CESS

MEMORANDUM FOR (NAME)
SUBJECT:  (LOCATION) Site Quality Assurance Evaluator Appointment

1. I am appointing you as the Quality Assurance Evaluator (QAE) for the Engineer Research and Development Center (ERDC) Directorate of Public Works (DPW) in (INSTALLATION/LOCATION). 

2. The QAE is responsible for monitoring, evaluating, and documenting the day-to-day performance of the Service Provider (SP).  Performance of the SP shall be evaluated and documented in accordance with the procedures described in the Quality Assurance Surveillance Plan (QASP).  The QAE shall maintain all Letter of Obligation (LOO) related execution documents within their area of responsibility.  The QAE is expected to comply with the performance evaluation and assessment policies and procedures in the attached Operating Orders.  
3. The Head of the Continuing Government Organization (H/CGO) shall provide the necessary resources and training for you to carry out your responsibilities. 

4.. To accept this appointment, complete the following steps: 

a. Familiarize yourself with the LOO, PWS, solicitation, Agency Tender and QASP.

b. Sign and date the acceptance letter and return it to me. 
5. Any questions regarding this action may be addressed to (NAME), Continuing Government Organization, at (CONTACT INFO).





(NAME)





(TITLE)
