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U.S. Department of Education

Office of Migrant Education

MIGRANT EDUCATION 

COORDINATION SUPPORT CONTRACT
To Procure Logistical Support and Subject Matter Experts

QUALITY ASSURANCE SURVEILLANCE PLAN

AWARD FEE PLAN

A.  Introduction
This Performance-based Quality Assurance Surveillance Plan (QASP) sets forth the procedures and guidelines that the US Department of Education will use to evaluate the Contractor's performance under the contract.  The QASP is a tool to guide the Contracting Officer’s Representative (COR) in assessing Contractor performance in order to ensure that the Contractor performs in accordance with the contract and that the Government receives the quality of services called for in the contract. The QASP incorporates the Award Fee Plan, which contains the means by which the Government can reward the Contractor for “Excellent” performance or make deductions for “Unacceptable” performance.  A copy of this plan will be furnished to the Contractor, so the Contractor is aware of the methods that the Government will employ in evaluating their performance for this contract. 

B.  Purpose of the QASP

The QASP is intended to accomplish the following:

· Define the roles and responsibilities of participating Government officials and outside experts;

· Define the key deliverables that will be assessed;

· Describe the rating elements and standards of performance against which the Contractor’s performance will be assessed for each key deliverable;

· Describe the process of quality assurance assessment; and

· Provide copies of the Quality Assurance Monitoring Forms, which will be used by the Government in documenting and evaluating the Contractor’s performance.

Each of these purposes is discussed in detail in this document.

C.  Roles and Responsibilities of Participating Government Officials
The following Government Officials will participate in assessing the quality of the Contractor’s performance.  Their roles and responsibilities are described as follows:

· The Government Program Manager is responsible for ensuring that the COR is following the Departmental rules and regulations and all laws, and any directives governing its programs.

· The Contracting Officer’s Representative (COR) is the initial point-of-contact with the Government for all tasks and/or subtasks issued under this contract.  The COR will be responsible for monitoring, assessing, recording, and reporting on the technical performance of the Contractor on a day-to-day basis.  The COR will also be responsible for completing the Quality Assurance Monitoring Forms (described in greater detail below and provided in Attachment B) which will be used to document the inspection and evaluation of the Contractor’s work performance on key deliverables.  The COR may informally delegate some responsibilities to a Technical Task Monitor, who is appointed to administer specific tasks or subtasks; however, the ultimate responsibility for contract performance assessment lies with the COR .  
· The Contract Specialist (CS) is 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 COR's assessment of the Contractor's performance; and resolving all differences in interpretation of contractual matters between the COR and the Contractor.  The CO may delegate authority to the CS, in accordance with FAR rules and regulations, to act on his or her behalf during the performance of contract administration.  

· The Contracting Officer (CO) has overall responsibility for overseeing the Contractor’s performance, ensuring compliance with the terms of the contract, and safeguarding the Government’s interests in the contractual relationship.  The CO is the only person who is authorized to modify the contract with respect to the scope of work, price, terms, or conditions of the contract.  Therefore, all contract modifications must be approved by the CO prior to commencing the work.  The CO may call upon the expertise of other technical government experts, as required.  

The Contracting Officer's procurement authorities include the following: 

a. SOLE authority for any decisions that produce an increase or decrease in the scope of the contract;

b. SOLE authority for any actions subject to the "Changes" clause; 

c. SOLE authority for any decisions to be rendered under the "Disputes" clause; 

d. SOLE authority for negotiation and determination of indirect rates to be applied to the contract;

e. SOLE authority to approve the substitution or replacement of the Project Manager, COR, and other key personnel; 

f. SOLE authority to approve the Contractor's invoices for payment, subject to the Limitation of Costs clause and the Limitation of Funds clause; 

g. SOLE authority to monitor and enforce Department of Labor promulgated labor requirements;

h. SOLE authority to administer all property‑related clauses contained in the contract; 

i. SOLE authority to arrange for and supervise Quality Assurance activities under this contract; 

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

· The Customers will be State Directors of Migrant Education and others who work with and on behalf of migrant children and their families, as well as staff within ED.  Customers will assist the COR in assessing the quality of the Contractor’s performance through completing Customer Satisfaction Surveys (see Attachment C).  

It is important for the COR, the Contractor’s Project Manager (PM) and other contract staff to communicate and work together as a team to ensure that required work is accomplished in an efficient and successful manner.  The COR, CO, CS and PM must also work together as a team.  It is important for all parties to communicate regularly to ensure that services and work products are being completed in accordance with Government specifications and that any problems or issues that arise are resolved in a timely and effective manner.   

D.  Rating Elements and Standards of Performance for Key Deliverables

Even though the Government, through the COR, will monitor the Contractor’s performance on a continuing basis, the volume of tasks performed by the Contractor makes technical inspections of every task and activity impractical.  Accordingly, the US Department of Education will use a quality-assurance review process to monitor the Contractor’s performance under this contract.  Specifically, the COR will assess the Contractor’s performance across a tailored set of rating elements for key deliverables.  Key deliverable(s) include:

· Task 2:  Meeting Logistics

· Task 3:  Subject Matter Experts

· Task 4:  Efficient Contract Reporting 

At the end of the evaluation period, the Government will evaluate and document the Contractor’s performance for each of the key deliverables described above (see the Quality Assurance Monitoring Forms in Attachment B).  The purpose of this analysis is to ensure that ED receives high-quality products and services from the Contractor.  The COR will assign a numeric rating to the Contractor’s performance on each rating element.  Each rating element will be evaluated by the COR in accordance with the following definitions of Contractor performance:

· Excellent.  Level of performance greatly exceeds the minimum standards of performance, while not exceeding the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.  
· Acceptable.  Level of performance meets the minimum standards of performance, while not exceeding the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.    
· Unacceptable.  Level of performance is not acceptable and fails to meet the minimum standards of performance, and/or exceeds the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract. 

The COR will substantiate, in narrative form, all individual scores judged to be indicative of excellent or unacceptable performance.  At a minimum, performance at the acceptable level is expected from the Contractor.  While quality assurance is closely tied to these performance standards for deliverable content, timeliness and cost are also important considerations in the assessment of Contractor performance.  All deliverables must be received on time, including drafts, in order to receive “excellent” quality ratings and for the Contractor to receive award fee(s).  The COR will forward copies of all completed QASP monitoring forms and a report of average scores to the CO and Contractor.

E.  Schedule

The Contractor’s performance will be evaluated by the US Department of Education within six (6) months of the award of the contract (an interim evaluation - no award fee attached) and once every twelve (12) month performance period.  Using the monthly financial report submitted by the Contractor, the COR will verify that each task is at or under cost each year and will use the cumulative deliverables report to verify that all contract deliverables were submitted on time.  The COR will submit a written past performance evaluation to the CS, that will include information on the Contractor’s cost performance, as well as quality and timeliness of deliverables at the end of each twelve (12)-month contract period. The six (6)-month interim evaluation comments will be contained in the initial twelve (12)-month performance evaluation.

F.  Implementation of the QASP

At the end of each evaluation period, which will occur six (6) months after the award of the contract and every twelve (12) months thereafter, the COR will forward copies of all completed QASP forms and a report of the scores to the CS/CO.  The CO will review each Quality Assurance Monitoring Form prepared by the COR.  The CO or CS will submit a written formal notice to the Contractor as to the performance level (unacceptable, acceptable, or excellent) and will award or deduct the award fee accordingly.  The Contractor shall respond in writing to any unacceptable final average evaluation scores within five (5) working days after receipt of the form(s).  The CO will discuss every task that received an unacceptable rating with the Contractor to ensure that the appropriate corrective action is being taken.

G.  Applicability of the Excusable Delays Clause

In the event of an excusable delay (as defined in FAR 52.249-14, Excusable Delays and EDAR 3452.242-71, Notice to the Government of Delays), the Department of Education and the Contractor shall work together to modify the contract with regard to the due dates of the deliverables.  If such an event were to occur that would require a modification to the due dates of the deliverables, the Contractor’s performance shall be measured by the date agreed upon in the modification.

QASP  ATTACHMENT A—AWARD FEE PLAN

Performance award bonuses will be awarded for those deliverables that are judged to be “excellent.”  For deliverables rated as “Unacceptable,” the Government make a reduction in the amount indicated for the respective deliverable (see below); for deliverables rated as “Acceptable,” the Government will not give an award fee nor take a deduction for that deliverable.  In order to be considered for an award fee bonus, the deliverable being evaluated must be received by the COR no later than the date specified in the Schedule of Deliverables in the Performance Work Statement.  (See FAR 52.249-14, Excusable Delays and EDGAR 3452.242-71, Notice to the Government of Delays.) 

The COR will evaluate the Contractor 's technical performance by assessing the quality of the deliverables in accordance with terms and conditions contained in the PWS and the QASP.  The Government intends to pay the award fees or apply the deductions, after evaluating each key deliverable.  After the COR completes the final assessment of each evaluated deliverable, the COR will submit the Quality Assurance Monitoring Forms (see Attachment B) and a Memorandum of Findings to the CS and CO for review and approval.  The CO will notify the Contractor in writing regarding any award fees or reductions.  The Contractor will incorporate this amount into an invoice within thirty (30) days of receiving Government notification.

	Tasks/Deliverable
	Unacceptable

Performance

--deduction—


	Acceptable Performance
	Excellent Performance

--bonus--

	Task 3:  

Meeting Logistical Support
	-$5,000.00
	$0
	+$5,000.00


	Task 4:  

Subject Matter Experts
	-$5,000.00
	$0
	+$5,000.00

	Task 5:  

Efficient Contract Reporting
	-$5,000.00
	$0
	+$5,000.00


Total Possible Deductions/Award Fee for each Performance Period:
$15,000.00 per performance period


QASP  ATTACHMENT B–QUALITY ASSURANCE MONITORING FORM

Migrant Education Coordination Support Contract
DATE:_______________________________

Rating Element #1:  Meeting Logistical Support

Circle the appropriate rating:

1
2
3
4
5


Unacceptable performance (1) would mean:

· The average score on meeting evaluation forms completed by meeting participants at the Annual Directors Meeting and the New Directors Orientation demonstrate that fewer than 85% of participants who completed such evaluations were highly satisfied with meeting logistical support (e.g., registration, travel arrangements, responsiveness to special requests; see Attachment C; see the Meeting Logistical Support section of this document).  Level of performance is not acceptable and fails to meet the minimum standards of performance, and/or exceeds the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.
Acceptable performance (2-4) would mean:

· The average score on meeting evaluation forms completed by meeting participants at the Annual Directors Meeting and the New Directors Orientation demonstrate that 85% to 94% of participants who completed such evaluations were highly satisfied with meeting logistical support (see Attachment C).  Level of performance meets the minimum standards of performance, while not exceeding the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.    
Excellent performance (5) would mean:

· The average score on meeting evaluation forms completed by meeting participants at the Annual Directors Meeting and the New Directors Orientation demonstrate that 95% or more participants who completed such evaluations were highly satisfied with meeting logistical support (see Attachment C).  Level of performance greatly exceeds the minimum standards of performance, while not exceeding the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.  
Supporting comments (required for unacceptable or superior performance ratings):





Migrant Education Coordination Support Contract
DATE:_______________________________

Rating Element #2:  Subject Matter Experts

Circle the appropriate rating:

1
2
3
4
5

Unacceptable performance (1) would mean:

· The Contractor did not have adequate quality control procedures in place to ensure that subject matter experts submitted products that were complete, clearly written, factually and grammatically correct, appropriate for the target audience, professional in appearance, and/or timely.  Contract products were poorly executed and therefore required extensive revision, correction and/or editing 2 or more times before an acceptable final product was produced. Level of performance is not acceptable and fails to meet the minimum standards of performance, and/or exceeds the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.
Acceptable performance (2-4) would mean:

· The Contractor had adequate quality control procedures in place to ensure that subject matter experts submitted products that were complete, clearly written, factually and grammatically correct, appropriate for the target audience, professional in appearance, and/or timely.  Contract products were fairly well executed and therefore only required moderate revision, correction, and/or editing 1 time before an acceptable final product was produced. Level of performance meets the minimum standards of performance, while not exceeding the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.    

Excellent performance (5) would mean:

· The Contractor consistently submitted extremely high quality products and/or services (i.e., written products were complete, clearly written, factually and grammatically correct, appropriate for the target audience, professional in appearance, and/or timely).  Products did not require any revision or required only minor revisions to be considered acceptable. Level of performance greatly exceeds the minimum standards of performance, while not exceeding the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.  
Supporting comments (required for unacceptable or superior performance ratings):





 Migrant Education Coordination Support Contract
DATE:_______________________________

Rating Element #3:  Efficient Contract Reporting

Circle the appropriate rating:

1
2
3
4
5

Unacceptable performance (1) would mean:

· The Contractor failed to submit complete monthly financial reports, technical reports, and/or invoices on time 3 or more times over the course of the performance period (exceptions can be negotiated on a case-by-case basis during periods of peak workload), and/or the Contractor’s invoices did not sufficiently document allowable expenditures (e.g., provide copies of receipts) 3 or more times over the course of the performance period. Level of performance is not acceptable and fails to meet the minimum standards of performance, and/or exceeds the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.
Acceptable performance (2-4) would mean:  

· The Contractor failed to submit complete monthly financial reports, technical reports, and/or invoices on time 2 or fewer times over the course of the performance period, and/or the Contractor’s invoices did not sufficiently document allowable expenditures (e.g., provide copies of receipts) 2 or fewer times over the course of the performance period. Level of performance meets the minimum standards of performance, while not exceeding the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.    
Excellent performance (5) would mean:  

· The Contractor submitted timely, complete and error free financial reports, technical reports, and/or invoices, and all expenditures were well documented.  Level of performance greatly exceeds the minimum standards of performance, while not exceeding the estimated cost (as negotiated in the contract or any subsequent modifications) for each year of the contract.  
Supporting comments (required for unacceptable or superior performance ratings):





QASP ATTACHMENT C—STANDARD PARTICIPANT EVALUATION FORM

[NOTE:  The Office of Management and Budget (OMB) cleared this evaluation form

through August, 2008.  Extended approval is currently being sought.]

Paperwork Burden Statement:  According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless such collection displays a valid OMB control number.  The valid OMB control number for this information collection is (03524)1800-0011.v98.  The time required to complete this information collection is estimated to average 15 minutes per response, including the time to review instructions, search existing data resources, gather the data needed, and complete and review the information collection.  If you have any comments concerning the accuracy of the time estimate(s) or suggestions for improving this form, please write to:  U.S. Department of Education, Washington, D.C. 20202-4651.  If you have comments or concerns regarding the status of your individual submission of this form, write directly to:  Alejandra Vélez-Paschke, Office of Migrant Education, U.S. Department of Education, Lyndon Baines Johnson Federal Building, Room 3E249, 400 Maryland Avenue, S.W., Washington, D.C. 20202-6135. 


	[Date]
	Agenda Item & Presenters
	Rating
	Comments

	[Start and End times]
	Welcome & Opening Remarks

[Presenter, title, office] 
	
	

	[Start and End times]
	Introductions

[Presenter, title, office]

	
	

	[Start and End times]
	[Activity Name/Presentation Topic]

[Presenter, title, office]

	
	

	[Start and End times]
	[Activity Name/Presentation Topic]

[Presenter, title, office]

	
	

	[Start and End times]


	[Activity Name/Presentation Topic]

[Presenter, title, office]
	
	

	[Start and End times]
	[Activity Name/Presentation Topic]

[Presenter, title, office]

	
	


EVALUATION


	[Date]
	Agenda Item & Presenters
	Rating
	Comments

	[Start and End times]


	[Activity Name/Presentation Topic]

[Presenter, title, office]
	
	

	[Start and End times]


	[Activity Name/Presentation Topic]

[Presenter, title, office]

	
	

	[Start and End times]
	[Activity Name/Presentation Topic]

[Presenter, title, office]


	
	

	[Start and End times]
	[Activity Name/Presentation Topic]

[Presenter, title, office]

	
	

	[Start and End times]
	[Activity Name/Presentation Topic]

[Presenter, title, office]


	
	

	[Start and End times]
	[Activity Name/Presentation Topic]

[Presenter, title, office]

	
	


EVALUATION


	[Date]
	Topic
	Rating
	Comments

	Entire meeting/conference
	Logistics


	
	



	[Date]
	Topic
	Rating
	Comments

	Entire meeting/conference
	Overall rating of meeting/conference


	
	


Finally, what was the most important thing you learned at this meeting?  What did you feel was most valuable to you?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

In order to help us improve future meetings, please rate each session on a scale of 1-5, where 1= unsatisfactory and 5= excellent.


Please include any comments you might have regarding each session (e.g., its clarity, method of instruction, content, usefulness, and relevance).





In order to help us improve future meetings, please rate each session on a scale of 1-5, where 1= unsatisfactory and 5= excellent.


Please include any comments you might have regarding each session (e.g., its clarity, method of instruction, content, usefulness and relevance).





Please rate the meeting logistics on a scale of 1-5,


where 1= unsatisfactory and 5= excellent.


Please include any comments you might have regarding the meeting logistics (e.g., registration, travel arrangements, responsiveness to special requests).





Please rate the meeting overall on a scale of 1-5, 


where 1= unsatisfactory and 5= excellent.


Please include any comments you might have regarding improvements or changes that can be made to the content or format of the meeting.
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