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1. PURPOCSE AND SCOPE. To establish the authority and
responsibilities involved in the oversight of privately operated
secure adult correctional facilities under contract to the

Bur eau.

o) This Program St atenent does not provide gui dance on the
specific procedures to be followed in conducting
contract oversight. Rather, it outlines the major
responsibilities of conponents with a primary interest
in contract oversight of these facilities.

For further direction on procedures for contract
oversight, staff should refer to the contract, which
outlines nmonitoring requirenents and steps to address
non-conpliance with contract requirenents. Staff
shoul d al so refer to procedures devel oped at the

regi onal |evel

2. PROGRAM OBJECTI VES. The expected results of this program
are:

a. Activities of the Central Ofice and regional offices in
contract oversight will be coordi nat ed.

b. Effective nonitoring of privately operated secure adult
correctional facilities wll result in deficiencies being
identified and corrected.

3. DI RECTI VE REFERENCED

PS 4100. 03 BOP Acqui sitions Manual (9/16/96)
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4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4038

b. Anerican Correctional Association 2nd Edition Standards for
the Adm ni stration of Correctional Agencies: 2-CO 1B-09

c. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-1B-11

5. DEFI N TI ONS

a. A privately operated secure adult correctional facility is
a place of continuous confinenment for federal inmates managed and
operated under a Statenment of Wrk established by a contract
bet ween the Bureau and a provider.

b. The Contracting Oficer (CO is a Governnment enployee, by
virtue of a Contracting Oficer’s Warrant, enpowered to
negoti ate, award, cancel, or termnate contracts on behalf of the
United States CGovernnent.

c. The Contracting Oficer’'s Representative (COR) and the
Contracting Oficer’s Technical Representative (COIR) are
gover nnment enpl oyees and the CO s authorized representatives.
The COR is the senior Bureau enpl oyee responsible for contract
adm ni stration and ensuring contractor performance. The COIR is
supervised by the COR and is responsible for nonitoring contract
per f or mance.

The authority of the COR and the COITR to act on contractua
matters is set forth in individual letters of appointnent signed
by the CO and provided to the contractor. Any changes in the
authority of the COR or the COTR are to be in witing.

d. The Contract Adm nistrator is the Bureau enpl oyee
responsi ble for the oversight of the contractor’s perfornmance.

e. Contract Oversight Assessnment is a process to identify
strategic issues inportant to the quality assurance and quality
control prograns and a nutual understandi ng of these prograns by
bot h Bureau and contractor staff.

f. Performance Evaluation is the periodic evaluation of the
contractor’s performance in carrying out its obligations under a
Gover nnment contract.
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g. Quality Assurance is a system devel oped by the Governnent
to monitor the quality of the contractor’s products and services
to ensure that contract requirenents are defined and that
sati sfactory performance i s achieved.

h. Quality Control consists of actions perforned by the
contractor to inprove the quality of the organization’s products
and services. The contract requires that the contractor provide
a quality control systemto ensure that the work neets contract
requi renments. Quality control can be seen as consisting of:

setting performance standards,

conparing the quality of services in relation to those
st andar ds,

taki ng corrective action when necessary, and

pl anni ng for inprovenents.

. Award Fee is a paynent nade to the contractor for achieving
opti mum performance. The granting of an award fee is the
unil ateral right of the Governnment. The award fee process wl|
be adm nistered in accordance with the contract.

J. The Performance Eval uation Board determ nes the anount of
the award in accordance with the contract. The Board is headed
by the Fee Determ nation O ficial (FDO appointed by the Regional
Director.

6. RESPONSI BI LI TI ES

a. Regional Director. The Regional Director or designee wl
nmoni tor the performance and operation of secure private prison
contracts.

Upon award of a contract, the Regional Director selects the
Contract Adm nistrator, oversight specialists, and ot her
personnel as appropriate, and notifies the Assistant Director,
Communi ty Corrections and Detention Division, of the selections.
Odinarily, staff are physically |located at the contractor’s work
site. The Agency will notify the Council of Prison Locals
President and the Council of Prisons Regional Vice President of
the award of the contract. Notification of bargaining unit
enpl oyees working in a contract facility will follow Article 1,
section D, of the Master Agreenent.

b. Comunity Corrections and Detention Division (CCDD)
(1) Privatization and Special Projects Branch (PSPB). PSPB

provi des support services to include on-site and Regi onal
O fice technical assistance visits. The PSPB wi || provide
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gui dance to contract oversight staff as needed and wll help
coordinate formal training and/or conduct technical
assistance visits when requested in witing by the COR

(2) Detention Services Branch. Wen a privately operated
facility is used for inmates in Bureau custody who are not
United States citizens, the Detention Services Branch nust
coordinate wth regional personnel on the oversight of al
functions and issues related to the Institution Hearing
Program This includes liaison wwth the Inmgration and
Nat uralization Service and the Executive Ofice for

Il mMm gration Review, as well as on-site technical assistance
visits.

C. Regi onal Adm nistrators. Regional Adm nistrators are the
primary subject matter experts responsible for assisting the COR
and COTRs with oversight of the contractor’s perfornmance.

Regi onal Adm nistrators are expected to assi st contract oversight
staff with:

review of the contractor’s quality control plan,
establ i shnment of the Governnment’s quality assurance
pl an,

review of the contractor’s policies and procedures
(1 ncludi ng subsequent nodifications),

routi ne oversight duties, and

techni cal assi stance.

Regi onal Adm nistrators are expected to understand:

1 per f or mance- based contracti ng procedures,
1 the Statenment of Wrk, and
1 the contract’s terns and conditions.

The Community Corrections Regional Adm nistrator in particul ar
must be well informed concerning the contract requirenents and
will be involved in contract oversight.

d. Central Ofice Admnistrators. Central Ofice
Adm ni strators are responsi ble for ensuring the Bureau' s national
privatization objectives are net within their respective
disciplines. Central Ofice Admnistrators serve as technical
experts for the PSPB and advi se Regi onal Adm nistrators on
privatization issues affecting their specific disciplines.

7. TRANSM TTAL OF CONTRACT DOCUMENTS

a. Docunents Provided to the COR  Upon award of the contract,
the CO shall provide the CORwth the foll ow ng docunents:



PS 7740. 01
6/ 13/ 2000
Page 5

The contract award docunent.

Full text copy of each anendnent.

Copy of all portions of the contractor’s proposal

i ncorporated into the contract (including
construction/building plans).

Copy of each discussion letter.

Copy of each proposal revision.

COR/COTR |l etters, provided the proposed COR/ COTRs are
eligible for appointnent. The COR/ COTRs nust sign the
letters imediately and return themto the COwthin
two days of receipt.

0 Subsequent to the COR and COTRs signing the
letters of appointnent, the COw Il provide the
COR with acknow edgnent verification that the
contractor has received the letters.

Al l copies of technical proposal construction/building
pl ans.

Any excess copies of the contractor’s technical
proposal as requested by the COR The request nust be
made wi thin 60 cal endar days of contract award.

Wth the exception of the D scussion letters, a copy of these
docunents will also be provided to the Council of Prison Locals
President and affected Regional Vice President, so that changes
in working conditions of bargaining unit enployees may be
negoti ated, as required by Statute.

b. Docunents Provided to PSPB. The COis to provide PSPB a
m ni mum of one conplete copy of the offeror’s entire proposal
including revisions. A conplete copy of all unsuccessful offeror
proposal s including revisions nmust also be provided to PSPB

8. CONTRACT MONI TORING The Contract Oversight Assessnent
process ensures that both the contractor and oversight staff
understand the strategy for nonitoring the contractor’s

performance. Integral parts of the strategy are:
1 the Quality Control Plan devel oped by the contractor,
and,

1 the Quality Assurance Pl an devel oped by the COR

a. Quality Control Plan. After contract award, the COR
schedul es an interchange neeting as part of the Contract
Oversight Assessnent. In preparing for the interchange neeting,
the CORw Il assenble a team of subject matter experts, including
Regi onal Adm nistrators and representatives fromPSPB, to review
and becone famliar with the contract’s requirenents.
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These subject natter experts nay |ater be called upon to assi st
wi th contract oversight.

The CORwill then identify the Contract Oversight Assessnent
partici pants, who nust include:

1 t he contractor,
1 the Community Corrections Regional Adm nistrator, and
1 representatives from PSPB

The purpose of the Contract Oversight Assessnment is to critique
the contractor’s Quality Control Plan, taking into account the
vital functions outlined in the contract and any nodifications
t he COR has made.

The Quality Control Plan is the contractor’s responsibility,
and it nust take into account the direction provided at the
i nterchange neeting. The COR nmust approve the Quality Control
Pl an.

b. Quality Assurance Plan. In response to the contractor’s
Quality Control Plan, the COR devel ops a Quality Assurance Pl an.
The Quality Assurance Pl an describes the strategy to be used to
ensure that contract nonitoring is both thorough and effective.
The COR shall work closely with PSPB to devel op the Quality
Assurance Pl an.

No |later than 10 worki ng days prior to expected issuance of the
Notice to Proceed, the COR nust submt the contractor’s Quality
Control Plan along with the final Quality Assurance Plan to PSPB

PSPB is to review the Quality Assurance Plan for consistency
wi th national privatization objectives and approve the Quality
Assurance Plan. PSPB nust concur with any substantive changes to
the Quality Assurance Pl an.

9. CONTENT OF COR FILES. Files nmay be established in any manner
deened appropriate. All files nmust be clearly marked and

i ndexed. Any formof filing (e.g., electronic, six-part folders,
or binders) is acceptable as long as the information is readily
accessible and easily transmtted to requesting parties.
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All files are to contain a Table of Contents which clearly

i ndi cates the location of docunments. A suggested format for
organi zing the files is shown in the Suggested Contract File
Format (Attachnment A).

10. PERFORMANCE EVALUATI ON BOARD. GCenerally, the FDO determn nes
menbership on the Board. However, the Adm nistrator of PSPB, or
desi gnee, serves as the CCDD s representative on all Performance
Eval uation Boards. To ensure consistency in the process, the
PSPB devel ops award criteria for the Performance Eval uati on Pl an.

11. NATI ONAL COORDI NATION. The PSPB facilitates the sharing of
i nformati on anong contract oversight staff in different regions
to ensure consistency in contract nonitoring nationally. To
assist the PSPB in this task, the Contract Adm nistrator w ||
send to PSPB a copy of all significant docunents related to
contract evaluation and contract actions for information

pur poses.

a. Contract Actions. Contract actions wll be taken in
accordance with the BOP Acquisition Manual. The Contract
Adm nistrator is to notify the PSPB regardi ng action the Bureau
has taken to ensure conpliance with the contract’s terns and
conditions wwthin five working days of the action including:

contract nodifications;

actions pertaining to disputes;

notice of unsatisfactory contractor performance; and
probl em sol ving activities necessitated by

unf or eseeabl e circunstances arising after contract
awar d.

b. Routine Reports. 1In addition to notification of contract
actions, the Contract Admnistrator will submt a nonthly report
to PSPB sunmari zing routine contract activities, such as key
staff changes. The nonthly report wll be forwarded to PSPB by
the 15'" of the nonth and will summarize the activities of the
previ ous nonth. The Contract Adm nistrator will also forward
copies of all nonitoring reports to PSPB within five working days
of conpl etion.

12. TRAINING Al CORs and COTRs nust be certified as a COR or
COTR in accordance wth Departnent of Justice and Bureau policy.

All CORs and COTRs nust attend at | east one of the follow ng
courses as approved by PSPB within the first year of appointnent.
Course selection will be done in consultation with PSPB

! Contracting O ficer’s Representative Course
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! Contracting Basics for COIRs
1 The COR and COTR Trai ni ng Program

All CORs and COTRs are to spend a m nimum of 10 working days at a
Bureau privatel y-operated secure facility within the first year
of appointnent. The purpose of the assignnment is to becone
famliar with oversight procedures at privately-operated
facilities.

| f approved by the Program Review Division, all CORs and COTRs
must participate in a mnimumof two programreviews in a

di scipline outside their area of expertise within two years of
appoi nt nent .

All CORs and COTRs must al so have training in the foll ow ng
areas. Training taken prior to appointnment as a COR or COIR can
meet this requirenent.

Pr obl em Sol vi ng

Effective Witing

| nt er per sonal Communi cati ons

Conflict Managenent/ D spute Resol ution

/sl
Kat hl een Hawk Sawyer
Director
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SUGGESTED CONTRACT FI LE FORVAT

CONTRACT FI LE

C

OO0

OO0O0O0O00O0O0OO0

Contract Award Docunent (including all anmendnments with full-
text, parts of the contractor’s proposal incorporated into
the contract and governnent-/contractor-generated
correspondence rel ated to proposal eval uation)

Notice to Proceed with supporting docunentation

A conpl ete copy of the contractor’s technical proposal
Contract Modifications (in order of issuance fromearliest
to |l atest)

COR/ COTR Letters of Appointnment (with evidence of contractor
receipt)

Post - award Meeti ng

QUALI TY CONTROL/ ASSURANCE FI LE

Contractor Quality Control Plan (QCP)
Government Qual ity Assurance Plan (QAP)
Docunentation relating to QCP
Docunentation relating to QAP
Managenment Assessnent

Mont hly QCP reports

Mont hly QAP reports

PSPB approval of QAP

| ndi vi dual |y tabbed deductions wth:

o Gover nnent - gener at ed correspondence
o Contractor-generated correspondence
¢ Docunent ati on of deduction amount and effective date

Government nonthly inspection files based on the contract’s
Perf ormance Requirenments Sunmary Tabl e Contract Requirenments
Contractor nonthly inspection files based on the contract’s
Perf ormance Requirenments Sunmary Tabl e Contract Requirenents
Per f or mance Eval uati on Meeti ngs

Changes to QCP

o Contractor requests
¢ Gover nnment approval s

Changes to QAP

¢ Support docunentation for change
¢ PSPB approval of change
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GOVERNVENT- OCCUPI ED SPACE

Request to contractor for governnent-occupi ed space
Communi cation lines (e.g., telephone, fax, conputer)
requests

Par ki ng requests

Key accountability

Gover nment property

PERSONNEL FI LES

Staffing Pl an
Fi ngerprint card requests
NClI C/ NLETS pr ocedur es

Approval s

o Condi ti onal

o Fi nal

¢ Change in Key or Essential Personnel

EMERCGENCI ES

Contractor Energency Plan
Gover nment Energency Pl an

As-builts

o Docunent ation of transmttal to Region

o Docunentation of transmittal to Ofice of Enmergency
Pr epar edness

Phot os

o Aeri al

o G ound

¢ Docunmentation of transmttal of both to Ofice of

Enmer gency Preparedness

SI GNI FI CANT | NCI DENTS

For m 583s

For m 586s

After-action Reports

Contractor reporting (to the Government) procedures
Duty-officer schedule (if appropriate)
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AVERI CAN CORRECTI ONAL ASSOCI ATI ON (ACA) ACCREDI TATI ON FI LES

C Evi dence of ACA accreditation
C Evi dence of re-accreditation
C Gover nnent - wai ved ACA standards with supporting
docunent ati on
MODI FI CATI ON FI LE(S)
C | ndi vi dual 'y tabbed nodifications wth:
¢ Request for Contract Action
¢ Supporting docunentation for nodification both
Governnent - and contractor-generated
AVWARD- FEE FI LE(S)
C Awar d- f ee supporting docunentation
C Contractor-generated award-fee information
FI SCAL DATA
C Copi es of all contractor invoices
C SENTRY verification docunentation for application of Fixed
Increnental Unit Price
C | nmat e Tel ephones
¢ Copy of | ong-di stance contract
¢ Copi es of rebates
C Copi es of all Governnent requests for reinbursenents

PAST PERFORVANCE | NFORVATI ON

C Report Cards

OPTI ON YEAR FI LE(S)

C Request for Contract Action

The above are mnimumrequirenments. Oher files may be created
as appropriate. A M scellaneous Section may be created for each
file for docunentation not el sewhere classified. It is not
necessary for all files to be of the sane filing nethod, e.g.,

el ectronic or six-part fol ders.



