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FOREWORD

Purpose:  This document is issued to provide guidance to FAA Quality Assurance personnel involved in all quality-related aspects of FAA procurements for material and services.  It is specifically directed to Quality and Reliability Officers and Associate Quality and Reliability Officers of the Quality Assurance Division (ASU-200).

Applicability:  The broad guidelines herein are intended to be applied to a contract to which FAA quality representatives are assigned, regardless of the specific quality system requirements or the material or services procured.  These guidelines are intended to be illustrative/descriptive of the best available practices rather than regimental in content.  This will facilitate an evolving approach to the administration of Quality Assurance within the Quality Assurance Division, (ASU-200) and the Federal Aviation Administration.

Obligation:  In the detailed procedures that follow, actions which are considered essential by the FAA Quality Representatives are distinguished by the use of words of direction, such as “shall” or “is required”.  However, none of the information presented shall be used to impose any requirement on a contractor that is outside the scope, terms, or conditions of the contract.  The varied contractual requirements and Integrated Product Team methodologies may require the Quality and Reliability Officer to tailor surveillance methods accordingly.

Distribution:  This document is distributed via the ASU-200 website as WI-200-01.

Request for Information and Changes:  Requests for further information or questions relating to this document should be addressed to the Manager, Quality Assurance Division, ASU-200.  Recommended corrections, additions, or deletions should also be sent to ASU-200.

CHAPTER 1.  GENERAL

SECTION 1  QUALITY STANDARDS
1.1.1  Background.  As of April 1, 1996, the FAA Acquisition Management System (AMS) was officially initiated to replace the existing Federal Acquisition Regulation (FAR) for future procurements in the FAA.  Under this reformed acquisition system, the general quality policy as stated in FAA Order 4630.8 remains unchanged, i.e., that a quality program/system shall be provided for, and included in, the documentation for National Airspace System (NAS) acquisition, of all systems, equipment, material and services.  Almost concurrent with the planning for the reformed Acquisition Management System, the Office of Acquisitions initiated the use of international quality system standards published by the International Organization for Standardization to replace the prior FAA quality system/program standards considered high level contract quality requirements under the FAR, e.g. FAA-STDs -013, -016, -018.  The ISO standards, referred to in the U.S. as ANSI/ISO/ASQ standards, are applicable as follows:


1.  ISO 9001.  For contracts involving design, development, production, installation and servicing, ANSI/ISO/ASQC Q9001 (or ISO 9001) is applied.  The International Organization for Standardization considers this to be a full complement of quality requirements.  The standard can be augmented with contract language (e.g. Data Item Description) or can be tailored for contracts requiring lesser quality requirements (e.g. those with no design/development requirements, contracts that require final inspection and test only).   ISO 9001:1994 was replaced by ISO 9001:2000, 12/13/00.  The 1994 version is still used on existing NAS contracts; however, contracts awarded since the new revision was issued could contain the new standard.


2.  ISO 9002.  ANSI/ISO/ASQC Q9002:1994 (or ISO 9002:1994) may apply to existing contracts that involve production, installation and servicing.  ISO 9002:1994 was replaced by ISO 9001:2000.  The 2000 version can be tailored to exclude design and development.


3.  ISO 9003.  ANSI/ISO/ASQC Q9003:1994 (or ISO 9003:1994) may apply to existing contracts that specify supplier final inspection and test alone.  ISO 9003 was replaced by ISO 9001:2000.  The 2000 version can be tailored to exclude paragraphs that are not applicable.

In addition to the above ISO standards, the FAA will continue to invoke “contractor inspection” system requirements and “standard inspection” system requirements as follows:


4.  Contractor Inspection.  This is the minimum level requirement.  It assigns total responsibility to the contractor for all aspects of product or service quality delivered, with no Government commitment to verify acceptability.  It normally is applied for relatively simple products and/or services that are not critical and which are almost always procured per the contractor’s design.


5.  Standard Inspection.  This is the next higher level requirement.  It requires that a contractor provide an inspection system acceptable to the Government and it provides an opportunity for Government inspection at the source.  It is normally used for equipment and services that are sufficiently complex and/or critical to require more control and confidence regarding the delivered quality than that used for “contractor inspection”.  This quality level is above that expected for the “contractor inspection” system, but less than that required by the “higher level” quality system requirements (ISO 9000 series).

Under this quality requirement, the Quality and Reliability Officer (QRO) assigned to evaluate the contractor’s inspection system for acceptability should select the relevant quality elements (e.g., quality records, control and calibration of measuring and test equipment, control of non-conforming material, etc.) appropriate to the operations and technical requirements involved.

1.1.2  Quality Standard Selection.  The initial recommendation regarding the quality standard to be applied to an acquisition contract is provided by ASU-250 SOFTWARE QUALITY and INDUSTRIAL EVALUATION BRANCH, to the Product Team (PT) in the early planning stages for a program.

1.1.3  Existing FAA Contracts.  All existing contracts shall be monitored for compliance with the existing quality system standard specified in the contract.  Only formal contract changes can impose newer quality standards (e.g., ANSI/ISO/ASQ Q9001).  The contractor may, however, provide a quality system “better than” the quality system specified in the contract provided there is no cost to the Government, and the new quality standard is reviewed by the QRO, PT and approved by the FAA Contracting Officer (CO).

1.1.4  Quality Standard Differences.  There are some significant differences between the FAA Quality System Standards (FAA-STD-013, -016, -018) and ANSI/ISO/ASQ (ISO) Quality Standards worthy of note, as follows:


1.  The control of content to the ISO standards is totally within the purview of the ISO organization, and revision may be expected more frequently than FAA standards.


2.  There is currently no separate ISO software quality system standard.  Rather, it is considered that the total quality system document (e.g., ISO 9001) covers all products and processes including computer software.  ISO 9000-3, is a guide for application of the 9001 standard to development of computer software and supports ISO 9001:1994.  Contracts awarded prior to the issuance of ISO 9001:2000 might utilize ISO 9000-3.  FAA-STD-026a represents a tailoring of IEEE/EIA 12207.0 and IEEE/EIA 12207.2 for the procurement of computer software products and services.  FAA-STD-026a contains a Data Item Description for a Software Quality Assurance Plan.  If FAA-STD-026a is not required by a contract awarded after 2001, it is likely that the software quality assurance requirements will be addressed in the contractor’s Quality System Plan.   


3.  The use of ISO 9001:2000 requires specific tailoring to ensure the appropriate quality requirements are invoked in the contract.  The tailoring is based on the scope of the activities to be provided.  Requirements can be excluded instead of selecting the appropriate standard from three possible standards as was the case in the 1994 versions of ISO 9000 series.  In addition, Data Item Descriptions may also augment or clarify requirements contained in ISO 9001:2000 so that they will define the FAA’s application of the International Standard to systems, equipment, and material in the NAS.

4.  The ISO standards are subject to relatively frequent review and revision.  Since revisions are normally identified by date only, it is important to be aware of the revision date of the contractually applicable standard.


5.  The ISO standards, as well as most, if not all, other industry standards are copyrighted.  Accordingly, it is illegal to reproduce them for any reason, without appropriate legal authority.  Copies should be obtained via the CO or the Quality Assurance (QA) Branch Manager.  Contractors or PT members who request copies should be directed to the CO.

CHAPTER 2.  QRO INITIAL OPERATIONS

SECTION 1  DUTIES
2.1.1  General.  The QRO and Associate QRO(s) receive written notification that they are being assigned to a contract via a memorandum of assignment, from the appropriate ASU-200 branch manager.  The memorandum is accompanied by a copy of the CO’s designation letter to the contractor advising the company of the QRO’s assignment to the contract.

2.1.2  Initial Operations.  The QRO is required to perform the following operations during the initial or “set-up phase” of the contract:


1.  Review contractual documents.


2.  Develop QRO contract plan.


3.  Review contractor documents.


4.  Develop audit guides (where applicable) and related records.

2.1.3  Support for the Product Team.  A recent FAA restructuring involved the establishment of an Integrated Product Team (IPT) structure that includes PTs within an IPT.  Accordingly, the role of the QRO and Associate QRO(s) may be broadly defined as “the eyes and ears of the PT” in a contractor’s facility.  While the specific QRO duties are identified in this document, the following guidelines clarify the ASU-200 management expectations of this relationship:


1.  The QRO becomes a member of the PT upon being assigned to the contract, which normally occurs immediately after contract award.  Prior to that time, a representative of the ASU-250 SOFTWARE QUALITY and INDUSTRIAL EVALUATION BRANCH, fills that role.


2.  Each member of the PT is a “prime customer” of the QRO staff, with particular emphasis on the CO, Product Team Lead (PTL), and Technical Officer (TO).  All services within the guidelines herein should be provided in the most effective and efficient manner.


3.  Requests for services outside the scope of the Quality function as described herein, should be discussed with the QA Branch Manager and should be provided to the maximum degree possible without detracting from the QRO’s prime responsibilities.


4.  To plan activities, the QRO utilizes information obtained from sources such as the contract and PT representatives.  Transition activities between the ASU-250 representative and the QRO should occur after assignment of the QRO.  Information provided by the ASU-250 representative may include:  the history of the procurement, special requirements, unique specifications/standards and any other essential documentation.

2.1.4  QRO Support.

1.  In the event that the QRO requires additional QA support [outside of assigned QRO(s)/Program Analyst], the QRO shall submit a request to the QRO’s Branch Manager.  This request should specify the type of QA support required (e.g. product inspection, process evaluation, test witness, site acceptance etc.).  The request should also specify the location(s)/worksite(s) and provide an initial workload estimate for the QA support requested.

2.  For William J. Hughes Technical Center (WJHTC) QRO support, the QRO of record will coordinate with the WJHTC QRO for coverage of testing.  The QRO of record will consult with the WJHTC QRO for specific test activities, performance, and concerns.  The QRO of record will participate in the initial Test Readiness Review (TRR).  If subsequent TRRs are conducted, the WJHTC QRO will consult with the QRO of record for any input regarding concerns/issues that affect the test.  If the QRO of record determines the necessity to visit the WJHTC for testing purposes (i.e., meet with WJHTC QRO, test team, contractor) Branch Manager approval is required.

SECTION 2.  REVIEW OF CONTRACTUAL DOCUMENTS

2.2.1  GENERAL.  Upon assignment as the QRO to a contract, the QRO will receive from their Branch Manager a copy of the basic contract.  The Branch Manager should also identify key support personnel  (e.g., software, hardware, property administration, etc.).  The QRO shall be responsible for obtaining the remaining relevant specifications and documents.  These documents will normally consist of:


1.  The contract schedule.


2.  The equipment specification.


3.  General specifications referenced, e.g., FAA-G-2100 or equivalent.


4.  Technical Proposal (if applicable).


5.  The contractor's quality plans.


6.  Pre-award survey or summary, if available.


7.  Drawings, test procedures, plans and other relevant information.

2.2.2  Review.  Upon receipt of these documents, the QRO shall perform a detailed review for the purpose of verifying their completeness, understanding the requirements, and detecting obvious technical or administrative deficiencies.

1.  Completeness.  The QRO should ensure that the contract package contains relevant documents referenced in the contract.  Documents that are not included should be obtained from the contractor or Government sources listed in the contract.

2.  Understanding.  The primary purpose of the review is for the QRO to gain complete understanding of all requirements of the contract including:

(1)  Equipment and service requirements including site installation and maintenance operations where applicable.

(2)  Type of quality requirements.

(3)  Requirements for documentation and support, such as, instruction books, provisioning documents, and spare parts.

(4)  Delivery Schedule.

(5)  Special provisions included in the contract.

(6)  Provisions for Government‑Furnished Property (GFP).

(7)  Contract terms and conditions.


3.  Deficiencies.  Any deficiencies in contractual, design, or technical requirements that are noted during the QRO’s review should be forwarded to the CO, PTL, TO and the ASU-200 Branch Manager in a timely manner.  Comments should include a full explanation of the deficiencies as well as recommendations.

SECTION 3.  DEVELOPMENT OF THE QRO CONTRACT PLAN

2.3.1  General.  After the contractual documents have been thoroughly reviewed, the QRO shall develop a "QRO Contract Plan".  This plan, as a minimum, shall consist of two parts.  One part shall be entitled "Contract Review Record" (CRR) and the other part shall be entitled "QA Plan".  A copy of the contract plan shall be submitted to the Branch Manager; also to PT members (if requested).  A copy of the contract plan shall be retained in the field contract file.

2.3.2  Contract Review Record (CRR).  The CRR shall, as a minimum, consist of the following items:


1.  Contractor's name, address, and telephone number.


2.  List of major subcontractor(s) and vendors, including address and telephone number


3.  Contract number, date of award, type, current contract modification number, and current dollar value.


4.  Equipment name and description.


5.  Names and routing symbol information of FAA personnel who participate in the contract, including functions and responsibilities (e.g. CO, PTL TO, Transportation Officer, Associate QRO(s) at major subcontractor locations, and other PT members).


6.  Names, telephone numbers, locations, and other identifying information (including functions and responsibilities) of the prime contractor's and major subcontractors personnel, particularly the company official(s) with authority and responsibility for final decisions (e.g., Program Manager, QA Manager, Contract Manager).


7.  Distribution list, including frequency and distribution of quality-generated documents, and the type of correspondence required for the contract (i.e., progress reports, Form FAA-256, etc.).


8.  Delivery and inspection/acceptance information (i.e., FOB point, place of inspection and acceptance, and other related information).


9.  List of major applicable specifications including revision level and date.


10.  List of deliverable contract line items including provisioning requirements with quantities and delivery schedules, as well as documentation which is not a contract item but is required by specification.


11.  Progress payment and contractor's progress report information.


12.  Special packing, marking, and shipping instructions, if applicable.


13.  A milestone schedule or chart that indicates the key activities and milestones of the contract.  The level of detail of this chart will be proportional to the magnitude or nature of the contract.  For relatively simple contracts such as those for commercial off-the-shelf items, the milestone chart may be limited to such events as equipment delivery dates and submission of test procedures.  On more complex procurements the key events may consist of such items as:  beginning and completion of design; procurement (order and receipt) of parts and materials; fabrication of initial units; submission of test procedures and other documents; beginning and completion of test required by contract; beginning of production and shipments of equipment and other deliverable items.  Figure 1 is a relatively complete listing of possible events that may be used as a guide for selecting milestones.  It should be noted that the contractor may have prepared a milestone chart.  If available and adequate, this may be used, cited, or supplemented by the QRO.  Other planning documents prepared by the contractor such as flow charts, PERT charts, narrative plans, and production schedules should be obtained if available, and used to prepare the milestone chart.  Depending on their volume and significance, these documents may also be included in the CRR at the discretion of the QRO.


14.  Other relevant information as deemed appropriate by the QRO (e.g. information requested by Product Team members or the Branch Manager).

2.3.3  QA Plan.  This document shall describe the QRO's overall plan for fulfilling QRO responsibilities.  It shall include, as a minimum, the following sections.  If any of the following elements are not directly applicable to a specific contract, a notation of "not applicable" should be used.


1.  Program overview.  This section shall consist of a brief narrative description of the QA program.
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2.  Description of major phases and QRO activities.  This section shall describe the major phases of the contract as shown on the milestone chart (contained in CRR) and shall describe the planned activities that the QRO anticipates related to those phases.  This section should address the QRO’s approach to monitoring the contractor’s performance.  Certain activities, such as development of audit guidelines pertinent to the contractor's internal operations, and requirement to formally document audit results, should also be addressed.
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3.  Audit guides, schedules, and other records.  In this section, the QRO shall describe the planned use of audit guides, schedules, and other types of guidance records.  A listing shall be included of the operations for which the QRO plans to develop audit guides (e.g., receiving inspection, calibration system, PCB flow, packing and shipping, etc.).  The order of development of the audit guides shall be prioritized such that the earliest required events (e.g., design, purchasing, etc.) are generated first.  This section shall include (or point to the QRO file location of) an audit schedule that describes the planned frequency for conducting audits.  This section shall also describe any other type of records and forms that the QRO intends to use, such as deficiency reports and rejection notices, and describe the methods to formally document records of audits based on severity of findings.  In addition, the QRO shall include the projected schedule for the generation of the audit guides, schedules, and other records.


4.  Special Provisions. This section should include a description of any special or unusual activities/actions that will be required of the QRO [e.g., site acceptance activities if required by contract (reference paragraph 5.7.1)].


5.  Workload Estimates.  This segment shall describe the workload requirements needed to efficiently implement the QA Plan.  Estimates should include workload requirements at the prime contractor, major subcontractor(s), and other locations.  The basic method and assumptions used for this estimation should be detailed.  It is suggested that the estimate be keyed to the milestone chart, though other methods may be utilized if they relate the workload requirements to specific time frames and activities (e.g., first article and type test witness/monitoring).

2.3.4  Submission of QRO Contract Plan.  The Contract Plan, as described in this section, shall be developed within sixty (60) days after official letter of designation is issued.  If additional time is needed, a request shall be submitted to the branch manager for approval.  It is recognized that some portions of the plan will change during the life of the contract (e.g., delivery schedules, workload estimates).  Accordingly, the QRO Contract Plan should be reviewed and updated as appropriate (at least annually).  Copies of plan updates should be forwarded to the original recipients.

SECTION 4.  REVIEW OF CONTRACTOR'S DOCUMENTS

2.4.1  Review of Contractor's Documents.  After (or concurrent with) the review of the contractual documents and the development of the QRO Contract Plan, the QRO shall review a sufficient number of the contractor's documents in sufficient detail to develop a clear understanding of the contractor's operations.  The term "contractor's documents" may include operation procedures, work instructions, quality instructions, workmanship standards, etc., which are applicable to the contract.  The purpose of this review is to develop an understanding, by the QRO, of the contractor's operations, to assure that the contractor's documents do not conflict with the requirements of the contract, and to enable the QRO to develop the necessary audit guides and other records for implementation of the QRO QA Plan.

2.4.2  Specific Documents.  The specific documents that are to be reviewed will depend upon the nature of the contract and the organization of the contractor's operations.  In general, the documents will be evaluated for their adequacy and accuracy in describing those operations, controls, and actions to be performed by the contractor to meet all contract provisions.  The procedures to be evaluated will cover various items such as:  (a) nonconforming materials; (b) government furnished property; (c) complete items inspection and test; (d) corrective action; (e) drawings, documentation, and change control; (f) government source inspection; (g) handling, storage, and delivery; (h) indication of inspection status; (i) materials and material control; (j) measuring and testing equipment; (k) process control; (I) organization, including individuals responsible for the various elements; (m) supplier material; (n) records, and; (o) work instructions.  At a minimum, they should describe the controls provided for all elements described in the applicable quality system standard (e.g., ISO 9001).

2.4.3  Guidelines.  The following guidelines apply to procedures review:


1.  The contractor's written procedures need not be contained in a single publication.  They may be in quality or inspection manuals, workmanship standards manuals, test procedures, inspection instructions, work orders or instructions, operating procedures, technical/quality agreements with vendors/subcontractors, engineering manuals, or other documents.  The QRO shall arrange with the contractor to obtain copies of the procedures that are deemed relevant.


2.  Upon completion of a document review, it may be disapproved, notifying the contractor in writing of the reasons for disapproval.  For acceptable documents, the QRO may issue a letter to the contract file indicating the specific documents reviewed and found acceptable.  Since disapproval is based on a conflict with a valid requirement, any disapproved document must be corrected and resubmitted prior to use on the contract.


3.  Changes to the contractor's written procedures shall be reviewed in the same manner prescribed for the original procedures.

SECTION 5.  DEVELOPMENT OF AUDIT GUIDELINES

2.5.1  General.  Audit guidelines shall be used by the QRO for all contracts, regardless of which quality standard(s) are included.  The contractor’s quality plans, procedures, and standards should be used as a basis for determining audit guidelines.  Contractor’s guidelines or previously developed guidelines can be used/modified by the QRO in lieu of developing audit guidelines.  However, if the QRO decides to utilize a contractor’s guideline or a previously developed guideline from any source in its entirety, the QRO must analyze it and certify that it is complete and sufficient for the current audit purpose and satisfies all audit requirements.  As an indication of this certification, the QRO shall write on a copy of the borrowed guideline, the following:  “This guideline has been examined and found sufficient for official FAA audit purposes by (Name of certifying QRO).”  The QRO should sign their name under the certifying statement.  A record of this certification of the audit guideline shall be kept with the audit plan.

2.5.2  Procedures.  The QRO shall break down the requirements in the contractor's quality plan (e.g., Quality Control Program Plan (QCPP), Quality Control System Plan (QCSP), Computer Software Quality Program Plan (CSQPP), or Quality System Plan (QSP)) into the form of guidelines.  These guidelines shall be in the form of checklists of characteristics that describe each of the contractor's specific commitments to be verified by the QRO.


1.  The characteristics shall be defined to the degree necessary to confirm acceptability of the contractor's process and to adequately describe the process for evaluating each operation, and each area to be audited.


2.  When appropriate, the plant location(s) at which the characteristics in the guideline will be observed shall be selected, and such locations shall be recorded on the guidelines.  For this purpose a detailed plant layout should be obtained from the contractor for each of the facilities involved.


3.  The audit frequency shall be identified for each guideline.
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4.  Audit findings shall be documented in writing, consistent with the QRO QA Plan and the severity of the finding. A Quality Deficiency Report (QDR) should be used as a vehicle of notification to the contractor of any discrepancies found during the performance of scheduled or unscheduled audits.  Other comparable means (i.e. written audit report) may also be used.  These reports will be sequentially numbered for reference.
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5.  As a minimum, the completed audit guide shall contain the:  (a) FAA Auditor’s name, (b) audit date, (c) audit area, (d) audit location, (e) contractor’s point of contact, (f) completed elements with any notes.
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CHAPTER 3.  RECURRING OPERATIONS

SECTION 1.  AUDITS

3.1.1  General.  Audits are scheduled formal reviews, examinations, and verifications of activities and operations, which affect the quality of products, processes or services.  They provide a means for assuring compliance with contractual requirements.  Audits also provide a means for evaluating the effectiveness of the overall program, identifying areas in need of improvement, and verifying the results of improvements instituted.  The scope of auditing required varies with the stage of the contract, type of contract and level of confidence developed from previous audits.

3.1.2  Audit Performance.  The QRO shall perform audits in accordance with the schedule and audit guidelines developed for inclusion in the QRO QA Plan and the following additional guidelines:

The QRO shall:


1.  Prepare and maintain an audit schedule.


2.  Establish an adequate frequency for conducting audits.


3.  Perform audits in accordance with the audit schedule.


4.  Document results appropriately in QRO Audit documentation (e.g. Audit Reports, Quality Deficiency Reports, etc.) including positive and negative findings.  Completion of the audit indicating full compliance is considered a positive finding.  QRO Audit Reports are mandatory.


5.  Distribute Audit Reports as appropriate to contractor and FAA personnel.


6.  Ensure that the contractor takes and documents corrective action.


7.  Ensure the corrective action performed by the contractor is satisfactory.


8.  Conduct follow-up audits to verify the continued effectiveness of corrective action.

3.1.3  Audit Locations.  Audit locations shall be established to verify the implementation of the contractor’s Quality Program and to evaluate the acceptability of the product and processes.  The number of audits and audit locations shall be adequate to separate the contractor’s activities into manageable increments.  The locations selected should provide the opportunity to verify contractor performance for compliance with all contractual requirements.

3.1.4  Audit Frequency.  The frequency of audits shall be determined by the QRO and should depend on the activity of the affected area and the findings of previous audits.  Areas found to have major discrepancies or numerous minor discrepancies, may be audited more frequently and in greater depth, and then should be re-audited to verify the effectiveness of contractor corrective action.  The frequency and/or depth of an audit may be reduced in areas where the findings warrant such.

3.1.5  Audit Results.  All audits shall be documented with an audit report that includes the: FAA auditor’s name, audit date, audit area, audit location, contractor’s point of contact, procedure/requirement under audit, observations and findings, and the completed audit guide with any notes.  The report shall contain a narrative section with a synopsis; for each discrepancy noted, the audit requirement shall be cited along with a summary of objective evidence indicating noncompliance; and, the report shall request corrective action and provide a suspense date for the contractor to review and respond with a corrective action plan.  Audit findings should be documented in a QDR, if warranted.


3.1.6  Audit Follow-up.  When contractor corrective action is found to be ineffective, the QRO may, as FAA program interests warrant, increase the amount of surveillance over the contractor’s quality operations and also increase the amount and intensity of direct inspection and test witnessing.  Conversely, the amount and intensity of FAA’s verification operations should be reduced when quantitative and qualitative data warrants.  When the contractor is particularly deficient in taking required corrective and/or preventive action, acceptance may be suspended or postponed (this measure shall be coordinated with the FAA CO, the Product Team, and the cognizant QRO manager).

3.1.7  Submission of Audit Schedules.  QRO audit schedules or other audit documentation shall be provided to the QRO’s manager as requested.

SECTION 2.  INSPECTION/TEST WITNESSING

3.2.1  General.  The primary responsibility for inspection and test of equipment, material and services rests with the contractor.  However, it is necessary for the QRO to verify and validate the effectiveness of the contractor’s quality system, operations, and the acceptability of the products being submitted by performing some degree of inspection and test witnessing.

3.2.2  Inspection.  Inspection is the examination of supplies or services (including when appropriate, raw materials, components, intermediate assemblies, software products, etc.) to determine whether they conform to contract requirements.  It is used in conjunction with testing and auditing to evaluate overall contractor performance on a contract.  The QRO shall select those characteristics to be inspected depending on importance, previous findings, and/or specific contract requirements.

3.2.3  Testing.  Testing is a means of determining the performance of a product (software or hardware) in relation to requirements.  When a contract requires the use of FAA approved test procedures the QRO shall verify that the tests are conducted in accordance with the approved procedures.  The QRO shall examine the test equipment that is used during contractually required testing and ascertain that the test equipment is calibrated in accordance with contract requirements.  Additionally, the QRO should assure that the test equipment is in accordance with, or equivalent to, that specified in the proper revision of the test procedure.  The QRO will determine whether a test has been successfully completed (i.e., the hardware/software under test has either passed or failed).  The QRO may allow a test to be resumed at an intermediate point, rather than being restarted, depending on the circumstances of the test, the test discrepancy, and/or the contractor's corrective action.  In every case however, the contractor may continue unofficial testing at his own risk.  The Test Director (TD), and/or TO, and the CO, should be advised of the status of tests and the contractor's actions resulting from a test failure, when requested.

3.2.4  Classification of Tests.  There are five general categories of tests identified in specification FAA-G-2100.  The test categories that apply will be as stated in the contract and/or specifications.  The categories are as follows:  Contractor's Preliminary Tests, Design Qualification Tests, Type Tests, Production Tests, and Federal Communications Commission (FCC) Type Acceptance and Registration Procedures.  When specified, Reliability and/or Maintainability Demonstration Tests shall also be conducted.


1.  Contractor's Preliminary Tests.  Preliminary tests shall be performed on one production equipment or on one prototype model as specified in the contract.  The contractor's preliminary test does not satisfy the requirement for performing the other classes of tests required by the contract, equipment specification or general specifications, and are not normally witnessed by the QRO.  Reliability, Maintainability, and FCC Type Acceptance and Registration Procedures are not normally required to be performed as part of the contractor's preliminary test program.  Before notifying the Government that the initial production items are ready for inspection and official test, the contractor shall have completed all required contract requirements associated with preliminary testing.


2.  Design Qualification Tests.  Design qualification tests, as required by contract and/or specification, shall be made on one of the first regular production units normally selected by the QRO.  These tests generally include rating verification on parts and materials, other general specification tests, and design qualification tests required by the equipment specification.  These tests shall be performed in accordance with FAA approved test procedures.


3.  Type Tests.  Those tests specified as type tests in the equipment specification shall be made on selected regular production units.  The equipment to be delivered shall be assigned numbers, as required by the contract, in the order of reaching the stage of completion and readiness for testing.  Using these numbers, the equipment will be divided into groups.  The quantity of equipment within each type test group is determined by the contract.  Selection of equipment for type test within the group shall be made by the QRO.  When selecting the type test unit, the QRO shall consider all pertinent information.  These tests shall be performed in accordance with FAA approved test procedures.  Release for delivery of units in each type test group shall be in accordance with contract requirements.  This issue is normally covered in general specifications, e.g., FAA-G-2100.


4.  Production Tests.  Production tests, as specified in the contract, shall be performed on each production item.


5.  Federal Communications Commission (FCC) Type Acceptance Procedures.  Where contractually applicable (typically RF radiating equipment), the first production equipment shall be subjected to FCC Type Acceptance procedures in accordance with FCC rules and regulations.  In addition, during the life of the contract, the contractor shall comply with FCC regulations in connection with any approved changes made to production items that are relevant to the FCC Type Acceptance.

3.2.5  Quality Assurance of Commercial Off-The-Shelf (COTS) and Non-Developmental Items (NDIs).  The contractor’s QA program must ensure the quality of commercial off-the-shelf (COTS) and non-developmental items (NDI) for both hardware and software.  The terms COTS and NDI are defined in the AMS Policy Document (Definitions).  The QRO should review the contract to determine the extent to which COTS and/or NDI apply so that the appropriate surveillance can be performed.  The QRO’s surveillance activities for COTS/NDI should include but not be limited to monitoring the contractor’s control of receiving inspection, testing, nonconforming COTS/NDI, and configuration control/revision control.  Quality surveillance of modified COTS/NDI may require activities similar to those performed on a developmental program.

3.2.6  Contractor Inspection.  This condition places total responsibility for delivery of acceptable product or services on the contractor and normally does not require QRO involvement.

3.2.7  Standard inspection of FAA Products.  Under “standard inspection”, the QRO is required to verify that the contractor has an inspection system acceptable to the Government.  In this situation, the QRO shall use some of the same tools and techniques used for a “high level” quality program, i.e., audits, inspection, test witnessing, to verify the acceptability of the inspection system and the products and services provided.  When this requirement is applied to “Off-the-Shelf” equipment, documents used for inspection/test will be those developed by the manufacturer, e.g., manufacturer’s catalogs and instruction books.

SECTION 3.  OPERATIONS UNDER QUALITY SYSTEMS

3.3.1  General.  The following methods shall be used for contracts specifying ISO-9001 Quality System Plan (QSP) or FAA-STD-016 Quality Control System Plan (QCSP) type requirements.  The QRO shall assure that the detailed procedures, including all changes thereto, which are released to implement the QSP/QCSP, do not conflict with the requirements and commitments in the contract.  This will necessitate a review of these documents before or after release.  Arrangements for these reviews should be made between the QRO and the contractor’s QA Manager.

3.3.2  Methods.  The following methods apply:


1.  The QRO shall perform independent audits of the contractor's compliance with his own systems and procedures.


2.  The QRO's own product verification operations (inspection and test witnessing) shall be utilized as a final means of evaluating the effectiveness of the contractor's quality system and its implementation by the personnel assigned.  This operation is vital for the QRO since it is possible that the system and records may be acceptable, but if the personnel or equipment involved are ineffective, the product could be unacceptable.  In this regard, any product defect may be considered as a possible "system" failure in that it was not prevented, nor detected by the contractor's organization.  In this case, the contractor's corrective action must include:



(a)  Correction of the product involved.



(b)  Screening of all products potentially defective in a similar manner.



(c)  Action to prevent recurrence of the deficiency, including detection if it does exist.


3.  The QRO should take advantage of contractor collected data, such as quality indicators, detailed inspection records, and audit reports, to the extent practicable.  This data, along with QRO collected data, will be used to determine which areas or operations indicate unsatisfactory conditions or trends and, therefore, are in need of corrective action.


4.  After identifying those conditions requiring correction, the QRO should review the contractor's recorded actions to evaluate their logic and effectiveness.  Action to preclude repetition as well as screening action (inspection and/or test) for products that may have passed through with undetected defects should be indicated in the records.


5.  In addition to reviewing the records of action taken, the QRO should make independent observations to verify that the action was implemented as recorded.  The QRO should also verify whether the action was effective in precluding further deficiencies and recovering those that may have passed improperly before the screening.

3.3.3  Techniques.  The following techniques apply:


1.  The QRO shall start with sufficient observations to verify that the contractor is complying with the documented system and procedures.  This may initially involve a review of relatively large numbers of such items as drawings, purchase orders, standard repairs, or the first run of printed circuit boards.  The QRO should then reduce the amount of direct verification observations as confidence is developed, based on the QRO's and the contractor's quality records.


2.  Regardless of the level or amount of verification performed by the QRO, most of that effort shall be devoted to verifying the acceptability of the major characteristics of the system, procedure, product or test involved.


3.  The QRO shall maintain sufficient records necessary to make objective decisions regarding quality and variations in the amount and intensity of future FAA observations and inspections.  These records shall include corrective action requests and responses.

3.3.4  Observations.  Consistent with the methods and techniques described above, the QRO may use sampling techniques in making observations for verification purposes.  For this purpose, reference may be made to ANSI/ASQC Z1.4-1998 or other reference documents.  The Acceptable Quality Level (AQL) shall reflect considerations of the criticality of the items/ characteristics involved.  Any defective items/defects found using a sampling plan, even those within the acceptance number, must be repaired or replaced in accordance with procedures for non-conforming material.  When the number of defective items/defects in the sample exceeds the acceptance number, the entire lot should be rejected and returned to the contractor for appropriate corrective action.  In those cases where sampling inspection is contractually required, action shall be taken as prescribed by the contract.

3.3.5  Design Review Meeting Attendance.  The QRO should attend design review meetings to the extent that the QRO workload permits, in order to understand design concepts and intentions, and to be aware of and evaluate commitments (i.e., action items, etc.).  As a minimum, the QRO should review the minutes of the meetings.  The attendance/review is intended to monitor timeliness of action taken by both the FAA and contractor.

3.3.6  Operations under Software Quality Assurance Program.  The basis for the QRO’s software quality program is the ASU-200 “Software Quality Assurance (SQA) Model” (reference Appendices A and B), and its associated procedures for implementation (reference Appendix C).  The QRO shall describe in the QRO QA Plan the methods to be employed in assuring the goals of the Model will be met (Specific criteria as to when the Model is mandatory for use are contained in the “Forward” section of the Model).  These methods include QRO activities such as:  auditing of the contractor software development and SQA practices, evaluation of contractor processes, review of software documentation, inspection of software products, and the evaluation of metrics as they relate to the Process Areas (PA) of the Model.  Achieving complete implementation of Model activities is a collaborative effort with the assigned Program Analyst, who has the principal responsibility during the pre-award phase of the project.

The phased approach to the development of computer software should be considered when developing the software quality program.  The QRO QA Plan will specify the activities to be accomplished for each phase of the development effort (requirements, design, coding, and test) as described by the Model Process Areas.  It should be noted that many of the Model Process Areas are phase independent and apply to the entire development life cycle.

On or about contract award, during the transition of responsibility from the Analyst to the QRO, a recommendation for applying Model activities (project tailoring) will be prepared by the assigned Analyst as assistance to the QRO.  The QRO should coordinate with the assigned Analyst on the shared responsibility aspects of the Model, and on the appropriateness of the tailoring.


1.  Software vs. Hardware Operations.  In-process evaluation of computer software involves a variety of QRO activities and contractor products.  The development of computer software is dependent largely on the contractor’s internal processes.  The QRO activities should focus on process adequacy and compliance, preventive action and corrective action.


2.  Terminology.  In order to assure a common understanding of terms used in computer software, it is necessary that a common reference be used.  IEEE, STD 729, entitled “A Glossary of Software Engineering Terminology” is the standard prescribed, unless otherwise specified in the contract.

3.3.6.1  Supplemental Guidelines for Software Quality Assurance (SQA) Processes.  Detailed instructions, sample work products and generic audit guides are located in the ASU-200 Toolbox.  The Toolbox will be maintained and updated to include current information.  To access the ASU-200 Toolbox on the Internet website go to the ASU Home Page and select ASU-200, then select ASU-200 Toolbox.  Contact the Software Quality Assurance and Industrial Evaluation Branch for more information on Software Quality Assurance and the Toolbox.

SECTION 4.  QUALITY RECORDS AND INDICATORS

3.4.1  General.  Quality indicators are data items that can be used as input for decisions pertaining to the acceptability of the product and the quality system.  These can take the form of, but are not limited to, QRO and/or contractor data such as audit reports, trend charts, and records of inspections and test witnessing.

3.4.2  Audit Records.  As a quality indicator, audits should provide an evaluation of an area, operation, process, or product.  Audits are intended to determine the degree to which the contractor is complying with quality or other applicable procedures.  There shall be appropriate records maintained for all audits scheduled and performed by the QRO.  The number and severity of the discrepancies should be recorded with sufficient descriptive detail and should be considered when evaluating the effectiveness of contractor control.

3.4.3  Trend Charts.  Trend charts provide a graphic presentation for evaluating the effectiveness of the contractor's quality program.  Trend charts should provide an indication of the present quality level in comparison with past periods.  A continuous and/or significant increase in the number of defects indicates that the quality of a process or product is deteriorating.  A steady, but unacceptable level indicates that the contractor's process may be out of control and/or the corrective action may be ineffective.

3.4.4  Records of Tests or Inspections.  Records of contractor and/or QRO tests or inspections provide a database for evaluation of the contractor's overall control of operations, processes, or product characteristics.  Effective control generally dictates that items should not reach inspection or test with existing discrepancies.  Items reaching this stage with discrepancies may indicate inadequate or ineffective control.

3.4.5  Field Failure Reports.  Upon receipt of a field report, the QRO shall ensure that the contractor takes appropriate steps to investigate the cause of failure and take appropriate corrective action.  The QRO may need to perform an audit, review, examine, or reevaluate the cause of the failure, to ensure the removal of all existing deficiencies and prevention of future ones.

SECTION 5.  CORRECTIVE ACTION

3.5.1  General.  Any breakdown in the contractor's quality system requires the QRO to assure that product quality is not compromised.  The contractor is then required to correct defects and deficiencies as well as eliminate the root cause(s) in the system.  Corrective action shall be requested by one or more of the following methods and normally in the sequence listed, depending upon the frequency and significance of the defect or deficiency:


1.  On-the-spot corrective action requesting the responsible contractor’s personnel to eliminate the deficiency(ies) and cause(s).  A written record of these requests shall be maintained in the QRO file.


2.  A Quality Deficiency Report (QDR) initiated to notify the contractor’s quality management in writing of the deficiency(ies) found and the requirement for corrective action.


3.  A written notification escalated to the contractor's management requesting immediate correction of causes for documented deficiencies.


4.  Recommendation made to the CO (in coordination with the PT) that the contractor be notified that, pending receipt and acceptance of contractor's proposed corrective action, acceptance of end items of the contract may or will be withheld.  The QRO shall inform their Branch Manager before proceeding with this step.

3.5.2  Subcontracts.  Subcontractors are considered an extension of the prime contractor.  Accordingly, when deficiencies are detected in subcontractor products or processes, the QRO shall inform the prime contractor of the circumstances and request the prime contractor to take immediate action with the subcontractor.

3.5.3  Nonconforming Supplies.  Contracts establish technical requirements for supplies through reference to plans, drawings, specifications, purchase descriptions, etc.  Supplies that depart from these requirements are termed "nonconforming".  During the manufacture of supplies for sale to the Government, the contractor is permitted to establish dimensions, tolerances, test limits, and process or other controls which are either more stringent than required by contract or not specifically covered by contract.


1.  The contractor is solely responsible for the control of nonconforming supplies intended for use on Government contracts.  This control involves adequate identification, segregation (to prevent unintended use), and disposition by authorized personnel.


2.  Repeated offering of nonconforming supplies, including those with minor defects, should be discouraged decisively by appropriate actions such as requiring corrective action and/or rejecting the supplies.

SECTION 6.  PROCESSING OF NONCONFORMING SUPPLIES

3.6.1  General.  The final decision regarding acceptance of nonconforming supplies is solely the prerogative of the Government.


1.  Major Nonconformances.  Major nonconformances (includes all nonconformances except those defined under minor nonconformances) are those which are likely to result in failure, or to reduce materially the usability of the items or services.  Major nonconformances may be accepted by the CO, in coordination with the PT.  Such acceptance will be based upon information furnished by the contractor, by the TO and, as appropriate, by the QRO.  The submission of a formal request to the CO, with appropriate recommendations by the QRO, will be as prescribed in the contract and related documents.


2.  Minor Nonconformances.  Minor nonconformances are nonconformances that do not adversely affect safety, durability, reliability, performance, interchangeability of parts or assemblies, maintainability, weight (where weight is of significance), or any other significant objective of the items or services, and do not increase price or affect delivery under the contract.  This shall be made clear to the contractor at the time that minor nonconformances are accepted.  Minor nonconformances may be approved by the QRO in accordance with the contract clause and/or letter of designation.  Prudent judgment shall be exercised when accepting a minor nonconformance.  If in doubt about its significance, the matter should be coordinated with the CO, and/or other members of the PT as appropriate.  The approval/disapproval action shall be documented.

3.6.2  Participation in Material Review Board.  Normally the QRO does not participate as a member of the MRB.  However, when considered to be in the best interest of the Government, the QRO may participate as a non-voting member of the group.

3.6.3  Material Review Board (MRB).

1.  The results of MRB actions will be processed by the QRO when:



(a)  it is considered to be in the best interest of the Government as determined by the CO, in coordination with the PT,



(b)  nonconforming materials are processed in the format prescribed by the contract (e.g., deviations/waivers),



(c)  the contractor establishes and implements the written MRB procedures acceptable to the QRO,



(d)  the contractor provides complete supporting documentation of the MRB action,



(e)  the contractor's personnel are fully knowledgeable of product technical and quality requirements when participating in the MRB.


2.  MRB actions should not be used by the contractor as a procedure for continued and repetitive submission of nonconforming supplies.  The QRO shall discourage the repeated tender of nonconforming supplies or services, including those with only minor nonconformances, by taking the appropriate action, such as rejecting the nonconforming supplies or services, documenting the contractor's performance record and requiring appropriate corrective action.


3.  The QRO shall periodically audit the MRB corrective action and disposition system for nonconforming material for compliance with contract requirements and to ensure system effectiveness, in the normal QRO audit process.

3.6.4  Subcontract or Suppliers Nonconformance.  Unless otherwise specifically authorized by contract, subcontractors' and other suppliers' requests for acceptance of nonconformance must be submitted to the FAA after approval by the prime contractor.

3.6.5  Request for Deviation/Waiver.  It is the contractor's prerogative to submit requests for deviation/waiver to the CO.  The contractor must furnish a copy of the request to the QRO.  Pertinent comments or recommendations to the CO, concerning the request shall be made by the QRO.  In unusual circumstances, it may be to the Government's best interest to consider acceptance of nonconforming supplies even though the contractor has not elected to submit a request for their acceptance.  For example, if the raw material is Government furnished and is highly expensive, and the contract is Cost-Plus-Fixed-Fee (CPFF), the contractor may have little incentive to submit a Request for Deviation/Waiver.  In such cases, the QRO should notify the CO and request appropriate instructions.

3.6.6  Preparation of Request for Deviation/Waiver.  A request for acceptance of a nonconformance is prepared by the contractor on his own form or letterhead, unless specific forms are prescribed for use in the contract documents.  A subcontractor-initiated request must be thoroughly evaluated and approved by the prime contractor.  Only authorized prime contractor personnel are permitted to formally submit a copy of the request to the QRO.  If the request format is not included in the contract requirements, the QRO should recommend to the CO the following information, as a minimum, be requested from the contractor.


1.  Name and address of contractor, or if applicable, subcontractor.


2.  A request number, such as a serial number starting with "1" on each contract, preceded by contract number (i.e., FA70WA‑0000‑1).


3.  Complete identification information, such as:  (a) contract number; (b) part name and number including revision date; (c) specification or drawing number including revision date; and (d) lot, model, and/or serial numbers.


4.  Quantity of nonconforming items.


5.  Details of each deficiency with respect to the technical requirements, including a statement of the effect on other areas of consideration.  Recurrence data for each deficiency also should be provided.  If appropriate, marked drawings should also be included.


6.  Reason for submission of request.


7.  Corrective action taken to prevent recurrence, including effective date and/or serial number of equipment, whichever is applicable.  If prevention is impossible, state reasons, including action taken to reduce the probability of recurrence.


8.  Effect on contract price, delivery schedule, and other contract requirements.


9.  If initiated by a subcontractor or other supplier, a statement by the prime contractor agreeing to the need of the deviation/waiver.


10.  Signature and title of authorized contractor representative.

3.6.7  Processing of Request for Deviation/Waiver.  Upon receipt of requests for deviation/waiver from a contractor, the QRO shall:


1.  Assure that nonconforming supplies have been properly identified and segregated.


2.  Review the request for deviation/waiver to assure all prescribed information is complete and accurate.


3.  Assure that the reported corrective action has been, or will be taken to correct and prevent recurrence of conditions causing the need for deviation/waiver.


4.  Contact the CO by telephone when expediting of the request is considered to be in the best interest of the Government.  If verbal approval is received, the CO must subsequently confirm such approval in writing.  Pending receipt of the written confirmation, the details, including the name(s) of individual(s) authorizing the approval, shall be documented on the request and later in the Progress Report.

SECTION 7.  QUALITY RECORDS

3.7.1  General.  The QRO QA Program should provide for the accumulation and maintenance of documented objective evidence gathered during inspection, test witnessing and audits of the contractor's quality system and the product.  Maintenance of adequate records is necessary in order to provide for continuity in the day-to-day operations, and to provide a database upon which quality decisions can be made.

3.7.2  Types.  Records can include, but are not limited to, test results, audit data, QDRs, inspection data, and any other information deemed necessary by the QRO.

3.7.3  Maintenance.  Normally, records will be maintained until the CO officially closes out the contract.

3.7.4  Audit Records.  Audit records shall include:


1.  The area or quality control system element checked.


2.  The audit guide identification.


3.  The frequency and schedule for making observations with the audit guide.



4.  The facility(ies) at which the observations were made.


5.  The facility location(s) at which the audit guides were used.


6.  An indication of completion, including an audit report and completed audit guide.  If applicable, records shall contain required corrective action.  (See section 3.1.5 and 2.5.2 for additional detail.)


7.  The number of observations and discrepancies observed.


8.  The number and date of audit reports and QDRs on which the deficiencies observed were reported to the contractor and a report of corrective action.

3.7.5  Additional Records.  Additional records desired by the QRO may be developed and utilized.  These records should be described in the QRO Contract Plan.  All records must be maintained including records with negative findings.

3.7.6  Disposition.  Upon closeout of the contract, the QRO shall request disposition in accordance with Chapter 4, Section 5.

CHAPTER 4.  ADMINISTRATIVE DUTIES

SECTION 1.  FIELD CONTRACT FILE

4.1.1  General.  The QRO shall establish a contract file upon receipt of the contract package.  Initially, the file shall contain, as a minimum, a copy of the contract with all modifications, drawings, applicable specifications, relevant correspondence, etc..  Subsequently, throughout the contract administration phase, the field contract file will be maintained current to clearly reflect:


1.  The QRO developed "QRO Contract Plan", as prescribed in Chapter 2.


2.  Historical objective evidence relative to the application of the QRO QA Plan.


3.  Copies of relevant correspondence, (Form FAA-256, progress reports, telephone conversation records, minutes of in-plant FAA/contractor meeting, and recommendations to CO and TO).


4.  Audit guidelines, audit reports, and related records.


5.  Other relevant material as dictated by good management practices.

4.1.2  Communication Interchanges.  Copies of relevant correspondence from the Contracting Officer to the contractor will be forwarded to the QRO through prescribed channels.  Likewise, all correspondence generated by the QRO will be prepared and distributed in accordance with instruction prescribed herein.  Typical correspondence generated by the QRO is discussed in detail in subsequent parts of this chapter.  This correspondence includes:


1.  Progress reports.


2.  Special reports, interim reports, information/alert bulletins.


3.  Trip reports.


4.  Acceptance/rejection reports, Form FAA-256.


5.  Telephone conversation records.


6.  In‑plant conference records.


7.  Progress payment recommendations.


8.  Technical document recommendations.


9.  Audit Reports.

4.1.3  Correspondence Control.  A control system should be established which identifies all incoming/outgoing correspondence.  Responses should be made in a timely manner.  If this is not practical, an interim reply should be made.

SECTION 2.  CONTRACT REPORTS

4.2.1  General.  This section establishes requirements for progress reports, special reports, interim reports, and information/alert bulletins (see Section 5, paragraph 4.5.3 for final progress report).  Based on QRO observation and knowledge, these reports provide COs, PT personnel, and QA Division Management first‑hand information about the contractor's progress on each contract, the status of QRO and quality assurance operations, and those items which affect contract technical requirements and delivery schedule.  These reports document QRO surveillance and action taken during each phase of contract performance including acceptance or rejection of contractor's offered systems, equipment, supplies, materials, and/or services.  These reports must also describe those actions which, in the QRO's opinion, should be taken by FAA to mitigate actual or potential problems.


1.  Progress Reports.  Progress reports are used to report contractor’s progress and status.  A separate progress report is required on each contract from the assigned QRO.  These reports shall be submitted monthly unless otherwise approved by the Branch Manager.  Progress reports will include information related to any trips performed during the reporting period, i.e., subcontractor surveillance visits, Technical Center testing, site acceptance test/final acceptance, etc.  Associate QROs providing QA support will furnish input to the QRO for incorporation in the progress report.


2.  Special Reports.  Special reports are used to report unusual situations or actions (e.g., waste/fraud/abuse/mismanagement) which, in the QRO's opinion, warrant action by the Branch Manager.  These reports shall be submitted to the Branch Manager with no other distribution.


3.  Interim Reports.  Interim reports are used to inform management of planned scheduled events that have not been completed because of significant problems.  These reports are made during the period between normal progress reports.  Interim reports document specific problems and do not replace the normal progress report.  The document should be identified as an interim report, the subject stated and the contents written in a clear concise narrative form.


4.  Information/Alert Bulletins.  These bulletins should be forwarded by email to the QA Branch Manager, CO, PTL, and TO to inform or alert management about significant events that occur within the company to which the QRO is assigned.  These reports should be used to transmit such items as significant changes in company management/organization; impending strikes; major financial issues; etc.  The Branch Manager will then forward the information to other levels of ASU management, as warranted.

4.2.2  Format of Progress Reports.  Reports shall be numbered consecutively.  The report format shall contain a heading (Project Name, Contractor, Contract, QRO, Telephone number, date); five sections (Positive Highlights, Negative Influences, Red Flag items, Project Update, Products Accepted/Delivered); and the Distribution list in accordance with the sample format in Figure 2.  The length of the report should be one page.  The report may exceed the one-page requirement because of increased QA/contract activity or at the QRO’s discretion; however, the objective should be to prepare a concise report that provides project quality assurance status and issues to our customers.  Attachments may be provided as the QRO deems appropriate (e.g. metrics).  Submission of the report via electronic mail constitutes electronic signature of the report.  

4.2.3   Narrative Portion of Report.  

The body of the report contains the following sections:


1.  Positive Highlights.  In bullet format, describe project successes for the month.  During some months, these may be less than “Major.”  Pick three to five of the most significant.  This section will always contain some information.  Examples of information to be included are systems tested, issue resolution, upcoming activities, and audits performed.


2.  Negative Influences:  In bullet format, describe negative influences on the project.  These may include corrective actions taken, loss of personnel, part shortages, funding, etc.  This section does not include “show stoppers.”  This section may indicate “None,” if that is the case.


3.  Red Flag Items.  In bullet format, this section will only flag “show stopper” issues or high risk items in bullet format.  These are issues that require FAA intervention and/or have major impact on the project (e.g. cost, schedule).  This section may indicate “none” if that is the case.  


4.  Project Update.  In a short paragraph, augment the information contained in the Positive Highlights, Negative Influences, and Red Flag Items.  The goal is for the entire Progress Report to be a single page (less any cover sheet), so this section should contain clear, concise statements regarding project goings-on.  The report is intended to capture the attention of the reader and promote further discussion on items of interest.  This format will provide our customers with a quick and clear review of project issues on a monthly basis.  The report will be standardized, so customers with more than one project will receive the information in a uniform fashion that will become familiar to them.  Learning the important issues of the project will be more reliable with less of an opportunity for a fact to be missed (or buried) in a long report containing repetitive information on a month-to-month basis.


5.  Products Accepted/Delivered:  In a table (see sample in Figure 2), list the products that have been accepted and/or delivered in that reporting period.  Include Contract Line Item Number (CLIN), Part Number, Part Name, Quantity, Balance, and Total dollar amount.

4.2.4  Dlstrlbutlon.  Progress reports and interim reports are addressed to the CO with copies distributed as follows:


1.  Original to the CO.


2.  Copy to the cognizant PTL and TO.

3. Copy to QRO's Branch Manager.


4.  Copy to Property Administrator, as appropriate.


5.  Copy to QRO contract field file.


6.  Copies of contract progress reports affecting initial provisioning actions and schedules should be furnished to the appropriate provisioner at the FAA Logistics Center (AML).

4.2.5  Timeliness.  Progress reports should be submitted within three workdays of the same date each month.  Branch Managers may designate specific days to submit reports in order to meet deadlines for submitting reports to higher levels.  Associate QRO input will be provided within a timely manner to meet report deadlines.

FIGURE 2.  SAMPLE OF MONTHLY PROGRESS REPORT 

	Project:  Full Name of Project (ACRONYM)

QRO:  John Smith, ASU-220

Contractor:  ABC, Inc.; City; State

Telephone:  XXX-XXX-XXXX

Contract:  DTFA01-XX-C-00000





      Date:  April 29, 2003
Monthly Progress Report #10

Quality Assurance Division

Positive Highlights:

· FAT for the Chicago system completed successfully

· A solution for the UPS recharge issue has been found and is in work

· Production work for the next system continues as planned

· ABC, Inc. has added an additional quality engineer to their team

Negative Influences:

· Modem cables received from MNO, Inc., will require a work around

· Progress on resolving the Remote Monitor problem is falling behind planned schedule

Red Flag Items:

· The two unions representing company personnel say “strike” within 10 days

Project Update:

All production and test efforts remained on track for April.  The Chicago system successfully completed FAT and is being staged for shipment.  The UPS recharge time out of spec. condition has been resolved – The load used during the test was the wrong value and caused an error message to be generated.  The procedure has been updated.

The modem cables used in the Cabinet Assembly were delivered less the mounting hardware.  ABC, Inc. has decided to install the hardware themselves because of the turn around time.  MNO, Inc. provides these cables as GFE.

We welcome John Jones to the team for ABC, Inc. Quality Assurance.  He will be responsible for the Remote Monitor issues, in addition to his regular duties.

Products Accepted/Delivered:

CLIN:

Part Number, Part Name:

QTY:

Balance:

Total Dollar Amount:

0002A

860700-1, Controller Display

20

40

$200,000.00

1001

Weather System

1

14

$425,000.00

Distribution:  Mary Roberts, C.O. ASU-380; Ron Edwards, PTL; Bernard Bond, Technical Officer; Alan Mann, ASU-220; Tom Moore, ASU-210; QRO field file




SECTION 3.  ACCEPTANCE

4.3.1  General.  Acceptance (or rejection) of supplies or services under FAA contract shall be made by the QRO on Form FAA-256, Inspection Report of Material and/or Services, unless the contract specifies otherwise.  Under Inspection Interchange Agreements, the QA Division may be requested to administer, inspect, and accept supplies or services for other Department of Transportation agencies, or for other Government departments.  Acceptance under these contracts will be made as prescribed, using the forms specified therein.

4.3.2  Shipments.

1.  The QRO shall ensure that the contractor preserves, packages, packs, and marks the equipment and materials in accordance with specified contractual requirements and that shipping instructions are followed.


2.  The QRO will also ensure that the contractor properly executes transportation documentation (e.g. Transportation Service Order (TSO)/Government Bill-of-Lading (GBL) as applicable), FAA Form 4500-1 and other related shipping documents, and accomplishes forwarding action in accordance with contractual requirements. (The TSO replaced the GBL for domestic shipments in March 2002.)

4.3.3  Security Classification.  Classified information shall not be included on Form FAA-256 or any other prescribed acceptance form.  When classified material is to be shipped and the contract description of the material is classified, enter only a general description which does not require security classification, for example, "Standard Materials", "Electronic Equipment", or the like.  When information other than the description of the contract item is classified by the contract, the applicable space of the form shall be left blank.

4.3.4  CERTIFICATES OF COMPLIANCE (COC).

1.  When a COC is permitted by a contract and the QRO deems its use warranted, the QRO shall coordinate with the CO and TO, as appropriate, through the QRO’s Branch Manager for the advisability of using the contractor's COC as a basis for acceptance of supplies and services.  The following should be considered in making the determination:



(a)  Nature of the supplies and intended use.



(b)  Administrative costs associated with accomplishment of required quality assurance functions.



(c)  Risk of receiving defective material in the FAA based on the contractor’s past record, current quality system, and other relevant factors.


2.  If the COC clause contained in the contract is considered inappropriate, the CO shall be notified accordingly.


3. The COC statement required by the contract shall be prepared by the contractor and submitted to the QRO.  Copies will be attached to all completed copies of Form FAA-256.

4.3.5  Inspection Report of Material and/or Services, Form FAA-256.  The following instructions apply when Form FAA-256, Figure 3 (or equivalent), is issued as the official inspection/acceptance record.  The QRO shall ascertain that all information, including signature is legible on all copies.


1.  Block No. 1 - Report Number.  Generally, report numbers will be in sequence, starting with No. 1, for each line item of the contract.  Rejection reports will be part of the sequence.  However, items may be combined on a single report form for one‑time inspection/acceptance where all, or nearly all, items are accepted the same day or where there are so few reports that there can be no confusion.  If it becomes necessary to correct Form FAA-256, a new form will be issued using the same report number as the original with addition of the word "Amended" in block number 1.  The reason for the amendment shall be entered in block number 23.


2.  Block No. 2 - Date.  Enter the date of the report.  This is the date the report is filled out (which might be later than the acceptance date which is shown in Block No. 14).


3.  Block No. 3 - Order Number.  When applicable, enter the purchase order number covering equipment or services on a contract or on an open market purchase.


4.  Block No. 4 - Contract Number.  Enter the contract number.  On small purchases (purchase orders), this block does not apply and will not be completed.


5.  Block No. 5 - Item Number.  Enter the number(s) of the contract line item(s) covered by the report.  All-encompassing figures may be used as "1 through 39" or "1 through 22, except Item 17".  Where sample units are inspected in accordance with a clause of the contract and held at the contractor's plant for delivery at a future date, mark after the item number "Clause ______________of the contract" and indicate that the item was inspected in accordance with a special clause of the contract and that it is not final acceptance of a production unit of the line item.  When one report covers the entire contract, Blocks 16, 17, 19, and 21 should show "all units and items".  Individual line item(s) with quantities and serial numbers will be listed on the continuation sheet, Form FAA-256a.


6.  Block No. 6 - Material and/or Services Inspected.  Enter the contract nomenclature for the line item(s) covered by the report.  In the event several line items are covered, use terminology of all, such as "instruments", "tools", "spare parts", or the like.


7.  Block No. 7 - Contractor.  Enter name and address of contractor awarded the contract.


8.  Block No. 8 - Manufacturer.  Enter name and address of company presenting material for inspection/acceptance.


9.  Block No. 9 - Place of Inspection.  Enter the name and address of the company where inspection/acceptance is performed.  If the same as Block No. 8, enter the words "same as above".


10.  Block No. 10 - Serial No(s).  When the line item has subassemblies containing several serial numbers, list only the number on the governing nameplate, except where special equipment requires more than one serial number because it is an assembly of two or more major assemblies.  In that case, the two or more significant serial numbers should be identified and recorded.  Serial numbers of all items, differentiating between rejections and/or acceptance will be entered.  The total number of serial numbers entered should equal the sum of the quantities shown in Blocks 15 and 16.


11.  Block No. 11 - Date notice Received.  Leave Blank.


12.  Block No. 12 - Date Ready.  Enter the actual date material (contract line item) is presented for inspection/acceptance.


13.  Block No. 13 - Date Started.  Self‑explanatory.


14.  Block No. 14 - Date Completed.  Enter the date the inspection was completed.  Final inspection and acceptance is not completed until packing and marking has been observed.  In cases where packing and marking are separate line items on the contract and may be witnessed by another representative, or the time between acceptance of the material and packing and marking is three working days or more, so state in Block No. 23 "Remarks".


15.  Block No. 15 - Rejected.  Ordinarily, when a unit is found to be defective, then corrected, resubmitted, and accepted before the lot inspection is complete, the unit will not be classified as a reject nor will it be entered in Block No. 15 as such.  In special cases, such as the contractor's repeated submission of unacceptable units, it is proper to issue an Form FAA-256 rejection.  An Form FAA-256 rejection will be issued on a non‑resident facility, when the QRO visits the contractor's facility and finds the submitted material is not acceptable.  A failure of type or environmental test may also be rejected on an Form FAA-256.  Specific reasons for rejection will be entered in Block No. 23, "Remarks".


16.  Block No. 16 - Accepted.  Self-explanatory.


17.  Block No. 17 - Submitted.  Self-explanatory.


18.  Block No. 18 - Rejected.  Self-explanatory.


19.  Block No. 19 - Total of units accepted.  Where sample units are inspected/accepted under a clause of the contract as described in Block 5 above, the totals are not to reflect final acceptance of those units until accepted as production items.


20.  Block No. 20 - Quantity.  Self-explanatory.


21.  Block No. 21 - Accepted to date.  Self-explanatory.


22.  Block No. 22 - Balance remaining.  Self-explanatory.


23.  Block No. 23 - Remarks.  This block is for pertinent information for which no other space is provided on the form, e.g., conditional acceptance, destinations of direct shipments, TSO/GBL numbers, carriers, total weights, quantity, and cubic contents of shipment.  Explanations such as "Sample Unit to be retained at contractor's plant and shipped with final item on the contract", "Markings conform to telegrams, CO, 6 July 95" or "Instruction books packed behind door of control panel" are properly entered in this space.


24.  Block No. 24 - Inspected by.  Type the name and title of the QRO inspecting the material or services.


25.  Block No. 25.  The QRO who accepts the material or services signs here.  No one should sign for another.  The person signing is responsible for assuring that the material or services described on the Form FAA-256 meet(s) the contract requirements.  The date of signature is the date of acceptance.

26.  Notes.


(a)  When a contract provides that inspection shall be performed at the contractor's facility but that final acceptance shall be made at destination, the words "as accepted" in the statement following block 24 shall be crossed out either by typewriter or in ink, and the following entry shall be made in Block No. 23:  "Factory test and inspection satisfactory; acceptance is at destination."



(b)  Conditional acceptance can only be authorized by the Contracting officer.  This must be noted in the remarks section, block 23, and the condition(s) must be described.



(c)  When an electronic Form-FAA 256 is used, the contents should be consistent with the version on the ASU-200 web site.  Versions of the form that are generated by contractors are acceptable; however, the QRO shall ensure that the language on the form is consistent with the form on the web site and the guidance in this document.  

4.3.6  Distribution of Completed Form FAA-256.  The QRO prepares and distributes signed copies of the report as follows:


1.  The original to the CO.


2.  Copy to the accounting office (ABA-220 for headquarters contracts, AMZ-300 for FAA Logistics Center contracts).


3.  Copy to the contractor.


4.  Copy to the PTL and the TO.


5.  Copy to the QRO contract field file.


6.  Additional copies distributed as approved by the QA Branch Manager.

FIGURE 3.  INSPECTION REPORT OF MATERIAL AND/OR SERVICES (FORM FAA-256)

	DEPARTMENT OF TRANSPORTATION

FEDERAL AVIATION ADMINISTRATION

INSPECTION REPORT OF MATERIAL AND/OR SERVICES

	1.  REPORT NO.

     
	3.  ORDER NO.

    

	2.  DATE

    
	4.  CONTRACT NO.

    

	
	5.  ITEM NO.

    

	6.  MATERIAL AND/OR SERVICES INSPECTED

    

	7.  CONTRACTOR

     

	8.  MANUFACTURER

    

	9.  PLACE OF INSPECTION

    

	10.

SERIAL NO/S
	INSPECTION
	QUANTITY

	(If Applicable)
	11. DATE

   NOTICE

    REC'D
	12.

DATE

READY
	13.

DATE

STARTED
	14.

DATE

COMPLETED
	15.

REJECTED
	16.

ACCEPTED

	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 

	
	PREVIOUS

REPORT/S
	THIS

REPORT
	TOTAL

TO DATE
	
	

	17.

SUBMITTED


	 
	 
	 
	20.

QUANTITY ON

ORDER
	 

	18.

REJECTED


	 
	 
	 
	21.

ACCEPTED TO DATE


	 

	19.

 ACCEPTED


	 
	 
	 
	22.

BALANCE REMAINING
	 

	23. REMARKS

	

	24. INSPECTED BY

    
	TITLE

            

	   THE MATERIALS AND/OR SERVICES LISTED HEREIN HAVE BEEN INSPECTED, OR CERTIFIED TEST DATA HAS

   BEEN EXAMINED, BY ME OR UNDER MY SUPERVISION.  THE MATERIALS AND/OR SERVICES LISTED ABOVE AS

   ACCEPTED CONFORM TO CONTRACT REQUIREMENTS.  THOSE LISTED AS REJECTED DO NOT CONFORM AND

   MAY NOT BE DELIVERED, EXCEPT AS AUTHORIZED UNDER "REMARKS."



	25.

     
	TITLE

           
	DATE

  

	(Use Form 256a for Continuation Sheet)
	PAGE ____ OF ____ PAGES


                 Form FAA-256(3-61)









Rev. B (3/03/95)

4.3.7  Project Material Shipping Notice/Receiving Report Form 4500-1.  FAA Order 4650.30, Management and Control of NAS F&E Projects/Materiel, describes the activities associated with FAA Form 4500-1 in detail.

4.3.7.1.  Introduction.  The FAA Form 4500-1 is generated in the Project Material Shipping and Receiving System (PMSRS) and Logistics and Inventory System (LIS).  PMSRS is the FAA's automated, on-line computer system used to control property and provide records management for vendor shipments of nationally procured project material.  The PMSRS serves as the mechanism for providing:


1.  Shipping information to the contractor


2.  Shipping notice to the consignee


3.  Receipt information to all offices concerned


4.  The assurance of proper accountability records for both physical and financial control.

4.3.7.2  Accessing PMSRS.  To access PMSRS, the QRO must obtain a user id and password authorized by the ASU-400, LIS Coordinator.  A request for user id/password with the following information must be submitted to the LIS coordinator:


1.  First, last name and middle initial


2.  Last 6 digits of social security number


3.  Job title


4.  Routing symbol


5.  Business address


6.  User’s telephone number


7.  Supervisor’s name and telephone number

NOTE:  If the user id/password is not used to access PMSRS for 90 consecutive days, it will expire.

4.3.7.3.  Types of Deliveries.


1.  Non-Turnkey Shipments.



(a)  F.o.b.  Destination.  Shipments for which the contractor is liable for both the material and cost of the shipment while in transit, until actual acceptance by the Government.  The Government takes title to equipment at time of receipt and acceptance.



(b)  F.o.b. Origin.  Shipments for which the Government (1) is liable, (2) accepts, (3) is responsible for the shipping cost, and  (4) takes title to (thereby making them accountable for) the material at time of shipment.  Shipments are made by TSO's or GBL’s provided by the transportation officer.



(c)  In-Place Shipments.  Shipments (normally f.o.b. origin) accepted by the FAA while still physically located on the contractor's premises.  Acceptance constitutes taking title to, thereby making the FAA liable and accountable for such equipment.  These requirements do not apply when contractors are authorized to hold property under applicable Government Furnished Property regulations.


2.  Turnkey Shipments. These are shipments for which the contractor is liable for both the cost of the shipment and the material until acceptance by the Government during the Contract Acceptance and Inspection (CAI).  Government takes title to equipment after CAI.

4.3.7.4 Responsibilities.


1.  Contractor.  The contractor is responsible for notifying the CO of all upcoming shipments (and requesting shipping instructions on non-turnkey shipments) and for following instructions included in the contract. Notification should be at least 30 days prior to anticipated shipping date or as soon as known if it is less than 30 days from date of contract or order.


2.  Integrated Product Team Lead (IPTL).  The IPTL is responsible for managing and initiating the procurement action for project material as well as providing any required shipping instructions and documents for their assigned NAS program/project area.


3.  Transportation Officer.  The transportation officer reviews the 4500-1 for accuracy.  If an error is detected, the 4500-1 is electronically returned to the initiator for correction.  Once corrected, the transportation officer will release the 4500-1 (and manually send out any attachments and TSO's/GBL’s for f.o.b. origin shipments).


4.  QRO.  The QRO is responsible for ensuring contractor compliance with contract shipment requirements.  The QRO will verify shipping information supplied by the contractor is accurate and complete by performing a pre-release review of the PMSRS 4500-1.
4.3.7.5  Pre-Release Review.

Prior to release of a PMSRS-generated 4500-1 to the transportation office, the 4500-1 is suspended in a pre-release status for 10 calendar days.  This allows for a concurrent review by the appropriate F&E project material manager and QRO.  Within the 10-day pre-release period, the QRO will verify that items/quantities to be shipped and shipment configuration (weight and dimensions) are correct and any shipping/receiving requirements are valid. 

4.3.7.6  Actions after Release.


1.  When appropriate after release of the PMSRS-generated 4500-1 (for f.o.b. origin shipments) the QRO may accept the equipment.  For QROs who do not have connectivity to PMSRS, the Transportation Officer will mail a manual copy of the 4500-1 to them if they are unable to obtain a copy from the contractor.  On manually mailed "print" copies, a copy is sent to the paying office and the consignee's serving accounting office.  If the consignee is not an FAA facility, a copy is sent directly to the consignee.


2.  Within the PMSRS, the QRO does not have the capability to modify a transaction.  If a correction is required after release by the transportation officer, the QRO will electronically designate the transaction as discrepant using the “special message “ feature of PMSRS.


3.  The QRO shall immediately contact the IPT if at time of acceptance no 4500-1 has been received.

Note:  FAA Form 4500-1 is used on all contracts for project material.  It is not used on contracts for maintenance material under Operations appropriation funding (OPS).

SECTION 4.  PROGRESS PAYMENT REQUESTS

4.4.1  Background.  To be applicable, progress payments must be authorized by the contract.  They apply only to fixed price contracts and are generally used when there is a long lead time between the beginning of work and the first delivery, and the necessary outlay of moneys prior to first delivery time will have a marked impact on the contractor's working funds.  Progress payments are granted as the contractor performs work under these conditions and if he (1) has an adequate system of accounting and financial control, (2) is financially responsible, and (3) is an otherwise competent contractor.  Progress payments for the majority of FAA procurements are based on incurred costs and are related to actual progress.  Incurred costs are those costs identified through the use of the accrual method of accounting and reporting.


1.  As to invoices, incurred costs include only invoices for (a) completed work to which the prime contractor has acquired title, (b) material delivered (to which the prime contractor has acquired title), (c) services rendered, (d) costs billed under cost reimbursement of time and material subcontracts for work to which the prime contractor has acquired title, and (e) invoices for progress payments to subcontractors which have been paid or approved for current payment in the ordinary course of business (as specified in the prime contract), all properly recorded on the books of the contractor and identified with the contract.


2.  Costs incurred also include costs of direct labor, direct material, and direct service(s) identified with, and necessary for, the performance of the contract, and also all properly allocated and allowable overhead (indirect) costs as shown by the books of the contractor.

4.4.2  Responsibility.  The QRO will review contractor's requests for such payments and provide a recommendation to the CO for approval or disapproval of the request.  This will be accomplished by (1) equating the evidence of actual progress against the amount of money requested, (2) determining if the dollar value of the request is substantiated by satisfactory evidence of incurred costs, and (3) equating actual progress against the delivery requirement stipulated in the contract.  It is important that the QRO maintain awareness as to the contractor's overall financial stability.  Should he/she become aware of mechanic liens, difficulty in getting financing, "cash on delivery" requirements from vendors, a pending merger with another company, possible bankruptcy or the like, these developments should be immediately reported to the CO and the QRO’s Branch Manager (see guidance on Information/Alert bulletins, 4.2.1, subparagraph 4).

4.4.3  GUIDANCE.  Basically, the QRO is concerned with entries on the Request for Progress Payment which pertain to direct elements such as hours, personnel and material and need not be concerned with General and Administrative Expenses (G&A), other overhead entries, or cost computations.


1.  One of the better methods of evaluating progress payment requests is to request a copy of the contractor's planned performance schedule on the contract.  Most contractors do this by using a bar chart, or similar method which shows the number of days and planned resource loading for each phase (i.e., design, engineering mock‑up, purchasing, short‑and long‑lead items, production releases, material availability, manufacturing and so forth).  Evaluator should consider the planned progress versus the actual; these in turn versus the contract‑delivery requirements versus moneys requested.  More simply stated, when the physical progress is reasonable, the contractor is maintaining good effort, and delivery requirements are not impaired, then recommendation for approval of the progress payment is in order.  Conversely, should the evaluation conclude the contractor is not maintaining a good effort, and delivery requirements of the contracts are in jeopardy or will not be met, then recommendation for disapproving the progress payment usually is in order.


2.  Keep in mind that the QRO is not a cost auditor and shall not perform an accounting "audit" of costs incurred.  Substantive reasoning and good judgment is sufficient to arrive at a timely recommendation for approval or non-approval.  Normally, problem(s) of sufficient magnitude to warrant recommendation of non-approval should have been identified and reported to the CO prior to the progress payment request being submitted.


3.  Upon completion of the review, the QRO shall submit a written statement to the CO and TO recommending approval or disapproval of the payment.  This statement should reference the contract number, the request for progress payment number, and the date of the request.  In order to assist the CO in determining approval or non-approval, the statement must include a summary of the facts germane to the approval or non-approval of the request.  The statement must conclude with a specific recommendation that the progress payment be approved or disapproved.  In the case of a recommendation for disapproval, a copy should be sent to the QRO’s Branch Manager.

SECTION 5.  CLOSEOUT OF FIELD CONTRACT FILE

4.5.1  General.  After delivery of the final contract item, the QRO shall:  (1) conduct a final contract review, (2) submit final progress report, (3) submit contractor Performance Evaluation Form, and (4) submit notification of intent to closeout files.  These actions shall be in accordance with the following paragraphs.

4.5.2  Final Contract Review.  The final review should focus on a verification by the QRO that all actions, which are the QRO’s responsibility, have been consummated and that these actions have been documented to the extent practicable.  When the review indicates that there are incomplete actions, the surrounding circumstances should be investigated and resolved to a satisfactory conclusion.  The following three paragraphs are intended as a guide and represent significant items that should be considered during the final review:


1.  Examine the Field Contract File to ensure the receipt of all documentation, inspection and acceptance of all contract items, and that all corrections and/or exceptions have been accomplished.


2.  Ensure that correspondence related to the items listed in paragraph 4.5.2.1 above have been distributed to the responsible personnel such as CO, PTL, TO, etc.


3.  Verify that proper disposition has been made of Government‑Furnished Property including the documentation and its distribution.

4.5.3  Final Progress Report.  The final progress report shall indicate that no further progress reports will be submitted on this contract.  It shall also document all significant actions not previously documented or those previously reported as incomplete.

SECTION 6.  CONTRACTOR PERFORMANCE EVALUATION

4.6.1  General.  A contractor performance evaluation may be requested by the CO at the completion of each contract.  Responses to these requests should be in the requested format.


1.  Quality of End Product or Services.  The fact that the products (or services) were accepted establishes that the products (or services) were satisfactory.  However, this does not preclude a rating of “outstanding” or “unsatisfactory”.  If the quality of the products was clearly and consistently outstanding, that adjective rating should be used; however, a brief specific narrative evaluation should be included, as appropriate.  If the contractor required unusually burdensome assistance to obtain an acceptable (i.e., satisfactory) product, if numerous defects were encountered and these facts are documented in the files, an "unsatisfactory" rating should be indicated.  Include a brief, specific narrative statement of the facts as documented, to substantiate this rating, if appropriate.


2.  Timeliness of Performance.  Deliveries made in accordance with contract requirements should be rated as "satisfactory".  If satisfactory deliveries were made ahead of contract schedule, or, if the contractor accepted a tight delivery schedule and delivered on time, a rating of "outstanding" should be considered.  A major factor to consider is the amount of time ahead of schedule as compared to overall time for delivery.

One week ahead of schedule within 90 days after award of contract may be more or less significant than one week ahead of schedule 360 days after contract award.  If deliveries were frequently late, a rating of "unsatisfactory" should be considered.  When a rating of "unsatisfactory" is used, include a statement such as the following:  "Delivery was due on (Date) and was one month delinquent.  Review of the Field Contract File discloses that the Government did not significantly contribute to this late delivery."  A rating of "unsatisfactory" should be used only when all of the following conditions prevail:



(a)  Deliveries were frequently and/or significantly late.



(b)  The Government did not contribute to the late deliveries.



(c)  The above conditions were documented in the field contract file.


3.  Distribute to CO, ASU-250, and the appropriate Field Branch Manager.

4.6.2  Notification of Intent to Closeout Field Contract File.  At the time determination to closeout the file is made, the QRO shall address a memo to the CO with copies to the PTL, TO, QRO’s Branch Manager, and any other agency personnel having an intimate interest in the contract.  This memo shall request disposition instructions for data sheets, test procedures and if applicable, extra copies of instruction books, manuscripts, and drawings and advise the recipients of the intent to closeout the Field Contract File.  The memo shall also indicate that the contract files will be disposed of after 60 days unless otherwise notified.

Upon receipt of a reply, or the lack of a reply, from the CO, and with concurrence from the QRO’s Branch Manager, the QRO shall make disposition.

CHAPTER 5.  COLLATERAL DUTIES

SECTION 1.  PROVISIONING CONFERENCES

5.1.1  General.  The purpose of a provisioning conference is to identify those parts or items that need to be stocked at the FAA Logistic Center to support the equipment when it becomes field operational.  The QRO has first hand knowledge of the equipment.  This knowledge can be invaluable to the provisioner and PT in making decisions on which items need to be supported.

5.1.2  Actions Prior to Provisioning Conference.  In preparation for the provisioning conference, the QRO should review the provisioning documentation.  The documentation review may consist of review for proper part numbers, for identification of spare parts peculiar, and for completeness.  The QRO, if requested, should provide coordination between the provisioner and the contractor as to availability of the equipment, of the drawings (if required), and of the pertinent personnel for the scheduling of the conference.

5.1.3  Provisioning Conference Actions.  The QRO should attend the provisioning conference.  During the conference, the QRO provides technical guidance about the equipment being procured, assists with clarification of part numbers, and advises the provisioner of any history of part failures that could affect equipment support.
SECTION 2.  POST-AWARD CONFERENCE

5.2.1  General.  A post-award orientation conference should be held on all contracts as soon as possible, but generally not later than thirty (30) days after award, to clarify contract requirements, resolve misunderstandings, and ensure that the contractor understands and plans to meet all contract requirements.  The need for a formal post‑award orientation conference will normally be established by the CO as a result of substantive review and analysis of the contract and related reports.  When a formal post‑award conference is not scheduled by the CO, the QRO should coordinate with the CO, PTL, and TO scheduling an "informal" post‑award meeting with the contractor to discuss quality assurance program issues.  On small contracts, particularly those with small contractors, this meeting may be attended by only the QRO and one or two contractor personnel.  However, the goals of the "informal" meeting should be the same as that of a formal conference.  During this "informal" meeting the QRO must avoid any actions that indicate the provisions of the contract are being, or will be, changed.  Any misunderstanding of the rights and obligations, or of the technical requirement, should immediately be referred to the PT and the CO.


1.  Although the remainder of this section is addressed primarily to the formal post‑award conference, it should be used as guidance for the conduct of an informal post-award meeting.


2.  The complexity of the contract will determine the agenda items for the conference; an extremely complex contract may require participation of specialists from the contractor’s Quality, Production, Engineering, Legal, Provisioning, and Contract Administration organization.


3.  The Government's contribution to the post‑award conference should be the result of a well-planned, coordinated, and informed team effort.  Consequently, it might be necessary to hold one or more in-house meetings prior to meeting with the contractor.  The conference, therefore, will be planned and coordinated to the degree commensurate with the complexity of the contractual requirements, and conducted in accordance with current applicable policy and directives.


4.  If a proposed program schedule (milestone chart) was not submitted by the contractor as part of the proposal in response to the Screening Information Request (SIR), Invitation For Bid (IFB) or Request For Proposal (RFP), the QRO will request such a schedule as soon as possible after award and prior to the conference.  Milestones and events listed therein should be verified for conformance with requirements e.g., (a) all contract line items, (b) parts procurement, (c) provisioning parts list, (d) breadboard design, (e) subassembly design verification, (f) total system design review, (g) drawing release, (h) submission of proposed test procedures and test data sheet, (i) production release, (j) submission of contractor's quality plan; and (k) other relevant scheduled dates and events.  The foregoing plus related items listed in the Contract Review Record may be used in the generation of Government agenda items, as a minimum, for the post-award.


5.  Items of particular interest to the QRO are:  contractor’s submittal procedures, organizational responsibilities including those responsible for interface with the QRO, contractor’s requirement for requesting or providing information, e.g., FAA Form 4500-1 and certification requirements of FAA-G-2100.


6.  Contractual QA elements and QRO responsibilities should be presented and discussed at the post-award conference.


7.  A copy of the post award conference record shall become part of he QRO contract file.

8.  If, at the time of pre-post award and/or post-award meeting the QRO has not been selected, the QRO will be represented by the Branch Manager or designee.

SECTION 3.  FAA TEST AND EVALUATION

5.3.1  General.  The QA Division will provide support services during each stage of the Test and Evaluation (T&E) program, as required by the contract.

SECTION 4.  SUPPORT FOR THE PRODUCT TEAM

5.4.1  Product Team Representation.  As the PT’s quality representative, the QRO shall keep the PT advised of the status of all pertinent contract items.  The PT should be made aware of all contractor actions that could adversely affect product quality, schedule, or price, and should be advised of any areas where Government inaction could have an adverse effect on contract performance.  The PT may request that the QRO investigate specific technical problems, review documents, or perform other duties.  To the extent practicable, and as time and workload permit, the QRO should perform these tasks as requested.  Caution must be exercised to avoid actions that exceed the authority delegated to the QRO.  When the contract requires Government approval of specific documents, such as test procedures, test data sheets, name plate drawings, instruction book manuscripts, and Provisioning Parts Lists, the QRO should provide written comments to the PT in a timely manner.

SECTION 5.  CONTRACT PROPERTY ADMINISTRATION SUPPORT

5.5.1  General.  ASU-210 is responsible for property administration in ASU-200.  As part of the audit process, each QRO and Associate QRO is expected to provide in-plant support to this activity by monitoring the contractor’s operations.  The QRO reports discrepancies found during the property audit to the Property Administrator.

5.5.2  Contract Property Administration.  The QRO will verify that:


1.  The contractor has delegated or assigned a specific person as “Property Custodian” responsible for management of Government property accountable to a specific contract.


2.  The contractor complies with the documented property control process.

5.5.3  Acquisition.  The QRO will verify that:


1.  All property is recorded and controlled in the contractor’s property management records.


2.  The contractor obtains TO prior approval and reports all acquisitions of contractor Acquired Property (CAP) to the FAA Property Administrator (PA).

5.5.4  Receipt Processing,  The QRO will verify that:


1.  For contractor Acquired Property, the contractor maintains appropriate records of incoming receipts per their approved written property control procedures.


2.  For Government Furnished Property (GFP), the contractor appropriately identifies and records discrepancies on FAA Form 4650-12, and returns completed original to the FAA PA.

3.  The contractor notifies the FAA PA when overages, shortages, damages and/or other relevant information are discovered upon receipt of GFP.


4.  The contractor has and complies with procedures for identifying and segregating hazardous materials.

5.5.5  Warehousing.  The QRO will verify that:


1.  The contractor segregates Government property from contractor owned property and safeguards it from damage and deterioration.


2.  The contractor takes appropriate action and notifies the FAA PA regarding lost, damaged or destroyed Government property while in storage.

5.5.6  Inventory Control Records.  The QRO will verify that:


1.  The contractor has and complies with contractually required inventory controls.


2.  The contractor has and complies with contractually required procedures and policies governing supply support of spares.

5.5.7  Receipt and Issue Files.  The QRO will verify that:


1.  The contractor provides for, and complies with, contractually required receipt and issue records and controls.


2.  The contractor maintains and reports to the FAA PA any material/equipment established as scrap or salvage.

5.5.8  Property Use.  The QRO will verify that:


1.  The contractor uses Government property only as authorized.


2.  The contractor reports to the FAA PA all plant equipment no longer justified.


3.  The contractor monitors subcontractor compliance with property provisions requiring safeguarding, care and use of Government property.

5.5.9  Maintenance.  The QRO will verify that the contractor performs and records the scheduled maintenance, including preventive maintenance, as required by procedure.

5.5.10  Capital-Type Rehabilitation.  The QRO will verify that the contractor complies with contract requirements regarding maintenance and reporting of capital equipment, including such action as inspection of buildings and other capital equipment and reports to the FAA Property Administrator.

5.5.11  Physical Inventory.  The QRO will verify that the contractor performs physical inventories in accordance with approved procedures and schedules.

5.5.12  Recording Of Inventory.  The QRO will verify that the contractor develops and maintains inventory records as required by contract and internal procedures.

5.5.13  Reporting.  The QRO will verify that the contractor provides timely and appropriate contractually required reports (including annual and financial reports) to the FAA PA.

5.5.14  Property Disposal.  The QRO will verify that:


1.  The contractor assures that Government identification and/or markings are removed prior to disposal of the GFP.


2.  The contractor’s description of Government property on inventory schedules for disposal is accurate, i.e., description, quantity, condition, etc.


3.  The contractor’s disposal actions are completed and that excess property is shipped within a reasonable time after receipt of disposal instructions from the FAA PA; and that surplus property is screened against ongoing contracts for possible need.

SECTION 6.  STRIKES/LABOR PROBLEMS

5.6.1  General.  The QRO should immediately notify the PTL , the CO and the QRO’s Branch Manager of any strikes, impending strikes, or labor problems at the contractor’s facility.  Specific information that should be reported includes the notification of the impact of the strike on progress of the contract, the date(s) of votes to end the strike, possible expansion of the strike to include additional contract personnel, and the like.  In the event of picketing, the QRO should not attempt to cross the picket line, but should request instructions from the Branch Manager.

SECTION 7.  SITE OPERATION

5.7.1  General.  On contracts that provide for contractor installation, the contractor's quality plan should include on-site quality operations as well as appropriate implementing procedures.


1.  The QRO should refer to paragraph 2.3.3, subparagraph 4, Special Provisions, and consider the following for the site activities:  site schedule with QRO resource loading, methodologies for surveillance, checklist for site activities, training (familiarization with equipment, QRO conduct at the site, security, etc.).  Refer to Chapter 3 for examples of surveillance activities.  Other chapters should be used as guidance to the extent practicable.


2.  Prior to each trip to a site, the QRO should coordinate with the PT, regional personnel and the QRO's Branch Manager, identifying the purpose of the trip and schedule.  In those cases where site acceptance of a turnkey installation is delegated by the CO to the Field TO/Resident Engineer, the QRO shall provide the TO/Resident Engineer with information regarding the contractor’s quality system commitments.  This information shall include appropriate copies of contractor procedures, organization, etc., and shall provide for feedback of deficiencies to the PT.  When the QRO is assigned the responsibility for formal acceptance of site installation, the QRO shall use the relevant tools and techniques used in the factory.

SECTION 8.  DATA COLLECTION/METRICS REPORTING

5.8.1  General.  The QRO collects, reports, and maintains data on all contracts assigned responsibility as follows:


1.  QRO QA Plan Measures.  For each project, it is recommended that the QRO develop a set of measures that will show the implementation and status of QRO operations identified in the Plan.  Data for these measures should be refreshed on a monthly basis.  The measures should be formatted as metric charts, and included in the progress report.  Ideas and sample metrics can be found in the ASU-200 Toolbox.  To access the ASU-200 Toolbox on the Internet website go to the ASU Home Page and select ASU-200, then select ASU-200 Toolbox.  Contact the ASU-250 SOFTWARE QUALITY and INDUSTRIAL EVALUATION BRANCH for more information on Metrics and the Toolbox.


2.  Contract Data.  For each contract for which the QRO has primary QA responsibility, the QRO shall maintain:  (a) contractor Name, (b) Contract Number, (c) IPT and PT being supported.


3.  Form FAA-256.  The QRO shall maintain an accurate count of the number of FORM 256 documents executed on each contract and the dollar value of each Form FAA-256 executed for each contract separately.

5.8.2  Reporting.  The QRO shall furnish the Branch Manager the data specified above as follows:


1.  QRO QA Plan Measures – via the Progress Report 


2.  Contract Data and Form FAA 256 – a report by contract upon request by the branch manager.

SECTION 9.  GIDEP SUPPORT

5.9.1  General.  The QRO should monitor contractor operations regarding the Government and Industry Data Exchange Program (GIDEP) requirements as follows:


1.  For contracts that specifically require the contractor to participate in the GIDEP process, the QRO should verify compliance with all detailed requirements, e.g., reviewing, preparing and distributing appropriate reports, etc..


2.  Where no specific contract requirement exists, the QRO should periodically check the GIDEP data base for “Alerts” and “Safe-Alerts” to assure that the contractor is aware of relevant information and takes appropriate action regarding equipment and/or services provided (reference FAA Order 4470.2).

APPENDIX –A- 

FORWARD

SQA Model v2.0

The Software Quality Assurance (SQA) Model was developed as a framework for implementing quality assurance programs on software intensive projects.  A software intensive project is defined as:

 - software development greater than 50K SLOC;

 - or the software product designated as a CSCI;

 - and with a project duration of at least one year.

The model  provides a reference for comparing actual activities against model best practices and can be used as a guide for implementing new SQA programs. The model is intended to cover the full life cycle from pre-award through maintenance and includes software quality assurance activities directly associated with the pre-award phase and with supporting product teams.

The SQA model is intended for use as a supplement to the Quality Reliability Officer's Guidebook (WI-200-01),  which covers all the essential elements of acquisition, engineering, and program management.

PURPOSE:    The SQA Model is intended for use for the following purposes:

    · Documenting  SQA processes

    · A reference model for what constitutes a good SQA program

    · A process improvement tool for meeting ISO and iCMM requirements and goals

    · Identifying  competencies

    · Aid in determining potential workload

    · New employee guide

    · Management tool for determining SQA effectiveness 

MODEL ORGANIZATION and FORMAT:   The model is organized by process areas, which in turn relate to specific software quality assurance objectives.  Each process area has specific goals and activities designed to meet those goals. Process Areas have been mapped to the life cycle phases of the development process.  The Model is further augmented with implementation procedures.
PROCESS AREA:   Process areas represent a set of related activities, which when performed collectively, can achieve a defined goal or goals.  The SQA process areas are specifically intended to  provide the essential elements for conducting  Software Quality Assurance. 

GOAL:  The outcome or product of the Process Area.  

ACTIVITY:  Base Practice or sequence of activities that are employed to meet a goal.  

PROCEDURE REFERENCE:  Refers to procedures (not physically contained in the model) that provide guidance on how to accomplish an activity.

LIFE CYCLE:  In order to provide a better understanding as to when Process Areas are active,  they are mapped to the following project phases:

 - Pre-contract award

 - Software Requirements Analysis

 - Preliminary Design

 - Detailed design

 - Code & Unit Test

 - Computer Software Component (CSC) Integration & Test

 - Computer Software Configuration Item (CSCI) Test

 - System Integration & Test

-  Maintenance Phase

It should be understood that not all PA's begin and end in a single phase and some PA's may overlap. 

GENERIC PROCESS AREAS:     During the development of the SQA model,  several  process areas were determined  to be generic, (not unique to an aspect of SQA.)  Although not a component of the Model, these generic process areas have direct impact on the success of the SQA program:

Ability to work as a team Member.  Establishing and conducting value added quality assurance (software or hardware) requires working closely with product teams, contractors and other quality assurance personnel.

Communication.   Effective verbal and written communication to management, product team members and contractor personnel both formal and informal is a vital process in a good quality assurance program.

Provide OJT, Formal Training, and Identify Skill Gaps and recommend formal training opportunities.  Assist SQA personnel or other QA members with SQA activities. The goal for this process area involves maintaining the organizations ability to increase needed skills.

REFERENCES: 

    1.   FAA-iCMM (Federal Aviation integrated Capability Maturity Model).  

    2.   Quality/Reliability Officer Guidebook ASU-200, WI-200-01

    3.   ISO 9000 series

    4.   FAA-STD-026 (IEEE/EIA 12207)

AUTHORITY:    This model constitutes a guide for conducting effective SQA and should be considered as the SQA portion of the QRO Guidebook with ASU management endorsement.
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Software Development Standards (PA-1)
Purpose:

This procedure implements the activities of the “Software Development Standards” process area.  Its purpose is to ensure that product teams are advised on the selection, tailoring, and appropriateness of standards for software acquisitions.  In addition, this procedure helps to uniformly apply criteria derived from software standards in the project’s software quality assurance program. This procedure also helps to assure that contractor plans are consistent with the life cycle needs of the project as defined by the standard. 

Procedure:

Pre contract award activities:

· Review the Screening Information Request (SIR) and determine the scope of the software development effort.  Additional research may be required (interviews with other product team personnel) in order to fully understand the requirement.

· Analyze the overall effort and determine the appropriate standards (software development and quality assurance), including tailoring, for the contract.

· Review the product team recommendations for software development requirements, as noted in the SIR, and determine if they are consistent with your own review of the SIR.

· Provide feedback to the product team (including revised standards requirements).  Feedback should include specific contract language, if changes are recommended.

· During source selection, evaluate the contractor’s plans for consistency with requisite standards, project life cycle requirements, and general project needs.

· If a pre-award survey is conducted, determine if project standards are thoroughly understood by the offerors.

Post contract award activities:

· If a post-award conference is conducted, verify that the contractor has a clear understanding of the project’s standards.

· Evaluate the contractor’s plans and procedures for consistency with the project’s contractual standards.

· Use the project standards as a guide in evaluating contractor management and process performance.

· Extract, and apply, relevant criteria from the project standards in the conduct of audits, reviews, inspections, etc.

Typical Work Products:

Comments to the product team, SIR review records, audit guides, corrective action requests, review notes

Design Methodologies and Techniques (PA-2)

Purpose:

The purpose of process area is to advise and recommend on design methodologies and techniques in order to determine adequacy, completeness, and acceptability of the design.

This includes mathematical models, CASE Tools, Object Oriented Design, Data Flow Diagrams, Analysis and trade-off studies.

Procedure:

QRO Design Audit Procedures are: 

· Verify that all requirements are allocated to the design

· Review and verify that the design documentation is complete and consistent with the system level specification.

· Evaluate to assure that the design methodology supports the target language capabilities.

· Review and verify that the design documentation is complete, and consistent with the system level specification.

· Evaluate to assure the design methodology support the target language capabilities.

· Participates in Design Inspections to ensure that the software requirements specified in the software requirements specification are allocated to the computer software components (CSCs) and clearly represented in the Software Design Documentation.

Typical work products:

Progress Report, Audit Action Report.

Pre-Award Process (PA-3)

Purpose:

The purpose of this procedure is to capture all the software related activities that ASU-200 might be involved in during the pre-award time frame. The pre-award activities fall into three distinct areas: QA plan evaluation, Pre-award surveys, and participating in Software Capability Evaluations (SCEs). These areas help to define our participation in the PT contractor selection process. The following sections discuss each area as indicated.

Procedure:

QA Plan Evaluation:
The intent of the procedure is to provide guidance in writing QA requirements for inclusion in the contract and evaluation of contractor submitted plans. The following steps below list some of the things to consider.
· Review and comment on the Screening Information Requests (SIRs) to find out what is being requested in terms of a system and also to insure that the recommended development method provides plenty of processes that help improve the overall quality of the system.

· Provide a recommendation to the PT regarding which requirements (QA, software development, metrics, etc.) should be included in the SIR based on the above review. 

· Once the bidders submit their proposals, be prepared to review, evaluate and recommend approval or rejection of each bidders QA submittal. 

· Base review of the QA submittal on requirements placed in the SIR. 

· Review, evaluate and provide comments on other software related plans as appropriate.

· Provide recommendations in a timely manner. 

Participate in Pre-Award surveys:

The intent of this activity is to obtain information on potential and existing contractors that will enable representatives of ASU-200 to better determine the degree of Quality Assurance that is practiced by the contractors.

There are two forms of survey information normally requested. The first is a profile of the contractor and his ability to develop software. The second is a more in-depth look at those things that help to determine the contractors ability to develop software.  Normally this task will be performed or lead by a member of ASU-250.  The choice of which survey to be performed will also be determined by an ASU-250 representative.  Examples of questions to be asked in the area of software can be found in the ASU-250 tool box.

· Obtain the name and a description of the contractor to perform the survey on. 

· Plan a site visit to the contractor in question.

· Determine what questions will be asked prior to the visit.

· Visit the contractor and obtain answers to the prepared list of questions.

· Give this information to the ASU-250 representative for inclusion in their database or files.

Participate in Software Capability Evaluations:

Detailed information can be found in the FAA’s SCE Guidelines and the SQA Model PA-10.

Typical Work Products:

Written comments, Pre-Award Survey Audit Reports, and Audit Guides.

Planning (PA-4)

Purpose:

The purpose of this procedure is to provide guidance to the area of evaluating a contractor’s software quality assurance plan and to assist in the development of the QRO Contract Plan.  All products of this section should be in accordance with the QRO guidebook. 

Procedure: 

· Review and analyze contract documents (i.e., SOW, CDRLs, transition package from ASU-250, etc.) for quality requirements.  Extract the software quality requirements from the applicable documents. 

· Coordinate with ASU-250 on the appropriate tailoring of the SQA Model.  An initial tailoring package will be included with the transition package.  The final tailoring should be included in the QRO Contract Plan.

· Review the contractors software quality plans and compare with the contract requirements for consistency and compliance. 

· Identify and document those areas that appear to be inconsistent. 

· Seek clarification or corrective action from the contractor for those areas that appear to be inconsistent. 

· Review and analyze software quality assurance plans, procedures, and other contract data to help determine specific audit areas.

· Develop a QRO Contract Plan per the QRO Guidebook.

· Implement surveillance activities in accordance with the QRO Contract Plan.

· Revise the QRO contract plan in accordance with the changing work situation.

Typical Work Products:

QRO Contract Plan, schedule containing software audit areas and frequencies.

Requirements Management (PA-5)

Purpose:

Assess system-engineering products, and assure requirements traceability throughout the software life cycle and to assure that all requirements documentation is complete and consistent.

Procedure:
· The QRO should review the System-Level specification  (SLS) document to ensure that requirements are consistent, and traceable to the Operational Requirements Document (ORD), Interface Control Document (ICD), and Statement Of Work (SOW).

· The QRO should verify that the contractor has validated that the System Segment Specification (SSS) is consistent with the System Level Specification (SLS), Operational Requirements Document (ORD), Interface Control Document (ICD), and Statement of Work (SOW).

· The QRO should verify that the contractor has validated the Software Requirements Specification (SRS) document to ensure that requirements are complete, correct, consistent, necessary, testable, and traceable to the System Segment Specification (SSS) and Statement Of Work (SOW).

· The QRO should verify that upon internal and Government approval, the System Segment Specification (SSS) and System Segment Design Document (SSDD) are placed under formal configuration control as defined in the Software Development Plan

· The Software Requirements Specifications (SRS) form the basis for all software and software documentation developed throughout the Software Development Life Cycle. The Software and Interface Requirements Specifications (IRS) are reviewed to ensure that the requirements are complete, correct, consistent, necessary, and testable

· The QRO should verify that contractor SQA is supporting Internal inspections of both the software and software interface requirements specifications held with the development team.

· The QRO should verify that the contractor SQA is supporting Internal/Formal reviews of the software and interface requirements specifications held with the Program Management Office (PMO) and or the Government.

Typical Work Products

Progress Reports, and Memo’s.

Software Tools (PA-6)

Purpose:

This procedure provides guidance in the use of software engineering project tools for conducting software quality activities, and for advising on the use of project tools related as related to the quality of software projects. Finally, this procedure provides guidance in assuring that projects tools function correctly and are adequately controlled.

Procedure:

· Evaluate the project tools which support software development (e.g., Cadre Team Work, Interleaf, etc.).

· Verify the contractor has demonstrated project tools function correctly. 

· Verify the project tools are under control.

· Use project tools to obtain software quality assurance audit data for evaluation.

· Evaluate the outputs of product tools in making product and process acceptability decisions. 

· Verify that the purpose for tools needed are adequate for the project. 

· Verify that any constraints imposed by the Government, development environment, or contractor organization, which may factor into tool selection, have been identified.

· Verify that the contractors SQA engineer is familiar with the tool to be audited, the tool domain, the environment and/or programming language, if applicable.

· Verify that the contractor SQA conducted a hands-on Evaluation of each Tool by obtaining a copy of the Product/Tool licensing scheme under CM control. Verify SQA witness of tool Installation with evidence of scenarios, which were used to evaluate the performance of the tool.

Typical work products

Progress report, Audit records.

Software Documentation Review (PA-7)

Purpose:

This procedure identifies activities for the process area of “Software Documentation Review”.  The activities associated with the FAA Quality Assurance Model process area will determine the adequacy of the contractor’s software documentation in accordance with contract requirements.

Procedure: 

· Review contract documentation (e.g. CDRLs, DIDs, SOW, etc.).

· Review and evaluate the contractor’s software related documentation in accordance with the contract requirements.

· Document and report findings. Include the following information in your audit report: document title name, date of document, paragraph, page no., audit results, and reschedule follow-up when necessary.

· Documentation should be reviewed for the following: Completeness, Consistency of documentation, Trace forward & Backwards, Correctness, Readability, and Document format.

· Generate “Documentation Review Audit Report”.

· Distribute “Documentation Review Audit Report” to product team leader, contracting officer, and branch manager via the project status report.

Typical Work Products:

Audit Report, Audit Guide, and Memos.

Software Project Management (PA-8)

Purpose:  

This procedure provides guidance for evaluating the software project’s accomplishments and reported results against the documented estimates, commitments and plans.
Procedure:

· Review and analyze the software life cycle to identify abnormal conditions (tools, staffing, schedule, etc.).
· Verify that project plans and schedules are current and are used by the project’s management team.

· Verify that the software measures identified in the project’s Software Development Plan (or equivalent document) are collected and that project management uses the data.

· Evaluate and provide comments on the resolution and tracking of identified project risks.
· Verify that changes to the project’s commitments for computer software are made with the participation and agreement of all affected groups or individuals (management, engineering, quality assurance, etc.), and that the changes are properly introduced into project plans.
Typical Work Products:
Memos, Progress Status Reports, Deficiency Records.

Software Size & Cost Estimation (PA-9)

Purpose:

To assist the PT in determining whether the contractors are using acceptable cost estimation practices, and to determine if the contractor estimates are reasonable for a software contract, by applying standard industry tools, and through the analysis of size and cost data.

Procedure:

· Determine which sections of the contractor proposal contain cost estimation information for computer software.

· Study and understand the contractor’s estimation method.

· Research the technical proposal as it applies to software engineering.  Study and understand the contractor’s software engineering environment (maturity, modern practices, staffing, tools, etc.).

· Using the information gained above; set the environmental factors for the industry approved parametric model (e.g.: Cocomo, Slim, Revic, etc.).  They should be set to represent the contractor’s software development environment as closely as possible.  Personal experience and knowledge of the contractor’s practices should influence this process.

· Run the estimation tool at least three times.  Consider modifying the environmental factors, size estimate, and schedule compression to reflect a pessimistic, most probable, and optimistic estimate.

· Using the tool outputs, and other data available, analyze the differences between the proposed estimate, and yours to determine if there are valid reasons.

· Produce a “cost realism” report to document the entire process, and your conclusions.

Typical Work Products:

Cost realism findings of the proposed estimates, worksheets, parametric model outputs.

Software Process Evaluation (PA-10)

Purpose:

This procedure will provide guidance to quality assurance personnel who are participating on Software Capability Evaluation (SCE) teams, or have responsibility for ensuring that process commitments are adhered to for the life of the project.  This procedure can also be used to help identify risks and provide focus to the QRO audit activities during the software development phase. 

Procedure: 

· Take certified training in SCE & CMM assessments.

· Review and verify that the proposed SCE methods are in accordance with official SCE guidance from the Software Engineering Institute (SEI), and FAA policy.

· Attend SCE team training as directed by the lead.

· Participate in the conduct of the SCE as directed by the lead.

· Retain copies of any deficiency reports generated.  If the SCE participant is other than the QRO, ensure that the QRO is briefed on the findings and provided with copies of process deficiencies.

· The QRO should use process findings from the SCE to help focus future audit activity.

· Monitor contractor QA and all process improvement activities.

· Track the contractor’s SCE process commitments, and ensure through audits that the contractor maintains or improves their process capability.  In most instances, the contractor’s process capability is a contributing factor during contract award.

Typical Work Products: 

Audit Guide, Deficiency Records, and memos.
Code Evaluation (PA-11)
Purpose:

This procedure implements the activities of the “Evaluating Source Code” process area.  It’s purpose is to assess the source code for compliance with the project’s programming standards and conventions, and to assure that the coded routines are compliant with other design requirements (e.g., complexity).

Procedure:

· Review the project’s software development plan, and determine what programming standards and practices apply.

· Analyze the coding standards that are used by the project and determine if they are consistent with contract requirements.  Specific contract requirements relative to programming practices are normally found in the statement of work, and embodied within the software development standards such as FAA-STD-026.  Inconsistency should be brought to the contractor’s attention.

· Extract specific attributes, from the programming standards and conventions, which you intend to verify (e.g., Header file contents, commenting, indentation of constructs, size, etc.).

· Select a statistically sound sample of coded units for your inspection.  This is important since it is unlikely that all units can be examined.

· Apply the criteria extracted from the programming standards to the coded units and determine compliance.

· Evaluate any specific design qualifications (such as complexity) for compliance to requirements.  If the contractor has automated tools, outputs can be examined.

Typical Work Products:

Audit reports, memos, corrective action, worksheets and data.

Software Development Files  (PA-12)

Purpose:

Software Development Files (SDFs) are required for good software project management, control, and for “building in” quality.  They provide necessary information and standardized documentation for reviews of design and design considerations.  Furthermore, they help those who join the project late, understand why and in what environment, the design decisions were made.

Procedure:

· Gain access to program Software Development Files/Folders (SDFs). The SDFs may be in electronic media.

· Evaluate SDF contents for the following: Format and Style Adherence, Internal consistency, Traceability and external consistency, Compliance with development standards, and Compliance with contractual requirements.

· When anomalies are discovered, seek corrective action resulting in noncompliance with developed standards or contractual requirements. See corrective action section in “QRO Guidebook” (Chapter 3, Section 5).

Typical Work Products:

SDF Audit Record, Deficiency Records, and memos.
Statistical Sampling (PA-13)

Purpose:

The purpose of this procedure is to provide guidance in the use of statistical sampling to help assess the quality of software processes and products. Another unstated goal of statistical sampling is to determine what constitutes predictable, consistent development processes and products.

Procedure:

· Based on the audit or evaluation to be conducted, determine what you want to measure or count. Examples are:  Software Development Files (SDF), software modules, unit test plans, software documents, process documents, etc.  

· Determine the total population, or the current number of items available for audit or evaluation.

· Determine the appropriate sample size using the attached ASU-200 sampling plan.

· Select a random sample.

· Apply the audit or evaluation criteria to the sample selected.

· Determine the acceptability of the lot based on the audit or evaluation findings.

SAMPLE APPLICATION OF THE ASU-200 SAMPLING PLAN:  As an example:  The contractor has a total of 175 SDFs available for audit.  The sampling plan indicates that a random sample of 32 SDFs should be selected.  Notice that the sampling plan is based on zero defective SDFs for acceptance, and rejection with one defective.  Therefore the sample evaluated must be free of defects for a determination that the entire 175 SDFs are acceptable.

Typical Work Product:

Determination of sample size, audit or evaluation records showing the number of items examined.

ASU-200 Sampling Plan

Extracted from Mil-Std-105D


 Single Sampling

 Normal Inspection

 AQL=0.10

 General Inspection Level II

	Lot Size

or

Population
	Sample

Size


	Accept/Reject Criteria

(based on defectives found)

   Accept                   Reject

	2 – 8

9 – 15

16 – 25
	2

3

5
	        0                             1

	26 – 50

51 – 90

91 – 150
	8

13

20
	

	151 – 280

281 – 500

501 – 1,200
	32

50

80
	

	1,201 – 3,200

3,201 – 10,000

-------------------------------------
	125

200

-------------------------------------
	


Software Testing (PA-14)
Purpose:

This procedure implements the activities of the “Software Testing” process area.  It will assess the adequacy of the software test process in meeting contract requirements, and assure the adequacy of software development test products (such as: plans, procedures, and reports).

Procedure:

Pre-Test Steps

· Identify the software test documentation required by the contract by reviewing the CDRL, and the SOW.

· Schedule a review of each deliverable test document identified in the SIR.

· Evaluate the contractor’s unit level test strategy and assure that it includes path coverage and unit functionality.

· Evaluate the contractor’s strategy for integration testing and assure that software interfaces, and functional threads are exercised.

· Evaluate the contractor’s CSCI level test strategy and assure that the SRS requirements are to be tested.

· Evaluate the contractor’s strategy for system level test and assure that the SSS requirements are to be tested.

· Verify that test requirements are complete and traceable from the most abstract document to the test cases and test procedures.

· Schedule test surveillance activity such that all levels of software testing are observed (unit, integration, CSCI, etc.). 

· Advise the contractor of your test coverage plan and request advanced notification for each level of testing.

Test Conduct Steps

· Verify the test is conducted in accordance with a test procedure, of the nature appropriate to the test (unit level procedures are typically informal and do not require any approvals, where as CSCI level tests are formal and the procedures are approved by the contractor and the FAA).

· Verify that the test configuration, including the software under test, is controlled and identified correctly by version.

· Verify that the correct personnel are present, as defined by the contractor’s internal process procedures, and the contract.

· Verify that the test procedure is followed as prescribed, and that deviations are documented in the test log.

· Assure that test findings are accurately recorded, and that the original findings and data are identified and controlled subsequent to the test.

· Assure that all test anomalies are recorded.

· Secure a copy of the test log for your records.

Typical Work Products:

Comments to Product Team or Test Director, audit report, test log.

Software Metrics (PA-15)
Purpose:

The purpose of this procedure is to implement the activities of the “Software Metrics” process area.  These steps will serve as a guide to apply independent analysis on software metric reports and draw the appropriate conclusions, and to independently collect and analyze technical data to produce metric reports (including charts).

Procedure:

Pre Contract Award

· Review FAA methods for metrics programs, these include the “Practical Software Measures (PSM)” and the Executive Metrics Program.

· Review the SIR for software development requirements.

· Assist the product team in using PSM, and in the selection of appropriate measures.  Although the final measures will be determined in cooperation with the contractor subsequent to contract award.

Post Contract Award

· Evaluate the contractor processes for data collection and analysis, developed metric reports and provide feedback to the product team for areas of concern.

· Analyze the overall project measurement program and determine if addition lower level (detailed) metrics collected by the QRO will add value.  Coordinate your findings with the product team.

· If QRO metrics are requested by the PT, or determined necessary by the QRO, determine the data required to support the measures, and the source.  Complete the following steps:

· Collect the required data using the appropriate means.

· Produce a chart, table, or other vehicle for communicating the results of the data collection.

· Augment the chart with a description and analysis statement to help guide the reviewer.

· Produce metric reports on a monthly basis, or as requested by the PT.

Typical Work Products:

Metric report, metric charts, comments to the product team, spreadsheets, various forms of data.

Earned Value Reporting Requirements (PA-16)

Purpose:

This procedure implements the activities of the “Earned Value Reporting Requirements” process area of the FAA Software Quality Assurance Model.  This procedure will assess cost and schedule data against plans.

The following definitions apply:
CPR  --   The Cost Performance Report is the typical CDRL used by the FAA to take delivery of the contractor performance data.

BCWS --   Represents the contractor’s baseline cost and schedule, and is established for the entire project.  It shows the cost schedule plan for the project.

BCWP --   Also referred to as Earned Value, and represents the credit given for the percent of work completed versus the units of schedule.

ACWP --   Is the actual cost incurred to complete the work tasks.

SV   --   Schedule Variance.  Is the difference between the BCWS and BCWP (calculated as BCWP-BCWS), and will show a positive or negative schedule variance.

CV   --   Cost Variance.  Is the difference between BCWP and ACWP (calculated as BCWP-ACWP), and will show a positive or negative cost variance.

Procedure:

· Obtain a copy of the contract CDRL item for cost and schedule reporting.  Typically, this information is reported in the Cost Performance Report (CPR).

· Review the report and extract the earned value measures for the project, or for a specific cost account (or sub account).  These measures include the BCWS (budgeted cost of work scheduled), BCWP (budgeted cost of work performed), and the ACWP (actual cost of work performed).

· Calculate the cost and schedule variances based on the data provided in the report.  Variations can be plotted as a useful metric.

· Analyze variance data, and provide comments to the Product Team in your progress report.

· Software packages such as “Performance Analyzer” can be used to extrapolate data for predictions on contractor cost and schedule performance.  This tool is available free of charge, and can be downloaded from the internet:  (http://www.earnedvalue.com/pamain.html)

· Review the staffing section of the CPR, and determine if the contractor’s staffing plan is met.

· When staffing levels are considered a risk to the project, provide comments to the Product Team via the progress report.

Typical Work Products:

Worksheets, metric charts, comments in the progress report.

Automatic Test Software (PA-17)
Purpose:

This procedure implements the activities of the “Automatic Test Software” process area.  It’s purpose is to assess the accuracy, completeness, and consistency of test software with the approved test requirements specification, and assure that industry accepted methods are used in validating automatic test equipment (ATE) systems.

Procedure:

· Assure that test programs used on ATE systems have been inspected (reviewed) to determine completeness.  A test program that is complete will execute all of the tests required by the test requirements specification.  This process is often referred to as requirements indexing, and is the first step in validating an ATE system.

· Verify that the contractor has configuration control procedures in place which are adequate to control the test programs and all other validation documentation and validation devices (devices include such things as:  gold boards, known good unit, known bad device, etc.).

· Assure that the completed test program is executed on the ATE system with a unit under test that is of known status (those validation devices listed above).

· Verify that the expected results were obtained by the system.  It is recommended that additional faults be inserted into the validation device to insure that the system will detect them.  This is the second step in validating an ATE system.

· Compare the test results with the expected results.  All faults should be detected by the system.

· Review the ATE system logs and discrepancy reports to assure that the system exhibits proper operational behavior (i.e., the ATE system accepts good products and rejects bad ones),

Typical Work Products:

Comments in the progress report, audit report, corrective action.

Software Audits (PA-18)

Purpose:  

The following guidelines assure consistency, and continuous improvement in software quality assurance audit activities.  A flow diagram for QRO audits is included as Attachment 1 to this procedure.

Procedure:

Planning for audit activities:    

· Review and analyze the contract and contractor documentation for familiarity with software quality assurance, and software development requirements.

· Review the appropriate contractor documents (plans, procedures, instructions, etc.), and become familiar with the contractor’s operations.

· Determine the areas, processes, and products that will be subject to audit.

· Plan the audit work in accordance with the life cycle requirements (e.g. audit design work during the preliminary and detailed design phases, and discontinue the audits after the design work is complete), and document it in the QRO Contract Plan.

Conducting the Audit:

· Determine the objective and scope (breadth and depth) of the audit to be performed.  An area which is suspect, would be audited with greater vigor.

· Verify that the contractor documents fulfill contract requirements.

· Develop an audit guide (checklist, item list, etc.) for the audit.

· Schedule time with the contractor to perform the audit.

· Conduct the audit by verifying the contractor’s compliance with audit characteristics.

· Document anomalies discovered during the audit (specific references should be included).  The completed audit guide shall contain, at a minimum, the: FAA auditor, audit date, audit area, audit location, contractor POC, and completed elements with any notes.

· Analyze audit findings.

· Document audit findings.  (See Section 3.7.4, Audit Records in “ QRO Guidebook “ for minimum requirements regarding documentation of audit results).

· If audit findings warrant, issue a request for corrective action.

· Schedule and perform follow-up audit activities, if required, to verify implementation of corrective action. See Chapter 3, Section 5 in “ QRO Guidebook “ for corrective action process.

Typical Work Products:

Audit Guide, Audit Logs, Audit Schedule, QRO Contract Plan, and memos. 



Corrective Action (PA-19)

Purpose:  

The purpose of this procedure is to provide guidance in the use of corrective action techniques to help identify and resolve any breakdown in the contractor’s quality system.

Procedure:

· Identify the problem and determine the impact to the contract development effort.

· Determine the appropriate method for requesting corrective action in accordance with the QRO Guidebook.

· Communicate the problem to the contractor and any other affected party.

· If the problem can not be corrected right away, then ask the contractor for a time frame or schedule of when the problem can be corrected. 

· Perform follow-up action to verify that the problem was corrected.

Typical Work Products:


Memo’s Log, QDRs, audit reports, audit guides.

Software Configuration Management (PA-20)

Purpose:

The purpose of this procedure is to provide guidance in assuring that the SCM processes and procedures are compliant with contract requirements. The intent of this process area is to verify that all required configuration items have been produced, that the current version agrees with specified requirements, that the technical documentation completely and accurately describes the configuration items, and that all change requests have been resolved.

Definitions:

Developmental Configuration - The application of technical and administrative direction to designate and control software and associated technical documentation that define the evolving configuration of a software work product during development. Developmental configuration management is under the direct control of the developer.

Procedure:

· Review the contractors software development plans (SDPs) and configuration management plans (CMPs) and verify that the contractor’s procedures for configuration identification, change control, and status accounting are in accordance with contract requirements.

· Review and verify that the project’s developmental configuration control used for deliverable and non-deliverable software and documentation is adequate.

· Audit the contractor’s SCM processes and procedures.

· Whenever differences exist between the configuration of the system in the development environment and the specific configuration requirements in SDPs, CMPs and other contractor documentation, they must be noted and evaluated. 

· Examine the system for vendor-provided or supplier-developed software, and seek evidence that any such software elements are under control. 

· Initiate corrective action for instances of noncompliance.

Typical Work Products:

Memo’s, Log, QDRs, audit reports, audit guides.
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