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The following pages set out the documentation requirements of this contract, starting with a DRL, which is an index to the DRDs.  Each DRD prescribes the required data product content, schedule, type, and other particulars for specific data submission requirements.

Subject to the Clause 52.227-14, Rights in Data – General, this document sets forth the data requirements in each DRD and shall govern that data required for this contract.  The contractor shall furnish data defined by the DRDs listed on the DRL by category of data.  Such data shall be prepared, maintained, and delivered to NASA in accordance with the requirements set forth within this document.  In cases where data requirements are covered by a Federal Acquisition Regulation (FAR) or NASA FAR Supplement (NFS) regulation or clause, the regulation will take precedence over this document, per FAR 52.215-33.  NASA-Owned/Contractor-Held records shall be managed by the Contractor in accordance with Title 36 of the Code of Federal Regulations, Chapter XII B, Records Management, and NMI 1440.6, NASA Records Management Program.  The records shall be organized in accordance with the instructions in NHB 1442.1, NASA Uniform Files Index, as applicable.  The contractor shall disposition records and non-records in accordance with NHB 1441.1, NASA Retention Schedules, which has been approved by NASA and the National Archives and Records Administration (NARA).  All questions on records management issues shall be directed through the Contracting Officer to the JSC Records Management Officer.

Documents included as applicable documents in the data requirements form a part of this document to the extent specified herein.  References to documents other than applicable documents in the data requirements of this document may sometimes be utilized.  These do not constitute a contractual obligation on the contractor.  They are to be used only as a possible example or to provide related information to assist the contractor in developing a response to that particular data requirement.

Description

This document identifies and defines the requirements and date types for information and data required under this contract.

The Data Requirements Descriptions (DRDs), along with the Data Requirements List (DRL), define, by an individual Data Requirement, the information and data required for each deliverable document.

The data types are used to identify the approval and control required for each DRD.  The DRL is an index of all the DRDs and includes additional requirements for each DRD and the data types, as described below.

Documentation submitted pursuant to this clause may incorporate references to other current approved documentation, provided the references are adequate and include such identification elements as title, document number, and approval date (where applicable).  However, if the pertinent information is of relatively minor size, the contractor shall incorporate the information itself, in lieu of using a reference.  The contractor shall assure that any referenced information is readily available to appropriate users of the submitted document.
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Data Types

For the purpose of this clause, the following information/documentation types are applicable:

(1) Type 1 – Written Approval – Data and changes thereto requiring written approval by the NASA office of primary responsibility (OPR) before formal release or implementation

(2) Type 2 – Mandatory Submittal – Data provided to NASA for coordination, information, review, and/or management control

(3) Type 3 – Submitted upon Request – Data prepared and retained under a specific contract to be made available to NASA upon request. 

Type 1 submissions shall be marked “TYPE 1 PRELIMINARY pending NASA approval” or “TYPE 1 APPROVED BY NASA”, as appropriate.  Additional special designations and deviations may be required on specific submissions in accordance with configuration management requirements.

Type 2 submissions shall be marked “TYPE 2 PRELIMINARY – RELEASE TARGET DATE xx/xx/xx” or “TYPE 2 FINAL – NASA COMMENTS INCLUDED” or “TYPE 2 FINAL DOCUMENT”, where NASA comments were not received.

NOTE: Documents submitted under this clause, even though directly (Type 1) or implicitly (Type 2) approved by NASA, shall not take precedence over the specifications set out in Section C, Statement of Work.

The contractor shall normally deliver a complete revised Type 1 or Type 2 data requirement with NASA comments incorporated within 45 days of receipt of comments.

Type 3 submissions shall be marked “TYPE 3 DOCUMENT – FOR INFORMATION, SURVEILLANCE, REVIEW, OR MANAGEMENT CONTROL”.

Number of Copies and Distribution Requirements

The contractor shall provide one copy of each DRD to the standard distribution list shown in Block 8 of the DRLs.  Additional distribution shall be made as directed, in writing, by the Contracting Officer.  The number of copies required will not exceed the limits set forth in Clause 1852.208-81, Restrictions on Printing and Duplicating, without prior Contracting Officer approval.  Data Transmittal Forms will be used to confirm delivery of electronically resident DRD deliverables.

Electronic Format

All the data requirements shall be delivered in the format as depicted in each DRD and compatible with JSC software loads.  All documentation shall be maintained within the Engineering Directorate’s Design Data Management System (DDMS)

DRDs shall be maintained electronically.

Further Explanation of DRL

Block 3 – Frequency of submittal:

	Code Description
	Code Description
	Code Description

	AD
	As Directed
	DA
	Daily
	RD
	As Released

	AN
	Annually
	DD
	Deferred Daily
	RT
	One Time Revision

	AR
	As Required
	MO
	Monthly
	SA
	Semi Annually

	BE
	Biannually
	OT
	One Time
	TY
	Three Per Year

	BM
	Bimonthly
	PV
	Per Vehicle
	UR
	Upon Request

	BW
	Biweekly
	QU
	Quarterly
	WK
	Weekly


Block 4 – As of Date – If reports are of a recurring nature, an As of Date will be included in this block.

Block 6 – Copies –

	Code Description

	DD
	Electronic (DDMS)

	EM
	E-mail

	ES
	E-mail with Signature

	CD
	Compact Disk

	HS
	Hard copy with Signature

	HC
	Hard Copy



	ROM 2: Alternate EVVA

This ROM deals with the development of an alternate helmet EVVA configuration that increases the field of view, while still offering shade and a removable protective visor.  The requirements in this option represent one concept for fulfilling this alternate design.  Other design concepts can be suggested as long as they meet the intent of increasing the field of view, while offering shade and a removable protective visor.

Alternate Extravehicular Visor Assembly [EVVA]
[O2001] The Z-2 suit shall provide an alternate extravehicular visor assembly [EVVA] containing a protective visor, movable sun visor, fixed sun visor and opaque shell.

Rationale: This EVVA provides an additional 25° shaded sun visor area (when compared to the Z-2 standard EVVA) to increase the overall helmet field of view. 

Removable Alternate EVVA
[O2002] The Z-2 suit alternate EVVA shall be removable and replaceable.

Alternate EVVA Field of View
[O2003] The Z-2 suit Alternate EVVA shall provide at least a 90° transparent (non-shaded) opening starting at the base of the helmet neck ring measured from the center of the neck ring, as shown in Figure 4.

Rationale: Affording the crewmember with an expansive field of view is a driving requirement for the helmet, especially during surface EVA where sufficient viewing in all angles is desirable.

Note: The Helmet Non-FOV Area is the area 0.5 inches from neck ring and does not abide by the FOV area imperfection requirements.


[image: image4]
Figure 4: Alternate EVVA FOV

Fixed Helmet Sun Visor
[O2004] The Z-2 suit Alternate EVVA shall provide a fixed helmet sun visor with a 25°wedge as shown in Figure Figure 4.

Rationale:  The fixed 25°wedge sun visor will be stationary and attached to the 65°wedge opaque EVVA shell.  The function of the fixed sun visor is to serve as the space suit sunglasses, while providing additional field of view to the crewmember, when compared to the standard Z-2 suit EVVA.

Note: When the movable helmet visor is opened, a 25° helmet wedge (where the fixed helmet sun visor is located) will be shaded by both the movable and fixed sun visors.
Moveable Helmet Sun Visor
[O2005] The Z-2 suit Alternate EVVA shall provide a moveable helmet sun visor.

Rationale:  The sun visor may be used during tests or evaluations in the field.  The function of the sun visor is to serve as the space suit sunglasses
Helmet Sun Visor Controls/Tabs

[O2006] The Z-2 suit Alternate EVVA shall employ a helmet sun visor control mechanism using small tabs along the bottom of the visor.

Rationale: Previous sun shade control mechanisms that employed the use of side-mounted knobs take up valuable real estate and impede field of view.

Compatible with the Z-2 Standard Protective Helmet Visor 

[O2007] The Z-2 suit Alternate EVVA shall use the standard Z-2 suit EVVA Protective Helmet Visor.

Rationale: Using the standard removable Z-2 suit EVVA protective visor increases commonality between multiple components.
C. FORMAT: 
      Electronic format in Microsoft Word. 

D. MAINTENANCE: 
      Distribution shall be in accordance with the DRL. 

E. DISTRIBUTION: 
     Distribution shall be in accordance with the DRL. 
F. APPLICABLE DOCUMENTS: 
       N/A
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NASA Form 533 (NF533) Reports

The NASA Form 533 (NF533) reports provide data necessary for the following:

1. Projecting costs and hours to ensure that dollar and labor resources realistically support project and program schedules.


2. Evaluating contractors' actual cost and fee data in relation to negotiated contract value, estimated costs, and budget forecast data.




3. Planning, monitoring, and controlling project and program resources.

4. Accruing cost in NASA's accounting system, providing program and functional management information, and resulting in liabilities reflected on the financial statements.

Cost is a financial measurement of resources used in accomplishing a specified purpose, such as performing a service, carrying out an activity, acquiring an asset, or completing a unit of work or project.  NASA Procedural Requirements (NPR) 9501.2E entitled “NASA Contractor Financial Management Reporting,” or its most current revision, identifies the cost reporting requirements for a contract.  An NF533 format is provided in Appendix A.

NASA is required by law to maintain accrual accounting, which requires cost to be reported in the period in which benefits are received, without regard to time of payment.

The reports (NF533M [Monthly] and NF533Q [Quarterly]) are the official cost documents used at NASA for cost type, price determination, and Fixed Price Incentive contracts.  The data contained in the reports must be auditable using Generally Accepted Accounting Principles (GAAP).  Supplemental cost reports submitted in addition to the NF533 must be reconcilable to both the NF533M & NF533Q.

Common NF533 Cost Elements

Examples of accrual accounting for common cost elements reported on the NF533 follow:

	1.6.1 Cost Elements
	1.6.2 Definitions

	Labor
	Reported to NASA as hours and cost are incurred.

	Equipment & Materials (commercial off the shelf)


	Generally reported to NASA when received and accepted by the contractor.

	Manufactured Equipment
	Defined as any equipment that is produced to specific requirements that make it useless to anyone else without rework.  Cost should be reported to NASA as the equipment is being manufactured.  The straight-line method for estimating accrued costs, or the use of supplemental information obtained from the vendor, are acceptable methods used to calculate the cost accrual amount.



	Leases
	Reported to NASA using a proration over the life of the lease.



	Travel
	Reported to NASA as costs are incurred.  

	Subcontracts & Other Direct Costs
	Actual and estimated costs reported by prime contractors shall include subcontractors' incurred costs for the same accounting period.  Where subcontract costs are material, they should be separately identified on NF533 reports.  The prime contractor shall include in the total cost of each subdivision of work the accrued cost (including fee, if any) of related subcontractor effort.  Subcontractors should, therefore, be required to report cost to the prime contractor, using the accrual method of accounting.  If the G&A and fee reported by a subcontractor are at the total subcontractor level, these costs must be allocated to specific sub- divisions of work.  Data submitted by the subcontractor should be structured similar to the prime contractor's NF533 to enable the prime contractor to properly report to NASA.  For Firm Fixed Price subcontracts with a contract value greater than $500,000, the prime contractor is required to document the methodology used to generate the sub-contractor costs reported and provide this information to the NASA Contracting Officer and Center Deputy Chief Financial Officer of Finance.  



	Unfilled Orders
	Reported as the difference between the cumulative cost incurred to date and amounts obligated to suppliers and subcontractors.  



	Fee
	Fee should be reported on the NF533 following the "Total Cost" line.  Award fee must be reported by the following categories:  Base Fee, Fee Earned, Interim Fee, Provisional Fee, Potential Additional Fee, and Total Fee.  If any of the above fee categories do not pertain, they should not be included in the NF533.



	Prompt Payment Discounts
	Cumulative cost reported to NASA should be the full incurred cost.  The prompt payment discount amount taken should be reported as a separate line item on the NF533 below the cumulative cost amounts for the contract.




Common NF533 Data Elements

The following NF533 Data Elements shall be included:

	Data Element Name
	Description

	Reporting Category (RC)
	Task, Delivery Order, Work Breakdown Structure

	Cost Incurred for Month (7a)
	Prior month actual cost incurred for each RC (column 7a on NF533)

	HR/WYE Incurred for Month (7a)
	Prior month actual HR/WYE incurred for each RC (column 7a on NF533)

	Contract prior month planned cost (7b)
	Planned cost for prior month for each RC (column 7b on NF533)

	HR/WYE contract prior month planned hours (7b) 
	Prior month planned HR/WYE for each RC (column 7b on NF533)

	Current FY Cum to Date Actual (7c1)
	Actual cumulative cost and hours incurred for the current Governement Fiscal Year through the prior month for each RC (column 7c1 on NF533)

	Current FY Cum to Date Plan (7d1)
	Planned  cumulative cost and hours for the current Governement Fiscal Year through prior month for each RC (column 7c1 on NF533)

	Contract ITD cost (7c2)
	Contract ITD cost for each RC (column 7c2 on NF533)

	Contract planned ITD cost (7d2)
	Contract planned ITD cost for each RC (column 7d2 on NF533)

	Current month estimated cost (8a)
	Cost estimate for the current month for each RC (column 8a on NF533)


	Current month estimated HR/WYE (8a)

	HR/WYE estimate for the current month for each RC (column 8a on NF533)

	Next month estimated cost (8b)
	Estimated cost for next month for each RC (column 8b on NF533)

	Balance of Contract (8c)
	Balance of contract for the remaining estimate to complete for each RC (column 8c on NF533)

	Government Fiscal Year EAC (8d)
	Actual cumulative cost and hours incurred plus remaining estimated cost and hours for the current Governement Fiscal Year (column 8d on NF533)

	Contractor Estimate (9a)
	Contractor estimate for the total estimate to complete entire scope of contract for each RC (column 9a on NF533)

	Contract Value (9b)
	Contract value based upon contract modifications for each RC (column 9b on NF533)

	Unfilled orders outstanding (10)
	Unfilled orders outstanding at the end of the reporting period for each RC (column 10 on NF533)

	Reporting Category level
	Used by NASA’s accounting system to determine the RC level

	Reporting Category Identifier
	Identifies if the RC is a actual Reporting Category or a Sub-Reporting Category


A Reporting Category (RC) correlates to a task order, delivery order, or Work Breakdown Structure (WBS) and is the level at which cost is reported.  Each RC can have Sub-Reporting Category line items (detailed cost elements) that add up to a RC.  The Contractor is required to coordinate with the NASA Resource Analyst assigned to the contract in order to establish and maintain the Reporting Categories the contractor shall use to comply with this data requirement.  

Column 7b (planned cost incurred/hours worked for the month) and 7d (cumulative planned cost incurred/hours worked) of the NF533M represent the negotiated baseline plan for the contract.  There may not be a relationship between the estimates provided in columns 8 of the NF533M to columns 7b and 7d.  Columns 7b and 7d represent the legally binding contract negotiated baseline plan plus all authorized changes.

Uncompensated overtime hours worked should be reported on NF533 reports as a separate line item or in the footnotes.

Short and long-term cost estimates, which include all data entered in columns 8 and 9a on the NF533M and NF533Q reports, shall be based on the most current and reliable information available.

Prior period cost adjustments should be reported in column 7a and 7c of NF533M and column 7a of the NF533Q as soon as identified with a footnote discussing the reasons for and amounts of the adjustments and time period the adjustment relates to, delineated by government fiscal year, if affecting more than one fiscal year.

Personal Property & Equipment Reporting

For all Personal Property & Equipment, purchased or fabricated, the contractor must obtain the NASA capitalization determination from the NASA Center Finance Property office prior to cost being incurred to ensure items identified as capital are properly reported on the 533.  The NASA capitalization determination governs the contractor cost reporting requirements associated with the acquisition or fabrication.

For all Personal Property & Equipment purchased  or fabricated, determined by NASA to be capital in nature, the NF533 reporting structure shall

1. Report the costs of each identified capital asset,  as a separate reporting category on the NF 533.

2. Maintain a reporting structure that allows for the accumulation and reporting of cost separately for each identified capital asset

Capital property is defined by NASA as personal property and equipment, acquired or fabricated, that NASA will have title to and that meets all of the following criteria:

1. Has a total acquisition cost equal to or greater than $100,000

2. Has a useful life equal to or greater than 2 years 

3. Is not intended for sale in the course of normal operations

4. Has been acquired or constructed with the intention of being used, or available for use, by NASA

5. Has a current, or planned alternative future use on another project with a separate objective.

The NASA Center Finance Property Office makes the final capitalization determination based on information provided by the NASA Program or Project manager in the NF1739 Alternative Future Use Questionnaire (AFUQ) and other supplemental information.  

NF533 Due Dates

The due dates for the NF533M and NF533Q reports are outlined in Chapter 3 of NPR 9501.2E.  The following is a summary of the NF533 due date requirements:

	NF533 Report
	Due Date

	NF533M
	Due no later than the 10th calendar day of the month.

	NF533Q
	Due no later than the 10th calendar day of the month preceding the quarter being reported.


The due dates reflect the date the NF533 reports are received by personnel on the distribution list, not the date the reports are generated or mailed by the contractor.  It is critical that the NF533 reports are submitted in a timely manner to ensure adequate time for NASA to analyze and record the cost into the NASA accounting system.

An initial NF533 report is required in the NF533Q format to be used as a baseline for the life of the contract.  The initial (baseline) NF533Q report shall be submitted by the contractor within 30 days after authorization to proceed has been granted.  The initial report shall reflect the original contract value detailed by negotiated reporting categories and shall be the original contract baseline plan.  In addition to the initial (baseline) report, monthly NF533 reporting shall begin no later than 30 days after the incurrence of cost.

NF533 Final Submission Upon Contract Completion

Monthly NF533 reporting is no longer required once the contract is physically complete, provided the final cost report includes actual cost only (no estimates or forecasts).  The contractor must continue to submit monthly NF533 reports as long as estimates for the following period are included.  If the final cost of a contract changes after the submission of the "final" contractor cost report, the contractor must submit a revised NF533 report in the month the cost change is recognized.

NF533 Report Distribution

LF6
Cost Accounting (1 electronic copy)

BH
Contracting Officer (1 hardcopy, 1 electronic copy)

LE
Budget/Program Analyst (1 electronic copy)

EA2
Technical (3 electronic copy)

NF533 Supplemental Reporting

Supplemental reporting requirements will be submitted during the course of the contract in accordance with direction in Appendix B.
APPENDIX A.  NF533 Format
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APPENDIX B.  Required Supplemental Reporting

Annual Accounting Calendar:  The contractor’s accounting calendar for the contract period of performance shall be provided in electronic format to the LE resource analyst, and LF6 Cost Accountant within 10 business days after contract award.  Updates to the accounting calendar shall be provided in electronic format to the LE resource analyst, and LF6 Cost Accountant before the delivery of the subsequent NF533.

Contractor Variance Report:  The contractor shall submit variance reports along with the NF533M when NF533M variances meet or exceed +/- 5% for each Reporting Category for the following items:

1. Column 7A current month (actuals) to 8A previous month (estimate)

2. Column 7A current month (actuals) to 7B current month (plan)

Monthly Unfilled Orders:  The contractor shall submit a report in conjunction with the delivery of the monthly NF533M if there are Unfilled Orders Outstanding (10).  The report shall be brokendown by reporting category and include the item description, the originally reported delivery date and costs, updated delivery date and costs, justifications for delays of greater than 30 days, and justifications for changes in costs greater than 5%.  The following format shall be used for this report.

	A
	B
	C
	D
	E
	F
	G
	H

	Rept. Category
	Item
	Original Estimated Delivery Date
	Adjusted Estimated Delivery Date
	Justification for delays greater than 30 days
	Original Estimated Costs
	Adjusted Estimated Costs
	Justification for cost changes greater than 5%

	
	
	
	
	
	
	
	


Quarterly Estimate Report:  If the contractor’s month-end reporting does not align with the last day of the calendar month, the contractor shall provide a supplemental report for each calendar-month ending a government fiscal quarter (December, March, June, and September).  The report shall be brokendown by reporting category and include the the original and adjusted 533M Current Month Estimated Cost and Hours (8a) that relects the estimated costs and hours accrued through the last day of the calendar month.  All estimated costs shall include unfilled orders expected to be delivered during the adjusted period.  The following format shall be used for this report.

	A
	B
	C
	D
	E
	F
	G

	Reporting Category
	533M Current Month Estimate (8a) - Costs
	533M Current Month Estimate (8a) - Hours
	Current Month Est. Adj. (Costs)
	Current Month Est. Adj. (Hours)
	Total Adj. Current Month Est. (Costs)
	Total Adj. Current Month Est. (Hours)

	
	
	
	
	
	= B + D
	= C + E


Annual Economic Impact Assessment:  The contractor shall submit answers to the following four questions back to the LE resource analyst in conjunction with the delivery of the October NF533M.  The answers should be estimates only, as this requirement is not intended to be an extensive exercise.  The information provided will be rolled-up to create Center-level estimates, and will not identify any specific contract.  This information will not be shared at the contract-level with anyone outside NASA.

1. What was the on-board total headcount for this contract as of September 30th?  (Please include in-directs and an estimate for your major subcontractors.)

2. For the total workforce indicated in #1 above, approximately how many worked in the local Clear Lake area, including JSC?  (JSC includes JSC proper, Sonny Carter Training Facility, and Ellington Field.)

3. What was the approximate dollar value of goods and services (including labor) purchased in the Houston area under this contract during the prior Government Fiscal Year?  

4. What was the approximate dollar value of goods and services (including labor) purchased outside the Houston area but within the State of Texas?

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Wage/Salary and Fringe Benefit Data
	04/11/12
	Z2PGP-04
	NNJ13437303R

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	The Wage/Salary and Fringe Benefit Data shall be used by the NASA Contracting Officer to assist in the monitoring of Service Contract Act compliance.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	X
	Administrative
	
	SR&QA

	
	
	
	
	
	
	

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

	FAR 52.222-41, Service Contract Act of 1965

FAR 52.222-42, Statement of Equivalent Rates for Federal Hires 

	

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

Data Type:  2

Distribution:  BH2/Contracting Officer and EC5/Contracting Officer’s Technical Representative

Initial Submission:  See Submission Frequency

Submission Frequency:  Annually, 90 days prior to the anniversary date of the contract.  (Note:  if the contract is funded with 2-year funding, a submission is required every two years on the biennial anniversary date).

Applicable Documents:  None

Approval:  N/A

Scope:  The Wage/Salary and Fringe Benefit Data shall be submitted by the Contractor, and any subcontractors, which are subject to the provisions of the Service Contract Act, to the Contracting Federal Agency.  This requirement is in accordance with FAR regulation 22.1007. 

Contents:  The Wage/Salary and Fringe Benefit Data shall contain the data included in the enclosed DRD forms, titled “Wage/Salary Rate Information”, “Fringe Benefits per Collective Bargaining Agreement”, and “Fringe Benefit for Service Employees”.  The Wage/Salary Rate Information shall contain a listing of all exempt and nonexempt labor classifications on the contract.  Separate forms shall be utilized for classifications working in different geographic areas and for each subcontractor.  Wage determination numbers, appropriate labor organization names, and subcontractor names, shall be reflected.  All nonexempt labor classifications shall be matched to wage determination classes or to Collective Bargaining Agreement (CBA) classifications if union represented employees are working on the contract.  Annotate exempt or nonexempt and union or nonunion.  The current hourly rates shall reflect the actual lowest and highest paid employees, along with a computed average rate.  State the number of employees in each labor category.  Separate Fringe Benefit forms shall be completed for non-represented classifications and for each separate CBA, if applicable.  A separate form shall be completed for the prime and each subcontractor.  Three hardcopies of each CBA are required if organized labor is represented on your contract.

Format:  The Wage/Salary and Fringe Benefit Data shall be in a format substantially the same as enclosed with this DRD.  (Forms 1, 2, and 3 enclosed).

Maintenance:  Changes shall be incorporated as required by change page or complete reissue.


FORM 1

Page 1 of 1

Wage/Salary Rate Information





Standard Labor

Category
Wage Determination Classification
Exempt or Nonexempt
Union or

Nonunion
Current Hourly Rate
FTE No. of

Employees

Illustration of required data:





Program Manager


Not Required


E


N


$40.00


1

Supervisor


Not Required


E


N


$32.00


1

Electrical Technician


Electronics Technician Maintenance II 

(Code 23182)


N


U


$23.89 


12

File Clerk


General Clerk III 

(Code 01112)


N


N


$14.90


2

Secretary


Secretary II 

(Code 01312)


N


N


$18.57


1

Submit data in the above-illustrated format for all labor classifications used, or planned to be used, on this

contract.  All nonexempt labor classifications must be matched to wage determination classes listed in the area wage determination or applicable collective bargaining agreement.

Wage/Salary Rate Information





Contractor’s Labor Category
Wage Determination Classification
Exempt or Nonexempt
Union or Nonunion
Current Hourly Rate
FTE No. of Employees

(Contractor to fill-in) 

FORM 2

Page 1 of 2                                              

Fringe Benefits Per Collective Bargaining Agreement

For period from _______________________ to _______________________________

Contractor:

Contract Number:  

Number of employees in bargaining unit: _________________

Total number of employees on contract: __________________

1.
Shift Differential:  (Describe any pay over and above base rates for 2nd, 3rd, weekend, or other shifts.)

2.
Health and Welfare Items and Other Fringe Items:  (Indicate whether or not coverage is provided to employees and state current average hourly cost per employee covered by a Collective Bargaining Agreement.)







Coverage

Average



Item



Provided

Hourly Cost







(Yes or No)


a.
Life Insurance


b.
Accidental Death


c.
Disability


d.
Medical and Hospital


e.
Dental


f.
Retirement Plan


g.
Savings/Thrift Plan


h.
Sick Leave


i.
Tuition


j.
Other (Describe)


TOTAL

Page 2 of 2

3.
Paid Absences:






Service Requirement

Days per Year


a.
Vacation


b.
Holiday


c.
Sick Leave


d.
Jury Leave


e.
Funeral Leave


f.
Military Leave


g.
Other (Describe)

4.
Severance Pay:  (Briefly describe terms and amounts.)

5.
Other Fringe Benefits:  (Describe any other fringe benefits not included above, and show average hourly cost.)

6.
Premium Pay:  (Discuss all premium pay provisions not previously shown on this form.)

_________________________________________________

___________


Signature of Company Representative




Date

FORM 3                                                                                                                                                     Page 1 of 1

Fringe Benefits For Service Employees

For Period from ______________________ to ___________________________

Contractor: ______________________________________________

Number of nonexempt employees on contract: ___________________________

Total number of employees on contract:  ________________________________

1.
Health and Welfare Items and Other Fringe Items:

(Indicate whether or not coverage is provided to employees and state current average hourly cost per service employee.)


Item



Coverage


Average






Provided


Hourly Cost


a.
Life Insurance


b.
Accidental Death


c.
Disability


d.
Medical & Hospital


e.
Dental


f.
Retirement Plan


g.
Savings/Thrift Plan


h.
Sick Leave


i.
Tuition Reimbursement


j.
Other (Describe)

2.
Paid Absences






Service Requirement

Days per Year


a.
Vacation


b.
Holidays


c.
Sick Leave


d.
Jury Leave


e.
Funeral Leave


f.
Military Leave

 
g.
Other (Describe)

__________________________________

_______________________

Signature of Company Representative


Date

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Total Compensation Plan
	10/09/12
	Z2PGP-05
	NNJ13437303R

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	The Contracting Officer must evaluate the reasonableness of compensation for service contracts in accordance with NFS 1831.205-670.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	X
	Administrative
	
	SR&QA

	
	
	
	
	
	
	

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

	FAR 52.222-46, “Evaluation Of Compensation For Professional Employees”

FAR 52.237-10, “Identification of Uncompensated Overtime” 

NFS 1852.231-71, “Determination of Compensation Reasonableness”

	

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

Data Type: 2

Scope:   The Total Compensation Plan will identify and discuss wages, salaries, and fringe benefits for professional employees and non-exempt service employees in all proposed labor categories, including those personnel subject to union agreements, the Service Contract Act, and those exempt from both of the above.  The Total Compensation Plan and Total Compensation Templates (a) through (d) will be required for both the prime team members and all subcontractors that meet the criteria in NFS 1852.231-71(d).  The Plan will address the requirements of the Service Contract Act and commit to the compliance of all wage determinations.  The compensation templates shall be provided in the cost volume.  

Upon approval, the Total Compensation Plan will become a part of the contract as Attachment J.7.

Content: 

1.  Provide a discussion of the qualification criteria (education and experience) that is normally associated with the labor classifications identified.  Explain how the offeror’s proposed compensation plan recognizes the differences in skills and complexities of varied disciplines as well as job difficulty.  Discuss the consistency of the plan among the categories of labor being proposed.  Differences between benefits offered professional and non-professional employees shall be highlighted.

2.  Provide the offeror’s company’s salary range/wage information for each labor classification identified.  Salary ranges will also reflect the impact of employment tenure.  Describe planned escalations for exempt and non-exempt employees.    

3.  Discuss the offeror’s company’s fringe benefit policies and practices, including leave programs.  Indicate any differences in fringe benefits among working groups.  Inclusive of, but not limited to, address the offeror’s company policy on short and long term disability insurance, and life insurance, including information on the types of benefits offered, and the company share of premium costs.

4.  Describe the offeror’s company policy on health insurance coverage, including information on the types of health insurance benefits offered, the company share of premium costs, what co-pays are required, the deductibles, the effective date of coverage, and the anticipated escalation of insurance costs.  Also include the offeror’s policy on assuming health insurance coverage for incumbent employees, including pre-existing medical conditions, and the offeror’s policy on spouse and family benefits.  

5.  Describe the offeror’s policy on retirement/savings plans, including how much the company provides toward the plan and information on vesting.  Address escalation and employer/employee cost sharing ratios.  

6.  Discuss other salary payment policies, such as cost-of-living adjustments, overtime pay, holiday pay, and any other premium pay anticipated.  

7.  If uncompensated overtime is proposed, it shall be in accordance with FAR 52.237-10, “Identification of Uncompensated Overtime”.  If proposed, the offeror shall discuss the effects of uncompensated overtime on the Total Compensation Plan, and provide a discussion as to whether the uncompensated overtime is voluntary or involuntary. Describe the possible effects that uncompensated overtime will have on employee morale and retention.  The offeror will provide a copy of the company policy for uncompensated overtime with proposal.  

8.  The offeror will describe incentives to motivate and reward performance and to encourage the retention of personnel.  The offeror will describe the policies, procedures, and experience related to these incentives.

9.  Explain how wage/salary ranges were established.  Supporting information will include data, such as recognized national and regional compensation surveys and studies of professional, public and private organizations used in establishing this proposed TCP.  The offeror shall provide written support to demonstrate that its proposed compensation is reasonable.  

10. The offeror shall describe their commitment for compliance with the Service Contract Act and all wage determinations.  The offeror shall include the rationale for any conformance procedures used or those Service Contract Act employees proposed that do not fall within the scope of any classification listed in the applicable wage determination.

11.  State the company name(s) of the major subcontractor(s), using the definition found at NFS 1852.231-71(d).  

Format:  Contractor’s format is acceptable but must include the content listed above.  

Distribution:

1. BH2/ Contracting Officer (1 electronic copy and 1 hard copy with signature)

2. EC5/ Contracting Officer’s Technical Representative (1 electronic copy and 1 hard copy)

Submission:

i.  Initial:  Due with proposal

ii. Frequency:   Update and submit as the TCP changes, and every three years.



	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Reserved
	12/13/2012
	Z2PGP-06
	NNJ13437303R

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	
	Administrative
	
	SR&QA

	
	
	
	
	
	
	

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

	
	

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




	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Government Property Management Plan (PMP)
	11/02/12
	Z2PGP-07
	NNJ13437303R

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	To describe the method of administering and controlling Government personal property.  

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	X
	Administrative
	
	SR&QA

	
	
	
	
	
	
	

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

	Federal Acquisition Regulation (FAR) 52.245-1  Government Property clause
	

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

SCOPE:
The Government Property Management Plan defines the Contractor's use, maintenance, repair, protection, and preservation of Government personal property.  It shall describe the Contractor's approach to receiving, handling, stocking, maintaining, protecting and issuing Government property (equipment and material).  The Plan should include interaction and Department/ Office responsibilities. The delegated Government Property Administrator (PA) will request detailed supplemental procedures, which are separate from this plan, after the contract start date.

CONTENTS:
This plan shall reference those policies and procedures which are part of the Contractor's Property Management System and shall include at a minimum the following functions/outcomes:

1.  Property Management

2.  Acquisition of Property

3.  Receipt of Government Property

          (a) Receiving
(b) Identification

4.  Records of Government Property

5.  Physical Inventory

6.  Subcontractor Control

7.  Reports

8.  Relief of Stewardship

          (a) Consumed/Loss, Theft, Damage, Destruction
(b) Delivered

          (c) Contractor Inventory Disposal
(d) Abandonment of Government Property (if directed by the Government)

9.  Utilizing Government Property

          (a) Utilization
(b) Consumption   (c) Movement
(d) Storage

10.  Maintenance

11.  Property Closeout

12.  Reconcile Contractor Records with NASA Financial Property Records (NASA Form 1018 and CHATS if applicable)

13.  JSC-Unique Considerations (as they arise or known now)

FORMAT:

Contractor format is acceptable. 

DISTRIBUTION:

a.  Initial - Due with proposal        b.  Final - Due 30 days after contract award

MAINTENANCE:

Changes to the PMP shall be incorporated by change pages or complete reissue after coordination with the Government PA.


	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Information Technology (IT) Security Program Plan and Reports
	01/09/13
	Z2PGP-08
	NNJ13437303R

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	To ensure that IT security reporting requirements are met for all IT systems utilized during work associated with TOs on this contract.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	X
	Technical
	
	Administrative
	
	SR&QA

	
	
	
	
	
	
	

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

	NFS 1852.204-76: Security Requirements for Unclassified IT Resources 

NPR 2810.1A: Security of IT. 

OMB Circular A-130: Management of Federal Information Resources 
	

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

A. SCOPE: 

All contracts that purchase, lease, network to, or otherwise utilize Government-funded IT (as defined by the Clinger-Cohen Act of 1996 and referenced by OMB Circular A-130) must comply with NASA IT Security Requirements. 

B. CONTENT: 

IT SECURITY MANAGEMENT PROGRAM PLAN: 

The Contractor shall submit an IT Security Management Program Plan for its unclassified technology information resources. This program plan shall describe the policy, processes, and procedures that will be followed to ensure appropriate security of IT resources that are developed, processed, or used under this contact. The Contractor‟s IT Security Management Program Plan shall be compliant with the IT security requirements in accordance with Federal and NASA policies as reference in OMB Circular A-130 (Security of Information Technology), and NPR2810.1A (Security of Information Technology). 

IT SECURITY PLAN: 

The Contractor shall have a line manager who is responsible for the contractor‟s systems in accordance with the definitions set forth in NPR2810.1. The IT security plan shall be kept up to date as changes to the baseline configuration of the system occur and shall be documented in the IT Security Plan. Note: An IT Security Plan is specific to a system or group of systems, while an IT Security Management Program Plan is defined as the elements a contractor has outlined to meet the IT Security requirements for interfacing with other contractors and NASA, training requirements and meeting the requirements in NPR 2810.1. 

IT SECURITY AWARENESS TRAINING: 

Per NASA requirements, employees subject to this contract shall complete the NASA provided IT security awareness training annually. Contractor provided IT security awareness training may be substituted by must be approved annually by NASA as a substitute. When substituted, per NPR 2810.1, the contractor shall provide evidence that periodic IT security awareness training has been met for all employees subject on this contract. The contractor shall submit periodic reports (as required by the CO) detailing the overall status of the annual training program. The annual training program is defined as the period from October 1st through September 30th. 

INFORMATION ON EMPLOYEES IN SENSITIVE POSITIONS/ASSIGNMENTS REPORT: 

The Information on Employees is Sensitive. ITS Positions/Assignments Report shall provide information annually for personnel screening as required by NASA Procurement Information Circular (PIC) 02-04, NPR 2810.1, and NPR 1600.1 on position risk. 

SYSTEM ADMINISTRATOR SECURITY CERTIFICATION REPORT: 

A list of lead system administrators shall be provided annually. This list will be used to ensure the contract, as outlined in PN 04-03, has met the system administrator‟s certification requirements. 

C. FORMAT: 

The product shall be in a Microsoft Office compatible format. 

D. MAINTENANCE: 

See Data Requirements List (DRL).
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