Instructions for Workload Reporting Form (QF-02)

1. Each QRO to fill out one form per program.*

2. Ensure that references to FY (Fiscal Year) are properly notated on the form.

3. All Field QA personnel supporting program to be shown.  The QRO should coordinate workload planning input among all assigned associate QROs on a program to ensure time is accurately reflected in the QRO’s workload planning input to Branch Manager.

4. End of contract is the “official” end of QRO activities on the contract (usually last delivery but may be later if site activities are involved).

5. QRO estimate of completion is when the QRO estimates activities will end based upon known problems, schedule slips, etc.

6. Under “Brief Description of Program” include a brief overview of the program, current status, and any upcoming significant future events (e.g., first article testing).

7. The remarks area is where the narrative rational is to be included to support the workload estimate.**

8. The Lead QRO assigned to a program is responsible for submittal.*

9. Guidelines for estimating workload on current projects:  Basically, you need to estimate the amount of time it should take to do your job on your project, considering proper application of the QRO Guidebook.  Your estimate might be more or less than you actually do spend.  Some factors to consider follow:  

a. How have you spent your time over the past 6 months since the last long range plan estimate.  (Note:  A review of your own Labor Distribution Reports should be done.)

b. Do not consider time spent away from this project, such as extensive special project work or a detail assignment, as time spent on this project.  

c. A more accurate estimate of workload comes after the QRO is in-plant.  Original estimates, especially those provided by others will change with experience.  

d. Problems with contractor’s quality system.  This factor may increase the time forecast to be spent on a particular project.

e. Change in technical requirements, Engineering Change Proposals (ECPs) and NAS Change Proposals (NCPs) should be considered as factors that have potential increase in time or effort especially for the out years.

f. Change in scope of work (Contract Modifications).

g. Change in major sub contractors or suppliers.

h. Change in testing program.

i. Site Quality Assurance work.

j. Review CRR/QA Plan and Audit Plan.

k. Develop a list of activities per guidebook.

l. Estimate hours/month for these activities.

m. One person-year or Full Time Equivalent (FTE) is approx. 2080 hours, subtract 280 hours for leave, holiday and training.  One FTE is approx. 1800 hours of planned work.

n. Revise estimates based on changes in contract activity.

o. Travel intensive time periods, many reasons may apply.

p.  If itinerant or part-time QRO coverage:  Estimate the number of weeks per month required for QRO coverage and then develop yearly estimate from this number (e.g. 1 week per month coverage equals approximately 0.25 FTE coverage.)

q. Any other considerations unique to your project.  

* Where a QA Team is involved the Lead QRO is responsible for completion of the form, at prime facility.  Other Field QA personnel at subcontractor or other sites (Technical Center, etc.) supporting the program should complete a form for their respective support activities.

** Narrative should provide sufficient detail to support and clarify actual QA involvement in support of program/contract being supported.  It should not include QA type activities unless said work is actually being performed or planned for the instant program/contract being reported on.

	WORKLOAD REPORTING FORM

	Program Name:


	End of Contract:

	Contract Number:


	QRO Estimate of Completion:

	Contractor:


	Location:

	Brief Description of Program (Number of systems, dollar value, schedule, status, etc.)



	Workload Forecast (by Fiscal Year) (Staffing requirements expressed as either a whole number or a decimal):

	
	Current Year FY _____ 
	Outyears as applicable

	
	Personnel by Name
	FY
	FY
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	FY
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	Remarks (current workload/activities, address, surplus/additional personnel req’d, etc.)



	Other Programs above personnel are assigned to:

(for cross reference purposes)



	Submitted by:


	Date:

	Branch Manager Review:

                                              (initials)
	Date:
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