NCSX Training Module 13

PTR and Administrative Responsibilities

Purpose and Time Needed for this Module:
This module is intended to how the NCSX Project does business – specifically, this module will address:

· The location of the three NCSX web sites that handle and display supplier submittals; 

· The responsibilities of the NCSX Princeton Technical Representatives (PTR), Procurement Lead, Procurement Quality Assurance (PQA) Representative, and NCSX Project File Administrators for receiving, reviewing, and posting Supplier submittals on the NCSX supplier submittal related web sites; and 

· The responsibilities of the PTR as a job manager. 

 The instructor and student(s) will need access to the NCSX Project Web via a computer to see the specific web pages referenced.  It is anticipated that this topic will take require approximately one 45 minute session to complete.

The NCSX Supplier Submittal Related Web Sites
The NCSX Data Management Plan (DMP) identifies the NCSX Project electronic filing systems.  Specifically, the DMP states:

“The vast majority of project documents will be created, stored, and be accessible electronically. These electronic records are subject to the same degree of configuration and revision control as those hard copy records stored in the PPPL Operations Center.  In addition, in order to maintain the records current, the electronic records on the NCSX Project Web  are automatically backed up periodically (at least weekly) by the PPPL Data Management and Retrieval Systems (NetBackup).  Since these records are subject to the same degree of rigor in maintaining them current, those records stored electronically on the NCSX electronic sites are considered to be remote locations of the PPPL Operations Center. During the design and construction phase, these files (which do not duplicate files and records stored in the PPPL Operations Center) will be maintained by the NCSX Project.  Early in the Operations Phase of NCSX, it is anticipated that these files and records will be transferred to the Operations Center for control. “ 

The Project has established three web sites associated with supplier submittals. These are:

· The Non-Conformance Report (NCR) web site (contains both internally generated and supplier generated NCRs – this web site is the primary repository of supplier generated NCRs. The NCSX Engineering Administrator maintains this site.  It should be noted that closed NCRs will be part of the final documentation package received from the supplier and will be stored as part of the documentation package: 

http://ncsx.pppl.gov/NCSX_Admin/QualityAssurance/index_QA.htm
· The Request for Deviation (RFD) web site (organized by WBS element – both internally generated and supplier generated RFDs are posted here).  The NCSX Systems Support Manager maintains this site:

..\..\..\Config_Mgmt\RFDs\RFD_StatusIndex.htm
· The Secure Supplier Submittal web site (this site has limited access due to potential for procurement sensitive information being provided in supplier submittals,):

· Personnel having access currently are the):

· NCSX Engineering Administrator that maintains the web;

· NCSX Engineering Manager;

· NCSX Deputy Project Manager for Engineering;

· NCSX Systems Engineering Support Manager; and the

· NCSX Quality Assurance (the QA Manager and PQA)

Hard copy supplier submittals are sent to the PPPL Operations Center for filing and storage.

Applicable Guidance Documents:
· NCSX Data Management Plan (DMP) – defines overall data management processes for the NCSX Project, including identification of the NCSX Project Web as a satellite location for the PPPL Operations Center.
· NCSX Data and Records Plan (DOC) – provides specific guidance for each type of NCSX Record. Sections 5.3.10.3 and 5.3.10.4 address supplier submittals.
· NCSX Procedure 006 (Control of NCSX Supplier and In-House Fabrication Information) – provides specific steps for the receipt and posting of supplier information. 
· PPPL QA Internal Procedure QA-005 (Control of Non Conformances) – although primarily written to address processing of internally generated NCRs, the same disciplines and processes shall apply to handling supplier generated NCRs.
Responsibilities:
· Procurement Lead – each contract is assigned a lead person from the Procurement Division (either a Subcontract Administrator or Buyer).  This individual develops and maintains beneficial supplier relationships, and is charged with establishing normal points of contact and channels of communication for suppliers and the NCSX Project.  This individual is also the focal point of communications with the supplier and only this individual can provide contractual direction to suppliers. This individual works closely with the assigned NCSX Project Procurement Technical Representative (PTR) and other Project personnel such as Procurement Quality Assurance (PQA).  The Procurement Lead has the “strategic” responsibilities for monitoring the contract, including:
· Monitoring contract performance;

· Monitoring schedule and costs against the contract requirements;

· Resolving issues by working with the Project and supplier; and 

· Closing-out the contract upon completion. 
· NCSX PTR – each NCSX subcontract is assigned a PTR from the NCSX Project (most likely a PPPL employee).  For subcontracts the PTR is assigned by the Project and formally designated by the Procurement Division. For purchase orders, formal Procurement designation is not typically done.  The PTR is the focal point for technical guidance to the supplier, working through the assigned PPPL Procurement Lead  (Subcontract Administrator or Buyer).  The PTR has “tactical” responsibilities that include:
· Monitoring technical compliance to ensure compliance with the technical requirements of the contract.  This is a two-way effort – the PTR not only monitors how the contractor is performing, but also needs to monitor how PPPL is holding up its part of the contract;
· Monitoring the technical, cost, and schedule performance of the contract on a day-to-day basis.  The PTR has an obligation to the Project and the Procurement Lead to identify any potential cost or schedule impacts due to contractor performance.
· Working with the assigned PPPL Procurement Lead, PQA, and the Project to resolve technical issues (including Non-Conformance Reports, RFDs, or proposed  changes);

· Reviewing and approving supplier submittals and invoices; 
· Assisting the Procurement Lead in closing out the contract; and

· Providing copies of supplier submittals to either the NCSX Engineering Administrator, if in electronic media, for posting on the NCSX secure website) or to the PPPL Operations Center, if hard copy. The PTR is also responsible for   following up with the NCSX Administrator to ensure that the supplier records are properly filed.
What the PTR is NOT authorized to do is:

· Negotiate terms or make agreements with or commitments to the subcontractor which may effectively or do modify terms and conditions or the contracted scope of work; or

· Direct or redirect subcontractor action – this can only be done in writing by the Procurement Lead.

The PTR is also typically the job manager for the managing the scope for the procurement action.  This includes technical, cost, and schedule oversight responsibilities.  Specific responsibilities are outlined in the applicable PPPL and NCSX procedures and include oversight and monitoring:

· Assisting in the development of technical and contract scope via the review of specifications and statements of work (see amplifying details below);

· Reporting cost and schedule performance, including contract deliverables and accruals, periodically (at a minimum monthly) – this should include the PTR’s personal assessment of the status and NOT just what is reported by the subcontractor in their weekly and monthly reports; and
· Review and recommendations on disposition of supplier submittals and questions to the design authority (e.g., NCRs, RFDs,  contract deliverables, etc.)

· NCSX PQA – each NCSX Project procurement with a significant quality impact is assigned a Project Quality Assurance (PQA) representative.  This individual’s responsibilities are to assist the assigned PTR and Project in ensuring that the proper contract quality assurance requirements are identified and supplied in the performance of the contract.  This may include review and approval of supplier submittals, if requested by the PTR, and coordinating Non-Conformance Reports (NCRs) and/or RFDs impacting quality.  PQA also reviews supplier-generated NCR’s prior to formal transmittal to the supplier by Procurement and posting on the NCSX web by the NCSX Engineering Administrator.  The PQA Representative  is NOT a replacement for the PTR, but rather is assigned to assist the PTR in the performance of their duties and responsibilities.
· NCSX Project File Administrators – the majority of supplier submittals are anticipated to be in an electronic media.  For these records, the NCSX Engineering Administrator is responsible for receiving the supplier documentation from the PTR and for posting it on the NCSX supplier information site (ncsx-secure).   For those records only received in hard copy format, the PPPL Operations Center Supervisor is responsible for receiving these records from the PTR and for filing them in the Operations Center.  The PPPL Operations Center Supervisor is responsible for maintaining a record of the documentation and location in the Operations Center.
Definition of Contract Deliverables:

Contract deliverables of a non-technical nature are defined in the Statement of Work (SOW).  There are three pertinent sections in the SOW that deal with contract deliverables:

· Section 3 – Requirements defines the specific work tasks.  A well-written SOW has the several  attributes - see SOW Guidelines at:

 http://ncsx.pppl.gov/NCSX_Engineering/SOW_Guidelines/SOW_Guidelines.htm 
· Section 4 - Quality Assurance establishes quality assurance program requirements.  Quality assurance requirements for products are not specified in the SOW, but rather in specifications and implementing manufacturing plans and procedures.  Some of the typical QA program requirement can see at:

http://ncsx.pppl.gov/NCSX_Engineering/SOW_Guidelines/SOW_Guidelines.htm
· Section 5 – Deliverables provides a complete and unambiguous list of deliverables that the supplier is expected to provide. Delivery dates should be defined in the contract, not the SOW.  It is imperative that the list of deliverables in this section be complete and consistent with the work requirements identified in Section 3 (Requirements) and Section 4 (Quality Assurance).  Deliverables might include plans, procedures, documentation supporting the work activities, and progress reports in addition to goods and services.

Contract deliverables of a technical nature concerning the desired product are specified in specifications.  These Product Specifications may take the form of performance specifications in which the functionality of the item is specified and the supplier does the design or detailed specifications in which the design is specified for procurement or fabrication of a component.  The format for performance or detailed specifications is the same, and the pertinent sections dealing with contract deliverables are the following:

· Section 3 – Requirements states the necessary requirements for the product for which the specification is prepared. The Specification Guidelines on the NCSX Engineering web  (http://ncsx.pppl.gov/NCSX_Engineering/Requirements/index_SpecTypes.htm) provides some possible requirements to be considered when preparing a specification.
· Section 4 – Quality Assurance Provisions includes all verifications (inspections, tests, sub-tier supplier certifications, etc.) required to determine that the item to be offered for acceptance conforms to the requirements in Section 3 (Requirements) of the specification. Each and every Requirement from Section 3 should be have a corresponding means of verification listed in Section 4.  This section shall not include quality requirements that belong in the SOW or contract, such as responsibility for inspection, establishment of quality or inspection program requirements, warranties, instructions for nonconforming items, and contractor liability for nonconformance. The Specification Guidelines on the NCSX Engineering web  (http://ncsx.pppl.gov/NCSX_Engineering/Requirements/index_SpecTypes.htm) provides some possible might be included in this section.
· Section 5 - Preparations for Delivery includes applicable requirements for preservation, packaging, and packing the configuration item, and markings of packages and containers

Some PTR Good Practices for Consideration:
Several experienced PTRs have provided some “good practices” that can be helpful to personnel assigned as PTR’s:
· Keep a hard copy Call Log and/or a record of all pertinent e-mail correspondence with the subcontractor – this should periodically be forwarded to the appropriate NCSX Project File Administrators for posting on the secure supplier submittal site.

· Keep a complete set of contract deliverable and submittals – either electronically or in a banker’s box that can be filed at the completion of the contract.  If electronically, periodically submit them to the NCSX Project File Administrator.

· Large electronic supplier information (e.g., VERISURF files, etc.) are probably best filed on a ftp site for ease in retrieval.
Other Modules:

· Module 1 – Overview of the NCSX Web

· Module 2A - Overview of the Engineering Web (Part I)

· Module 2B – Overview of the Engineering Web (Part II)

· Module 3 – Specifications, Design Criteria, and Statements of Work

· Module 4 – Work Authorization Process

· Module 5 – Design Review Processes

· Module 6 – Electronic Models and Drawings

· Module 7 – Configuration Control Processes

· Module 8 – Interface Control Processes

· Module 9 – WBS Dictionaries and Management Plans

· Module 10 – ES&H, QA & Other

· Module 11 – Manufacturing, Procurement, and Supplier Sites

· Module 12 – Administrative Processes

· Module 14 – Manufacturing Plan and Procedures
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