ATTACHMENT 017

CONTRACT ADMINISTRATION PLAN

NAVAL MEDICAL LOGISTICS COMMAND

I. Definitions.

a. Administrative Contracting Officer (ACO).  The Government official responsible for administering the contract to the extent that the Procuring Contracting Officer has delegated contract administration.  For the purposes of this contract, the PCO has retained contract administration responsibilities.  Therefore, the terms PCO and ACO refer to different functions performed by the same individual.

b.
Alternate Contracting Officer's Representative (ACOR).  A Government official appointed in writing by the Procuring Contracting Officer who functions as the technical representative of the Procuring Contracting Officer in the absence of the Contracting Officer's Representative for a specific contract, for a specified period of time.

c.
Commanding Officer.  Commanding officer, Naval Dental Center Gulf Coast, Pensacola, FL or Commanding Officer, Naval Dental Center, Jacksonville, FL or Commanding Officer, 81 MDSS/SGR, Keesler AFB, Biloxi, MS or designated representative, e.g. Technical Liaison, Department Head.

d.
Contracting Officer's Representative (COR).  The Government official appointed in writing by the Procuring Contracting Officer who functions as the technical representative of the Procuring Contracting Officer.

e.
Contractor - The term "contractor" refers to the business entity with whom the government has the contract, the individual Health Care Worker, or both, as appropriate.

f.
Naval Bureau of Medicine and Surgery (BUMED).  The command responsible for all naval healthcare contracting initiatives.


g.
Naval Medical Logistics Command (NAVMEDLOGCOM).  The command responsible for implementation of the Naval Bureau of Medicine and Surgery's healthcare contracting initiatives.

h.
Procuring Contracting Officer (PCO).  The Government official within NAVMEDLOGCOM authorized by warrant to enter into the contract for the Government.

i.
Requiring Activity.  The referral Navy Dental Treatment Facility (DTF ) under the cognizance of the Naval Bureau of Medicine and Surgery or other Department of Defense or Coast Guard military dental treatment facilities (DTFs), branch dental clinics (BDCs), or other dental activities specified within the states of Florida, Alabama, Georgia, Mississippi, Louisiana, Texas, Tennessee, South Carolina, and the Commonwealth of Puerto Rico who have been granted authority under 10 U.S.C. 1091.

j.
Technical Assistant. (TA).  The requiring activity(s) representative who may be assigned to provide technical or administrative assistance to the COR.  TAs may be assigned to assist and support the COR but shall not be given the authority to provide any technical direction or clarification directly to the contractor.

k.
Ordering Officer.  The individual assigned limited authority to sign, issue and modify delivery orders/task orders.  Ordering Officers are appointed in writing by the appointing official at the designated ordering activity.  For the purposes of this contract, the PCO has retained all Ordering Officer responsibilities.  Therefore, the terms PCO and Ordering Officer refer to different functions performed by the same individual.

l.
Task Order Contract.  A contact for services that does not procure or specify a firm quantity of services other than a minimum and/or maximum quantity, and that provides for the issuance of orders for the performance of tasks during the period of the contract.

II. Responsibilities.

a. The Navy's Bureau of Medicine and Surgery (BUMED) as Program Manager shall:

(1) Establish dental contract policy guidance.

 (2)  Provide overall direction to the planning, development, and operation of all Navy MTFs.

 (3)  Monitor the progress and achievement of dental contracts within the overall health care delivery system.

(4) Oversee the technical aspects of all dental contracting efforts.

b.
Naval Medical Logistics Command (Code 07) shall:

(1) Submit with all requisitions for service contracts, answers to questions 1, 2, 3, 4, 5, 6, 7, 11, 12, and 13 of enclosure (1), Part I.  Part II of enclosure (1) must be completed as appropriate.  Questions that are covered by other parts of this Contract Administration Plan (CAP) need not be answered.

(2) Reserved

(3) Act as dental contracts technical director.  Ensure consistency among dental contracts by providing coordination and technical liaison between CORs, BUMED and the PCO.

(4) Coordinate development of dental task order statements of work, procedures for selection of task order awardees, surveillance plan and other related documents for contracting.

(5) Identify and establish minimum and maximum order quantities for contracting.  Maintain the official documentation in support of calculations.    

(6) Monitor and manage reports of contractor non-compliance.  Evaluate reports submitted by the individual CORs and recommend disposition to the PCO on all noted discrepancies.  Perform trend analysis on reports and provide written feedback to CORs.

 (7)  Provide technical assistance to CORs and referring Naval Dental Centers.

 (8)  Coordinate with the PCO, conduct periodic COR meetings and inspections to discuss status and performance under the contract that emphasize problem identification, problem solving and contract familiarity.

 (9)  Ensure CORs, Naval DTFs, and BUMED are appropriately informed of dental and medical issues.

 (10) Provide periodic statistical financial reports concerning program operations to the program manager.

c.
The Procuring Contracting Officer (PCO) shall:

(1) Perform all required pre-award actions including providing information or answering questions that arise during the solicitation period and as a result of Freedom of Information Act (FOIA) inquiries.

(2) Review the Documentation Form, Part I and complete Part II (enclosure 1).  Verify that the individual(s) nominated has had the required training and has the experience necessary to act as a COR.  If the PCO determines that a nominee does not meet the requisite experience and training requirements, the PCO shall request that the activity nominate another individual.

(3) Review the CAP prior to incorporation to ensure that all contract administration functions are assigned, suit the specific circumstances of the contract and give due consideration to the type of contract, the place of performance, the period of performance, any ordering limitations, and inspection and acceptance criteria stated in the solicitation/contract.

(4) Include the COR duties contained in this master CAP in the resultant solicitation/contract(s).  Additional duties shall be separately delineated within the contract document, as appropriate.

(5) Designate the paying office in the contract document and/or task orders as appropriate.

(6) Appoint the COR and ACOR.

(7) Identify ordering limitations and authority to those authorized to place orders.

(8) Perform all contracting officer contract administration.  Regular meetings between the PCO, the COR and/or the requiring activity's Commanding Officer or representative will be held to discuss the status of and the performance under individual contracts.  The frequency of meetings will depend upon the size and complexity of the contract.

NOTE:  It is emphasized that only the Contracting Officer has the authority to modify the terms of the contract.  Therefore, in no event will any understanding, agreement, modification, change order, or other matter deviating from the terms of the basic contract between the contractor and any other person be effective or binding on the Government.  When/if, in the opinion of the contractor, such direction affecting the terms of the basic contract is being given by the COR, the contractor shall promptly notify the PCO.

(9) Evaluate reports of contractor non-compliance and take appropriate action within 30 days of receipt.  Copies of any correspondence regarding the results of such analysis shall be provided to the requiring activity and the COR simultaneously with the action taken.

(10) Arrange post-award conference, if required.  Invite necessary attendees.  Ensure that the COR duties are thoroughly discussed and understood.  Direct the attention of all personnel involved to the DoD Standards of Conduct policy.

(11) Maintain cognizance of the performance of CORs under the contract.  Prompt action shall be taken when COR (or alternate) is not performing properly.

(12) Request a task order proposal, evaluate the proposal, and negotiate and determine the price as fair and reasonable prior to issuing a task order. 

(13) Issue task orders in accordance with the contract and provide copies of all orders/modifications to the COR.  Ensure that the orders are within the scope, period or maximum value of the contract.

(14) Maintain official contract file including modifications and task orders issued (and all back-up documentation).

(15) Ensure accuracy of the master CAP throughout the life of the contract.

(16) Maintain a list of all CORs under their cognizance and periodically review the files and performance of these CORs in accordance with NAVSUPINST 4205.3B.

(17) Review the contractor performance reports prior to issuing any follow-on task orders.

d.
The requiring activity shall:

(1) Budget and provide funding for the dental contract minimum order quantities and subsequent task orders issued.

(2) Nominate an individual by name, title, code and phone number to be appointed by the PCO as the COR.  This individual shall also be the quality assurance monitor and lead technical advisor to the ACO and shall be responsible for all technical interface needed during the performance of the contract.  An ACOR can be nominated to act in the absence of the COR or to assist when needed to provide additional expertise.

(3) Ensure all individuals nominated as COR or ACOR have the necessary qualifications to satisfactorily perform the required duties, hold a position of responsibility commensurate with the complexity of the contract and have graduated from a COR training course meeting the qualifications specified in Naval Supply System Command (NAVSUP) Instruction 4205.3B prior to appointment.

NOTES:

(i) COR duties are not delegable and multiple primary CORs (not to be confused with the ACOR) under a single contract are not permitted.  The COR shall be accountable for the actions of alternates.

(ii) Nomination of new CORs as a result of reassignment, termination of employment, etc., shall be made in accordance with the procedures outlined herein.

(iii) Nomination of the COR and ACORs shall be made using the enclosure (2) and (3) nomination letters.

  (4)  Forward a copy of the contract document to all individuals having administrative functions for the dental contract, upon receipt from the PCO.

  (5)  Support and supervise the COR in the performance of his or her duties.  If the Commanding Officer determines that assigned duties are not being performed in a satisfactory manner, immediate corrective action shall be taken (including the recommendation to replace the COR if required) and the PCO notified.  The requiring activity should consider COR performance in evaluating individuals assigned COR functions.

  (6)  Notify the PCO in writing of any organizational or personnel changes affecting the CAP.

  (7)  Assure that appropriate timely action is taken on all technical correspondence pertaining to the contract received from either the PCO or COR.  This includes the timely submission to the PCO of any contractor or Bureau of Medicine and Surgery requests for changes to the statement of work, deviations or waivers.  All requests for changes to the statement of work must be accompanied by an independent government estimate of the effect on the contract amount and necessary funding, if additional costs are anticipated.  Changes proposed by the contractor shall be accompanied by the contractor quote to provide a budgetary estimate of the cost impact, rationale for requesting the change and the requiring activity (clinic or hospital, etc.) input as to technical acceptability of the change.

  (8)  The requiring activity Commanding Officer may appoint a TA to assist the COR in executing routine administration and monitoring duties.  The appointment must be in writing and must set forth the TA's responsibilities and limitations.  A copy of the letter shall be provided to the PCO.  Before appointment, ensure TAs have the appropriate training and experience.  A sample TA appointment letter is provided as enclosure (4).

e.
The Contracting Officer's Representative (COR) shall:

(1) Attend post award conference and periodically scheduled meetings between the PCO, requiring activity and COR to discuss the status of and the performance under the contract.

(2) Provide Independent Government Cost Estimates and/or Market Surveys of required positions as necessary.

(3) Avoid issuing any instructions that could constitute a contractual change.  The COR shall not enter into any understanding, agreement, modification, or change order deviating from the terms of the basic contract with the contractor which shall be effective or binding on the Government.  If, in the opinion of the contractor, an effort outside the scope of the contract is requested, the contractor shall promptly notify the PCO in writing.  No action may be taken by the contractor unless the PCO or ACO has issued a contractual change.  The COR will include, on all correspondence to the contractor, a declination of authority in accordance with SECNAVINST 4200.23

(4) Perform as technical interface between the government and the contractor for the contract, providing technical advice or clarification of the statement of work; milestones to be met within the general terms of the contract or specific subtasks of the contract.  The COR is the point of contact through whom the contractor can relay questions and problems of a technical nature to the contracting officer.

(5) Monitor contractor's performance and progress under the contract.  If this observation discloses inefficient or wasteful methods being used, the COR shall be responsible for taking reasonable and timely action to alert the contractor and the PCO to the situation.  Furthermore, the COR shall promptly advise the PCO of any observed continuous and/or substantial deficiencies in the contractor's performance or other instances of noncompliance with contract terms or conditions.  Enclosure (5) is the surveillance plan to be used by the COR to monitor contractor performance.  Deviation is permitted with the approval of the PCO.

(6) Promptly issue a Contract Discrepancy Report (CDR), Enclosure (5), to the contractor to document discrepant performance.  Obtain the contractor's response to the CDR and evaluate the acceptability of the response.  Forward the CDR, contractor response, and evaluation to NAVMEDLOGCOM, Code 07.

(7) Promptly forward all change proposals submitted by the contractor to the PCO along with a recommendation as to whether the proposed change should be incorporated into the contract.  If requested, evaluate the contractor's change proposal for technical acceptability.

(8) Monitor and verify dental shifts.  Keep records of surveillance and compare the records with the DD250 submitted by the contractor.  Use this information as a tool in evaluating contractor invoices.

(9) Inspect and/or accept the services as the official government representative.  Certify the contractor's invoices.

(10) Reserved

(11) Be fully cognizant of the invoicing clause and process DD250s in a timely manner to ensure that prompt payment due date are met.  Copies of the DD250s shall be promptly forwarded to NAVMEDLOGCOM Code 02 and accompanied by a copy of the contractor's invoice.

(12) Immediately alert the PCO and the ACO of any unusual performance problems and technically monitor the agreed upon recovery plan.  If situations arise that create a question, obtain advice from the PCO and/or ACO, as appropriate.

(13) Forward, within 15 days after the end of each month, any surveillance items that are unsatisfactory together with the applicable documentation and CDR(s).

(14) Continuously monitor the quantity of services provided under each line item.  Advise the PCO if it appears that service quantities may be expended before the end of the performance period.

(15) Perform administrative duties that include maintaining files in support of all actions performed in the capacity of COR and responding to all contract related correspondence in a timely manner.  Contract files shall include a copy of the contract, all modifications, invoices, DD250 Form, surveillance reports, CDRs, contract-related correspondence, contract log or diary, PHONCON records, and meeting minutes.

(16) Take the necessary steps to ensure that when government property is furnished to the contractor, it is furnished in a timely manner and in proper condition for use.  Maintain adequate inventory and disposition records in conjunction with the ACO for all Government furnished property and ensure that property is returned or that material has been consumed in the performance of work.

(17) Read and comply with all applicable instructions and procedures on standards of conduct and conflict of interest.

(18) Ensure that the contractor receives copies of all regulations and/or directives, which are considered appropriate to the services being provided.

(19) Complete the "Interim Report on Contractor's Performance" monthly or as required by the PCO.  Enclosure 5 provides the format for this report.

(20) Perform other duties, specific to the contract, as may be incorporated into the contract document.

f.
Technical Assistant (TA).  Duties that may be assigned to the TA include:

(1)  Perform surveillance and identify contractor deficiencies to the COR.

(2)  Review contract deliverables, recommend acceptance/rejection, and provide the COR with documentation to support the recommendation.

(3)  Assist in preparing the final report on contractor performance for the applicable contract in accordance with the format and procedures prescribed by the COR.

(4)  Identify contractor noncompliance with reporting requirements to the COR.

(5)  Evaluate the contractor's proposals and identify potential problem areas to the COR.

(6)  Provide the COR with timely input regarding technical clarifications for the statement of work, possible technical direction to provide the contractor, and recommend corrective action.

(7)  Provide detailed written reports of any trip, meeting, or conversation to the COR subsequent to any interface between the TA and the contractor.

III. Enclosures

(1) Documentation Form for Contract Administration Plan

(2) Sample COR Nomination Letter

(3) Sample ACOR Nomination Letter

(4) Sample TA Appointment Letter

(5) Surveillance Plan/Interim Report on Contractor's Performance

DOCUMENTATION FORM FOR CONTRACT ADMINISTRATION PLAN – PART I

Reference:  (a) NAVSUPINST 4330.7

Due to the nature of the effort described in requisition number

_____       _________for Dental services, specialized technical expertise is needed to ensure satisfactory Contract performance.  In accordance with reference (a), the Following information is provided for use in developing the Contract Administration Plan (CAP) for the resulting contract.








YES

NO
      REMARKS

1. What type of service is to be acquired?

a. Contractor Support Services
    

 X 

_________
(CSS) (See NAVSUPINST 5265.5)

b. Engineering and Technical  
____

_X_

_________

Services (CETS)

See SECNAVINST 4350.8C)

c. Commercial Activity (CA)

____

_X_

_________

(See OPNAVINST 4860.6C)

d. Blue Collar/Housekeeping

____

_X_

_________

Grounds Maintenance

(Public Works Functions)

e. Mess Attendant Services

____

_X_

_________

(See NAVSUPINST 4061.8C)

f. ADP Services



____

_X_

_________

(See SECNAVINST 5236.2A)

g. Commercial Industrial Services
____

_X_

_________

See NAVSEA T0300-AA-MMI-D10/

CIS Manual

h. Personal Services


_X__

___

_AGENCY__

i.   Other (specify):


____

_X_

_________

2. What areas of the effort require specific technical expertise to ensure efficient contract administration?

a.  Monitoring contractor performance
_X__

____

_________

     b.  Technical guidance to contractor
_X__

____

_________


   during performance

c.  Inspection criteria/determination
_X__

____

_________


   of acceptability

d.  Drafts of reports/deliverables
____

_X__

_________

e.  Special personnel coordination
_X__

____

CREDENTIALS f.  Review for technical necessity
_ __

_X__

_________

    of direct costs as submitted 

    on invoice voucher

g.  Other (Specify)
       

_X__

____

CONTRACT 










     
     SURVEILLANCE
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                                            YES        NO          REMARKS

3. What in-house expertise is available to assist in the contract administration?

a.  Project Manager (Name & Position)   _X__
____

_________

b.  Ordering Officer (Specify

   ____  
_X__

_________

         limitations/restrictions)

c.  Technical Specialist


   _X__
 ____

_________

d.  Contracting Officer

         _X__      ____

_________

    Representative (COR).  Attach 

    nomination letter.

  e.  Other (Specify):      
         _X__
 ____

TECHNICAL












ASSISTANT

4. Where will the contractor be required to perform?

a.  On Government installation

   _X__
 ____

_________

b.  Contractor’s site

         ____
 _X__

_________

c.  Various locations (Specify)
   ____
 _X__

_________

FOR CONTRACTS WHERE ORDERING IS REQUIRED, CONTINUE WITH THE FOLLOWING:

5. Who will prepare the definitized SOW?

a.  Technical Specialist
               _ __
 _X__

​​_________

b.  COR




   ____
 _X__

_________

c.  Various individuals for COR
   ____
 _X__

_________

d.  Various individuals for Ordering
   ____
 _X__

_________

    Officer

e.  Other (Specify)


   _X__      ____

 CODE 07 











      W/COR/TA 

6. Who will provide the appropriate accounting data?

NOTE:  Submit on DD Form 2276 -- REQUIRING ACTIVITY/COR
7. Who will prepare the INDEPENDENT Government estimate?

a.  COR




         _X__
 ____

_________

b.  Other (Specify)



   _X__      ____

_CODE 07_

8. The ordering officer will request a proposal for an order if one is needed. -- N/A
9. The ordering officer will review the proposal. -- N/A

10. The ordering officer will issue the delivery order. -- N/A

11. Who will inspect the services? -- COR AND TECHNICAL ASSISTANT
12. Who will accept the services on behalf of the Government? -- COR
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13. What type of funding is to be provided? -- ____________________________

NOTE:  The Ordering Officer may be the PCO, but in no case shall the COR perform the duties of Ordering Officer.

The above responses describe the extent of expertise and availability within this activity.  They are to be considered by the PCO in developing the Contract Administration Plan (CAP).  I agree that successful contract

Administration will require the expertise available at this activity.

SIGNATURES








DATE

Prepared by:______________________________________
__________________

Reviewed by:______________________________________
__________________

Approved by:______________________________________
__________________




Commanding Officer

                                                   Enclosure (1) Page 3 of 4

DOCUMENTATION FORM FOR CONTRACT ADMINISTRATION PLAN – PART II

Reference:  NAVSUPINST 4330.7

1. Who is the Government’s point of contact responsible for the following:

a. Solicitation information/questions_____CONTRACTING OFFICER________

b. Pre-award information__________________CONTRACTING OFFICER________

c. Technical questions before award_______CONTRACTING OFFICER________

d. Technical questions after award______COR/CONTRACTING OFFICER______

e. Post award conference__________________CONTRACTING OFFICER________

f. Authority to begin performance_________CONTRACTING OFFICER________

g. Authority to proceed in an emergency___CONTRACTING OFFICER________

h. Monitoring the services performed____COR/CONTRACTING OFFICER _____

i. Monitoring the direct cost of labor, materials, travel, etc. on other than firm fixed priced contracts_____N/A____________________

j. Monitoring of indirect costs on other than firm fixed priced contracts__________________________________N/A____________________

k. Monitoring of contractor’s labor relations_CONTRACTING OFFICER____

l. Inspection of services___________COR/TA___________________________

m. Acceptance of services___________COR______________________________

n. Subcontract approval_____________CONTRACTING OFFICER______________

o. Travel authorization_____________TBD______________________________

p. Overtime authorization, if allowed in contract____N/A_____________

q. Monitoring of security requirements_______________TBD_____________

r. Government furnished property/material____________TBD_____________

s. Other special requirements________________________TBD_____________

2.  Are there “minimum” and “maximum” designated hours, orders, quantities, etc?  If yes, who will monitor to ensure the maximum is not exceeded and the minimum is ordered?  ​​​​​-- CONTRACTING OFFICER 
3.  Are there multiple awards? -- YES
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SAMPLE COR NOMINATION LETTER

From:  Commanding Officer, _____________________________________ 

To:    Contracting Officer, ____________________________________ 

Subj:  NOMINATION OF CONTRACTING OFFICER’S REPRESENTATIVE (COR)

Ref:   (a)  NAVSUPINST 4205.3B

1. Per reference (a), I hereby nominate _______________________ 

as the COR for the contract resulting from requisition number _______ 

__________________ for ______________ services at ___________________.

2. ______________________ is qualified to perform the COR duties.

3.  ____________________ possesses the technical knowledge and project or program office expertise required.

4.  ____________________ title, code, business address, and phone number are: _________________________________________.

5.  _____________________ has graduated from the Navy approved COR training within the last 3 years.



Place of training:  _____________________________ 

          Dates of training:  _____________________________ 

6.  The performance rating elements for _________________________ will (will not) include the COR function (if not, provide rationale).

Signature: ________________________________________ Date: ___________

             Commanding Officer

COR Acknowledgement:

I have reviewed and understand my nomination and the duties, responsibilities, and limitations of the COR function.

Signature: ________________________________________ Date:  ___________ 

 

    COR Nominee

Contracting Officer Acceptance:

Signature: ________________________________________ Date:  ___________

SAMPLE ALTERNATE COR NOMINATION LETTER

From:  Commanding Officer, _____________________________________ 

To:    Contracting Officer, ____________________________________ 

Subj:  NOMINATION OF ALTERNATE CONTRACTING OFFICER’S  REPRESENTATIVE (COR)

Ref:   (a)  NAVSUPINST 4205.3B

1. Per reference (a), I hereby nominate _______________________ 

as the ACOR for the contract resulting from requisition number _______ 

__________________ for _______________ services at ___________________.

2. ______________________ is qualified to perform the ACOR duties.

3.  ____________________ possesses the technical knowledge and project or program office expertise required.

4.  ____________________ title, code, business address, and phone number are: _________________________________________.

5.  _____________________ has graduated from the Navy approved COR training within the last 3 years.



Place of training:  _____________________________ 

          Dates of training:  _____________________________ 

6.  The performance rating elements for _________________________ will (will not) include the COR function (if not, provide rationale).

Signature: ________________________________________ Date: ___________

             Commanding Officer

ACOR Acknowledgement:

I have reviewed and understand my nomination and the duties, responsibilities, and limitations of the ACOR function.

Signature: ________________________________________ Date:  ___________ 

 

    ACOR Nominee

Contracting Officer Acceptance:

Signature: ________________________________________ Date:  ___________ 
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SAMPLE TA APPOINTMENT LETTER

From:    Commanding Officer or designee of requiring activity 

To:        TA

Subj:     APPOINTMENT AS TECHNICAL ASSITANT (TA) TO THE     

             CONTRACTING OFFICER’S REPRESENTATIVE (COR)

Ref:      (a) NAVSUPINST 4205.3B, subj:   Contracting Officer’s Representative (COR)

1. Pursuant to reference (a), you are hereby appointed as a technical assistant (TA) to

Contracting Officer’s Representative (COR) for:

Contract Number:    _______________________

Contractor:   _____________________________

COR:    _________________________________

2. As TA, you are assigned to provide technical assistance and support to the COR in the

administration of the contract described above.  You may assist the COR in executing assigned inspection and monitoring duties; however, you may not provide any technical direction or clarification directly to the contractor.  Any need for technical direction or clarification should be brought to the attention of the COR for appropriate action.  You are to perform your duties in accordance with reference (a) and any amplifying instructions provided herein.

3. In accomplishing your duties as a s TA you are cautioned to carefully monitor your

behavior/actions to ensure that the contract does not become a personal services contract through your actions. (see FAR 37.1 and DFARS 237.1)

4. You are not authorized, either by this letter, or by reference (a), to take any action, either

directly or indirectly, that could result in a change in the cost/price, quantity, quality, place of performance, delivery schedule, or any other terms or conditions of the contract (or task/delivery order).  You may be held personally liable for any unauthorized acts.  Whenever there is the potential that discussions may impact any of the areas described above, immediately stop discussions and notify the COR.

5. Your specific duties are as follows: (this section of the TA letter should be tailored to address

the specific duties the COR wants the TA to perform.  The following are examples of duties that may be assigned to the TA.)

a. Identify contractor deficiencies to the COR.

b. Review contract/task/delivery order deliverables, recommend acceptance/rejection, and provide the COR with documentation to support the recommendation.
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c. Assist in preparing the final report on contractor performance for the applicable contract/task/delivery order in accordance with the format and procedure prescribed by the COR.

d. Identify the contractor noncompliance with reporting requirements to the COR.

e. Evaluate the contractor’s proposals for specific task/delivery orders and identify problems/areas of concern/ issues to be discussed during negotiations to the COR.

f. Review contractor status and progress reports, identify deficiencies to the COR, and provide the COR with recommendations regarding acceptance, rejection, and/or Government technical clarification requests.

g. Review invoices for the appropriate mix of types and quantities of labor, materials, and other direct costs, and provide the COR with recommendations to facilitate COR certification of the invoice.

h. Provide the COR with timely input regarding technical clarifications for the statement of work, possible technical direction to provide the contractor, and recommend corrective actions.

i. Provide detailed written reports of any trip, meeting, or conversation to the COR subsequent to any interface between the TA and the contractor

 _________________________________________

Commanding Officer  (or authorized representative)

_________________________________                                   ____________

Article a. TA Signature (which constitutes acceptance                               Date

of the appointment and conditions thereof )

( The TA shall retain one copy of this letter, signed by both parties, provide one copy to the contracting officer (ordering officer) for retention in the contract (task/delivery order) file, one copy to the COR for retention in the COR’s contract file and one copy to the initiating  official.  Distribution to be completed within ten (10) days of receipt.)
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NAVAL MEDICAL LOGISTICS COMMAND


FORT DETRICK, FREDERICK, MD


SURVEILLANCE PLAN FOR DENTAL 

SERVICES AT NAVAL DENTAL DENTER GULF COAST, NAVAL DENTAL CENTER SOUTHEAST, KEESLER AFB, BILOXI, MS AND ASSOCIATED LOCATIONS                

CONTRACT NUMBER      CONTRACTOR

CONTRACT INFORMATION TO BE INCORPORATED AT THE TIME OF CONTRACT AWARD.

SURVEILLANCE PLAN FOR DENTAL SERVICES


 AT NAVAL DENTAL CENTER GULF COAST, NAVAL DENTAL CENTER JACKSONVILLE, FL, and KEESLER AFB, BILOXI, MS

1.  INTRODUCTION

1.1. Purpose.  This surveillance plan has been developed to aid the Contracting Officer’s Representative (COR) in providing effective and systematic surveillance of all aspects of this contract.

1.2. Objective.  The objective of this surveillance plan is to ensure that the contractors are complying with the specifications of the contract and providing quality healthcare services to eligible beneficiaries.

1.3. Scope.  This plan applies to the NAVAL DENTAL CENTER Gulf Coast, NAVAL DENTAL CENTER Jacksonville, FL, Keesler AFB, Biloxi, MS, and other applicable dental facilities. Multiple Award Task Order (MATO) Contract.  These are personal services contracts.

2.  RESPONSIBILITIES

2.1. The Naval Medical Logistics Command (NAVMEDLOGCOM) Acquisition Management Department (Code 02), Ft. Detrick, Contracting Officer (KO) is responsible for negotiating all modifications to contract terms, conditions or amounts.

2.2. NAVMEDLOGCOM Healthcare Support Department (Code 07) serves as the technical agent for coordinating issues among the KO and the Dental Treatment Facility (DTF), and the COR.  NAVMEDLOGCOM reviews the results of the COR’s contract surveillance and provides feedback to the COR and recommendations to the KO.  NAVMEDLOGCOM provides technical support to the COR and the KO in preparing modifications.  NAVMEDLOGCOM tabulates statistical data on contractor invoices.

2.3. The DTFs, Naval Dental Center Gulf Coast, Naval Dental Center, Jacksonville, FL, and Keesler AFB, Biloxi, MS , are responsible for reviewing and approving all correspondence submitted by the COR to NAVMEDLOGCOM.

2.4. The COR is responsible for assuring contractor performance through audit, documentation and liaison with the KO.  The COR shall ensure that copies of all contractor correspondence and NAVAL DENTAL CENTER/COR responses are provided to the KO.  The COR must observe the following cautions and limitations:

2.4.1.  Do not request or direct the contractor to do anything that is not expressly stated in the contract.

2.4.2.  Do not attempt to control contractor efforts except as specifically authorized in the contract.

2.4.3.  Do not make suggestions or comments that the contractor could construe as authority to proceed on work not specified in the contract.

2.4.4.  Do not request changes that add work or objectives not within the scope of the contract.  Seek the advice of the KO.

2.4.5.  Do not accidentally generate a basis for a contractor claim.  Communicate with the contractor in a timely manner.

2.4.6.  Exercise diligence in monitoring and documenting the contractor’s performance.  When in doubt about any aspect of the contract specifications or the contractor’s performance, seek the advice of the KO or the NAVMEDLOGCOM analyst.

2.4.7.  Bring to the attention of the KO any extraordinary action on the part of the contractor, i.e., any performance outside the scope of the contract.

3.   INSPECTION METHODS.

3.1.  General.  There are several methods that serve as means for inspection of contractor’s performance.  Some methods are more appropriate than others and the COR may utilize any or all of these inspection methods.  Inspection, along with documentation, is vital to ensure and maintain contractor compliance with contract requirements.

3.2.
 Interim Report on Contractor(s) Performance.  This report (Enclosure 5), allows for an ongoing review of the contractors' performance.  The COR will complete the report on a monthly basis, or as directed by the KO and submit it to the KO by the 10th day of the following month.  The COR shall solicit input from the various sites where services are performed by the contractor(s) in order to ensure that contractor performance is in compliance with the contract.  This report shall serve as the basis for determining the contractors' performance as it relates to the award of future TOPRs and contracts.  Additionally, the report satisfies the requirement for ensuring contractor compliance with the specifications of the contract.

3.3.  Customer Complaints.  Customer complaints are a means of documenting certain kinds of service problems.  The COR will coordinate efforts to acquire and document these complaints.  Customer complaints are seldom used to reject a service, but can be used as further evidence of unsatisfactory performance.  To be an effective tool, customer complaints must be documented.  When the performance appears to be satisfactory, customer complaints may indicate the need for further surveillance. The COR shall use the MTF's standard Customer Complaint System for processing customer complaints.

4.  TIME FRAMES FOR MONITORING PERFORMANCE REQUIREMENTS.

4.1.
 There are several different time frames for monitoring performance requirements of the contract.  Depending upon the specific performance requirement, the COR will monitor activities on a one-time basis, a per occurrence basis, or an ongoing basis.

4.2.  One-Time Activities.  This type of performance requirement is generally monitored for initial or start-up activities, such as submission and verification of the ICFs and IPFs.

4.3.  Per Occurrence Activities.  This type of activity is one that is monitored at each occurrence.  It is often an occurrence that is serious in nature and could place undue risk on patient care.  It usually will require the COR to investigate the matter. Examples of these would include patient complaints, medication errors, or any incidents that resulted in disciplinary action that the DTF  felt necessary to investigate.

4.4.  Ongoing Activities.  This type of performance requirement is one that must be continuously monitored throughout the contract as the requirement itself is ongoing.  Ongoing activities will be reported in the Interim Report on Contractor(s) Performance.
5.  DOCUMENTATION.

5.1.  General.  The need for adequate documentation of COR interface with the contractor cannot be overemphasized.  CORs should understand these procedures, which are described in FAR Part 33.2.  CORs should remember that the documentation prepared by the COR will be the primary evidence used by the Government in any claims actions and that in such allegations, it is the Government that has the burden of proof.  This documentation must be thorough, accurate and complete.

5.2.  It is important to maintain a record of other interaction between the COR and the contractor which reflects normal hospital operations or services required by the contract.  Examples may include schedule submission, fill rates, feedback on contractor credentialing actions, substitution procedures for health care workers, etc.  Examples such as these may or may not be part of the monthly surveillance, but the COR’s ability to reconstruct events or the flow of information will be important if disagreements arise as to the quality or timeliness or contract services.

5.3.  Documentation may include Contract Discrepancy Reports (CDRs), minutes of meetings, annotations on reports, letters, memoranda, etc.  Results of inspections that identify unsatisfactory contractor performance must be furnished to the KO for review, comment, and corrective action as appropriate. (See Attachment I) 

5.4.  All inspection documentation related to contract performance is an integral part of the contract file and must be stored and maintained accordingly.  The COR should maintain a reading file of all correspondence and pertinent documentation.

6.  PROCEDURES.

6.1.  At the end of each month bi-weekly period of contract performance, the contractor will present the COR with an invoice (Material Inspection and Receiving Report, DD Form 250) and a completed Certificate of Performance (contract Section J, Attachment I).  The COR will inspect the invoice and certificate to ensure that they accurately reflect the numbers of hours that the contractor worked, but will not accept (sign) the invoice or certificate if there are any inaccuracies.

6.2.  If the COR disagrees with the numbers of hours worked for that billing period, the COR shall attempt to promptly resolve the discrepancy with the contractor.  The COR shall return the invoice with a memorandum to the contractor, rejecting the invoice as “improper”.  The memorandum shall state the quantity which the COR considers to be correct.  A copy of the invoice and the memorandum shall be retained by the COR.  The COR shall encourage the contractor to re-invoice for the correct number of hours so that it can be certified correctly. Significant or recurring quantity discrepancies, or failure of the contractor to submit a revised invoice for a billing period, shall be brought to the attention of the KO and NAVMEDLOGCOM.

7.  CONTRACT DISCREPANCY REPORTS (CDRs)

7.1.  In the instances where the contractor’s performance takes exception to the contract and/or is unacceptable, the COR will issue a CDR to NAVMEDLOGCOM (Code 07) for review and comment.  

7.2.  Ensure that all inspection data is attached.  Code 07 cannot be expected to respond to performance deficiencies that are not clearly and specifically identified.  Code 07 shall forward the CDR to the KO who shall place a cover memorandum on the CDRs to the contractor and shall specify that the contractor has three working days to respond in writing to the KO.

7.3.  Upon receipt of the CDR package from the contractor, the KO, Code 07 and the COR shall review the contractor comments and give careful, objective consideration to the facts and mitigating circumstances documented in the response.  Code 07 shall coordinate with the COR and make a final recommendation on the acceptability of contractor performance and note it on the CDR. Code 07 and the COR shall state why the contractor’s response does or does not have merit.  The COR shall attach additional sheets if necessary to document findings and recommendations.

7.4.  The COR shall forward copies of each completed CDR, including final recommendations to the contractor and to the KO via Code 07.

7.5.  Code 07 will review CDRs and the Report on Contractor's Performance and will advise the COR of the need for further documentation.  Code 07 will then forward the documentation to the KO with recommendations for action.

INTERIM REPORT ON CONTRACTOR'S PERFORMANCE

COR/TECHNICAL LIAISON: _______________________________________

PHONE NUMBER:________________________________________________

REPORT PREPARED BY:  _________________________________________

PHONE NUMBER:________________________________________________

REPORTING PERIOD from: ____/____/____ (mm/dd/yy) 

to : ____/____/____ (mm/dd/yy)     

PART 1 - NEW TOPRs

a)
Were any new TOPRs started during the reporting period?  

____Yes  ____ No.  If "Yes", identify the contractor(s) and the type of services provided: ________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

(If no new services began during this reporting period, proceed to Part 2)

b)
Did services commence on time? ____Yes  ____ No

Identify the contractor(s) and explain any delays:  ________________________ ________________________________________________________________

________________________________________________________________________________________________________________________________

c)
Was credentialing of new personnel required? ____Yes  ____ No

If "Yes", were credentialing packages received in the time frames dictated by the contract? ____Yes  ____ No

If "No", was the delay on the part of the Contractor? ____Yes  ____ No

Explain any delays and identify the contractor(s):  ________________________ ________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

d)
Were credentials packages complete? ____Yes  ____ No

Explain any omissions and identify the contractor(s): ______________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PART 2 - PROVISION OF SERVICES, HEALTH CARE WORKERS (HCWs)

a)
Were all services provided as dictated by the terms of the contract? ____Yes  ____ No.  If "No", indicate the type of service, contractor(s), and provide the dates and times where services were not provided: ________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________

b)
Were any Occurrence Reports or patient complaints received during the reporting period? ____Yes  ____ No. If "Yes", identify the contractor(s) and describe the nature of the complaints: _________________________________ ________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

Were the problems resolved? ____Yes  ____ No.  Identify the contractor(s) and explain: _________________________________________________________ ________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

c)
Was any Leave Without Pay taken? ____Yes  ____ No.  Identify the contractor(s) and explain:  ___________________________________________ ________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

d)
Were there any indications that HCWs were abusing leave? ____Yes  ____ No.  Identify the contractor(s) and explain:

________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

e)
Were all HCWs on time for work? ____Yes  ____ No.  Identify the contractor(s) and explain:______________________________________________________

________________________________________________________________________________________________________________________________

f)
Was leave requested in accordance with the terms of the contract? 

____
Yes  ____ No.  Identify the contractor(s) and explain:  _______________

________________________________________________________________

________________________________________________________________

________________________________________________________________

g)
Did the HCWs interact and take direction in compliance with the contract, professional clinical standards and accepted protocol? ____Yes  ____ No.

Identify the contractor(s) and explain:__________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

h)
Was HCW productivity and quality of services comparable to that of other HCWs assigned the same scope of service? ____Yes  ____ No.  Identify the contractor(s) and explain: ___________________________________________ ________________________________________________________________

________________________________________________________________

________________________________________________________________

i)
Did HCWs obey all facility and department regulations in a manner to preclude waste of utilities? ____Yes  ____ No.  Identify the contractor(s) and explain:  ________________________________________________________________

________________________________________________________________

________________________________________________________________

j)
Did any HCWs abuse Government facilities or assets, to include abuse of telephone/fax and internet communications? ____Yes  ____ No.  Identify the contractor(s) and explain: ___________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

PART 3 - PROVISION OF SERVICES, CONTRACTORS

a)
Did any HCWs indicate they were experiencing pay problems with the contractor? ____Yes  ____ No.  Identify the contractor(s) and explain: ________________________________________________________________________________________________________________________________

________________________________________________________________

________________________________________________________________

b)
Did any HCWs indicate problems with benefits provided by the contractor, i.e., medical/dental insurance, etc.? ____Yes  ____ No. Identify the contractor(s) and explain: _________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

c)
Were any substitutions of contract personnel made during the reporting period? ____Yes  ____ No.  If "yes", were substitutions made in accordance with the terms of the contract? Identify the contractor(s) and explain:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

d)
Was the contractor responsive to Government requests for information? 

____Yes  ____ No ____ NA.  Identify the contractor(s) and explain: ________________________________________________________________

________________________________________________________________

________________________________________________________________    ________________________________________________________________

e)
Were all health care worker maintenance requirements (licensure, BLS, certifications, etc.) kept current expire during the reporting period? ____Yes  ____ No.  Identify the contractor(s) and explain: ____________

________________________________________________________________

________________________________________________________________

________________________________________________________________

f)
Were credentials packages up to date during the reporting period?   Were all credentials updates provided in a timely manner?  ____Yes  ____ No ____ NA. Identify the contractor(s) and explain: ____________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

g)
Were any other performance problems experience with either the contractor or the HCWs during the reporting period? ____Yes  ____ No.

Identify the contractor(s) and explain: __________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________
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