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	1.  DRD Title


	2. Date of Current Version
	3. DRL Line Item No.
	RFP/Contract No. 

	Management Reports
	06/10/2008
	1
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	4.  Use (Define need for, intended use of, and/or anticipated results of data)
	5.  DRD Category:  (check one)


	Reports of activities performed by the contractor for review by NASA management.
	 FORMCHECKBOX 

     Technical

 FORMCHECKBOX 

     Administrative

 FORMCHECKBOX 

     S&MA

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRDs) (Optional)

	
	

	8.  Preparation Information (Include complete instructions for document preparation)


Frequency of Submission:  As described below in paragraph 1, items a – l.

Distribution:  As described below in paragraph 1, items a – l.

Subsequent Revisions:  N/A.

Other Deliverables:  N/A.
Format:  Contractor format is acceptable as described below in paragraph 1, items a – l.
Details:

1.  GENERAL:  Management reports consist of:

a. Weekly activity reports which provide NASA management (including contract administration) information leading to timely assessment and response to specific issues and observations.  Submit reports in Microsoft Word via Email to the Secretary, Safety and Test Operations Division, Contracting Officer, and COTR by COB each Monday.  Must be capable of being consolidated into the weekly activity report of the Safety and Test Operations Division.  (Tuesday if Monday is a Holiday)  
b. Quarterly technical management reports which highlight noteworthy activities accomplished with emphasis on noteworthy safety issues, accomplishments, opportunities for improvement, the contractors self evaluation of its performance, and other items requiring management attention.  Submit reports in Microsoft PowerPoint via Email to the Contracting Officer, and COTR within 14 days after performance period ends.  Make electronic version available to the Safety and Test Operations Division and Contracting Officer via a website or internal network.  Provide 10 hard copies at the self evaluation presentation.
c. “Morning reports” that provide NASA management with a summary of recent activities and incidents.  Submit reports via Email to COTR-directed distribution by 9:00 am the following business day.
d. Days Away Case reports to notify NASA management of newly reported Days Away cases.  Submit reports via Email to COTR-directed distribution within 1 business day of mishap notification.
e. Preliminary incident investigation reports to notify NASA management of an incident and the preliminary investigation conducted per paragraph 4.1.  Submit reports via Email to COTR-directed distribution within 4 hours of mishap notification.
f. List of missing lockout/tagout devices that inform NASA management of missing locks and other lockout/tagout devices to allow recovery of missing devices if possible as described in paragraph 11. Submit 1 copy of the reports via Email to the Safety and Test Operations Division and to each responsible organization on the list by the 10th of each month. 
g. Inspection Reports.  For construction inspections, submit the report via Email within 1 working day of the inspection to the Safety and Test Operations Division, Facility Management Division, and 1 hard copy to the construction contractor and building files.  For building inspections, submit report via Email to the Safety and Test Operations Division, Facility Manager, other appropriate management, and 1 hard copy to the building files within two weeks of the inspection.

h. Safety and Health Program Review Reports.  Submit reports in Microsoft Word via Email to the Safety and Test Operations Division and to the line organization reviewed within 5 working days after completing a review.
i. Facility Baseline Documentation Audit Reports.  Submit reports in Microsoft Word via Email to the Safety and Test Operations Division and the facility organization that was audited within 5 working days after completing an audit.
j. Notification of fire protection systems not meeting standards.  Submit reports via Email to the Authority Having Jurisdiction and the organization that owns the facility within 4 hours of becoming aware of the condition.
k. Impact statement of safety-related Federal Register changes.  Submit reports via Email to the Safety and Test Operations Division within 5 working days of reviewing a proposed change.
l. Report on applicable requirements.  Submit reports via Email to the Safety and Test Operations Division within 1 working day of completing an assessment. Upon approval, provide the list to the responsible organization via Email or hard copy.
2.  WEEKLY ACTIVITY REPORT:  Include summaries of significant CISS activities for the past week, status of on-going issues, and resolution of issues.  
3.  QUARTERLY TECHNICAL MANAGEMENT REVIEW (TMR) REPORT:  The TMR report will include significant activities and other accomplishments of the contractor for each quarter.  Report the information in summary fashion and organize it around the Statement of Work.  Include a self-evaluation of contract performance as an integral part of this report, including metrics on performance as defined in the SOW and any other contractor defined metrics.  Analyze the data presented and explain it in the report with the intent of preventing recurrence of substandard performance by the contractor or by the Government and to capture and retain excellence in performance of the JSC safety program.  This self evaluation may discuss any off nominal performance such as exceptionally good or poor quality of products, unusual or unplanned costs incurred, actions not completed by the due date or completed in an exceptional manner in face of tight schedules, innovative solutions which enhance the safety program performance in terms of cost, schedules, or products, and potential opportunities for improvement to be considered by NASA management.  Use graphical representation for data where warranted.  Note specific safety issues and accomplishments (including candidates for improvement in the JSC safety program) in enough detail to apprise NASA management of any item requiring their attention and subsequent response.

4.  DAILY STATUS (Morning) REPORTS:  Daily (working days) status reports will include the following:  Fire Protection System Status (out of service alarm/detection, suppression systems, and fire hydrants) Safety Action Hotline Calls, JSC Close Calls, Recordable Injury Reports, Posted Safety Alerts for the year, New JSC RAC 1 or 2 Hazard Abatement Tracking System Items, and other significant safety issues/items.

5.  DAYS AWAY CASE REPORTS:  Provide electronic notification to NASA management when a Days Away case has been reported to the Center Institutional Safety Services contractor.

6.  PRELIMINARY INCIDENT INVESTIGATION REPORTS:  Reports cover SOW paragraph 4.1 and include a preliminary summary of the incident and any potential or contributing causes.  Include pictures where appropriate.  The report shall include: date; incident time; building/location; location description; injury type; body part affected; activity; affiliation; mail code; age; gender; supervisor’s name; hospital transportation information; property damage information; incident description; witness name(s); name of investigator.
7.  LIST OF MISSING LOCKOUT/TAGOUT DEVICES:  This report covers SOW paragraph 11.  Provide a list at least monthly of missing locks and other lockout/tagout devices to include, as a minimum: devices missing, time missing, and persons issued to.  
8.  INSPECTION REPORTS.  These reports cover SOW paragraphs 2.2 and 3.2.  An inspection report shall include safety concerns identified, discrepancies with code citations, and commendations for exemplary performance.

9.  SAFETY AND HEALTH PROGRAM REVIEW REPORTS.  This report covers SOW paragraph 3.1.  The format shall follow JSC’s VPP Self Evaluation.

10.  FACILITY BASELINE DOCUMENTATION AUDIT REPORTS.  This report covers SOW sub-paragraph 3.3.  It shall include the status of each major paragraph in JPR 1700.1, chapter 10.4, along with recommendations for correcting deficiencies.  
11.  NOTIFICATION OF FIRE PROTECTION SYSTEMS NOT MEETING STANDARDS.  This report covers SOW sub-paragraph 6.0.f.  This is an Email report that shall include:  name of system, type of system, location, condition of system, date condition discovered, date that system is expected to meet the standards, and special precautions that must be taken during the interim.
12.  IMPACT STATEMENT OF SAFETY-RELATED FEDERAL REGISTER CHANGES.  This report covers SOW paragraph 9.4.  The report shall include:  the Federal Register reference, text or summary of the change, impact to JSC operations, recommended comments, and recommendations for implementing the requirement efficiently.
13.  REPORT ON APPLICABLE REQUIREMENTS.  This report covers SOW paragraph 1.7.  The report shall include a list of requirements that apply to a specific system or operation and rationale.  Provide the report to Safety and Test Operations Division via Email or hard copy.  Upon approval, provide the list to the responsible organization.
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