


FOR INFORMATION PURPOSES ONLY

Quality Assurance Plan

FOR NASA-Wide Digital Multifunctional Device Services
Contract No. XXX
PART I.  ADMINISTRATIVE SECTION

A. General.  This Quality Assurance (QA) Plan contains the information required by FAR subpart 46.4.  

B. Training. Personnel tasked with monitoring the NASA-wide 

Copier Services contract shall have passed the required Contracting Officer’s Technical Representative Training for NASA. 

C. Deliverables.  A list of the deliverable requirements for this contract is included as Attachment 1 to this QA Plan.

D. Safety and Health.  NASA FAR Supplement clause 1852.223-70 “Safety and Health" is included in the contract.

The COTR shall report any safety hazard resulting from unsafe acts or conditions, defective tools, materials, or equipment used by the Contractor to the Contracting Officer immediately.

E. Security Considerations.  The contract includes NASA FAR 

Supplement clause 1852.204-76 Security Requirements for Unclassified 

Information Technology Resources and the contract Performance Work Statement (PWS), Section 2.3, Security Guidelines.


F. Methods of Surveillance.  The primary surveillance method for 

this contract shall be by the COTR via the Contractor-provided electronic database. The COTR shall also be provided hard copies of the monthly invoices for each of the NASA sites.
G. Invoice Verification.  Per PWS Section 3.18 - Invoices,   The Contractor shall maintain a centralized, web-accessible database (DRD #1) that reflects the invoiced transactions at each NASA site. Each NASA site may choose one of three ways to receive monthly invoicing for the MFDs placed at their site: (1) through the web-accessible database, (2) hard copy or (3) electronic version (Microsoft Excel) emailed.  The invoice for each site shall be sent directly to the applicable TM/COTR and shall include all equipment as requested under the contract. The TM/COTR will verify billing against the database and their own records to insure the proper rate is being charged based on items such as uptime.  The invoice shall be provided 15 days after the established reporting period (monthly) and shall contain:

· NASA site

· Contract Number and Delivery Order Number

· MFD make

· MFD model

· building and room number

· equipment serial number

· prior month's meter reading

· current month's meter reading

· cost breakdown and meter reading of each feature for example print, scan, fax and color

· current month's billable volume

· current month's billable MFD or unit charges based on uptime (Section 2.6, Performance. Cumulative Costs for total contract and annually 

For purposes of invoicing KSC, the Contractor shall maintain separate electronic records for the MF devices operated in support of NASA GG (G&A), NASA SS (Space Station), NASA SH (Shuttle), NASA LSP (Launch Service Provider), NASA LX (Constellation  Project Office ) and PGOC (Payloads). The KSC and PAFB TM shall provide the Contractor with specific instructions and processing requirements for the hardcopy, electronic invoicing, paper delivery, and the annual production report.

The contractor shall submit their invoice through the Wide Area Workflow (WAWF-RA) for PAFB/CCAF. The Receipt and Acceptance is an electronic Government receiving report and the Contractor can monitor their payment on-line at no cost to the Contractor.  WAWF-RA instructions will be provided through PAFB Contracting office. Also, an electronic invoice and details shall be forwarded to: the TM at: 45CS/SCXPV, Bldg. 425, Room 1-51, 1225 Jupiter Street, Patrick AFB, FL  32925-3341.

Performance Summary.  Copier performance plays a critical role in NASA achieving overall mission success. The TMs and COTR are the final authority in determining when a copier must be replaced due to unsatisfactory performance.  In accordance with PWS Section 2.6 – Performance, the Contractor’s performance will be evaluated monthly and quarterly to ensure compliance with the provisions of the PWS.  For purposes of this contract, the minimum acceptable level of performance for each copier is 95% uptime.  

The Government’s definition of “operational” is the full functioning of all the features available on the unit simultaneously. The Contractor shall be held to full performance of this contract and shall be paid the earned firm fixed prices of the monthly invoice (See PWS Section 3.18) when all tasks are performed accurately and in a timely manner.  The Contractor shall grant a credit to the Government for any machine, which fails to perform at a level of 95% uptime during any month (PWS Section 2.6 - Performance).

I.  Performance Evaluation.  The Contractor’s performance will be evaluated monthly in accordance with PWS Section 2.6.  Should performance issues arise during the contract term, meetings shall be conducted to advise the Contractor of poor performance and develop a strategy to rectify poor performance.

J.  Record Keeping and Documentation.  The Center TM and the COTR are responsible for maintaining accurate and complete records of the Contractor’s performance at their sites.  The Center TM and the COTR is responsible for completing performance evaluation forms and maintaining any other material that reflects the quality/quantity of the Contractor's performance.  Even though the Contractor is responsible for ensuring performance compliance under their Quality Control requirements, it is good practice to give the Contractor prompt notice of defects observed by the TM and the COTR in the course of documenting the Contractor’s performance.  This does not imply that the Government is obligated to carry out quality control inspections for the Contractor, but that on discovering defects, the Government will inform the Contractor in detail of their location.  It is recommended that the Contractor's representative be requested to acknowledge awareness of the defect.

During the course of the contract, the Center TM will forward surveillance documentation to the COTR who must retain a copy of all surveillance documentation.  At the end of the contract period, the COTR must forward these records to the Contracting Officer for inclusion in the contract file.  However, when a specific service becomes unsatisfactory during a surveillance period, a copy of the COTR’s documentation supporting the unsatisfactory performance shall be forwarded to the Contracting Officer for action.

K. Separation of Duties:  The TMs at each NASA site have full authority for the day to day operations at their specific location.  The CO and the COTR have full authority over the task orders placed for the NASA Shared Services Center as well overall responsibility for the Contract.  The TM for Goddard has responsibility for Wallops, and GISS.
L.  Data Requirements: During performance of this contract, the contractor shall submit and comply with all deliverable requirements as required by Attachment F, Data Requirements.  
                                             SURVEILLANCE GUIDE NO. 1

1. Contract Requirement:  Firm Fixed-Price, Commercial Item, Performance Based, Indefinite Delivery Indefinite Quantity

2.  Method of Surveillance: Monthly Invoices, Electronic Database, visits to the NASA sites, and customer feedback

3.  Require 95% uptime Standard for each copier placed

4. Quantity of Work:  7:00 a.m. to 5:00 p.m. local time, Monday through Friday, except Federal Holidays

5. Surveillance Procedures:  Through review of the Electronic Database and the monthly invoices and daily contact with the Contractor’s project manager and service technicians, and the customers, the TMs and the COTR will ensure Contractor compliance with contract requirements.  
SURVEILLANCE GUIDE NO. 2

1.  Contract Requirement:  Indefinite Delivery Indefinite Quantity Task Orders for Copier Services

2.  Method of Surveillance: Electronic Database, monthly invoices, site visits, and customer feedback

3.  Maximum Allowable Defect Rate:  2%

4.  Quantity of Work: 2,334 copiers initially

5.  Surveillance Procedures:  The COTR will receive a copy of all Task Orders issued by the Contracting Officer as well as copies of the TMs monthly invoices
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