SFM staff will be trained to enter data into IPOS’ applicable application systems.

The SFM shall perform clerical functions involving minimal special training, including reproduction of documents, sorting and distributing incoming mail, answering telephones and directing calls to appropriate staff and offices.

The SFM shall be responsible for managing file systems, including extracting files and documents (folders, application packages, and financial statements) by request, filing related documents in files, returning files to the file system, logging in and logging out file request into the tracking system for accountability purposes. 

Technical Exhibit 1

Definitions of Frequently Used Words in the Statement of Work

· “Institution”, is a public, private nonprofit, or proprietary institution of higher education that, among other requirements, is legally authorized by the state in which it is physically located and is accredited by an agency recognized by the Secretary of Education licensed and accredited proprietary, private non-profit, or public institution of higher learning.

· “Recertification Application”, an application for a participating Title IV program institution that is required to be recertified into the programs.  Full recertification takes place every four years and provisional certification every three years, or less.

· “Non-Recertification Application”, an application for a participating Title IV program institution that voluntarily submits the document for a variety of actions to: apply for participation/initial certification into the programs, change-of-ownership, apply for a merger, for reinstatement, or provide updates to the institution’s eligibility, i.e., change of name and/or address, adding an additional location or additional programs, change in school credit hours, etc.

· “Hardcopy Application”, a paper application that a postsecondary institution must complete and submit to the Department to: be initially approved to participate in federal student financial aid programs; be re-approved into the programs; update an institution’s eligibility; be approved for change in ownership, mergers, reinstatements, etc.  Institutions are required to submit these documents in electronic form, however, as a way of maintaining good customer service with institutions the Department will accept paper documents applications for a period to be determined.

· “Electronic Application” an electronic application that a postsecondary institution must complete and submit to the Department to: be re-approved into the in federal student financial aid programs; to update an institution’s eligibility; be approved for change in ownership, mergers, reinstatements, etc.

· “SFA Financial Statement or Audit Report”, audited documents that are required to be submitted to the Department by proprietary institutions.

· “A-133 or Single Audit, audited documents (combined financial statement and audit) that are required to be submitted to the Department by participating private non-profit and public institutions.

· “Second-Cut Edit”, this is an additional review that is performed for recertification applications that consist of manual and data edits.  Manual edits are performed using a report (Detail School Report) generated from PEPS that consists of historical institution data.  Data edits are performed using a report (Institutional Profile Report) generated by IPOS which provides audit and liability information.  

· “Ratio Analysis”, this is an additional review that is performed on financial statement which calculates the composite score for an institution.  The composite score is used to determine the financial strength of an institution.

· “Non-Compliant Institutions”, institutions that fail to (1) submit a complete document with any required supporting documentation, (2) submit its documents on the due date, or (3) provide any missing information.

· “PEPS”, Postsecondary Education Participants System, is an Oracle based, transactional database used by IPOS to manage information about institutions.

· “Lotus Notes Databases”, there are a series of databases developed in Lotus Notes that are used to capture the receipt of incoming documents (hardcopy applications, financial statements, audit reports and correspondence); screen hardcopy applications, financial statements, and perform an acceptability review of compliance audit reports.  

Technical Exhibit 2

Recertification Application Projections; Cohort Dates and Parameters

	Team 

Consideration
	Date To Mail Notification
	Date App Due “COHORT”
	Date PPA 

Expires
	Total # of Institutions

	09/30/1997
	01/05/1998
	03/31/1998
	06/30/1998-09/29/1998
	45

	01/05/1998
	03/31/1998
	06/30/1998
	09/30/1998-12/30/1998
	71

	03/31/1998
	06/30/1998
	09/30/1998
	12/31/1998-03/30/1999
	99

	06/30/1998
	09/30/1998
	12/31/1998
	03/31/1999-06/29/1999
	21

	09/30/1998
	12/31/1998
	03/31/1999
	06/30/1999-09/29/1999
	669

	12/31/1998
	03/31/1999
	06/30/1999
	09/30/1999-12/30/1999
	627

	03/31/1999
	06/30/1999
	09/30/1999
	12/31/1999-03/30/2000
	769

	06/30/1999
	09/30/1999
	12/31/1999
	03/31/2000-06/29/2000
	130

	09/30/1999
	12/31/1999
	03/31/2000
	06/30/2000-09/29/2000
	330

	12/31/1999
	03/31/2000
	06/30/2000
	09/30/2000-12/30/2000
	477

	03/31/2000
	06/30/2000
	09/30/2000
	12/31/2000-03/30/2001
	180

	06/30/2000
	09/30/2000
	12/31/2000
	03/31/2001-06/29/2001
	675

	09/30/2000
	12/31/2000
	03/31/2001
	06/30/2001-09/29/2001
	1553

	12/31/2000
	03/31/2001
	06/30/2001
	09/30/2001-12/30/2001
	137

	03/31/2001
	06/30/2001
	09/30/2001
	12/31/2001-03/30/2002
	71

	06/30/2001
	09/30/2001
	12/31/2001
	03/31/2002-06/29/2002
	99

	09/30/2001
	12/31/2001
	03/31/2002
	06/30/2002-09/29/2002
	21

	12/31/2001
	03/31/2002
	06/30/2002
	09/30/2002-12/30/2002
	669

	03/31/2002
	06/30/2002
	09/30/2002
	12/31/2002-03/30/2003
	627

	06/30/2002
	09/30/2002
	12/31/2002
	03/31/2003-06/29/2003
	769

	09/30/2002
	12/31/2002
	03/31/2003
	06/30/2003-09/29/2003
	130

	12/31/2002
	03/31/2003
	06/30/2003
	09/30/2003-12/30/2003
	330

	03/30/2003
	06/30/2003
	09/30/2003
	12/31/2003-03/30/2004
	477

	06/30/2003
	09/30/2003
	12/31/2003
	03/31/2005-06/29/2005
	180

	09/30/2003
	12/31/2003
	03/31/2004
	06/30/2005-09/29/2005
	675

	12/31/2003
	03/31/2004
	06/30/2004
	09/30/2005-12/30/2005
	1004

	03/31/2004
	06/30/2004
	09/30/2004
	12/31/2005-03/30/2005
	549

	06/30/2004
	09/30/2004
	12/31/2004
	03/31/2005-06/29/2005
	137


Technical Exhibit 3

Quality Assurance Surveillance Plan

1.
This Quality Assurance Surveillance Plan (QASP) has been developed pursuant to the requirements of the Statement of Work of the Document Receipt and Contract Center Contract.  This plan sets forth procedures and guidelines that the Department will use in evaluating the performance of the Contractor. 

1.1
Any nonconformance with the contract requirements is a “defect”.  The term “defective” refers to a service output in the deliverables that does not meet the output’s associated standard.  A unit of output is defective if it contains an error, or if it is delivered later than the required date and time.  A unit of output is an individual telephone episode, an individual letter, an individual customer invoice or individual account statement, or individual packet of printed material assembled as response to an inquiry.  The Department may treat a production batch, or a “first live batch” of system output, as a unit of output. 

1.2
The QASP provides a systematic method to evaluate the services the Contractor is required to furnish and not the details of how the Contractor accomplishes the work.  The evaluation is made by a Quality Assurance Evaluator (QAE).

1.3
This QASP is based on the premise that the Contractor, and not the Government, is responsible for management and quality contract actions to meet the terms of the contract.  The Performance Requirements recognize that the Contractor is not a perfect manager and that unforeseen and uncontrollable problems occasionally occur.  Good management and quality control plan will allow the Contractor to operate within specified performance requirements.  The QAE will  be objective, fair and consistent in evaluating Contractor performance against the standards.

2.
Purpose of the QASP

2.1
The QASP is intended to accomplish the following:

2.1.1
Define the roles and responsibilities of participating Department Officials.

2.1.2
Describe the evaluation methods that will be employed by the Department in assessing the Contractor’s performance.

2.1.3
Provide copies of the quality assurance monitoring forms that will be used by the Department in documenting and evaluating the Contractor’s performance.

2.1.4 Describe the process of performance documentation

2.2
The Contractor has developed a Quality Control Plan (QCP) which sets forth procedures and responsibilities for controlling high quality work.  The Contractor has designated _____________ _______________ as the person responsible for implementation of the QCP.

3.
Roles and responsibilities of participating Department officials.  

The following officials will participate in assessing the quality of the Contractor’s performance.  Their roles and responsibilities are described as follows:

3.1
A specific person will serve as the Contracting Officer’s Technical Representative and Quality Assurance Evaluator (COTR/QAE) and be responsible for monitoring, assessing, recording and reporting on the technical performance of the Contractor on a day-to-day basis.  Will have primary responsibility for completing “Quality Assurance Monitoring Forms” which he will use to document his inspection and evaluation of the Contractor’s work performance.  It is essential to the contract that the COTR/QAE be able to establish and maintain a congenial line of communication with the Contractor’s Project Manager (PM) and the PM’s office staff because of the constant daily contact that is necessary in performing monitoring functions.  The COTR/QAE, Department Contracting Officer, and PM shall work together as a team to ensure that required work is accomplished in an efficient and proper manner.  There shall be no hesitation to call special meetings to discuss and resolve serious problems.  Less serious problems shall be discussed and resolved at regularly scheduled meetings.

3.2
A specific person will serve as the Contracting Officer (CO) and have overall responsibility for overseeing the Contractor’s performance. The CO will also be responsible for the day-to-day monitoring of the Contractor’s performance in the areas of contract compliance, contract administration, cost control and property control; reviewing the COTR/QAE’s assessment of the Contractor’s performance; and resolving all differences between the COTR/QAE’s version and the Contractor’s version.  All planned additions and modifications resulting in alterations of the program requirements shall be approved by the CO in advance.  The CO may call upon the expertise of other Government individuals.  The Contracting Officer’s procurement authorities include the following:

3.2.1
Final authority for any decisions which produce an increase or decrease in the scope of the contract.

3.2.2
Final authority for any actions subject to the “Changes” clause.

3.2.3
Final authority for any decisions to be rendered under the “Disputes” clause.

3.2.4
Final authority to approve the substitution or replacement of the Project Manager and other Key Personnel.

3.2.5
Final authority to approve the Contractor’s invoices for payment, subject to pertinent clauses.

3.2.6
Final authority to approve the GFE/GFP inventory turnover to the Contractor.

3.2.7
Final authority to administer all property-related clauses contained in the contract.

3.2.8
Authority to arrange for and supervise QA activities under the contract.

3.2.9
Final authority to approve the Contractor’s Quality Control Program, emergency/disaster contingency plan, turnover plan, etc.

3.2.10
Signatory authority for the issuance of all modifications to the contract.

4.
Methodologies to be used to monitor the Contractor’s performance.  

Even though the Department, through its COTR/QAE, will be monitoring the Contractor’s performance on a continuous basis, the sheer volume of tasks performed by the Contractor make 100% technical inspections in every case impractical.  Accordingly, the Department of Education will use at least five methodologies (statistical random sampling, customer satisfaction surveys, validated complaints, tracking system reports, and 100% inspection) to monitor the Contractor’s performance under this contract.

5.
Quality Assurance Reporting Forms.

5.1
The COTR/QAE will use two quality assurance monitoring forms (the Customer Complaint Record form and the Quality Assurance Monitoring Form in Technical Exhibits 3A and 3B, respectively) and evaluate the Contractor’s performance under the contract.  The Customer Complaint Record will be completed by any Department or Contractor employee who witnesses or personally experiences a complaint.  The Quality Assurance Monitoring Form will be completed by any Department QAE or IQCU person who is responsible for QA activities.  The two forms when completed will document the COTR/QAE’s understanding of what the Contractor was supposed to do, what was actually done, and the impact or consequences of what was done.

5.2
The COTR/QAE will judge each event in accordance with the following definitions of Contractor performance.

5.2.1
Superior - a level of performance which exceeds the minimum standards of performance

5.2.2
Acceptable - an acceptable level of performance which meets the minimum standards of performance.

5.2.3
Unacceptable - a level of performance which is not acceptable and fails to meet the minimum standards of performance.

5.3
The COTR/QAE must substantiate all tasks, which he judges to be indicative of “superior” or “unacceptable” performance.  Performance at the “acceptable” level is expected from the Contractor and need not be substantiated.

5.4
The COTR/QAE will forward copies of all completed QA monitoring forms to the CO and Contractor by close of business on the day the forms were prepared.  The Contractor is required to respond in writing to any negative QA monitoring form(s) within 5 business days after receipt of the form(s).

6.  
Analysis of Surveillance Results

6.1
The CO will review each QA monitoring form prepared by the COTR/QAE.  When appropriate, the CO may investigate the event further to determine if all the facts and circumstances surrounding the event were considered in the COTR/QAE’s opinions outlined on the forms.  The CO will immediately discuss every event receiving a substandard rating with the Contractor to assure that corrective action is promptly initiated.

6.2
At the end of each month, the COTR/QAE will prepare a written report for the CO summarizing the overall results of his surveillance of the Contractor’s performance during the previous month.  This report will become part of the formal QA documentation.

7.
Inform the Contract Manager

The QAE will always contact the Contractor’s manager or on-site representative to inform the Contractor about unacceptable performance.  Whenever possible,  the Contractor’s manager shall initial the entry on the surveillance activity checklist or monitoring form.  When the Contractor does not initial the checklist, the QAE will note on the back of the checklist where the defective is recorded, the time and method of notification, and the QAE’s initials.

8.  Revisions to the QASP.  

Revisions to this surveillance plan are the joint responsibility of the COTR and the Contracting Officer.

	TECHNICAL EXHIBIT 3A

               CUSTOMER COMPLAINT RECORD



	Cate an Date and Time of Complaint:

	Source of Complaint:

                         Name:

             Organization:

  

	Nature of Complaint: 

________________________________________________________

________________________________________________________



	Contact Reference:

________________________________________________________

_______________________________________________________________________________



	Validation:

____________________________________________

____________________________________________



	Date/Time Contractor Informed of Complaint:

	Action Taken by Contractor:

_________________________________________________________

_________________________________________________________

_________________________________________________________



	Received and validated by:

	TECHNICAL EXHIBIT 3B
QUALITY ASSURANCE MONITORING FORM

	Contact Reference:________________    Survey Period_______________

	Method of Surveillance____________________________

	Number of items sampled during survey period:_______________________

	Analysis of Results: Defective Rate =  Total defectives    X 100 

                                                           Total sample size

Defective Rate = __________________       X 100 or________.   %

	Evaluation of Contractor’s Performance:____________________________

 (From Performance Evaluation Plan)

	Narrative Discussion of Contractor’s Performance During Survey Period:

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Contractor Notification:

__________________________         _________________________

Signature                                               Date

(If findings are less than acceptable, respond in writing to the CO within 5 work days)

	 Prepared by:                                               Date:
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