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FOREWARD

RGII Technologies, Inc. (RGII) was founded on the principle that providing quality service to its customers is essential for Company growth.  RGII has been eminently successful in adhering to this principle and has therefore grown progressively since its incorporation.

This Quality Control Plan (QCP) provides a standard reference for all RGII employees on the conduct of quality control/assurance related support services and deliverables associated with the contract.

RGII builds upon our core strengths in technical program management, system, software and communications engineering, security support and security documentation and call management centers (technical coordination team) to provide TRICARE Online Program Management Office (TOL PMO) with quality support services that surpass the expectations of our customers.  This will continue to be achieved through the active participation of RGII employees that bring about continuous quality improvements to better satisfy our customer’s needs.  Our success is the responsibility of our employees that is displayed through employee attitude, sound business practices that support this QCP and an unwavering commitment to the success of RGII in providing quality support services and products.  Our employees are the source of our strength, and their knowledge and commitment determine our reputation and vitality.  Our employees’ knowledge is the input to our quality process, and their dedication and teamwork are the process drivers.  By adhering to the principles of RGII’s QCP, personnel maintain and continue to build upon our reputation for quality in all work performed and services provided to our customers.

As the RGII Vice President of Information Management Solutions, I affirm my commitment to quality control and assurance and have established a comprehensive quality control assurance system in accordance with the RGII QCP that will allow our personnel meet the requirements of support services to the TOL PMO. 

____________________________________________

Kenneth Kmiec

Vice President

RGII Technologies, Inc. Information Management Solutions Division

1 INTRODUCTION

This QCP documents the policies and procedures that RGII will use to monitor and provide oversight to the work performed by the RGII project team to provide technical program management, system, software and communications engineering, security support and security documentation and call management centers (technical coordination team)  for the TRICARE Online Program Management Office (TOL PMO). The basic elements of this QCP, including quality control, auditing, reporting quality processes, and record-keeping are standard at RGII.  The quality control processes described herein have been developed over the past thirteen years at RGII, and are well documented and fully implemented throughout RGII.  The work that is required by this contract is a core business area for RGII, building on our technical program management, system, software and communications engineering, security support and security documentation and call management centers (technical coordination team) support services experience base.

2 MONITORING AND OVERSIGHT

RGII was founded on the principle that providing quality products and services to its customers is essential for RGII growth.  RGII has been eminently successful in adhering to this principle and has therefore grown progressively since its incorporation.  RGII believes that an effective organizational structure that provides monitoring and oversight to the project team as depicted in Figure 2-1, from the RGII CEO to the RGII TOL support team personnel is crucial to the fulfillment of this principle and key to the development and implementation of a sound contract QCP.
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Figure 2‑1 Monitoring and Oversight for the TOL Engineering and Security Contract

2.1 Responsibility and Authority

2.1.1 Chief Executive Officer (CEO)

Ms. Kathryn B. Freeland is the owner and CEO of RGII and has executive responsibilities and authority.  She is responsible for the RGII Quality System.  In addition to managing the company and directing business development to support stable and prosperous growth, she provides vision, guidance, framework, and policy for RGII.

2.1.2 Chief Operating Officer (COO)

Mr. Jim Nehman is the COO of RGII and is a corporate manager having executive responsibility.  He reports to the CEO on the day-to-day operations of the Company.  They work closely with the Vice Presidents and Directors to ensure that contract obligations are well coordinated and prospective business development is actively on going.  The COO is responsible for all operations management activities company-wide, improving the fiscal and financial performance of the organization.  The COO in conjunction with the CEO develops the organizations strategic and policy framework to manage all the organizations divisions (business units).  The COO is responsible for the overall accountability, quality control, efficiency, effectiveness and growth of all divisions.

2.1.3 Vice President (VP)

Kenneth Kmiec is the Vice President for the Information Management Solutions Division. His primary thrust is to promote and provide corporate-wide quality control on contract deliverables; and provide technical and administrative insight into existing, follow-on, and new business.  He monitors the resolution of customer reported quality problems, promotes continuing improvements in the Quality Control System, and reviews and approves selected deliverables. He reports to the COO and is responsible for all management and new business development activities, financial performance of the applicable division, increasing client satisfaction and enhancing project management effectiveness and efficiency.  VPs assign Task Managers (TM) to contract position based on recommendations from Directors.

2.1.4 Director

Mr. Tom Eakin, Director, is an experienced professional who is chosen to supervise and coordinate the administrative operations with the TM.  The Director assists the VP with Business Operations and Business Development for the division.  The Directors coordinate the efforts of the TMs by promoting teamwork and avoiding duplication of effort.  He reviews and endorses contract deliverables and management documentation including the Project Management Plans (PMPs), Monthly Progress Reports, Security and Engineering analysis, documentation, and utilization reports and forward them to the VP for approval.  He monitors the performance of contract by scheduling and conducting contract reviews.  He monitors costs by evaluating, endorsing and forwarding travel and other direct costs requirements to the VP.  He reviews and, as necessary, revises selected deliverables and forwards them to the VP for final review and approval.  He assists the VP with the development of the Business Operations and Business Development Presentation at regular corporate meetings.

2.1.5 Task Manager (TM)

Ms. Karen Morris is an experienced individual, chosen by the Director and VP to fulfill the requirements of the TM for the TOL security and engineering contract. She serves as the liaison between RGII and the TOL PMO contract officials with respect to contract technical and administrative matters, management decisions, and concerns.  The TM supervises the activities of the contract project team personnel.  She monitors, controls, and provides technical assistance to the project team personnel; reviews and directs the daily activities of the project team personnel; and provides first level quality control of contract deliverables.

She assists project team personnel in personnel leadership and management.  She provides guidance and motivation, directs temporary exchanges of personnel during workload fluctuations, and transition staff during major workload changes.  She directly supervises the project team personnel and appraises their performance.  She develops contract deliverables and management documentation including the Project Management Plan (PMP), Transition Plan, Monthly Progress Reports, Security and Engineering analysis, documentation, and utilization reports and forwards them to the Director for approval.  She continually monitors the performance of project team personnel and inspects  deliverables (including ad-hoc) prior to forwarding them to the TOL PMO.  She also generates the draft employee annual performance appraisal. She is responsible for reviewing and forwarding time sheet entries and contract expenditures to the Director.  Specific responsibilities of the TM relative to the TOL engineering and security delivery order will be further described in the PMP.

3 QUALITY MANAGEMENT AND PLANNING

Quality Management

RGII is dedicated to efficiently providing quality services and deliverables.  The Management of RGII is focused on optimizing the performance of our highly talented professionals on this Project Team.  Project Team members will be unencumbered as they are committed to providing unparalleled quality support services and deliverables to the TOL PMO under direction of the TM.

Proper management of this contract in accordance with Company policies minimizes the risk associated with a project, and ensures that the high quality of services and deliverables will encourage follow-on business with the customer.  Our company success depends upon doing the best job at the lowest practical cost.  Our TM and the leadership she provides is instrumental in ensuring our success.

Quality Planning

Contracts vary in the amount of detail used to describe the work required.  Most contracts require the delivery of information technology, engineering, or analytical products.  Deliverable products are typically in the form of plans, reports, letters, acquisition documentation, and technical documentation.  Deliverable services are typically in the form of help desk support, database administration, network engineering and administration, configuration management, security, or computer programming.  The effort expended in formalizing a PMP, based on the policies and processes of this QCP, has proven to be instrumental to contract success.  A Design Plan would be prepared for those contracts requiring design work.

The PMP documents the detailed methodology that will be used to satisfy the requirements of this contract.  Major contract tasks are broken down into subtasks, and resources are assigned at the subtask level.  The timing of subtasks, and the planning for quality assurance of services and deliverables are defined in this document.  Procedures for preparing PMPs and any Design Plans are contained in the RGII Project Systems Management Manual.

As applicable to the individual contract requirements, the PMP or Design Plan include the following:

· Significant goals and objectives to be achieved during the contract

· Management structure and organizational chart

· A staffing plan graph/table outlining labor category and hours allocation over the 
contract period of performance

· Subcontracts and subcontractor management, roles, and responsibilities

· A funding plan graph based upon contract funded amount

· A schedule for measurable tasks/milestones, subtasks, and quality assurance activities 
including contract reviews and duration or due dates of specific tasks

· Known cost, performance, and schedule risks

· Acquisition of any controls, processes, inspection equipment, fixtures, production resources 
and skills as applicable that are needed to achieve the required quality

· Documents that must be formally controlled

· Policy and procedures for issue resolution

The PMP and the Design Plan (if/when required - developed and approved) are maintained by the TM and become a quality record.

3.1 Internal Quality Control, Inspection, and Feedback System

RGII’s internal quality control, inspection, and feedback system facilitates internal and external monitoring and auditing in the areas of inspection of deliverables and customer satisfaction surveys.  The TM will lead and manage the TOL contract project team in accordance with established RGII documented policies and procedures contained in the QCP and the PMP.  These documents provide documented policies and procedures by which the TM will manage the contracts in terms of cost, schedule, and performance.  Additionally, the TM initiates and coordinates project management internal quality control, inspection, and feedback to enhance the quality of services and products to the customer.

The development and delivery of a document in accordance with contract requirements is a team effort.  The primary responsibility for technical soundness of the report rests with the TM.  The TM will ensure that qualified personnel are assigned the responsibility authoring and reviewing (peer review) a document.  The TM will then manage the preparation of the report from outline to final production and inspection.

The inspection process and nominal time requirements for a report are shown in Figure 3-1.  In order to ensure that the quality inspection of deliverables does not adversely impact schedule, the TM should plan five working days for inspection and editing of deliverables.  If the five-day requirement is not permissible, the TM will identify special review requirements in the PMP and at subsequent contract reviews.   
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Figure 3‑1 Deliverable Inspection Process

3.1.1 Peer Review Process

Repeatable processes, well-defined, documented, standardized, and integrated, yield quality products that are consistent and manageable.  RGII uses a  process embedded with sound technical practices. All team members are trained and will use this process to meet the needs of the TOL.

1. Author fills out, prints and attaches al Deliverable Sign-Off Sheet to a manila folder to hold all documentation that will be associated with the review

2. Author fills out the Peer Review Notification

3. Author schedules a 30 to 60 minute Peer Review meeting (allowing 3 days for the document to be reviewed) and sends the Peer Review Package with document to be reviewed to:

· Two members of the RGII staff 

· Lead for Technical Coordination Team (TCT)

4. Reviewers comment on the document through use of Comment Sheets and within the document

5. Lead for TCT convenes the Peer Review meeting with author and reviewers in attendance 

(If a reviewer is unable to attend, Comment Sheets and marked document are provided to Lead for TCT)

6. Attendees comment on the document and discuss proposed actions during Peer Review

7. Reviewers present Comment Sheets and marked document to author at conclusion of Peer Review

8. Author revises document 

9. Author presents Peer Review Package (revised document, reviewer comment sheets, marked documents, electronic copy of the document and signed Deliverable Sign-Off Sheet) to Lead for TCT

10. Lead for TCT reviews document 

11. Lead for TCT discusses additional suggested revisions with author

12. Lead for TCT finalizes document for delivery
13. Lead for TCT delivers Peer Review Package (finalized document, reviewer comment sheets, marked documents, electronic copy of the document and signed Deliverable Sign-Off Sheet) to Task Manager
14. Task Manager reviews document and Peer Review Package (finalized document, reviewer comment sheets, marked documents, electronic copy of the document and signed Deliverable Sign-Off Sheet) to Director.
15. Director reviews document and Peer Review Package – comments as necessary  and returned to Task Manager.
16. Task Managers reviews comments taking corrective action as necessary.  Upon satisfactory second review and if necessary discussion with the author, Deliverable is presented to the government TOL PM.  
Individual Actions

Author

1. Fill out, print and attach the Formal Deliverable Sign-Off Sheet to a manila folder to hold all documentation that will be associated with the review

2. Fill out the Peer Review Notification

3. Schedule a 30 to 60 minute Peer Review meeting (allow 3 days for the document to be reviewed) and send the Peer Review Package with document to be reviewed to:

· One member of the engineering staff 

· One member of the security staff 

4. Attend Peer Review

5. Discuss reviewer proposed changes

6. Collect Comment Sheets and marked document from reviewers at conclusion of meeting

7. Revise document

8. Present Peer Review Package (revised document, reviewer comment sheets, marked documents, electronic copy of the document and signed Deliverable Sign-Off Sheet) to Lead for TCT

9. Discuss additional Lead for TCT generated changes with Author.

Reviewers

1. Comment on the document through use of Comment Sheet and within the document

2. Attend Peer Review (If unable to attend, provide Comment Sheets and marked document to Lead for TCT

3. Comment on the document and discuss proposed actions during Peer Review

4. Present Comment Sheets and marked document to author at conclusion of Peer Review

Lead for TCT

1. Convene the Peer Review meeting with author and reviewers in attendance

2. Review document 

3. Discuss possible additional revisions with author

4. Finalize document for delivery

5. Deliver Peer Review Package (finalized document, reviewer comment sheets, marked documents, electronic copy of the document and signed Deliverable Sign-Off Sheet) to the Task Manager 

Director and Quality Assurance

1. Reviews document

2. Deliver Peer Review Package (finalized document, reviewer comment sheets, marked documents, electronic copy of the document and signed Deliverable Sign-Off Sheet) to Task Manager.

Task Manager

3. Review document

4. Deliver Peer Review Package (finalized document, reviewer comment sheets, marked documents, electronic copy of the document and signed Deliverable Sign-Off Sheet) to Government TOL Program Manager.

3.1.2 Customer Feedback

In-Progress Reviews generally discuss the status of the same topics as the project management review modified as required to address additional areas that could possibly improve contract operational efficiency such and organizational realignment, processes, or responsibilities on a case-by-case basis.  In-Progress may also address cost, schedule, or performance issues or status related to the contract.  In-Progress reviews are normally conducted periodically as described in the contract or as required by the customer representative(s).  The quorum for these reviews is the TM, the Director, and the customer representative(s).  Feedback form the reviews is taken by the TM to pursue corrective action as applicable.

Presentations and minutes associated with operations reviews are quality records and are maintained in the TM’s and corporate contract file.

3.1.3 Customer Satisfaction Surveys

RGII values its reputation for being a world-class, award winning information technology company with the staff expertise and knowledge to create practical, efficient, innovative technology solutions.  RGII is committed to developing and implementing effective performance measurements for the organization as a whole and for the customers we support.  It is through such measures that RGII will remain a high-performance organization.  Our performance measures are driven by RGII’s Seven Guiding Principles:

· Earn Our Clients Respect

· Partner with Our Customers

· Ensure Superior Performance

· Deliver Quality & Value

· Operate with Integrity

· Keep Costs Competitive

· Value Our Greatest Asset: Our Employees

Performance measurement, in simplest terms, is the comparison of actual levels of performance to pre-established target levels of performance.  Therefore, performance measures are derived from the establishment of goals and objectives as determined by management and/or customer organizations.  RGII’s goals and objectives are derived from its Strategic/Survival Plan.  RGII utilizes its performance measure information at all levels of management as quality record to provide a view of current, past and future levels of performance, drive continuous improvement, measure overall effectiveness, and chart the progress being made on organizational activities as well as customer-driven activities.  The results from the information collected are then shared with the applicable stakeholders, i.e., management, customers, and employees to affect the necessary actions required for improvement.  Such collection of data will not be a mere paper exercise, but will be used as a management tool to ensure an unsurpassed level of performance, to establish accountability for performance at all management levels, and to identify opportunities for re-engineering and reallocation of resources if and where required.

The performance measures RGII utilizes are both quantitative and qualitative in nature.  Quantitative data are numbers related and are considered easily measured, while qualitative data requires more analysis in order to interpret its meaning.  The voice of the customer drives RGII’s operations and charts the course for our future.  Since the voice of the customer is such an integral part of our organizational strategies and success, the company is therefore termed a “customer-driven” organization.  A “customer driven” organization is one that maintains a focus on the needs and expectations, both spoken and unspoken, of customers, both present and future, in the creation and/or improvement of the product or service being provided.  There are many areas of work in which performance can be measured, and for each work area there can be many performance measures.  Customer satisfaction, financial stability, internal controls, employee growth, contract performance, are just a few areas whereby the company’s performance can be measured.  The performance measures that we believe to be crucial, and not all-inclusive, to maintaining a high-performance reputation as well as to the continued success of RGII fall in three categories:  Management Performance, Technical Performance and Cost Performance.  The RGII Performance Survey Form (PSF), Figure 3-2 is the means by which areas of performance are graded.  The PSFs are a matter of quality record and maintained in the TM’s contract file.  Feedback form the surveys is taken by the TM to pursue corrective action as applicable.  The areas determined to be a problem as identified in the PSF are documented in an RGII Quality Issue Report (QIR) described in the PMP.

	RGII TECHNOLOGIES, INC PERFORMANCE SURVEY FORM

	(1) Outstanding – Exceeded requirements of the position/contract in a sustained and outstanding manner.

(2) Good  - Requirements of the position/contract fulfilled in accordance with statement of requirements.

(3) Satisfactory – Requirements of the position/contract mostly fulfilled but needs improvement in specific areas.

(4) Unsatisfactory – Requirements of the position/contract not fulfilled, remedial plan of action required.

	PERFORMANCE MEASURE
	RATING

	· Level of customer satisfaction
	

	· Understanding of customer mission & objectives
	

	· Management interaction/involvement w/customer (Director Level and Above)
	

	· Ability to offer added-value solutions (short-term/long-term)
	

	· Ability to resolve contract management problems in a timely manner
	

	· Ability to practice risk management
	

	· Ability to communicate effectively 
	

	· Responsiveness to customer concerns & issues
	

	· Timeliness of Deliverables
	

	· Quality of Deliverables
	

	· Technical Capabilities to perform requirement
	

	· Proactiveness in recommending new technologies and technology sharing
	

	· Ability to respond to escalated customer requirements
	

	· Ability to partner with customer to achieve stated mission and objectives
	

	· Observed level of employee satisfaction
	

	· Quality of staff assigned to project/program
	

	· Ability to staff open positions with qualified staff in a timely manner
	

	· Cost control/attainment ability
	

	· Ability to maximize direct productive labor hours
	

	· Ability to provide cost savings recommendations
	

	· Timeliness and accuracy of invoices
	

	Additional Comments:

	Note: For any unsatisfactory rating, please explain:

	RGII Person’s Name:

Signature:

	Customer Name/Title:                                              Agency:

	Customer Signature:                                                 Date:


Figure 3‑2 RGII Performance Survey Form

3.2 Internal Audits, Analysis, and Reporting

Quality audit and assessment reports are reviewed and quality meetings are held by RGII management to ensure the continuing suitability and effectiveness of products in satisfying the requirements of the RGII’s quality policy and objectives.  Internal audits of the RGII quality system are conducted at least semi-annually to ensure its continuing suitability and effectiveness in satisfying the requirements of the corporate policy and objectives.  The Quality Assurance Manager and the COO will review the results of these internal audits reports and develop a plan for revising the quality systems as required.

Management reviews of contracts are conducted during in-progress reviews and quarterly contract performance reviews.  The quorum for this review is TM, Directors, and VPs.  The CEO, COO and Quality Assurance Manager may attend.  Problems identified in accordance with the QCP are documented in a Quality Issue Record corrected as soon as possible through updates to the respective documentation.  This report is a quality record that will be maintained in the Corporate Quality File for four years after which time it may be destroyed.

RGII’s internal quality control, inspection, and feedback system facilitates internal and external monitoring and auditing in the areas of Project Management Reporting, Operations Reviews, and Customer Satisfaction Surveys.  The RGII TM will lead and manage the TOL project team in accordance with established RGII documented policies and procedures contained in the QCP and the PMP.  These documents provide documented policies and procedures by which the TM will manage the contracts in terms of cost, schedule, and performance.  Additionally, TMs initiate and coordinate project management reporting, operations reviews, and customer satisfaction surveys.

3.2.1 Project Management Reporting to RGII Management

Project management reviews are normally scheduled as recommend by the TM as coordinated with the Director and Division VP.  The TM may be required to present a project management review by the RGII COO or CEO in order to obtain the status of a contract.  Project management reviews provide the TM with the opportunity to formally report the status of, and discuss all aspects of the contract with division management without any interruptions.  The TM will report the status of cost, schedule, performance, personnel, resources, and quality assurance requirements relative to the contract.  The TM has the opportunity to share contract concerns with personnel who have a vast amount of experience in project management and are fertile ground for the exchange of ideas.  The quorum for project management reviews is the TM, the Director, and Division VP.  Feedback form the reviews is taken by the TM to pursue corrective action as applicable.

Presentations and minutes associated with project management reviews are quality records and are maintained in the TM and corporate contract file.

3.2.2 In-Progress Reviews

In-Progress Reviews generally discuss the status of the same topics as the project management review modified as required to address additional areas that could possibly improve contract operational efficiency such and organizational realignment, processes, or responsibilities on a case-by-case basis.  In-Progress may also address cost, schedule, or performance issues or status related to the contract.  In-Progress reviews are normally conducted periodically as described in the contract or as required by the customer representative(s).  The quorum for these reviews is the TM, the Director, and the customer representative(s).  Feedback form the reviews is taken by the TM to pursue corrective action as applicable.  

Presentations and minutes associated with operations reviews are quality records and are maintained in the TM and corporate contract file.

3.2.2.1 Structure for Contract Reviews Reporting

MAJOR TASK ORDER DEVELOPMENTS

{This section contains a summary of the major accomplishments, changes, or problems that will be discussed during this review.  A general statement of the progress attained to date and the TMs assessment of the “health” of the contract is to be included in this section.}

Task/Deliverable Status

{This section contains an explanation of performance against the Task/Deliverable Schedule discussed in the PMP.  Actual versus planned performance is made.  This section contains a listing of CFI/M/E required, and the status of delivery by the customer.  An updated PMP and Status Chart will be enclosed.}

Labor Status

{An updated labor budget is presented.}

POTENTIAL PROBLEM/PREVENTIVE ACTIONS

{This section explains all problems anticipated.  The TM includes recommendations for problem/issue resolution.  Problems/issues are documented on a RGII Quality Issue Report (QIR) and become a matter of quality record}

FUTURE OPPORTUNITIES

{This section contains the TMs assessment of future opportunities that will result from this contract.  This includes expanded levels of support, spin-off tasks, and follow-on.  Resources needed to take advantage of these future opportunities are discussed in this section.  (This section may be contained on a separate proprietary page if it is not appropriate for sharing with all review attendees.)}

SUMMARY/FEEDBACK

{This section briefly notes results of actions taken in response to management feedback noted during the kick-off meeting and/or subsequent contract reviews.}

{This section documents comments and action items assigned during the review.  Action items are hand written, read aloud, and agreed to at the project review.  Approximately ½ page is left blank for the recording of new action items.}

Contracting reporting and review meetings minutes as documented above are maintained by the TM and become a quality record.

3.3 Procedures for Compliance with Federal Regulations
RGII complies unconditionally with Federal regulations regarding contracts, security, and TOL PMO Standards and Procedures.  Upon contract award the TM, director, VP and RGIIs Chief Financial Officer thoroughly review the terms and conditions of the contract sections.  The specific information relative to contract that RGII uses for the development of the PMP, the Task Order Establishment Memo, and Contract Monthly Progress Reports (MPR) is derived from the contract, which is based upon specific federal regulations and additional standards and procedures required by the TOL PMO.  As a result, the conduct of RGII at the project team level under guidance of the TM as well as at the corporate level throughout the period of performance of the contract conforms to the contract and federal regulation specified.

RGII has performed on numerous contracts involved with information technology security and fully understands that unauthorized access to information could prove very damaging to an organization.  To protect the security and privacy, a variety of security mechanisms exist that provide physical and environmental protection and accountability for documents, printouts, tapes, diskettes, and other media containing data/information.  All users of sensitive data must become familiar with the requirements for protecting this information.  And, when media is disposed of, it is important to ensure that information is not improperly disclosed.

RGIIs TOL project team understands critical IT assets include those from a organizational-wide perspective, covering each operating unit.  The entire organization-wide IT network is a primary critical asset that requires numerous security functions to be performed and certified on an operating unit by operating unit level to ensure organization-wide assets are protected appropriately. We understand that personnel, hardware, software, telecommunications, facilities and data together form an IT system that is highly effective and productive.  However, all IT systems involve certain risks that must be addressed adequately through proper controls.  Policies represent management's commitment to assuring confidentiality, integrity, availability and control of the organization’s IT resources.  RGII complies unconditionally with IT policies, processes, and procedures that are consistent with government-wide laws and regulations, to assure an adequate level of protection for IT systems whether maintained in-house or commercially.  Our objective is partner with our customers to ensure compliance with all existing legislative, regulatory and policy requirements governing IT Security – the protection of critical information technology assets and other related ones, so as to avoid any disruption to in carrying out missions and meeting goals and objectives.

RGIIs procedures to ensure compliance with Federal regulations regarding contracts, security, and TOL PMO Standards and Procedures are outlined in Figure 3-3.  The procedures focus the RGII TM in on developing contract documentation and managing project personnel in a manner that is compliant with Federal Regulations. 
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Figure 3‑3 Procedures To Ensure Compliance To Federal Regulations

3.4 Section 508 Compliance

RGII will adhere to Federal Acquisition Regulation Subpart 39.2 supporting Accessibility Standards (36 CFR part 1194), as required by Section 508 of the Rehabilitation Act of 1973 (29 U.S.C. 794d). Section 508 allows individuals with disabilities access to Federal information and data that is comparable to the access to, and use of, information and data by other individuals without disabilities.  www.section508.gov  applies.

3.5 Procedures and Processes to Ensure Continuous Operational Improvement

RGII has implemented comprehensive project management processes and procedures including those addressed in this QCP, PMPs, Weekly Utilization Reports, and MPRs coupled with Project Management Reviews provide the means to accommodate feedback, and issue resolution to ensure continuous improvement in operations.  Particularly in the areas of cost effectiveness, control, and data integrity RGII, Inc. utilizes the DELTEK Costpoint® accounting system. Costpoint® is a fully integrated, enterprise solution developed specifically for leading sophisticated project-based businesses. It offers market-leading functionality in project and financial accounting, people administration, materials management and premium industry reporting tools.  Additionally, Costpoint® functions as a project financial system, which enables RGII to record, bill, collect, and report costs and revenue at any level of a work breakdown structure (WBS).  It tracks the true costs and revenue associated with the performance of any project or activity, in part or in whole.  It allows for the automatic generation of customer billings for all projects and customers and allows for the distribution of unprecedented financial information to financial and project managers.  Costpoint® is designed with maximum flexibility to allow RGII to provide dynamic business solutions to adapt to client’s changing needs.

DELTEK accounting systems, including Costpoint®, are utilized as standard software for the conduct of public and private sector project cost accounting, as well as financial accounting.  In fact, this accounting system is widely recognized as the defacto standard for entities operating in a government contract environment.  As noted above, Costpoint® provides project and corporate management and clients with multiple levels of cost budgeting, accumulation, and reporting and sufficient flexibility to track costs by and within multiple-tasks (work segments).  The system is designed to meet, and does meet, all of the requirements of Federal Acquisition Regulations (FAR) and Cost Accounting Standards (CAS).  Additionally, DELTEK accounting systems have received continuous approval from the Defense Contract Audit Agency (DCAA).  Costpoint® provides a means for management of budgets at all levels and provides for the management and tracking of individual projects/tasks through accumulation of job costs and the generation of various project management reports.

3.6 Record-Keeping System

RGII’s approach to record-keeping is straight forward.  From contract inception through contract close-out, RGII maintains a record-keeping system that maintains and displays inspection, quality history, corrective actions taken, and follow-up actions necessary to maintain quality control of the contract.  Upon contract award the PM and RGII Director of Accounting and Contracts Administration establish the contract files at contract inception.  The DELTEK Costpoint® system maintains a complete history of contract man-hour and cost expenditures as managed by the RGII Director of Accounting and Contracts Administration.  All files maintained by the PM must be arranged so that they are readily accessible in the case of his/her absence.  Computer-generated work is maintained in a contract file with the PM and a corresponding file at the RGII Corporate Accounting and Contracts Administration Office.  Additionally, the TM establishes and maintains his/her contract files at their designated project site.  The following paragraphs outline the files/records maintained by the RGII Director of Accounting and Contracts Administration and TM for each Contract/Task Order.  This system/approach defines how RGII will establish, monitor, and maintain quality control of the work they produce from the corporate and project management perspectives.

3.6.1 Director of Accounting and Contracts Administration Files/Records

· Contract and contract mods

· Initial Task Order Coordination, (Kick-Off) Meeting information

· Task Order Establishment Memorandum

· Project Management Plan

· Task Order/contract and modifications (original).

· Task Order/contract reviews

· Weekly Status Reports

· Monthly Status Reports

· Delivery Letters.

· 75%/85% Expenditures Letters

· Contract/Task Order correspondence.

· Task Order financial data, Contract/Task Order DELTEK Costpoint® File.

· Invoices

· Payment record

· Financial correspondence

· Quality Issue Reports (QIR)

These file/records are quality records

3.6.2 Task Manager Files/Records

The TM maintains a file of quality records that contain the following management items:

· Contract and contract mods

· Initial Task Order Coordination, (Kick-Off) Meeting information

· Task Order Establishment Memorandum

· Project Management Plan

· Weekly Status Reports

· Monthly Status Reports

· Delivery Letters.

· 75%/85% Expenditures Letters

· Contract/Task Order Kick-Off Review Reports

· Contract/Task Order Progress Review Reports

· Completed Internal Report Review Routing Sheets

· Completed External Report Review Routing Sheets

· Purchased product receipt inspection procedure and results

· Memorandums documenting urgent release of un-inspected purchased products

· Maintenance and calibration files of inspection, measuring and test equipment

· Procedures and results of in-process and final inspections and tests

· Reports on nonconforming products

· Receipt for return of customer supplied products

· Project team personnel training status

· Quality Issue Reports (QIR)

RGII’s file/record keeping system maintains and displays inspection, quality history, corrective actions taken, and follow-up actions necessary to maintain quality control of the contract.  This system is further stimulated by the development of comprehensive MPR.  The TM is responsible for the development of the MPR.  

The MPR provide a record of quality history, problems encountered, corrective actions taken and follow-up actions necessary to maintain quality control of the contract.  a Quality Issue Report (QIR) is also generated and processed in accordance with the RGII Issue Resolution Process described in the PMP.  

The MPR documenting the performance on this delivery order to date and identifying relevant activities, accomplishments, risks, issues and proactive risk mitigation activities undertaken by the Contractor and future performance risks and mitigation anticipated going forward 60 days from the end of the reporting period.  The MPR summarizes the progress and status of our activities. It documents problems encountered and provide the resultant impact (e.g., changes to the Schedule).The MPR measure cost and schedule performance. The report includes the previous periods and cumulative cost and level of effort (i.e., hours worked by labor category).  

RGII prepares and delivers a detailed MSR that includes: 

· the current status of all taskings, documents, and products provided for the month; 

· the hours each contractor (by name) worked for the month (by task # if appropriate) including the planned versus actual hours expended, planned versus actual dollars spent, any variance of hours or dollars, and the dollars and hours remaining on the delivery order.

Critical or significant tasks shall be defined by mutual agreement between the Government and Contractor. Each subcontractor's (if applicable) reported cost and schedule information is incorporated into the MPR.

The MPR includes an overall integrated management plan to include critical path project schedule articulating key milestone completion dates for all sub-contractors (if applicable) - the “Project Schedule”.  The Gantt chart breaks the work requirements down into discrete task and sub-task levels thus showing how the task will be accomplished.  Any critical path items, milestones, deliverables, and links to other tasks will be shown.  The MPR documents the barring access to any employee or subcontractor that receives an unfavorable National Agency Check (NAC) adjudication.  The Monthly Progress Report is submitted within fifteen (15) days of the reporting date. 

The MPR preparation process is shown in Figure 3-4.
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Figure 3‑4 Monthly Progress Report Process

3.7 Approach to Analyzing the Quality of the Work Produced IAW the SOW

The TM interfaces routinely with the customer and project team personnel with regard to the quality of services and products they are providing in addition to performing inspections on deliverables in accordance with:

· RGII’s Deliverable Inspection Process, Figure 3-1 and,

· Reviewing RGII Performance Survey Form (PSF), Figure 3-2, and,

· Documenting project team personnel significant accomplishments, problems encountered and corrective actions taken and follow-up actions in the monthly status report.

The TM conducts internal project team meetings to review the work that is being accomplished and if any problems have been encountered and the plan for problem resolution.  The TM also performs random reviews of work being conducted by project team members for quality and compliance to tasks as described in the SOW.  Periodic in-progress reviews are held with the customer allow the PM to determine how well the project team is performing and receive a report from the customer on the quality of services and products being delivered.  Minutes from these reviews are a quality record and maintained in the PM contract file and serve as a documented record for action for problem resolution.

Though a combination of the review and inspections conducted throughout the contract period of performance, the TM is able to observe and analyze the quality of the work produced and capture and report trends, and to initiate action in response to these trends based on documented occurrences.


















































































