SUGGESTED FORMAT

QA FILE CONTENT

REQUIRED ITEMS: Five-Part file folder or notebook binder consisting of:

SECTION I
A.  QA Nomination/Appointment Letter for each QA

B.  QA / FC / FD List

C.  Certificate of Training (Phase I, II, & Refresher)

D.  Certification of Training Letter 

E.  Duties & Responsibilities Letter for each QA

F.  Notice to Contractor of QA Appointment

G.  Notice from FC of QA Termination 

H.  Notice to Contractor of QA Termination

 I.  QA Training Schedule

 J.  Request for Training Letter, Email, or Fax to QAPC

SECTION II
A.  Copy of the contract and all applicable attachments (i.e. drawings, designs, maps) 

B.  Copy of all modifications 

C.  Copy of all DD Form 250 Receipt and Acceptance documents, call sheets, invoices, or

      document certifying receipt and acceptance of service or other approved form.

D.  Copy of AF Form 9, Funding Document

E.  Applicable Test Reports

F.  Memo for Record

SECTION III
A.  AF Form 801, Quality Assurance Evaluator Schedule

B.  AF Form 799, Surveillance Activity Checklist (or locally devised form)

C.  Alternate Surveillance Checklist (if applicable)

D.  AF Form 714, Customer Complaint Record (if applicable)

E.  AF Form 802, Contract Discrepancy Report (AFM 64-108 contracts only)

F.  CDR Log (AFM 64-108 contracts only)

SECTION IV
A.  Contractors’ Quality Control Plan (accepted by the contracting officer)

B.  Quality Assurance Surveillance Plan (QASP)

C.  Alternate Surveillance Plan (if applicable) 

D.  Copy of Performance Work Statement (PWS), or Statement of Work (SOW)

      (can be filed in separate binder)

E.  Copy of AFM 64-108, AFI 63-504, PACAF SUP 1

     (can maintain electronically)

SECTION V
A.  Pre-performance conference meeting minutes

B.  Meeting minutes of the first month of contractors’ performance

C.  Semi-annual FC/FD/CO/BRAG/KTR meeting minutes

D.  Past Performance Information (AFMC Form 162a)

E.  Quarterly review of QA file

F.  Annual QA Evaluation by the FC/FD
G.  Annual QA Assessment of Performance by the Contracting Officer

SECTION I
TAB




CONTENTS
A

QAE NOMINATION / APPOINTMENT LETTER FOR EACH QA

B

QA / FC/FD LIST

C

CERTIFICATE OF TRAINING (PHASE I, II, & REFRESHER)

D

CERTIFICATION OF TRAINING LETTER (QAs)

E

DUTIES AND RESPONSIBILITIES LETTER

F

NOTICE TO CONTRACTOR OF QAE APPOINTMENT

G

NOTICE FROM FC OF QA TERMINATION 

H

NOTICE TO CONTRACTOR OF QA TERMINATION

I

QA TRAINING SCHEDULE

J

REQUEST FOR TRAINING LETTER, EMAIL, FAX, TO QAPC

SECTION II

TAB




CONTENTS
A

COPY OF THE CONTRACT AND ALL APPLICABLE ATTACHMENTS

B

COPY OF ALL MODIFICATIONS

C
COPY OF ALL DD FORM 250 RECEIPT AND ACCEPTANCE DOCUMENTS, CALL SHEETS, INVOICES, OR DOCUMENT CERTIFYING RECEIPT AND ACCEPTANCE OF SERVICES OR OTHER APPROVED FORM.

D

COPY OF AF FORM 9, FUNDING DOCUMENT

E

APPLICABLE TEST REPORTS

F

MEMO FOR RECORD

SECTION III

TAB




CONTENTS
A

AF FORM 801, QUALITY ASSURANCE SURVEILLANCE SCHEDULE

B

AF FORM 799, SURVEILLANCE ACTIVITY CHECKLIST

C

ALTERNATE SURVEILLANCE CHECKLIST (IF APPLICABLE)

D

AF FORM 714, CUSTOMER COMPLAINT RECORD (IF APPLICABLE)

E

AF FORM 802, CONTRACT DISCREPANCY REPORT (AFM 64-108 

                        CONTRACTS ONLY)

F

CDR LOG (AFM 64-108 CONTRACTS ONLY)

SECTION IV

TAB




CONTENTS
A

CONTRACTORS’ QUALITY CONTROL PLAN (accepted by CO)

B

QUALITY ASSURANCE SURVEILLANCE PLAN (QASP)

C

ALTERNATE SURVEILLANCE PLAN (if applicable)

D

COPY OF PERFORMANCE WORK STATEMENT (PWS),

OR STATEMENT OF WORK (SOW)



(can be filed in separate binder)

E

COPY OF AFM 64-108, PACAF SUP 1, AFI 63-504



(can maintain electronically)

SECTION V

TAB




CONTENTS
A

PRE-PERFORMANCE CONFERENCE MEETING MINUTES

B

MEETING MINUTES OF THE FIRST MONTH OF CONTRACTORS’



PERFORMANCE

C

SEMI-ANNUAL FC/CO/BRAG/KTR MEETING MINUTES

D

PAST PERFORMANCE INFORMATION (AFMC FORM 162A) 

E

QUARTERLY REVIEW OF QA FILE

F

ANNUAL QA EVALUATION BY THE FC/FD

G

ANNUAL QA ASSESSMENT OF PERFORMANCE BY THE CO 

