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QUALITY ASSURANCE SURVEILLANCE PLAN


	TASK
	TASK NAME
	STANDARD
	AQL
	METHOD OF SURVEILLANCE

	Overall Contract Mgmt
	Contract Management, Cost Management
	Contractor Maintains high level of quality assurance, responsiveness to GPO/CO/CS, Contractor contacts GPO/CO/CS immediately with problems, as appropriate.  Contractor remains w/in or below cost estimates, Notified GPO/CS immediately of any budget issue.
	GPO/CO/CS has no more than 3 valid complaints in 6 month period; minimal CO/CS intervention required; no more than 1 invoice per 6 month period requiring suspension or disallowance due to mistakes, incompleteness or other; No more than 3 working day delay in responding to GPO/CO/CS defined time frames, no over overruns
	GPO/CO/CS Monitoring - including monthly reports, final reports, invoices & 294 forms, and customer communications

	Develop/ Execute Work Plan
	Work Plan Development
	Work Plan delivered within time line specified. 

High quality written materials with up-to-date information.  

Contractor takes lead in developing plan and incorporates high level of quality assurance, responsiveness, Auser-friendliness@ & timely delivery to customers into plan.

Plan includes methods to identify knowledge application (KA) needs and approach for delivery of KA. Plan stays within budget estimates.

Workplan is well organized; discusses challenges and solutions. All typographical, spelling, tense and grammar errors have been corrected

Workplan reflects 

state-of-the-art methodologies currently being utilized and clear analysis for obtaining goals of contract.  

Complies with other SAMHSA marketing & distribution standards and utilizes on-going SAMHSA activities while addressing SAMHSA needs. Follows approved social marketing methodology at all time. 

Distribution Plan comprehensive, affordable, and designed to reach appropriate audiences
	Not more than a five (5) workday delay in task schedule

Revision reflects 100 % incorporation of feedback or comments noted by reviewers, GPO/CS/CO.  

Final accepted plan is 100% implemented; is timely and within budget.

Able to quickly anticipate changes and adapt plan as required. 

Documents are 98% accurate. 

Electronic files are flexible and can be edited easily by GPO after delivery
	GPO to provide guidelines, deadlines, and time frames for Contractor to follow. 

Review workplan and provide comments.  

	1
	Meetings with GPO
	Contractor contact GPO immediately after contract award.  Meets with GPO no later than 2 weeks of award for guidance and instructions.

Contractor to schedule on-going meetings with GPO, on a regular – to be specified – basis.
	Contractor adheres to guidance given by GPO.

Follow all guidelines, procedures, and clearances.
	GPO will provide guidance, instructions and guidelines.

	6
	Web Materials/Site Development and Maintenance 
	Annual web site development and maintenance plan delivered on time.

Web page is maintained in accordance with approved plan; new items are placed on beta site w/in 2 – 5 working days of receipt from GPO

Follow all SAMHSA Internet/Web Site Policy & procedures, including Privacy Policy.


	95% of new programmatic and concept clearances are submitted to OC/SAMHSA w/in 5 working days.

98% of ADP/IT items are forwarded to Division of Management Services/IT (formerly DIRM) w/in 2 working days.

Final 95% error free
	GPO monitoring

Revisions reflect 100% incorporation of feedback or comments noted by reviewers.

Not more than 3 days late on submissions to OC/SAMHSA.

Not more than 2 days late on submissions to DMS/IT

	7
	New product development 

(includes, but not limited to, Task 7b, 7d, 7e, & 7f)
	New products developed in accordance with approved plan and schedule; products meet quality standards described under Task 7b and Task 7c -Sub Task 1.F.6 & 7
	Clearance documents completed, requiring no more than 1 revision.

Revisions reflect 100% incorporation of feedback or comments noted by reviewers.

90% of new products are developed on schedule; 90% of camera ready copies of new products meet quality standards
	GPO monitoring

GPO provides guidelines, deadlines, and timeframes for Contractor to follow.

Review deliverables (to include: clearance documents, periodicals, publications, dissemination activities) and provide comments.

	7c
	Treatment Improvement Protocols (TIPs)

(includes 6c)
	TIPs prepared in specified format for web publishing, meeting quality specifications and within time specified.

New and in-progress TIPs developed within schedule; all steps in TIP development process are successfully completed; collateral products developed within schedule; TIP quality standards (Task 7, Task 7c, Sub Task 1.F.6 & 7) are met

High quality written materials in TIPs prepared by technically qualified writers and editors (Task 7 & 7c)
	90% of TIPs and TIP collateral products are developed within schedule; 90% of electronic conversion of TIPs submitted to NLM on schedule; 95% of camera ready copies of TIPs and TIP collateral products meet quality standards.

Revisions reflect 100% incorporation of feedback or comments noted by GPO or reviewers.
	GPO will provide guidance, timelines, and monitoring.

GPO, or appropriate content specialist, will review and make comments during TIP development process.



	10
	Product dissemination
	Coordinate dissemination activities with SAMHSA/OC and SHIN.

Monitor relevant lists on SIMS  for accuracy/ currency.

Targeted mailings and dissemination through appropriate media, including electronic, are completed within 5 days of receipt of assignment from GPO
	Contractor communicates with SAMHSA/OC and SHIN regarding dissemination of KAP products.

90% of targeted mailings and dissemination through electronic media are completed within 5 working days 
	GPO monitoring, and communication with SAMHSA/OC and SHIN.

Monitors dissemination deliverables for timeliness and accuracy.

	11b

11b 

(cont.)
	Exhibiting of KAP products
	Annual exhibit schedule submitted to GPO and OC no later than 1 month prior to first conference and/or activity.

KAP-specific complementary tabletop exhibit developed, submitted for review, and approved by SAMHSA/OC 

Contractor to submit for inclusion in a monthly report all exhibit sites, including cost and audience.
	Annual exhibit schedule submitted on time.

95%; all exhibit support activities are successfully completed according to SAMHSA/OC policy

Revision of tabletop exhibit reflects 100% of comments from GPO and OC.

Monthly exhibit report is 100% accurate.
	GPO and OC will provide comments and guidance on exhibit schedule.

GPO and OC will review and provide comments on KAP-specific complementary tabletop exhibit.

GPO monitoring exhibit sites and cost.

	11d
	Conference and meeting calendar
	Calendar is updated monthly; no relevant conf/mtgs are missing from calendar
	No more than 1 conferences or meeting missed each 6 months
	GPO monitoring

	12a
	Graphics/AV support
	Presentations completed w/in 2 working days after receipt of assignment from GPO; final products contain no errors
	95% of presentations completed w/in 2 working days; 100% of final products are error free
	GPO monitoring

	12b
	Literature searches
	Searches completed w/in 24 hours
	95% of searches completed w/in 24 hours; final 95% error free
	GPO monitoring

	13
	Periodicals
	Publication plan is followed; periodical requirements are met for each issue; recipient satisfaction
	95% of issues of each periodical are disseminated on time; requirements are met 95% of the time; 85% of sample of recipients for each periodical express satisfaction
	GPO monitoring; focus group or other customer satisfaction method

	15
	Briefings, Communications
	Contractor prepares letters, memos, brief reports, presentations, and other KAP documents to GPO for review.

High quality written and presentation materials with accurate information.
	Revisions reflect 100% incorporation of feedback or comments.  

Final communication/document is 99% accurate. 
	GPO provides guidelines, deadlines and time frames for Contractor to follow. 

GPO reviews and provides comments on communications within 1 week of receipt of document/communication.

	16
	Reports
	Monthly and quarterly reports are submitted on time; annual report is comprehensive, includes suggestions for improvements, and is submitted on time
	95 % of monthly and quarterly reports are on time; annual report is on time and accurately reflects prior year’s experience
	GPO monitoring

GPO reviews and provides comments on reports within 1 week of receipt.

	17


	Transfer of Activities

Startup

Transition Plan

Turnover at End of Contract
	Contractor contact GPO immediately after contract award. Meets with GPO for guidance and instructions. Ask GPO for a copy of transition plan. Plans implementation 

Contractor prepares a transition plan for review four months prior the end of the contract.

Transition plan includes, transfer of government property, files, electronic files, software etc. and proposes to GPO ideas in plan implementation.

In addition Contractor will state what methodology they will use to retain their files to the terms and conditions of the contracts (i.e., location of file storage, contact person & telephone).

All deliverables (reports, software, etc.) are delivered to GPO/CS/CO within 30 days of contract end date. 

Contractor provides the GPO and CO will a list of all outstanding issues under the contract within 60 days of contract end date.

Turnover to new contractor occurs on time, including all critical documentation, software and training assistance
	Contractor adheres to guidance given by GPO/CS/CO. 

Follow all guidelines procedures and clearances.

Contractor will implement comments provided by GPO/CS/CO

Contractor implements plan with minor intervention from 

GPO/CS/CO.

GPO monitors turnover activities without undue effort.

New contractor and government acknowledge effective completion of turnover
	GPO/CS/CO will provide guidance, instructions and guidelines.

GPO/CS/CO will review and make comments to transition plan.

GPO receives all deliverables prior to contract end date.

GPO monitoring
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