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This supplement implements and extends the guidance of Air Force Instruction (AFI) 63-501, Air Force
Acquisition Quality Program.  The AFI is published word-for-word without editorial review.  Air Force
Space Command (AFSPC) supplemental material is indicated in bold face.  This supplement describes
AFSPC’s procedures for use in conjunction with the basic AFI.  It applies to AFSPC, subordinate
and all functional areas involved in performing insight of contractor performance.  It does not apply
Air Force Reserve Command nor Air National Guard units.  It establishes procedures and respons
for performing quality assurance evaluation on major service contracts (other than operational 
contracts) and launch service contracts, written or administered by AFSPC.  Base operational serv
tracts are evaluated using AFMAN64-108, Service Contracts.  Subordinate units are encouraged to p
vide recommendations to this supplement.  Upon receipt of this integrated supplement discard 
Force basic publication.

SUMMARY OF REVISIONS

Added duties of the Wing Quality Assurance Director (QAD) and Program/Project Manager (PM). 
ified duties of the Contracting Officer (CO), Functional Area Chief (FAC), Quality Assurance Spec
(QAS) and Quality Assurance Evaluator (QAE).  Eliminated operational contract surveillance, cove
AFMAN64-108.  Included delegated launch service contracts.  A bar (|) indicates a revision from th
vious edition.

4.5.1.1. (Added)  AFSPC Quality Management:

4.5.1.1.1.  HQ AFSPC Directorate of Logistics, Contracting Division (LGC), is the office of prim
responsibility for AFSPC.  The Quality Assurance Manager (QAM) assigned to HQ AFSPC/LGCM
command focal point for all contract quality matters.  The QAM assigns responsibilities, provides
agement guidance and monitors the effectiveness of wing and field activities concerning the c
quality program.

4.5.1.1.2.  AFSPC QAM (HQ AFSPC/LGCM) reviews acquisition documentation and contracts to e
proper consideration and inclusion of quality assurance (QA) strategies and program guidance



conducts functional reviews and program management reviews as necessary to ensure compliance with
AFSPC guidance and higher level prescribing documents.

4.5.1.1.3.  AFSPC QAM establishes, plans and manages the QA mandatory training and the professional
development career program in accordance with AFI36-601, Air Force Civilian Career Program Man-
agement.

4.5.1.1.4.  Wing Quality Assurance Director (QAD) is the wing QA focal point and is responsible for the
establishment and enforcement of local implementing instructions to assure the compliance with
AFI63-501, this instruction and the referenced quality documents.  The Wing QAD assists the contracting
organization to plan, establish and manage quality requirements throughout the acquisition process.  Wing
QAD is the Chief of the Quality Assurance Office.

4.5.1.1.5.  An AFSPC Contract Quality Council will be formed to discuss contract quality issues and
exchange information between HQ AFSPC and the AFSPC field activities.  AFSPC QAM chairs the
council.  The council may develop and staff initiatives to address quality issues.  Wing QADs are the
council members.  The council establishes its charter within the scope of this instruction and annual meet-
ings are desirable when necessary.

4.5.1.1.6.  Quality organization utilizes contractor quality programs, to the maximum extent possible, as
the primary method for determining product and service acceptability.

4.5.3.  1.  (Added)  Contracting Officers (CO): Determine, in consultation with the Quality Assurance
Director (QAD) and the customer,  whether responsibility for FAR 42.302(a)(38), Contractor Compliance
with Contractual Quality Assurance Requirements, should be retained by the CO or delegated to Defense
Contract Management Command (DCMC).  Prior to delegating this responsibility the CO must determine
that DCMC has the resources to accomplish surveillance at a level that gives adequate confidence of per-
formance.  Determinations will have QAD coordination and be approved by the Contracting Squadron
Commander.  When responsibility is retained COs will:

4.5.3.1.2.  Pursuant to FAR 42.302(a)(38), delegate to the QAD specific tasks and authorities under the
terms of the contract by formal letter of delegation.

4.5.3.1.3.  Ensure a surveillance team, consisting of the FAC(s), PM and appropriate quality personnel
(may be QAE or mix of QAE and QAS), is established to ascertain if the contractor is delivering con-
tract-compliant services.  Notify the FAC in writing of their contract quality assurance duties.  After nom-
ination by the FAC, appoint QAEs in writing and inform them of their contract quality assurance duties.
Provide a copy of these letters to the QAD.  Sample Appointment Letters are at Attachment 2(Added) and
Attachment 3(Added). 

4.5.3.1.4.  Ensure that a MSP is developed by the FAC and QAD.  Approve the MSP.

4.5.3.1.5.  When new or changed  contract requirements are established, provide orientation to the FAC(s)
on appropriate aspects of contract requirements, past or present problems, and nature of authorities dele-
gated.

4.5.3.1.6.  Approve alternate surveillance approaches when the contractor has a commercial surveillance
system regardless of whether the contract meets FAR Part 12. 

4.5.4.1. (Added)  Quality System. Major service contracts (as defined in Attachment 1) and launch ser-
vice contracts used by the AFSPC are unique, complex and demanding instruments.  It is important that
2
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an effective system of quality assurance evaluation be established to ensure that the Government receives
the services for which it has contracted.

4.5.4.1.2.  These contracts are administered and monitored, according to Federal Acquisition Regulation
(FAR) Parts 42 and 46, by a team of qualified personnel.

4.5.4.5. (Added)  Wing Quality Assurance Director (QAD): Manage all aspects of the Wing Quality
Assurance Program..  Provide advice to contracting officers and their customers on appropriate methods
of surveillance for contracted services.  Keep abreast of changing philosophies, techniques and proce-
dures for quality assurance and instruct contracting officers, FACs, Quality Assurance Evaluators (QAE)
and Quality Assurance Specialists (QAS) in the changes.  Participate in market research conducted by the
contracting officer and his/her customers to ascertain what the commercial or industry segment approach
is to quality assurance of the particular service being purchased.  Lead the wings migration from tradi-
tional “over-the-shoulder” inspection of contractor performance of services to evaluation of contra
quality systems and the effectiveness of the contractor’s quality system to deliver contract-complia
vices.  Quality Assurance Specialists should play a key role in training and mentoring QAEs in this 
tion.  Evaluate contractor quality systems or plans when that is part of the approach to contract
assurance as described in the MSP.

4.5.4.5.1.2.  Provide management of the Master Surveillance Plan (MSP) development, impleme
and surveillance performance on Major Service or delegated launch service contracts.  Assist th
obtaining nominations for QAEs from FACs.  Prepare the MSP for the CO approval.  Maintain the
contract surveillance file.  Assist the FACs in documenting their  functional area surveillance p
required by the MSP and assist in obtaining the CO approval.  Provide summary of surveillance re
the CO per the MSP on a periodic basis.

4.5.4.5.1.3.  Ensure designated FACs, QAEs and QAS’ are sufficiently trained in their quality dutie

4.5.4.5.1.4.  Ensure QAE or QAS personnel participate in acquisition planning to ensure proper co
ation and inclusion of quality assurance strategies.

4.5.4.5.1.5.  Designate a QAS to work with the QAE when a portion of the surveillance approach
MSP is to evaluate a contractor’s quality system.

4.5.4.5.1.6.  Ensure QASs do not have additional duties that interfere or conflict with their contra
veillance responsibilities. 

4.5.4.5.1.7.  Periodically audit each functional area’s surveillance to assure that surveillance is be
formed and documented in accordance with this instruction and the MSP.

4.5.4.5.1.8.  Manage the QA stamp program if one exists.

4.5.4.6. (Added)  The QAEs and QAS’: Are knowledgeable of the contract terms and conditions, SOW
requirements, technical and management proposals, surveillance plan requirements, and any contractor
operating procedures for their assigned surveillance areas.

4.5.4.6.2.  Evaluate and document the contractor’s performance in accordance with the approved
lance plan.  QAS’ evaluate contractor quality systems.

4.5.4.6.3.  Promptly notify the CO, QAD, PM and FAC of any significant performance deficiencies. 
umentation of deficiencies are important in selection of future contractors.
3



tomer’s
rted.  Just
area sur-
trol and
s of the
he MSP
ange in

evel-
 same
ations
ntract
.

pection
ndards;

 FACs,

surveil-
l accep-
.  When
rveil-
monitor
ce.

his sec-
 report-
y for the
 record
4.5.4.6.4.  Develop an area surveillance plan for assigned portions of the contract when the CO, QAD, PM
or FAC determine that one is necessary.

4.5.4.6.5.  Maintain a surveillance file as defined in Attachment 1. 

4.5.4.7. (Added)  Master Surveillance Plan Development: A Master Surveillance Plan (MSP) is
required for every major service contract,  and every launch services contract delegated to an AFSPC
wing for QA in accordance with FAR Part 42.

4.5.4.7.1.2.  Development of the MSP starts as early as possible, preferably at the time of requirements
definition.  MSPs are revised as circumstances and requirements change.

4.5.4.7.1.3.  Development of the master surveillance plan (MSP) is the responsibility of the QAD or his/
her representative, with assistance from the PM, FAC and CO.  Consideration must be given to the con-
tract's performance requirements, the risks of contractor non-performance and the CO’s and cus
need to assure various areas of contract performance results are monitored, evaluated and repo
as contract quality requirements are tailored to meet the needs of each acquisition, the MSP (and 
veillance plans) should be constructed to ensure that the correct balance of contractor quality con
Government insight is obtained.  This requires detailed analysis of the performance and cost risk
contract, taking into consideration any repeat performance requirements or special warranties.  T
and area surveillance plans should indicate that the degrees of government surveillance will ch
reaction to any change in quality of the contractor’s performance.

4.5.4.7.2.  MSP Development Point. The MSP and supporting area surveillance plans should be d
oped concurrently with the SOW, Acquisition Plan and Source Selection Plan, preferably by the
individuals.  Any changes in the SOW or contractor's quality control system resulting from negoti
are reflected by revising the surveillance plan(s) prior to contract start.  At any time following co
award, the CO may revise the surveillance plan to reflect changes in the contractor’s performance

4.5.4.7.3.  MSP Contents. As a minimum, each MSP should contain the following:

4.5.4.7.3.1.  Description of the contract services to be evaluated.

4.5.4.7.3.2.  Identification of contract performance and quality requirements (e.g., standard ins
clauses; ISO; contractor submitted, government approved quality plans; statement of work sta
etc.).

4.5.4.7.3.3.  An organizational chart  showing the program surveillance team structure. (QAD, PM,
QAEs and QAS’, etc.).

4.5.4.7.3.4.  Description of the surveillance approach to be used.  Include a description of specific 
lance techniques to be employed (e.g., sampling, process evaluation, management reviews, fina
tance).  If there are area surveillance plans, list and attach them to the master surveillance plan
multiple functional areas are involved in surveillance, indicate which functional area will do what su
lance.  Example:  If a Space Launch Squadron, the Quality Assurance Flight and Safety are to 
contractor launch services, the MSP would delineate which office will do each aspect of surveillan

4.5.4.7.3.5.  Description of the documentation required to report the contractor's performance.  T
tion details the requirements for QAEs and QAS’ to maintain records, prescribes form(s) to use for
ing purposes, establishes whether a checklist is required and prescribes the format and frequenc
Certificate of Services if one is required by the CO.  This section would also describe any special
keeping for input to the award fee process.  
4
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4.5.4.7.3.6.  If the contract has an award fee provision, the MSP should include or reference the award fee
evaluation criteria and the documentation gathering and reporting needs of the Award Review Board.  An
award fee plan is not a substitute for the MSP.  It should however be built on contract performance stan-
dards which are the objective of our quality assurance efforts.  Quality assurance documentation should
form the foundation of award fee documentation to avoid unnecessary duplication of effort and ensure
consistency in contractor evaluation. 

4.5.4.8. (Added)  Surveillance Team Composition. The composition of the surveillance team is depen-
dent upon the size and complexity of the contract, as well as the number of functional areas represented in
the SOW.  If the contract has only one major functional area to be evaluated, a FAC and a minimal number
of QAEs and/or QAS’ may be adequate to provide surveillance. 

4.5.4.8.1.  Contract  Quality Assurance Organization.  Figures 1 and 2 depict the lines of contr
authority described by this instruction.

6.1.1. (Added)  HQ AFSPC/LGCM QAM: Is the Major Command (MAJCOM) focal point for th
quality assurance program.

6.1.1.2.  Provides guidance for the AFSPC quality assurance/evaluation program.

6.1.1.3.  Assesses field activities' compliance with the direction set forth in this instruction.

6.2.  1.  (Added)  Wing Commanders: Ensure their quality personnel have the appropriate autho
responsibility, proficiency and organizational freedom to pursue resolution of quality issues.

6.2.1.2.  Ensure a quality assurance program is established and enforced to effectively evaluate
tractor's performance for each contract issued or administered by their contracting activity.

6.2.1.3.  Designate a Quality Assurance Director (QAD) to manage all aspects of the Wing Quality
ance Program as shown in Figures 1 and 2. 

6.2.1.4.  Designate a Program/Project Manager (PM) when a major service contract provides su
two or more independent Functional Area Chiefs (FAC).  For purposes of this supplement, the role
PM is to coordinate and pull together contract quality assurance, both in preaward planning a
award execution and surveillance.  PMs may reside in one of the FAC’s organizations or may be in
dent of the FACs.  The existence of a PM does not relieve the FAC of responsibility for contractor s
lance of their portion of the major service contract.  The flow of contract quality assurance aut
when there is a PM, is shown in Figure 1.
5
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Figure 1.  Surveillance Team Organization (With 
PM).

Figure 2.   Surveillance Team Organization (Without 
PM).

6.2.2.  Functional Area Chiefs (FAC): Are responsible for the surveillance of contractor’s in their fun
tional area.  In consultation with the QAD, develop an area surveillance plan for assigned portion

FAC

FAC

FAC

FAC
QA Office

-QAE(s)

-QAE(s)

-QAE(s)

-QAS(s)

MSPPMCO

QAD Manages

       Process

FAC -QAE(s)

FAC
QA Office

-QAS(s)

MSPCO

QAD Manages

       Process
6



contract  (if the CO, QAD or PM determines that one is necessary).  The QAD reviews the area surveil-
lance plan and the CO approves the area surveillance plan.  Area surveillance plans should be used when:
(1) multiple functions are performed under one contract or  (2) multiple geographic locations are covered
by one contract.

6.2.2.2.  Nominate (in writing to the CO) as many QAEs as necessary to perform surveillance of the con-
tractor consistent with the MSP. 

6.2.2.3.  Ensure each QAE and QAS develops an area surveillance plan (ASP)  (if one is determined to be
required by the FAC, QAD or PM).

6.2.2.4.  Ensure the QAE maintains a surveillance file as defined in Attachment 1.

6.2.2.5.  Ensure QAEs do not have additional duties that interfere or conflict with their contract surveil-
lance responsibilities.
7



Attachment 2   

SAMPLE FAC DESIGNATION LETTER (ADDED) 

Figure A2.1.    Sample FAC Designation Letter. 

.

M E M O R A N D U M  F O R   (In d iv id ua l)

F R O M :  (C on trac ting  O ffice r)

S U B JE C T :  F un ctio na l A rea  C h ie f (F A C ),  (P rog ram  n am e)

1 .  IA W   w ith  A F I63 -5 01 A F S P C 1 ,  y ou  a re  th e  F A C  fo r  th is  c o n trac t an d  a s  su ch  are  resp o nsib le  to  p ro v id e  
th e  C o n trac tin g  O ffice r (C O ) w ith  su rv eillan ce  o f c on trac to r p e rfo rm an ce , to  ass is t w ith  th e  d ev elo pm en t 
o f M as ter an d  A rea  S u rv eillan ce  P la n s, an d  to  n o m in a te  q u a lity  a ssu ran ce  ev a lu ato rs  (Q A E s),  a s  re qu ired ,
to  assist in  you r su rve illance  o f the con trac to r’s perfo rm ance .

2 .  T he F A C  is no t  au thorized  to :

a .  O f fer lega l in terp re ta tions about the  con tract o r its  p rov is ions.

b .  D irec t changes to  the  statem ent o f w o rk .

c .   In cu r an  inc rease o r decrease  in  the  scope, p rice , te rm s, o r cond itions o f the  con trac t.

d .  D irec t the  d ispos ition  o f any  G overnm ent p roperty  accoun tab le  under the  con trac t.

e .  D irect o r au tho rize  the  contrac to r to  acqu ire any  property .

f .  S ign  any  con trac tua l docum ent, in c lud ing  le tte rs, w h ich  requ ire  the  s ignatu re o f a  con trac ting
o fficer.

g .  Send  le tte rs  o f com m endation , app rec iation , o r  thanks to  con trac to r personne l, as  a resu lt o f
con tract perfo rm ance.

h .  B e  invo lved  in  superv is ion , se lec tion , o r rating  o f con trac to r em p loyees.

3 .  A nnually  the  F A C  sha ll ensu re  tha t a l l G overnm en t personne l concerned  unde rstand  tha t on ly
con tracting  o ff icers can  lega lly  com m it the  G overnm en t.

4 .  T he unde rsigned C O  m ay be con tac ted  a t (phone) fo r add itiona l in fo rm ation .

(S ignatu re)
C ontracting  O f f icer

(A ttachm en ts)
cc:  
(C on trac to r)
(W ing  Q A  D irec to r)
8



Attachment 3   

SAMPLE QAE APPOINTMENT LETTER (ADDED)

Figure A3.1.  QAE Appointment Letter.

JOHN D. LADIEU,   Col, USAF
Director of Logistics

M E M O R A N D U M  F O R   ( I n d i v id u a l )

F R O M :   ( C o n t r a c t i n g  O f f i c e r )

S U B J E C T :  Q u a l i t y  A s s u r a n c e  E v a l u a to r  ( Q A E )

1 .   I n  a c c o rd a n c e  w i th  A F I 6 3 -5 0 1 A F S P C 1 ,  y o u  a r e  a p p o i n t e d  th e  Q u a l i t y  A s s u ra n c e  E v a l u a to r  ( Q A E )  f o r  ( c o n t r a c t
n u m b e r )  e f f e c t iv e  ( d a t e ) .   Y o u r  F u n c t i o n a l  A re a  C h i e f  i s  ( n a m e ) .

2 .   S p e c if i c  Q A E  d u t i e s  a r e  f o u n d  in  A F I 6 3 -5 0 1 A F S P C 1 ,  ( l o c a l  Q A  s u p p l e m e n ts ) ,  t h i s  Q A E  d e le g a t io n  l e t t e r ,  a n d  t h e
a p p l i c a b l e  m a s te r  s u r v e i l l a n c e  p l a n s  ( i n c l u s iv e  o f  a n y  a r e  s u r v e i l l a n c e  p l a n s ) ,  c o n t r a c t i n g  o f f ic e r  (C O )  i n s t ru c t i o n s ,  a n d
i n f o r m a ti o n  fu r n i s h e d  b y  t h e  w i n g  t r a i n i n g  fu n c t io n .

3 .   G e n e r a l  Q A E  d u t i e s  i n c lu d e :

a .   M o n it o r i n g  a n d  r e p o r ti n g  t h e  c o n tr a c t o r ’s  p e r f o r m a n c e  th ro u g h  t h e  F A C  t o  t h e  c o n t r a c t i n g  o f f i c e r .

b .   M a i n te n a n c e  o f  s u rv e i l l a n c e  r e c o rd s .

c .   A c c e p t a n c e  o f  c o n t r a c t  s p e c i f i e d  s e r v ic e s .

d .   M a i n t a in  c u r r e n t  k n o w l e d g e  o f  t h e  c o n t r a c t .

4 .   T h e  Q A E   d o e s   n o t  h a v e  t h e  a u t h o r i t y  t o :

a .   O f fe r  l e g a l  i n t e r p r e ta t io n s  a b o u t  t h e  c o n t r a c t  o r  i t s  p r o v i s i o n s .

b .   D i r e c t  c h a n g e s  t o  t h e  s t a t e m e n t  o f  w o rk .

c .   I n c u r  a n  i n c re a s e  o r  d e c re a s e  i n  th e  s c o p e ,  p r i c e ,  te r m s  o r  c o n d i t i o n s  o f  t h e  c o n t r a c t .

d .   D i r e c t  t h e  d is p o s i t i o n  o f  a n y  G o v e r n m e n t  p r o p e r t y  a c c o u n t a b l e  u n d e r  th e  c o n tr a c t .

e .   D i r e c t  o r  a u th o r i z e  th e  c o n t r a c t o r  t o  a c q u i r e  a n y  p r o p e r t y .

f .  S i g n  a n y  c o n t r a c t u a l  d o c u m e n t ,  i n c l u d in g  l e t t e r s ,  w h ic h  r e q u i r e  t h e  s i g n a tu re  o f  a  c o n t r a c t in g  o f f ic e r .

g .   S e n d  l e t t e r s  o f  c o m m e n d a ti o n ,  a p p r e c ia t io n  o r  t h a n k s  t o  c o n t r a c t o r  p e r s o n n e l  a s  a  r e s u l t  o f  c o n t r a c t
p e r fo r m a n c e .

h .   B e  i n v o l v e d  i n  s u p e r v i s io n ,  s e l e c t i o n  r a t in g  o f  c o n tr a c t o r  e m p lo y e e .

5 .   T h e  a p p o in t m e n t  o f  ( th e  p re v i o u s  Q A E )  is  h e re b y  r e s c i n d e d  ( i f  a p p l ic a b l e ) .

6 .   F o r  a d d i t i o n a l  in fo rm a t i o n  c o n ta c t  y o u r  F A C : ( n a m e , o rg )  a t   ( p h o n e )  o r  th e  u n d e r s i g n e d .

( S i g n a t u r e )( A t ta c h m e n t s )
c c :
( S u p e rv is o r )
( C o n t r a c t o r )
( W in g  Q A  D ir e c t o r )
9
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	4.5.4.6.4. Develop an area surveillance plan for assigned portions of the contract when the CO, Q...
	4.5.4.6.5. Maintain a surveillance file as defined in Attachment 1.
	A Master Surveillance Plan (MSP) is required for every major service contract, and every launch s...
	4.5.4.7.1.2. Development of the MSP starts as early as possible, preferably at the time of requir...
	4.5.4.7.1.3. Development of the master surveillance plan (MSP) is the responsibility of the QAD o...
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	4.5.4.7.3.6. If the contract has an award fee provision, the MSP should include or reference the ...
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	Is the Major Command (MAJCOM) focal point for the quality assurance program.
	6.1.1.2. Provides guidance for the AFSPC quality assurance/evaluation program.
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