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�STATEMENT OF GENERAL REQUIREMENTS



The contractor shall submit reports pursuant to the requirements of the attached Data Requirements List (DRL) and Data Requirements Descriptions (DRD’s), which define the minimum contractor information required.  He shall also submit other special and non-recurring reports as may be required by the NASA Contracting Officer or his representative.  It is the intent to hold the cost of satisfying these requirements to a minimum.  Insofar as practicable, the contractor’s internal documents shall not be rewritten for the sake of meeting the minimum requirements as specified in the applicable DRL.  In instances where minor differences in content and format exist between DRD requirements and contractor’s document, action will be taken to resolve these differences and, where appropriate, a change in requirements will be effected.  All documentation requirements shall be continually reviewed throughout the life of the contract to assure that each requirement is essential.  Documents no longer needed shall be proposed to or by NASA for deletion.



NASA reserves the right to reasonably defer the dates of the delivery of any or all data required to be submitted.  Such right may be exercised at no increase in the contract amount.  The Government also reserves the right to terminate the requirement for any or all line items of data specified.



To the extent that data required to be furnished by other provisions of the contract are also identified and described in the DRL, compliance with the DRL shall be accepted as compliance with such other provisions.



Nothing contained in this data requirements provision shall relieve the contractor from furnishing data called for by, or under authority of, other provisions of the contract which are not identified and described herein.



When changes to original distribution requirements are required by the Contracting Agency, the contractor shall act upon such changes to the distribution of the data requirements, provided such changes do not incur additional costs.  In the event that additional cost is involved, an equitable adjustment shall be negotiated.



For the purpose of classification and control, DRD's are grouped by appendix except for those that apply to the contract as a whole.  The symbols representing the appendix form part of the prefix of the DRD identification number.  



Printing:  Printing of formal reports and Type 1 and 2 data in book format shall be in accordance with the following general specifications:

a.	Method of reproduction – offset/xerography.

b.	Finished size – 8 1/2” X 11”.

c.	Paper – 20-pound opaque bond.

d.	Cover – Litho cover stock.

e.	Pages will be printed on both sides; blank pages will be avoided when possible.

f.	Oversize pages will be avoided when possible, but if necessary will be folded to 8 1/2” X 11”.

g.	Binding shall be the most economical method commensurate with the size of the report and its intended use.



Submission of reports shall be electronic where practical and in the best interest of the Government.

�Data Types for Contractual Efforts:  The types of data and their contractually applicable requirements for approval and delivery are:



	TYPE	DESCRIPTION



	1	All issues and interim changes to those issues require written approval from the requiring organization before formal release for use or implementation.



	2	MSFC reserves a time-limited right to disapprove in writing any issues and interim changes to those  issues.  Data shall be submitted to the procuring activity for review not less than 45 calendar days prior to its release for use or implementation.  The contractor shall clearly identify the release target date in the “submitted for review” transmittal.  If the contractor has not been notified of any disapproval prior to the release target date, the data shall be considered approved.  To be an acceptable delivery, disapproved data shall be revised to remove causes for the disapproval before its release.



	3	These data shall be delivered by the contractor as required by the contract and do not require MSFC approval.  However, to be a satisfactory delivery, the data must satisfy all applicable contractual requirements.



	4	These data are produced or used during performance of the contract and are retained by the contractor.  They shall be delivered when MSFC requests it according to instructions in the request.



	5	These data are incidental to contract performance and are retained by the contractor in those cases where contracting parties have agreed that delivery is not required.  However, the Contracting Officer or the Contracting Officer’s Representative shall have access to and can inspect this data at its location in the contractor’s or subcontractor’s facilities.

�INSTITUTIONAL SERVICES

Data requirements list





	DRD	DATA TYPE	TITLE	OPR



	778-01	1	Interfacing Procedures	CN01

	778-02	3	Financial Management Report (533M )	BC01

	778-03	3	Cost Variance Report	CN21

	778-04	3	Monthly Progress Report	CN01

	778-05	3	On-Site Employee Location Listing	GP56

	778-06	1	Security Plan	CN51

	778-07	3	Employee Reporting and Employment Termination	CN51

	778-08	2	Security Plan for Unclassified Federal Computer Systems	AI51

	778-09	1	Five Year Equipment Plan	CN21

	778-10	2	Government Property Management Plan	GP10

	778-11	3	Vehicle/Equipment Inventory Justification Record	CN71

	778-12	1	Quality Assurance Inspection Plan	CN21

	778-13	2	Safety and Health Plan	CN21/

				CR20

	778-14	2	Personnel Certification Plan	CR01



	Appendix A



	778-A1	3/4	Personnel Transportation System, Motor Pool,

			Maintenance and Repair Activity Reports	CN71

	778-A2	2	Vehicle/Equipment Historical Records	CN71

	

	Appendix B

	

	778-B1	3	Repository  Weekly Activity Report	CN31S

	778-B2		Repository Statistical Report	CN31S

	

	Appendix  C



	778-C1	3	Graphics, Publication, and Scientific and

			Technical Publishing Services Activity Report	CN31





	Appendix D	



	778-D1	3	Supply and Equipment Management Activity Reports	CN41

	778-D2	2	Safe Alert Responses	CN41

	778-D3	2	Warehouse/Storage Requirements Plan	CN41

	778-D4	3	Explosives and Propellants Inventory List	CN41

	778-D5	3	On-site Property Review Report	CN41

	778-D6	3	Furniture Report	CN41

�INSTITUTIONAL SERVICES

DATA REQUIREMENTS LIST (CONTINUED)



	DRD	DATA TYPE	TITLE	OPR



	Appendix E	



	778-E1	3	Equipment Maintenance and Repair

			Services Activity Report	CN21

	778-E2	3	Equipment Maintenance and Repair Statistical Report	CN21

	778-E3	3	Government-Owned Equipment List	CN21

	778-E4	3	Quick Copy Management Information System	CN21

	

	Appendix F	



	778-F1	3	Monthly Mail Reports	CN31M

	778-F2	3	Reproduction Services Work Order System

			(RSWOS) Production Reports	CN31R

	778-F3	1	Over-the-Threshold Work Requests	CN31R

	778-F4	3	Educator Resource Center (ERC) Report	CL01

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE:  RFP	2.	DRD NO.:  778-01

 3.	DATA TYPE:  1	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Interfacing Procedures



 7.	DESCRIPTION/USE:  To clearly identify and specify operational interfaces. 



 8.	OPR:  CN01	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN01 , 3 Copies



11.	INITIAL SUBMISSION:  Preliminary submittal with proposal, final to be provided within thirty (30) days after authority to proceed (ATP).



12.	SUBMISSION FREQUENCY:  Updates shall be dictated by organizational/operational changes, but at least once per year.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS paragraph 2.2.1



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The plan shall document the Contractor's procedural interfaces with MSFC management, NASA centers, Government agencies, and other NASA contractors.



15.2	APPLICABLE DOCUMENTS:  None

	

15.3	CONTENTS:  Documentation shall cover the Contractor's interfaces identified  in block 15.1 above.



15.4	FORMAT:  Contractor format acceptable, as agreed by the COTR. 



15.5	MAINTENANCE:  Changes shall be incorporated by change page or  complete reissue.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.: 778-02

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Financial Management Report (533M)



 7.	DESCRIPTION/USE:  To provide monthly financial reports for monitoring program costs.  The 533 reports are the official cost documents used at NASA for cost type, price redetermination, and fixed price incentive contracts.



 8.	OPR:  BC01	9. ODM:  CN01



10.	DISTRIBUTION:  BF61, GP56 1 copy each, CN21, 3 copies



11.	INITIAL SUBMISSION: Initial 533M reporting will begin within 30 days after the incurrence  of cost.



12.	SUBMISSION FREQUENCY: No later than 10 working days following the end of the contractorís accounting month.



13.	REMARKS:

14.	INTERRELATIONSHIP:  PWS paragraph 2.2.1



15.	DATA PREPARATION INFORMATION:

15.1	SCOPE:  The Financial Management Report provides data on accumulated costs and funding projections for management of the contract.



15.2	APPLICABLE DOCUMENTS

	NFS 1852.242-73	NASA Contractor Financial Management Reporting

	NPG 9501.2	NASA Contractor Financial Management Reporting 

	NMI 9501.1	NASA Contractor Financial Management Reporting System



15.3	CONTENTS:  The elements of cost for financial reporting shall be mutually agreed by the contractor and NASA institutional office and cover labor hours by function, direct and indirect labor cost, materials, subcontracts, interdivisional work, other direct rates, overhead by pool, fringe, G&A, and fee. Changes or additions to elements of cost shall be by mutual agreement between the contractor and the NASA institutional manager. The data contained in the reports must be auditable using Generally Accepted Accounting Principles.  The report shall include actuals and projections by appendix at the total contract level.

	

	A summary page at the contract level shall be included reflecting the cumulative since inception cost for the contract.



15.4	FORMAT:  The NASA Forms 533M  shall be prepared per NPG 9501.2, NMI 9501.1, and NFS 1852.242-73.  Contractor format is acceptable provided all necessary requirements are met.  Electronic submission of contractor data is strongly encouraged.



15.5	MAINTENANCE:  None required





�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-03

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Cost Variance Report



 7.	DESCRIPTION/USE:  Management information process and control of work and evaluation of contract performance.



 8.	OPR:  CN21	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN21, 2 copies



11.	INITIAL SUBMISSION:  First quarter after Authority to Proceed (ATP). (Following first quarter accounting cycle).



12.	SUBMISSION FREQUENCY:  Quarterly, by the 15th day of the following month.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS paragraph  2.2.1



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The report shall provide financial management cost information necessary to 

	evaluate contractor's  cost performance.  



15.2	APPLICABLE DOCUMENTS:   None



15.3	CONTENTS:  The report shall include explanation of variances, negotiated vs actual cost on the contract.  The explanations should be by elements of cost.  Cost comparison charts shall be furnished for these explanations.



15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.





�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-04

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Monthly Progress Report



 7.	DESCRIPTION/USE:  To clearly show activities performed in meeting the requirements of the contract to enable NASA to fairly assess the Contractor's performance.



 8.	OPR:  CN01	9.  ODM:  CN01	



10.	DISTRIBUTION:  GP56, 1 copy;  CN21, 2 copies



11.	INITIAL SUBMISSION:  Ten (10) days after the end of the first month following Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Monthly, the report shall be submitted ten days after the end

	of the month being reported. 

 

13.	REMARKS:  



14.	INTERRELATIONSHIP: PWS paragraph  2.2.1



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The  Progress Report shall provide a comprehensive status of all active tasks

	and include the necessary information to assess status and identify problems that need

	resolution for accomplishment of the contract tasks. 



15.2	APPLICABLE DOCUMENTS :   None

	

15.3	CONTENTS:  The report shall include quantitative descriptions of overall technical  and administrative progress and status of significant accomplishments, problems encountered, and corrective actions.  The report shall be of sufficient depth and clarity to permit understanding and evaluation of progress made.  Supporting data in the form of charts, graphs, etc., may be included as appropriate.



15.4	FORMAT:  Contractor format is acceptable, as mutually agreed with NASA.



15.5	MAINTENANCE:    Corrections shall appear in succeeding reports.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-05

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  On-Site Employee Location Listing



 7.	DESCRIPTION/USE:  To assist NASA in conducting contractor floor checks.



 8.	OPR:  GP56	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN01, GP56, CN51, 1 copy each



11.	INITIAL SUBMISSION:  Fifteenth of month following first month of operation after Authority to Proceed (ATP)



12.	SUBMISSION FREQUENCY:  Update quarterly.  If deemed necessary by the Contracting Officer, the contractor shall submit the list at times other than stated.



13.	REMARKS:  Reference is made to FAR 52.215-2, Federal Acquisition Regulation Clause:  Audit - Negotiation.



14.	INTERRELATIONSHIP:  PWS paragraph  2.2.1



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The On-Site Employee Location Listing shall provide NASA with a list of all on-site contractor employees working under this contract and their designated locations.



15.2	APPLICABLE DOCUMENTS:  None



15.3	CONTENTS:  The list shall include the following information for each employee:  employee's name, position, location (building/room number), shift assignment, supervisor's name, and supervisor's location (building/room number).



15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  None required

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-06

 3.	DATA TYPE:  1	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Security Plan



 7.	DESCRIPTION/USE:  To ensure security compliance.



 8.	OPR:  CN51	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN01, 2 copies,  CN51, 1 copy



11.	INITIAL SUBMISSION:  To be provided thirty (30 days after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Revisions as required



13.	REMARKS:  



14.	INTERRELATIONSHIP: PWS paragraph 2.2.1



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The Security Plan shall define the contractor's security policies and procedures.



15.2	APPLICABLE DOCUMENTS



	NHB 1620.3	NASA Security Handbook



15.3	CONTENTS:  The plan shall address the requirements of NHB 1620.3 and the MSFC Supplement thereto, define procedures, Government interfaces, accountability and appropriate clearances to meet security requirements. 



15.4	FORMAT:  Contractor format is acceptable.  



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-07

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Employee Reporting and Employment Termination



 7.	DESCRIPTION/USE:  To provide MSFC Security Division with a listing of current employees under contract.



 8.	OPR:  CN51	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN01, CN51, CN21, 1 copy each



11.	INITIAL SUBMISSION:  Within thirty (30) days after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Annually and upon employee termination.



13.	REMARKS:  



14.	INTERRELATIONSHIP: PWS paragraph 2.2.1



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The report shall provide the MSFC Security Office with a listing of all on-site current employees and notification of termination of employment.



15.2	APPLICABLE DOCUMENTS:   None



15.3	CONTENTS:  The annual report shall include a listing of current employees possessing MSFC-issued picture badges.  MSFC 383-1 shall be provided upon termination of employment.



15.4	FORMAT:  Contractor format is acceptable. 



15.5	MAINTENANCE:  As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:778-08

 3.	DATA TYPE:  2	4.	DATE REVISED:  

		5.	PAGE:  1/1



 6.	TITLE:  Security Plan for Unclassified Federal Computer Systems



 7.	DESCRIPTION/USE:  To document the safeguards used to ensure the availability, integrity, and confidentiality of Federal computers, networks, and information resources.



 8.	OPR:  AI51	9.  ODM:  CN01



10.	DISTRIBUTION:  CN21, AI51, 1 copy each



11.	INITIAL SUBMISSION:  45 days after contract award



12.	SUBMISSION FREQUENCY:  Revise as required



13.	REMARKS:  Reference is made to FAR 52.239-1, Privacy or Security Safeguards.



14.	INTERRELATIONSHIP:  PWS paragraph 2.2.1



15.	DATA PREPARATION INFORMATION:

15.1	SCOPE:  The plan shall document the safeguards used to ensure the security of all Federal computers, networks, and information resources utilized in the performance of the contract by contractor and subcontractor personnel.



15.2	APPLICABLE DOCUMENTS:

	Public Law 100-235	Computer Security Act of 1987

	OMB Circular No. A-130	Security of Federal Automated Information Resources

	 Appendix III



15.3	CONTENTS:  A plan is required by Public Law 100-235.  Plan contents are detailed in Appendix III to OMB Circular No. A-130, Security of Federal Automated Information Resources, which can be found at: “http://csrc.ncsl.nist.gov/secplcy/a130app3.txt”.



15.4	FORMAT:  Contractor format is acceptable.  An existing corporate security plan for the applicable computer system may suffice.



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.



�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-09

 3.	DATA TYPE:  1	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Five Year Equipment Plan



 7.	DESCRIPTION/USE:  Provide management information required to plan and budget 

	for equipment replacement and new equipment purchases.



 8.	OPR:  CN21	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN21, 7 copies



11.	INITIAL SUBMISSION:  On or before the first reporting date after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Annually,  on or before the second week in December, or as requested by COTR.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS paragraph 2.2.2



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:   The plan shall outline the acquisition of equipment necessary to provide support to the MSFC projects and organizations during the current fiscal year and the following years. 



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  The contractor will develop and annually update a Five Year Equipment Plan containing the following:



	a.	Identification of new or replacement equipment, capital and non-capital by appendix,  	which will improve and increase productivity and quality.

	b.	Identify fiscal year for equipment purchase and estimated cost.

	c.	Description of proposed equipment operation, its functional use, and relationship to

		other equipment in use.

	d.	Justification for the equipment, including expected benefits.

	e.	Detailed impact if equipment is not procured.

	f.	Yearly maintenance cost  and proposed maintenance method.



15.4	FORMAT:  Contractor format is acceptable.  



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-10

 3.	DATA TYPE:  2	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Government Property Management Plan



 7.	DESCRIPTION/USE:  To describe the method of controlling and managing Government property.



 8.	OPR:  GP10	9. ODM:  CN01



10.	DISTRIBUTION:  Cognizant property administrator, CN41, CN21, 1 copy each



11.	INITIAL SUBMISSION:  Preliminary three months after Authority To Proceed (ATP)



12.	SUBMISSION FREQUENCY:  Final one year after ATP, revise as required



13.	REMARKS:  This document shall be the official contract requirements document for the control and identification of all Government property.



14.	INTERRELATIONSHIP:  PWS paragraph 2.2.3



15.	DATA PREPARATION INFORMATION:  

15.1	SCOPE:  The Government Property Management Plan defines the contractor's methods of care, accounting, and control of Government property.



15.2	APPLICABLE DOCUMENTS

	FAR	Federal Acquisition regulation, Part 45

	NHB 5100.4A	Federal Acquisition Regulation Supplement, (NASA/FAR Supplement) Part 18-45  and latest revisions thereto



15.3	CONTENTS:  This plan shall satisfy the requirements for the FAR Part 45, the NASA/FAR Supplement Part 18-45 of NHB 5100.4, and the contractual requirements.  This plan shall consist of those procedures which constitute the contractor's Property Management Manual and shall include the following categories:

	a.	Property management.	i.	Reports.

	b.	Acquisition.	j.	Consumption.

	c.	Receiving.	k.	Utilization.

	d.	Identification.	l.	Maintenance.

	e.	Records.	m.	Subcontractor control.

	f.	Movement.	n.	Disposition.

	g.	Storage.	o.	Contract close-out.

	h.	Physical inventories.



15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.



�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-11

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Vehicle/Equipment Inventory Justification Record



 7.	DESCRIPTION/USE:  To inventory, justify, and review all passenger-carrying motor vehicles, general purpose vehicles, material handling equipment, direct mission support and construction equipment for the Transportation Management Division.



 8.	OPR:  CN71	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN21, CN71,  1 copy  each



11.	INITIAL SUBMISSION:  Thirty (30) days after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Yearly and/or as changes occur.



13.	REMARKS:



14.	INTERRELATIONSHIP: PWS paragraph 2.2.3



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:   The Vehicle/Equipment Inventory Justification Record shall be of sufficient data to inventory, justify and review all vehicle/equipment for which the contractor is responsible.



15.2	APPLICABLE DOCUMENTS



	MMI 6730.2H	Vehicle Authorization, Justification, Operation, and Control



15.3	CONTENTS:  The Vehicle/Equipment Inventory Justification Record shall be by appendix as prescribed in MSFC Form 378 in accordance with MMI 6730.2H.



15.4	FORMAT:  As prescribed in MSFC Form 378.



15.5	MAINTENANCE:  None required.











�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-12

 3.	DATA TYPE:  1	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Quality Assurance Inspection Plan



 7.	DESCRIPTION/USE:  Describe methods and procedures utilized to assure that all materials

	and workmanship are in accordance with specifications.



 8.	OPR:  CN21	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN21, Appendix Technical Monitors, 1 copy each



11.	INITIAL SUBMISSION:  Thirty (30) days after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Revisions as required.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS paragraph 2.2.4



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The Quality Assurance Inspection Plan shall be for all appropriate activities 

	associated with Institutional Services.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  The document shall be readily identifiable with each cited requirement and

	shall cover all quality activities for the contract by appendix.  Contractor policies and procedures which  implement these requirements shall be identified.	



15.4	FORMAT:  Contractor format is acceptable.  



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-13

 3.	DATA TYPE:  2	4.	DATE REVISED:  

			5.	PAGE:  1/2

 6.	TITLE:  Safety and Health Plan



 7.	DESCRIPTION/USE:  To provide the contractor and the Government a baseline document for planning, management, control, and implementation of the contractor's Industrial/Occupational Safety and Health Program.



 8.	OPR:  CN21/CR20	9. ODM:  CN01



10.	DISTRIBUTION:  CN21, CR20, 1 copy each



11.	INITIAL SUBMISSION: With Proposal



12.	SUBMISSION FREQUENCY:  Update as required or requested by COTR



13.	REMARKS:  



14.	INTERRELATIONSHIP:  NFS 1852.223-70, Safety and Health, PWS paragraph 2.2.5



15.	DATA PREPARATION INFORMATION:

15.1	SCOPE:  The Safety and Health Plan describes the contractor's method of implementing occupational safety and health standards over the duration of the contract.



15.2	APPLICABLE DOCUMENTS:  Implementation of the following Occupational Safety and Health Standards and applicable requirements shall be specified in the plan.

	29 CFR 1910	Department of Labor; Occupational Safety and Health Standards

		ASME Boiler and Pressure Vessel Code

	ANSI Standards

	MM 1040.3	MSFC Emergency Plan

	MM 1845.2	MSFC Hazardous Chemicals in Laboratories Protection Program

	MM 1845.3	Confined Space Entry Program

	MM 1860.2	Radiation Safety Manual

	MMI 1700.16	Safety and Health Plan

	MMI 1810.1, (Ch. 1)	Occupational Medical Program

	MMI 1810.3	Respiratory Protection Program

	MMI 1820.1, (Ch. 1)	MSFC Hearing Conservation Program 

	MMI 1840.1, (Ch. 1)	Environmental Health Services

	MMI 1845.1	MSFC Hazard Communication Program

	NFPA Standards	National Electrical Code and National Fire Code

	NHB 1700.1 (V1-B)	NASA Safety Policy and Requirements Document

	NSS 1740.11	NASA Safety Standard for  Fire Protection

�DRD Continuation Sheet

TITLE:  Safety and Health Plan	DRD NO.:  778-13

DATA TYPE:  2	PAGE:  2/2

15.	DATA PREPARATION INFORMATION (CONTINUED):

15.3	CONTENTS:  The plan shall describe the manner in which the contractor shall implement the intent of the requirements of the applicable documents as they pertain to the specific statement of work tasks to be performed.  The plan shall define the safety and health program, objectives and goals, management structure, and detailed description of the total safety program including responsibilities, procedures, reporting, training, compliance methodologies, and interface and coordination activities.  The Safety and Health Plan shall include:

	a.	Statement of management policy and commitment to provide for the safety of personnel and property and compliance with OSHA and NASA requirements.

	b.	Method of hazard identification and control, e.g., hazard analysis and risk assessment.

	c.	Descriptions of safety awareness and motivation programs, safety meeting requirements, and safety training for employees.

	d.	Methods to make certain that clear statements of hazardous situations and necessary cautions are included in appropriate detail plans, procedures, and other working documents.

	e.	Means for ensuring that each employee understands how to recognize hazards and how to avoid having accidents.

	f.	Procedures for certification of personnel performing potentially hazardous operations.  Certification establishes that training requirements and physical conditions have been satisfied by examination, testing, on-the-job performance, or other comparable techniques.  Job categories under the contracted effort that require certification should be identified. 

	g.	Controls over the procurement, storage, issuance, and use of hazardous substances and procedures for recycling and disposal of hazardous waste.

	h.	Method of ensuring that emergency plans and procedures are current and sufficient.

	i.	Method for reporting and investigating accidents and incidents (mishaps), including an outline of reporting requirements and a description of how accident cause analysis is to be accomplished.

	j.	Provisions for safety and health services such as hazardous waste disposal, industrial hygiene monitoring, emergency medical support, hearing conservation program, and hazard communication.

	k.	Requirements for formal safety inspections and correction of deficiencies. 

	l.	Provisions for training personnel in critical tasks which, if done improperly, could result in injury to personnel or damage to equipment.

	m.	The plan should set forth means of program evaluation, identifying duties, methods and frequency for internal evaluation of the safety and health program, and identification of personnel who perform evaluations and to whom evaluations are reported and who approves corrective action.

	n.	The plan should provide a schedule of the frequency and documentation requirements for inspections, plan and procedure reviews, and certifications.

	o.	The plan should describe a method for making approved revisions to the safety and health program as necessary. 

	p.	The plan should detail commitments in the above areas in sufficient detail that they can be verified during subsequent periodic audits.

	q.	Identification of employees (by type, classification, and qualification) responsible for the implementation of the above elements.



15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-14

 3.	DATA TYPE:  2	4.	DATE REVISED:  

		5.	PAGE:  1/2

 6.	TITLE:  Personnel Certification Plan



 7.	DESCRIPTION/USE:  To provide the contractor and Government a baseline document for definition of personnel certification criteria and procedures to be implemented.



 8.	OPR:  CR01	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN01, CN21, GP56, 1 copy each; CR01, 2 copies



11.	INITIAL SUBMISSION:  Preliminary with proposal.



12.	SUBMISSION FREQUENCY: Final, thirty (30) days after Authority to Proceed (ATP). Revisions as required and requested by COTR.



13.	REMARKS:  PWS paragraph 2.2.5



14.	INTERRELATIONSHIP:  



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The contractor shall develop a plan for training, certifying, and recertifying personnel 

	engaged in hazardous operations and performance of critical processes.  The  certification 

	program shall assure that all personnel are capable of performing their duties and work 

	assignments without endangering themselves, fellow employees, equipment and/or facilities.



15.2	APPLICABLE DOCUMENTS:

	MMI 1710.6	MSFC Program for Personnel Certification



15.3	CONTENTS:  The plan shall include criteria which relates to work and/or skills classification, education, experience, training, and other qualifications necessary to assure safe and efficient operations and maintenance of institutional mission services.  The plan shall, in general, follow the outline below:



	A.  Introduction

		-  Purpose

		-  Scope

		-  Applicable Documents

	B.	Certification Program

		-  General

			-  Program Description

			-  Program Administration

			-  Certification Duration

		-  Definitions

			-  Job Description Summaries

			-  Task Assignments Per Job Description

			-  Skills Required Per Job Description

�DRD Continuation Sheet

TITLE:	Personnel Certification Plan	DRD NO.:  778-14

DATA TYPE:  2	PAGE:  2/2

15.	DATA PREPARATION INFORMATION (CONTINUED):



15.3	Contents:  (Continued)

		-  Certification Requirements/Skills

			-  Education

			-  Experience/Work History

			-  Specialized Training

			-  Physical Condition/Attitude

		-  Certification Process

			-  Supervision Responsibilities

			-  Certifying Authority

			-  Formal/Informal Examination

			-  Proficiency Demonstration



	C.  Certification Documentation



	Specific skills requiring certification include, but are not limited to, the following:



	o  Forklift, Crane and Hoist Operators

	o  Electrical Cable Fabrication

	     -  Crimping and Wire Wrap

	     -  Shield Cable Termination

    	     -  Soldering

	o  Control system Operations

	o  Hazardous Chemical/Toxic Material Handling

	o  Schematic Drawing Comprehension

	o  Explosives Handling



15.4	FORMAT:  Contractor format is acceptable.  



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-A1

 3.	DATA TYPE:  3/4	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Personnel Transportation System, Motor Pool, Maintenance and Repair Activity Reports 



 7.	DESCRIPTION/USE:  Provide data for planning, management, and control of Personnel Transportation System, Motor Pool, Maintenance and Repair, Special Purpose Equipment,  and Packaging and Crating



 8.	OPR:  CN71	9.  ODM:  CN01



10.	DISTRIBUTION:  CN71, 1 copy



11.	INITIAL SUBMISSION: Weekly:  Tuesday of the second week after Authority to Proceed (ATP).  Monthly:   Fifth day of the month following  the first month to be reported after  ATP. 



12.	SUBMISSION FREQUENCY:  Weekly and Monthly.  Monthly to include accumulative data with year to date totals.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS, Appendix A



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The Report shall provide data on MSFC's overall vehicle and special purpose equipment  maintenance and repair, vehicle operations (motor pool) services, and packaging and crating.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  Both reports shall contain the following:

	

	Statistics of all work accomplished during the work week preceding the required report date. (Type 3).

	1.	The number of major and intermediate preventive maintenance inspections by each 

		category of equipment.  The total number of vehicles washed, lubricated, oil changes,

		and filter changes.

	2.	The dollar value of the parts inventory by category of equipment.

	3.	The dollar value of parts expended by category of equipment.

	4.	The number of shop work orders processed for unscheduled maintenance and start and 	completed work.

	5.	The number of gallons of fuel dispensed by type (gasoline, diesel) and cost of each type.

	6.	Overtime used and program supported.

	7.	A log requested shipment dates, time packing/crating completed, actual ship date.  Log to be 	formatted into two parts, MSFC Transportation Office shipments and all other government 	agencies and contractors.

	8.	Other data as requested by the COTR.

�DRD Continuation Sheet

TITLE:	Personnel Transportation System, Motor Pool,	DRD NO.:  778-A1

	Maintenance and Repair Activity Reports 

DATA TYPE:  3/4	PAGE:  2/2

15.	DATA PREPARATION INFORMATION (CONTINUED):



15.3	Contents:  (Continued)



	The contractor will maintain data and submit upon request the following information. (Type 4):

	1.	Maintain Daily Log for the Personnel Transportation System.

	2.	Maintain Daily Vehicle Dispatch Log (for audit) for motor pool.



15.4	FORMAT:  Contractor format is acceptable.  



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-A2

 3.	DATA TYPE:  2	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Vehicle/Equipment Historical Records



 7.	DESCRIPTION/USE:  Provide operating, maintenance, and repair costs for all vehicles/

	equipment serviced.



 8.	OPR:  CN71	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN71, 1 copy



11.	INITIAL SUBMISSION:  First month after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Monthly for six months after ATP, and quarterly thereafter.



13.	REMARKS:  Present historical records located in the shop office will be provided to the contractor.  These records are and shall remain Government property.



14.	INTERRELATIONSHIP:  PWS, Appendix A



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The Vehicle/Equipment Historical Records shall provide maintenance of 

	historical records for each vehicle/equipment serviced.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  All pertinent repair and service records will be maintained in jacket files located in the shop office.  These records shall include data elements of MSFC Form 281 including services performed, labor time and cost, date/time of work requested, time of completion of work requested and parts replaced and cost.  Other records such as accident reports, estimate of repairs, diagnostic data, and inspection checklists shall also be maintained.



15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-B1

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Repository Weekly Activity Report



 7.	DESCRIPTION/USE:  Provide cost reimbursement data and information for the evaluation of contractor performance.



 8.	OPR:  CN31S	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN31D, 1 copy



11.	INITIAL SUBMISSION:  Due the first Monday after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Weekly by close of business each Monday.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS, Appendix B



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The Weekly Activity Report shall provide highlights of Repository  weekly activities from Monday through Friday of the previous week and identify program or project supported.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:   The Report shall include:

	a. 	Meetings, attendees, action items and resolutions

	b. 	Update of on-going activities

	c.	Safety, Total Quality Management, Continuous Improvement  activities

	d.	Equipment and supply problems/resolutions

	e.	Newly assigned special projects

	f.	Coordination activities with other MSFC organizations	

	e.  Other data as requested by the COTR.



15.4	FORMAT:  Contractor format is acceptable.  



15.5	MAINTENANCE:   None required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-B2

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Repository Statistical Activity Report



 7.	DESCRIPTION/USE:  Provide cost reimbursement data and information for the evaluation of contractor performance.



 8.	OPR:  CN31S	9. ODM:  CN01



10.	DISTRIBUTION:  CN21, 2 copies; CN31S, 2 copies



11.	INITIAL SUBMISSION:  Thirty (30) days after Authority to Proceed (ATP)



12.	SUBMISSION FREQUENCY:  Monthly, due not later than the 10th of the month.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS, Appendix B



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The report shall include statistics obtained from Repository work orders that are initiated within the work segments as described in Appendix B Performance Work Statement.



15.2	APPLICABLE DOCUMENTS:  None



15.3	CONTENTS:  Statistics shall include those transactions occurring through the last working day of the month being reported.  The report shall include data accumulated by quarter and year-to-date.



	a.	Materials Transactions

	b.	Equipment Downtime

	c.	Electronic Documentation Input/Output - including identification by project

	d.	Machine Output Report

	e.	Summary of Usage by Office - available on request

	f.	Work Distribution Summary - aperture cards, microfiche, and hours

	g.	Data Input by Program - documents, sheets, microfilm rolls, microfiche, electronic documents 	scanned/input

	h.	Work Order Analysis

	i.	Workload Input/Output by Source - available on request; too large to publish routinely

	j.	Performance Report

	k.	Work Package Statistics

	l.	Number of Class I and II Engineering Drawings received and processed

	m.	Other data as requested by the COTR



15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.



�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-C1

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Graphics, Publication, and Scientific and Technical Publishing Services Activity Report



 7.	DESCRIPTION/USE:  Provide cost reimbursement  data and information for the evaluation of contractor performance.



 8.	OPR:  CN31	9.  ODM:  CN01



10.	DISTRIBUTION: CN21, 1 copy;  CN31, 1 copy;  CN31S, 2 copies in hard copy and electronic file;  CN31A, 2 copies in hard copy and electronic file



11.	INITIAL SUBMISSION:  Weekly:  Tuesday of the second week after Authority to Proceed (ATP).  Monthly:  Fifth day of the month  following the first month to be reported after ATP.



12.	SUBMISSION FREQUENCY:  Weekly and Monthly.  Monthly to include accumulated data with year to data totals.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS, Appendix C



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The report shall provide highlights of graphics, publication, and scientific and technical publishing services activities.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  The report shall contain the following:

	a.	Work order number,  customer’s name, telephone number, organizational and programmatic code, project number  and related cost.

	b.	Title of publication, graphics, and/or technical publication.

	c.	Date requested, required and completed.

	d.	Number of tasks received; number of pages and pieces completed.

	e.	If task is not completed by the established due date, provide justification or reason for missed deadline.

	f.	Number of hours worked and overtime tied to a task.

	g.	Description of Special Purpose Equipment downtime.

	h.	Customer comments including the MSFC employee’s name, organization code, and project title.

	i.	Other data as requested by COTR.



15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  Changes shall be incorporated by change page or complete reissue.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-D1

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Supply and Equipment Management Activity Reports



 7.	DESCRIPTION/USE:  Provide cost reimbursement data and information for the evaluation of contractor performance.



 8.	OPR:  CN41	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN41,  2 copies



11.	INITIAL SUBMISSION: Weekly:  Tuesday of the second week after Authority to Proceed (ATP).  Monthly:   Fifth day of the month following  the first month to be reported after  ATP. 



12.	SUBMISSION FREQUENCY:  Weekly and Monthly.  Monthly to include accumulative data with year to date totals.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS, Appendix D



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The report shall provide workload/production data pertaining  to the

	accomplishment of all functional requirements of Appendix D,  Supply and Equipment 

	Management.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  The report shall provide:

	a.  Statistics of work accomplished during the work period. 

	b.  Number of work units accomplished within the specified standard.

	c.  Number of work units accomplished outside the established standard.

	d.  Cumulative quarterly and year-to-date totals.

	e.  Other data as requested by the COTR.



15.4	FORMAT:   Contractor format is acceptable.



15.5	MAINTENANCE:  As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-D2

 3.	DATA TYPE:  2	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Safe Alert Responses



 7.	DESCRIPTION/USE:  Provide data  and significant information to assist in assessing contractor’s performance in handling safe alert actions.



 8.	OPR:  CN41	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN41, 1 copies



11.	INITIAL SUBMISSION:  As required, no later than three days, after disposition is complete.



12.	SUBMISSION FREQUENCY:.  As required



13.	REMARKS:



14.	INTERRELATIONSHIP:  PWS, Appendix D



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The response shall record and report all safe alert issuance and dispositions.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  The response shall contain the following

	a.  Brief description of the safe alert.

	b.  Date/time safe alert was issued

	c.  Date/Time customer(s) notified of safe alert.

	d.  Disposition.

	e.  Other data as requested by the COTR.



15.4	FORMAT:  Contractor format acceptable..



15.5	MAINTENANCE:  As required.

� DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-D3

 3.	DATA TYPE:  2	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Warehouse/Storage Requirements Plan



 7.	DESCRIPTION/USE:  Provide data for planning, management, and control of warehouse facilities.



 8.	OPR:  CN41	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN41, 2 copies



11.	INITIAL SUBMISSION:  Within 30 to 60 days after  Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Quarterly with updates as new requirements are determined.



13.	REMARKS:



14.	INTERRELATIONSHIP:  PWS, Appendix D



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The plan shall consist of current detailed warehousing plans and location schemes.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  The plan shall contain the following:

	a.  Warehouse space layout and current usage measured in cubic feet for stores stock, program 	stock, standby stock, custodial storage.

	b.  Usage in cubic feet by account for program and standby stock and custodial storage.

	c.  A narrative of known problems, issues, future requirements, and recommended solutions.

	d.  Other data as requested by the COTR.



15.4	FORMAT:  Contractor format acceptable.



15.5	MAINTENANCE:  As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-D4

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Explosives and Propellants Inventory List



 7.	DESCRIPTION/USE:  To report information required under the Inter-service support Agreement between MICOM and MSFC.



 8.	OPR:  CN41	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN41, 1 copy; MICOM, original copy



11.	INITIAL SUBMISSION:  Fifth day of the month, following the first month to be reported after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:.  Monthly.



13.	REMARKS:



14.	INTERRELATIONSHIP:  PWS, Appendix D



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The list shall provide a comprehensive inventory of the contents stored in all Army igloos and storage areas assigned to MSFC for explosive and propellant storage.



15.2	APPLICABLE DOCUMENTS:  Inter-service Support Agreement Between MICOM and MSFC.

 

15.3	CONTENTS:  The list shall include all information identified by MICOM, in accordance with the Inter-service Support Agreement Between MICOM and MSFC.



15.4	FORMAT:  Contractor format acceptable unless otherwise specified by agreement.



15.5	MAINTENANCE:  As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-D5

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  On-site Property Review Report



 7.	DESCRIPTION/USE:  Provide the Government with data and significant information for assessing the contractor’s performance in identifying unused, excess or damaged items and of accomplishing appropriate actions.



 8.	OPR:  CN41	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN41, 3 copies



11.	INITIAL SUBMISSION:  30 to 60 days after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:.  Annually, within 10 days after the annual walk-thru has been accomplished



13.	REMARKS:



14.	INTERRELATIONSHIP:  PWS, Appendix D



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The report shall provide results of all on-site property reviews.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  The report shall include the following:

	a.  List of items identified as unused, excess or damaged (item name, equipment control number 	and/or national stock number).

	b.  Location(s) of identified items.

	c.  Action(s) taken for each identified item.

	d.  Action accomplishment date.

	e.  Other data as requested by the COTR.



15.4	FORMAT:  Contractor format acceptable.



15.5	MAINTENANCE:  Follow-up reports monthly until all actions are closed.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-D6

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Furniture Report



 7.	DESCRIPTION/USE:  Provide the government information required to monitor acquisitions and issuances of furniture /furnishings.



 8.	OPR:  CN41	9.  ODM:  CN01



10.	DISTRIBUTION:  CN41, 2 copies



11.	INITIAL SUBMISSION:  Preliminary three months after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:.  Monthly, by the fifth day of the following month.



13.	REMARKS:



14.	INTERRELATIONSHIP:  PWS, Appendix D



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The report shall provide a comprehensive listing of all furniture/furnishings received, available, and issued and information necessary to assess status and identify problems.



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  The report shall include the following:

	a.	 Outstanding furniture/furnishings orders.

	b.	 Furniture/furnishings Orders received and staged (not delivered).

	c.	Type/quantity of new  and used furniture/furnishings available.

	d.	Type/quantity of new and used furniture/furnishings issued.

	e.	Type/quantity of furniture/furnishings repaired.

	f.	Type/quantity of furniture/furnishings assembled/disassembled.

		(In-house and outside contract).

	g.	Other data as requested by the COTR.



	A narrative shall be provided to include long lead-order, expediting actions taken, problems, issues and recommended  solutions.



15.4	FORMAT:  Contractor format acceptable.



15.5	MAINTENANCE:  As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:	  778-E1

 3.	DATA TYPE:  3	4.	DATE REVISED:

		5.	PAGE:  1/1

 6.	TITLE:  Equipment Maintenance and Repair Services Activity Report



 7.	DESCRIPTION/USE:  Provide Appendix Achievement Monitor visibility of maintenance and repair activities.



 8.	OPR:  CN21	9. ODM:  CN01



	DISTRIBUTION:  CN21, 2 Copies, 1 paper with attachments, 1 electronic.



11.	INITIAL SUBMISSION:  First Tuesday after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:   Weekly, by close of business each Tuesday.



13.	REMARKS:   



14.	INTERRELATIONSHIP:  PWS  Appendix E



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The report shall include Equipment Maintenance and Repair Services activities from Tuesday through Monday of the preceding week.



15.2	APPLICABLE DOCUMENTS:  None



 15.3	CONTENTS:  The report shall contain the following:

	a.	Significant repairs initiated.

	b.	Update of on-going activities.

	c.	Safety and training activities.

	d.	Equipment and supply problems/resolutions.

	e.	Integration and refurbishment activity.

	f.	Emergency repairs.

	G	Overtime requirements 

	h	Standby support.

	i.	Test Support.

	j.	Other data as requested by COTR.

	

15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:	  778-E2

 3.	DATA TYPE:  3	4.	DATE REVISED:

		5.	PAGE:  1/1

 6.	TITLE:  Equipment Maintenance and Repair Statistical Report



 7.	DESCRIPTION/USE:  Provide information pertaining to the level of productivity achieved by the contractor.



 8.	OPR:  CN21	9. ODM:  CN01



	DISTRIBUTION:  CN21, 2 Copies.



11.	INITIAL SUBMISSION:  Due Fifteen (15) days after the end of the first month.



12.	SUBMISSION FREQUENCY:  Monthly, due 15 days following the month for which maintenance is completed..



13.	REMARKS:   



14.	INTERRELATIONSHIP:  PWS  Appendix E



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:  The report shall include all maintenance performed.  Additionally, this data will be input into the NASA Equipment Management System (NEMS).



	APPLICABLE DOCUMENTS:  None



	CONTENTS:  The Contractor shall prepare and submit reports containing information on all 	maintenance and repair service performed.  The report shall contain a summary that provides	monthly accumulative data covering an annual period.  Report shall be sorted by organization.

	Items reported include the following:



	a.	Equipment Control Number (ECN)

	b.	Type of equipment repaired.

	c.	Service ticket number.

Number of hours worked

Parts cost.

Requesting laboratory/office

Technician performing the service.

Date serviced performed.

Location of equipment

Equipment user name and telephone number

Type of service:  remedial, preventive, subcontract, OEM, warranty. (If preventive maintenance date scheduled and date performed).

Date and time service call received.

Status of repair.

Equipment downtime

Other data as requested by the COTR.

	

15.4	FORMAT:  Contractor format is acceptable.

15.5	MAINTENANCE:  Revisions will be made as appropriate and upon request from the COTR.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:	  778-E3

 3.	DATA TYPE:    3	4.	DATE REVISED:

		5.	PAGE:  1/1

 6.	TITLE: Government-owned Equipment List			



 7.	DESCRIPTION/USE:  To provide data for planning, management, and control of Government-owned equipment.



 8.	OPR:  CN21	9. ODM:  CN01



	DISTRIBUTION:  CN21, 2 Copies.



11.	INITIAL SUBMISSION:  On or before thirty-six (36)  months after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:   As requested by the Government.



13.	REMARKS:   



14.	INTERRELATIONSHIP:  PWS  Appendix E



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: The Government-owned Equipment List shall provide MSFC with a list of all equipment serviced under this contract. 



15.2	APPLICABLE DOCUMENTS:  None



     CONTENTS:  The report shall contain:

	a.	Equipment control number ECN.

	b.	Equipment location.

	c.	Equipment description.

	d.	User organization.

	e.	Preventive maintenance required 

	f.	Other data as requested by the COTR.

	

15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  Maintain current list.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-E4

 3.	DATA TYPE:  3	4.	DATE REVISED:

		5.	PAGE:  1/1

 6.	TITLE:  Quick Copy Management Information System



 7.	DESCRIPTION/USE:  Provide information pertaining to the level of productivity achieved by the contractor.



 8.	OPR:  CN21	9. ODM:  CN01



	DISTRIBUTION:  CN21, 2 Copies.



11.	INITIAL SUBMISSION:  Due Fifteen (15) days after the end of the first month after Authority to Proceed (ATP)..



12.	SUBMISSION FREQUENCY:  Monthly, due 15 days following the month for which maintenance is completed..



13.	REMARKS:   



14.	INTERRELATIONSHIP:  PWS  Appendix E



15.	DATA PREPARATION INFORMATION:

15.1	SCOPE:  The system shall record and report all maintenance performed.



15.2     APPLICABLE DOCUMENTS:  None



15.3	CONTENTS:  The Contractor shall prepare and submit reports containing information on all 	maintenance and repair service performed. The report shall contain a summary that provides 	monthly accumulative data covering an annual period and be sorted by organization, building 	and model.  Items reported include the following:

	a.	Equipment Control Number (ECN)

	b.	Make  model , and serial number.

	c.	Rate per minute.

Rate per month.

Parts cost/inventory

Number of relocations.

Property manager.

Percent of production capacity.

Purchase date.

Equipment location.

Organization

Key operator.

Preventive maintenance call. 

Labor hours.

Downtime

Cost per copy.

Number of copies.

Other data as requested by the COTR.



15.4.	FORMAT:  Contractor format is acceptable.

15.5.	MAINTENANCE:  Revisions will be made as appropriate and upon request of the COTR.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-F1

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Monthly Mail  Reports



 7.	DESCRIPTION/USE:  Provide management information and evaluation of contractor performance.



 8.	OPR:  CN31M	9. ODM:  CN01



10.	DISTRIBUTION:    CN31, 2 copies (1 hard copy and 1 electronic) CN31M (1 hard copy and 1 electronic copy) 



11.	INITIAL SUBMISSION:  First month after Authority to Proceed  (ATP)



12.	SUBMISSION FREQUENCY:  Monthly,  by 10th of each month.



13.	REMARKS:   



14.	INTERRELATIONSHIP:  PWS, Appendix F



15.	DATA PREPARATION INFORMATION:

15.1	SCOPE:  The report shall provide statistical information for the MSFC mail operations.  



15.2	APPLICABLE DOCUMENTS:  None



15.3	CONTENTS:  The report shall contain the following:

	a.	Summary of incoming and outgoing USPS mail.

	b.	Number of documents distributed.

	c.	Metered mail by pounds, pieces and cost.

	d.	Federal Express (including date received, date processed, number processed, tracking number,

		weight of package, name of company and address, MSFC Federal Express account number).

	e.	Other data as requested by the COTR.



15.4	FORMAT:  Contractor format is acceptable.



15.5	MAINTENANCE:  As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-F2

 3.	DATA TYPE:  3	4.	DATE REVISED:

		5.	PAGE:  1/1

 6.	TITLE:  Reproduction Services Work Order System (RSWOS) Production  Reports



 7.	DESCRIPTION/USE:  Evaluate production by unit codes, materials cost, production by sections, production by organizations and programmatic code.  Possibly used to implement full cost, charge back accounting



 8.	OPR:CN31R	9. ODM:  CN01



10.	DISTRIBUTION:  CN31R, 3 copies, 



11.	INITIAL SUBMISSION:  First month after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:   Weekly, by the first working day of the following week;  monthly, by the fifth working day after last working day of the month.



13.	REMARKS:   



14.	INTERRELATIONSHIP:  PWS,  Appendix F



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: These reports shall provide production data for the Central Reproduction Services.



15.2	APPLICABLE DOCUMENTS:  None



15.3	CONTENTS: These reports shall include:

	Production by Section with all unit codes, unit name, number of units produced, number of hours, labor cost per unit, materials cost per unit, any commercial associated, total cost and other data as requested by the COTR.  Based on the RSWOS the contractor shall provide a narrative report to include a brief description of significant tasks and any completed over-the-threshold tasks.  



15.4	FORMAT:  Existing RSWO software-coded format.



15.5	MAINTENANCE:  As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:778-F3

 3.	DATA TYPE:  1	4.	DATE REVISED:

		5.	PAGE:  1/1

 6.	TITLE:  Over-the-Threshold Work Requests



 7.	DESCRIPTION/USE:  To approve all Over-the-Threshold tasks before production and to provide for mandatory report to Joint Committee on Printing (JCP).



 8.	OPR:  CN31R	9. ODM:  CN01



10.	DISTRIBUTION:  CN31R



11.	INITIAL SUBMISSION: As required after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  As required



13.	REMARKS: Government Printing and Binding Regulations by the JCP



14.	INTERRELATIONSHIP:  PWS, Appendix F



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE: All controlled reproduction approved for in-house duplicating which exceeds the JCP Over-the-Threshold limit (work exceeding 5,000 production  units of any one page and work exceeding 25,000 production units in the aggregate of multiple pages)



15.2	APPLICABLE DOCUMENTS:  None



15.3	CONTENTS:  The request shall include:

	Publication title, date requested, required completion date, number of original pages, number  of required copies, Printing Officer’s approval signature and other data as requested by the COTR.

�Upon completion, the contractor will provide production data in addition to the above list.



15.4	FORMAT:  Contractor provided duplexed copy  of each applicable MSFC Form 150  or equal.



15.5	MAINTENANCE: As required.

�DATA REQUIREMENTS DESCRIPTION (DRD)



 1.	DPD NO.:  778	ISSUE: RFP	2.	DRD NO.:  778-F4

 3.	DATA TYPE:  3	4.	DATE REVISED:  

		5.	PAGE:  1/1

 6.	TITLE:  Educator Resource Center (ERC) Report



 7.	DESCRIPTION/USE:  Provide tracking of educator interest.



 8.	OPR:  CL01	9.  ODM:  CN01	



10.	DISTRIBUTION:  CN31, CL01, 1 copy each



11.	INITIAL SUBMISSION:  First month after Authority to Proceed (ATP).



12.	SUBMISSION FREQUENCY:  Monthly, by the 10th of each month.



13.	REMARKS:  



14.	INTERRELATIONSHIP:  PWS Appendix  F



15.	DATA PREPARATION INFORMATION:



15.1	SCOPE:   The Report shall provide the number and types of educators inquiring at the ERC.   It shall also include the materials provided and in what form the contact was made (phone, mail, walk-in). 



15.2	APPLICABLE DOCUMENTS:  None

 

15.3	CONTENTS:  The Report shall include the following:



	a.	Audience served.

	b.	Number of contacts

	c.	Amount of materials provided.

	d.	Any special support provided.

	e.	Other data as requested by the COTR.



15.4	FORMAT:   Format to be coordinated with function monitor, electronic submission preferred.



15.5	MAINTENANCE:  As required.
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