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6.1
LOGISTICS

6.1.1
GENERAL INFORMATION

6.1.1.1
Annex Description

This Annex identifies logistics services that include supply management, equipment and disposal management, transportation and drayage, and acquisition services required at Stennis Space Center.  Even though specific guidelines, regulations, and minimum performance standards have been established, the services to be performed will rely heavily on knowledgeable and experienced individuals who are innovative and resourceful in their approach.  The Contractor will require thorough knowledge of the NASA legacy systems and their conversion to the Integrated Enterprise Management Program.  Those systems include:  NASA Supply Management System (NSMS), NASA Equipment Management System (NEMS), NASA Property Disposal Management System (NPDMS), NASA On-Line Supply Catalog (NOSC), and the FOS Management Information Control System (MICS).
6.1.1.2
Scope of Work 
The Contractor shall furnish all personnel, supervision, and management necessary to provide support services in this Annex.
6.1.1.3
Automated Systems Responsibilities
Problems with the automated systems are the responsibility of the ODIN Contractor and should be reported to the ODIN Help Desk.  However, some software associated with the supply and property systems may be maintained by the Information Technical Services (ITS) Contractor.
6.1.1.4
Limitations, Restrictions, or Other Exceptions

The Contractor shall ensure that all services protect the integrity of the Government's property and supplies.  Contractor employee's private vehicles shall not be used to transport Government property. Throughout the receipt, inspections, acceptance, storage, and delivery process, the Contractor shall ensure that Contractor property, material, or supplies are not commingled with Government property, material, or supplies.

6.1.1.5
Workload Data

The Contractor shall maintain records for workload data given in this Annex to include monthly actual and average, if requested, workload data for the current fiscal year.  The data shall be electronically available for this Annex by the tenth day of the following month.

6.1.1.6
Authorizations

It is the Contractor's responsibility to request a letter of delegation from the SSC Supply and Equipment Management Officer (SEMO) authorizing specific personnel to receive Government property on behalf of the Government.  It is also the Contractor's responsibility to request a letter of delegation from the SSC Transportation Officer authorizing specific trained personnel to sign for freight for SSC.  The employee's name and signature must be included in the request. 

6.1.1.7
System Interface Responsibilities

The Contractor shall provide qualified personnel to provide functional direction, management oversight, and system testing capabilities to fully integrate the NASA legacy systems with the FOS Financial Information System (FIS) systems; improve logistics support to SSC users and provide an Integrated Enterprise Management Program (IEM) liaison.  Contractor shall track and report cost savings realized through system enhancements and better utilization of government assets; coordinate programming activities from the ITS and FOS Management Information Control System (MICS) to include bar coding the SSC inventories; provide access of cataloging and disposal information via the web; implement electronic material requests (MRs); full utilization of government assets to alleviate procurements; further cross utilization of satellite warehouses and conversion of legacy systems to the IEMP.
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6.2.1

Annex Description

This Annex identifies the requirements of supply operations including management of NASA’s material inventory at the John C. Stennis Space Center (SSC) for such functions as cataloging,  procurement, replenishment, record reconciliation, physical inventory, maintenance of stores stock, program stock, standby stock, and bench stock assets within the NASA Supply Management System (NSMS); warehouse operations which include maintenance and operations of a warehouse system that facilitates the storage, stock selection, bin maintenance, bin replenishment, and issue of stores stock, critical spares, and bench stocks within satellite warehouse operations; shipping and receiving operations to include outbound shipments of hazardous materials, household goods moves, and critical spares as identified by the SSC requestors; issue of materials including maintenance of shelf-life and traceable items and management of custodial storage items.  These operations should be run by personnel knowledgeable in the management of Government material in accordance with NASA Procedural Requirements, ISO 9001/2000 and ISO 14001, utilizing NSMS and NASA On-Line Supply Catalog (NOSC).  Management of the materials includes economical and safe use of equipment and facilities; assembly and location of portable storage, pallets and racks; development and maximum economical utilization of available storage space, always considering stock-level changes.  Personnel shall be certified in the use of forklifts, fall protection harnesses and other equipment and shall maintain current certifications at all times.  Maintain a single point of contact to manage the issue and maintenance of assets designated as standby stock and custodial storage.  Ensure mission critical stock is on-hand to support each mission/program.  Ensure Emergency Storm Supplies are on-hand as required by NASA. The Contractor shall establish and maintain a Government approved purchasing system for SSC stock replenishment in accordance with the Federal Acquisition Regulation (FAR) and the NASA FAR Supplement, performing market surveys in accordance with FAR 7 and FAR 6 (See Annex 1).  The Contractor shall be responsible for maintaining and updating selected Cataloger/Commodity Managers Tables in NSMS as necessary. The cataloging functions in support of NSMS include the identification, cataloging, and standardization of installation property, material, and supplies.  The Contractor shall transmit and receive cataloging data from Federal, Military, and other civilian agency sources, as well as interfaces with the Defense Logistics Service Center (DLSC) to maintain registration with DLSC of the SSC items.  The Contractor shall maintain and operate a uniform catalog system as set forth in the Federal Logistics Information System (FLIS) Manual, and Volumes 1-15.  Contractor personnel shall be knowledgeable in the utilization and maintenance of the Federal Catalog System (FCS).  Contractor shall promote the use of the NASA On-line Supply Catalog (NOSC) and provide training to users as required.

6.2.1.1

Hours of Operation

Normal hours of warehouse operations are 7:30 a.m. to 4:30 p.m., Monday through Friday.   Hours of operations for the Satellite warehouses will normally be 7:00 a.m. to 3:30 p.m., unless otherwise requested by the customer in the area.

6.2.2.1.1 Supply Publications Library

The Contractor shall maintain links to cataloging support libraries, including current manufacturer's brochures and catalogs, Federal websites to obtain military specifications, qualified products, and access to the SSC engineering standards and drawings.  The Contractor shall comply with the following:  Applicable Federal and Military Standards and Specifications; Department of Transportation Hazardous Materials Regulations; Domestic and International Dangerous Goods Regulations; State and Local Statutes; and NASA/SSC directives and procedural requirements.

6.2.2.2

Identification of Commodity Class Managers
The Contractor shall notify the SSC SEMO or designated Technical Manager's Representative with the names of the Cataloger/Commodity Managers, their commodity class ranges, and phone numbers.  Notify the SSC SEMO or designated Technical Manager's Representative each time a change occurs.  Notification will be made on the same workday as the change occurs.  

6.2.2.3
NASA Supply Management System (NSMS) and NASA On-Line Supply Catalog (NOSC)

The Contractor shall operate NSMS and NOSC, NASA supply systems that include,  the total tracking and visibility of a complete catalog of stock items and asset information such as availability, warehousing, usage history, procurement lead times, reorder points, replenishment, economic order quantity, demand history, shelf life, manufacturer's lot information, serialization, ownership, record reconciliation, hazardous material control and coding, affirmative procurement data, shelf-life codes, Material Safety Data Sheet (MSDS) numbers, accounting data, potential excess, receipts, issues, due ins, due outs, backorders, and total item management capabilities with manual overrides.  NOSC provides the ability to order items from the Inventory on-line directly into NSMS.

6.2.2.4
Limitations, Restrictions, 

or Other Exceptions

The Contractor shall ensure that all services protect the integrity of Government property, supplies and, equipment.

6.2.2.5

Documentation

The Contractor shall organize and maintain Supply related documentation and files including, but not limited to, Material Requests (MR's), Bench Stock Requests, Reports of Discrepancy, SSC Material Assessment Forms, physical inventory folders, warehouse denial and inventory adjustment vouchers and corresponding documentation, excess disposal vouchers and corresponding documentation, receiving reports, freight bills, custodial storage files and a variety of NSMS reports.  Files shall be accurate and current at all times and maintained in an orderly, easily accessible manner.

6.2.2.6
Record Reconciliation and Adjustment of Accountable Records
The Contractor shall respond to requests made by personnel from the NASA SEMO, Institutional Services Division, Financial Management Division (FMD), or any other department involved with the reconciliation of accountable records by researching individual transaction records in NSMS to ensure accuracy of input as compared to documentation. 

The Contractor shall adjust transactions in NSMS ensuring comments are made in NSMS to record explanation of problem and resolution.  The Contractor shall return the response to the applicable requesting office.

6.2.2.7   
Program Stock 

The Contractor will comply with the requirements for the receipt, storage, and issue of Program Stock items at SSC. There are approximately 19,607 line items of Program Stock.  The Contractor shall maintain current ownership data within the NSMS for program stock managers.

6.2.2.8

Authorized Signatures

The Contractor shall issue stock to personnel identified within the NASA/SSC Authorized Signature system only.  The Contractor shall not accept authorized signature information directly from the using organization.

6.2.2.9

Packing & Shipping

The Contractor's shall provide a complete Packing and Shipping Service.  The Contractor is responsible for packing and shipping all Government equipment, materials, and other forms of Government property from SSC.  The Contractor shall make shipments to all domestic and international destinations as required by the Government.  Actual shipping cost is not at Contractor's expense.  The core duty hours for these services to be provided are Monday through Friday, 7:30 a.m. to 4:00 p.m.  In addition to the core hour requirement, the Contractor shall provide skeleton service in the packing and shipping department until 4:30 p.m. to service late arriving shipment requirements. The Contractor shall provide qualified personnel to sign the shippers Certification or Shippers Declaration for all shipments containing hazardous materials. The Contractor shall ensure that shipments containing hazardous materials are prepared for shipment only by personnel who have been trained in accordance with Subpart H of Part 172 in Title 49, Code of Federal Regulations (CFR)

	ITEM
	PERFORMANCE REQUIREMENT
	RELATED REQUIREMENTS 
AND INFORMATION
	WORKLOAD DATA
	MINIMUM STANDARDS

	
	
	
	
	

	6.2.3
	Operate a Packing and Shipping  Department
	The Contractor shall operate packing and shipping services that includes complete preparation of items and materials for shipment from SSC.  The Contractor shall receive all equipment and materials for shipment from the customer.  The Contractor shall inspect all equipment, materials, and items to ensure that all NASA Control Numbers, part numbers, serial numbers, and other identification numbers correspond with the shipping document as recorded on the DD1149 or SSC Shipping Notice.  The Contractor shall select appropriate packaging for hardware, software, materials, and equipment to ensure safe delivery to the world-wide destination by all modes of transportation.

Assemble and utilize fiberboard boxes as required; utilize existing pallets or wood crates as necessary for machinery and delicate or sensitive items; provide and utilize pre-fabricated reusable containers as required.  Contractor shall notify requestor if wooden crates are going to have to be fabricated by the on-site Carpenter Shop at requestor’s expense.  Ensure all packing, packaging, marking labeling, and crating is consistent with Military and Federal standards and specifications, NASA Policy Directives, Department of Transportation (DOT) regulations, Domestic and International Dangerous Goods Regulations; MIL-STD 129 Military Standard, Marking for Shipment and Storage; MIL-STD 2073, Military Standard, Department of Defense (DOD) Material Procedure For Development and Application of Packaging Requirements; NASA Requirements for Packaging, Handling, and Transportation for Aeronautical and Space Systems, Equipment, Associated Components, and all applicable commercial standards.  Label packages as appropriate (Fragile, Handle With Care, etc.).

	
	

	6.2.3
	Continuation

Operate a Packing and Shipping  Department
	
	
	

	6.2.3.1


	Verify Freight Bills for Payment
	The Contractor shall verify the accuracy of each freight bill received at SSC.
	4,800 freight bills annually
	Verify all bills within 5 days of the end of the billing month.



	
	
	The Contractor shall be responsible for processing Department of Defense (DD) Form 1149, Requisition and Invoice/Shipping Document, through the Contractor's Traffic Management and Equipment Management sections.   Processing includes, but is not limited to, verification of authorized signatures and acquisition documents, and tagged equipment verification.
	500 DD Form 1149's per year with 200 of those processed as customer walk through.


	

	6.2.3.1


	Continuation

Verify Freight Bills for Payment
	Upon receipt of  DD1149, the Contractor shall accomplish the following steps:

a. Verify there is a contract or purchase order number which authorizes the shipment of all equipment being sent for repair, test, or relocation to destinations other than another NASA Center.

b. Ensure the DD 1149 Form is signed by the SEMO or designee.  If no signature is present, inform the customer immediately the form cannot be accepted without an approved signature.

c. If any items on the document are NASA tagged equipment, the Contractor shall research the NASA Equipment Management System (NEMS) to ensure the equipment is in the system and the dollar value of the item(s) on the DD 1149 Form match the dollar value in NEMS.  If the dollar values do not match, the Contractor shall change the amount on the DD 1149 Form to match the NEMS dollar value. 

d. Submit the document to the Supply and Equipment Management Officer (SEMO) or designee for signature.
	
	

	6.2.3.1
	Continuation

Verify Freight Bills for Payment
	e.         Assign a "Voucher" number to the DD1149 Form and record the appropriate information on the log.
f.          Forward the document to the Traffic Manager for shipment

	
	

	6.2.3.2
	Prepare Routine Shipments
	The Contractor shall prepare all routine shipments of equipment and materials from SSC.  Routine shipments are those shipments that do not have a date stated on the shipping document.
	1,000 shipments per year.
	The Contractor shall properly package, prepare, and ship all routine shipments within 2 workdays of receipt.


	
	
	
	
	Obtain the carrier's representative's signature on all bills of lading for all shipments.


	6.2.4


	Receiving Operations


	The Contractor will perform receiving operations at SSC which includes a central receiving function responsible for the total processing and inspection of inbound Government shipments into SSC and subsequent delivery to customers or to supply warehouse locations.  This operation shall be run by personnel knowledgeable in the receipt and inspection of inbound Government freight, certified in the proper use of forklifts and pallet jacks, handling of chemicals, radioactive materials and other materials requiring special handling.  Such personnel must be designated by the SEMO as authorized receiving agents for the United States Government.  The receiving function includes the identification of controlled equipment and the subsequent tagging processing of non-stock receipts for Center personnel and replenishment of the supply warehouses by designated receipts.  Receipt for stock supply will be entered accurately in the NSMS and the subsequent transaction number from NSMS will be annotated on the receiving or acquisition document for each item.  Receipt of customer requested items shall be properly staged for pick-up or delivery within 2 days of receipt.

	
	

	6.2.4.1
	Receive Inbound Freight
	The Contractor is responsible for receiving all inbound freight shipments consigned to SSC. The Contractor shall perform initial receipt and in checking inspection of all inbound freight and process all transportation documentation.  The inspection shall include: annotating and resolving any visible overages, shortages, or damages (OS&D); ensuring the number of pieces reflected on the delivery document matches the number actually received; routing the material to the customer or to inspection; and ensuring material received has proper and expeditious disposition.  

	30,000 Line Items per year.
	See below.

	
	
	The Contractor shall review documents to determine if shipment is properly consigned.
	
	Shipments not properly consigned will be refused.


	
	
	The Contractor shall identify incoming material against the applicable documentation.  All freight not identifiable to a document will be considered “frustrated” freight.  The Contractor shall segregate frustrated shipments pending correct paperwork. 

	
	Appropriate paperwork shall accompany freight through receipt processing.

	6.2.4.1.1 
	Receipt of Medical Items
	The receipt of medical items or drugs shall be rigidly controlled.  The Contractor shall notify the SSC Medical Officer for pickup of receipt and store the material in a secure location until pick up.
	Nothing Additional


	Notification to the SSC Medical Officer and secure storage action shall be accomplished the same workday as medical items or drugs are received. 


	
	
	
	
	All film will be processed through delivery prior to close of business the same workday the film is received.


	
	
	
	
	All material requiring refrigeration will be moved to applicable storage location within 4 work hours of receipt processing.



	6.2.4.1.3
	Receipt of Chemicals
	The Contractor shall physically segregate chemicals and caustic substances from other stock during the inspection process, additionally ensuring they are physically segregated for compatibility purposes. 

The Contractor shall follow proper procedures needed for receipt/storage of hazardous materials and ensure required Material Safety Data Sheets (MSDS) accompany the material.
	Nothing Additional
	Segregation of chemicals and caustic substances from other stock shall begin immediately upon

physical receipt, and shall be adhered to continuously as long as the Contractor is in possession of the material. 
If MSDS does not accompany freight as required, a Stennis Corrective Action Report (SCAR) will be initiated by QA to resolve within 4 work hours of delivery.



	6.2.4.1.4


	Receipt of Radioactive Material

	Upon arrival of radioactive material, the Contractor shall verify the material with accompanying documentation.  The Contractor shall store the material in a refrigerator designated for radioactive material, where it shall remain until pick up.  The Contractor shall contact the consignee for pick up.  
	Nothing Additional

	Receipt verification, proper storage, and contact of the consignee shall be accomplished within 4 work hours of receipt of freight. 


	6.2.4.1.5
	Receipt of Explosives
	Class A and B explosives shall be off-loaded at consignee area.  The Contractor shall accompany the shipment to the consignee area to process the receipt.  Materials shall be kept in an explosive container until delivery.
	Nothing Additional
	Delivery and receipt processing of Class A and B explosives shall be accomplished within 30 minutes of notification of delivery of freight.


	6.2.4.1.6
	Receipt of Pilferable Items
	The Contractor shall ensure pilferable items are secure during the entire receipt process to guard against theft.  Pilferable items shall be stored in a secure location until delivered to destination.
	Nothing Additional
	Processing, delivery and/or storage of pilferable items shall be completed within 2 workdays of receipt.

	6.2.4.1.7


	Receipt of Precious Metals


	The Contractor shall ensure precious metals remain in constant surveillance from the time of receipt until pick up.  Immediately after inspection, the Contractor shall notify SSC Security for escort, and shall secure the freight until arrival by SSC Security to escort the delivery.

	Nothing Additional
	Processing of precious metals shall be accomplished within 4 work hours of receipt.

	6.2.4.1.8
	Receipt of Personal Items
	The Contractor shall notify the recipient for pick up of personal items obtained with personal funds. 
	Nothing Additional
	Notify the recipient of personal items within 3 workdays.


	6.2.4.1.9
	Receipt of Special Equipment
	The Contractor shall unload, inspect, and process large, unique, hazardous, or delicate shipments at the ultimate point of usage or storage to eliminate duplicate handling and possible damage. 
	Nothing Additional
	Unloading, inspection, and processing of large, unique, hazardous, or delicate shipments at the point of usage or storage shall be accomplished the same workday as receipt of freight.


	6.2.4.2
	Returns
	The Contractor shall maintain a database to record and track material returns.  The database shall contain the following elements: stock number, stock status, warehouse or demand item, noun, quantity, location of material, document number, organization 
	500 returns per year
	Input information into database within 1 work day of material return.

	6.2.4.2
	Continuation

Returns
	returning the item, reason for return, disposition, date returned, and date of disposition.  The Contractor shall segregate returned material from normal receipts until disposition is determined.

	
	

	6.2.4.3


	Identification and Condition
	Upon receipt of critical spare items, whether from new purchase or from turn-in, the Contractor shall inspect each item to validate the identity and condition to ensure there has been no damage during shipment and to determine if test and certification is required.  Catalog specifications and SCD requirements must match to material being received.  The Contractor shall perform receiving inspection, verify proper documentation, and affix a quality stamp on the Receiving Report. 
	10,000 line items inspected per year
	Identification and Condition should be validated within 8 work hours, if item is a new receipt and within 4 work hours if item is a customer turn-in.  Items failing to meet requirements will have a corrective action initiated same day.


	6.2.4.4
	Receipt of NASA procured Equipment/System items
	The Contractor will enter receipt information into NASA’s IEMP program for NASA procured items.
	600 line items received per year
	Inputs into IEMP within 2 days of receipt.


	
	
	The Contractor shall enter into NSMS all receipts that are to replenish SSC supply inventory or are direct delivery stock items to customers.


	9,000 line items per year.
	Enter receipts into NSMS at the time of receipt.
Stage for delivery to 

	6.2.4.4
	Continuation

Receipt of NASA procured Equipment/System items
	
	
	warehouse or customer within 1 workday of receipt being processed in NSMS.


	6.2.5
	Processing Incoming Stock in NSMS
	(Intentionally Left Blank)
	
	Contractor shall maintain the NASA performance standard of 2 workdays for receipt processing time.


	6.2.6
	Stock Replenishment
	The Contractor shall maintain stock levels on all inventory items to support this Center at an optimum level. Stock levels on store stock items shall be determined by monthly demand as calculated by NSMS, and levels on all standby stock shall be determined by requirement.  

	Approximately 3,600 line items annually.  
	The Contractor shall meet the NASA standard fill rate of 90%.

	
	
	The Contractor shall coordinate with customers to confirm requirements for the item with hazardous content, prior to ordering.

	Nothing additional.
	As required.

	
	
	The Contractor shall review all Military/Federal (MIL/FED) order requirements by utilizing the NSMS “Order Notice Review“ function, selecting items for transmittal to depots, inputting valid 
	Approximately 3,600 line items annually.
	Review order notices, make necessary changes and initiate orders 

	6.2.6
	Continuation

Stock Replenishment
	priority codes and quantities, making all necessary changes prior to transmittal, making cancellations of item when deemed appropriate, and following up on all delinquent orders.  Additional NSMS reports to be used to maintain required levels are the "Due-in/Due-out, “the “On-hand Balance Less than

	
	for nightly batch run on a daily basis.Review and initiate follow-up action on “Due in and Due-out

	
	
	Level,” and the "Delinquent Delivery, and the Reorder Notice" Reports.  "
	
	Report”.

Weekly


	
	
	The Contractor shall transmit MIL/FED orders to various federal depots and receive status updates on all orders by utilizing Defense Automatic Addressing System Center (DAASC) and Defense Asynchronous Message Entry System (DAMES) software to download from NSMS and upload status into NSMS.

	Approximately 1,300 annually.
	Transmit MIL/FED orders on a daily basis after such orders have been reviewed and confirmed by the Item Manager (IM.)

	
	
	The Contractor will be required to obtain and maintain a Position of Trust clearance for all personnel who will be interfacing with the DOD replenishment systems.

	
	Contractor to provide completed clearance within 45 days of contract start.

	
	
	The Contractor shall complete a Standard Form (SF) 364, Report of Discrepancy (ROD), on discrepant MIL/FED receipts regardless of dollar value if the receipt is an overage, an unacceptable substitute, 
	Approximately 60 line items annually.
	Completed ROD shall be sent to the appropriate depot within 2 workdays 

	6.2.6
	Continuation

Stock Replenishment
	damage, or a medical item.

The Contractor shall prepare a ROD for shortages only if the dollar amount is greater than $50 for General Services Administration (GSA) items or greater than $100 for MIL/FED items.

	
	after initial receipt.

	
	
	The Contractor shall initiate and document follow-up action on any ROD not responded to within 30 calendar days.  Notify the SEMO or designated representative of any ROD's not responded to within 30 calendar days. 

	Approximately 10 line items annually.
	Follow-up action shall be taken within 2 workdays after 30 calendar days with no response. 

	
	
	The Contractor shall review all commercial order requirements utilizing the NSMS “Reorder Notice Report” for all stock items, including bench stock.  The Contractor shall establish due-ins and follow up on all delinquent orders utilizing the NSMS “Due-in/ Due-out” and the "Delinquent Delivery" Reports."  The Contractor shall purchase required stock items in accordance with the Federal Acquisition Regulation (FAR). 
	Approximately 3,600 line items annually.  
	Review all commercial orders on a daily basis. Initiation of acquisition process will be completed within 1 workday of notification of the need to replenish.



	6.2.6
	Continuation

Stock Replenishment
	
	
	Follow-up of all delinquent orders shall be made within 4 workdays of routine requests and 2 workdays of work stoppage requests.


	6.2.7


	Affirmative Procurement Program
	The Contractor shall implement and utilize the Affirmative Procurement Program for purchasing recycled products as mandated by  Executive Order 13101, in accordance with the standards set forth in the FAR, NASA Supplements.

Ensure purchases fulfill the minimum standards set forth in the Affirmative Procurement Program

	Approximately 3,600 line items annually.


	

	
	
	The Contractor shall coordinate with the cataloging function to input recycle codes for designated items to ensure accurate reporting of products with recovered content.

At the time of purchase and upon receipt verify with documentation per vendor. 

Reference DR 6-GA19.
	
	

	6.2.7


	Continuation

Affirmative Procurement Program
	The Contractor shall verify items with recovered content meet minimum percentages as found in Environmental Protection Agency (EPA) 530-SW-91-011, 40 CFR Parts 250, 252, 253, 248, and 246.

	
	

	6.2.8
	Management of  Inventory
	The Contractor shall manage the inventory of all stocked assets in accordance with NASA Series 4100 Policy, Procedural Requirements, and NASA Materials Inventory Manual.  This includes designation of controlled items or other items requiring specific consideration. 

	100,000 transactions annually
	Complete all transactions to meet NASA performance standards

	6.2.8.1


	Adding New Line Items
	The Contractor shall review requests for stockage, SSC Form 217, Request for Additional SSC Inventory Support, to ensure they meet the criteria as stated in the NASA Series 4100 Procedural Requirements. 

Upon receipt of a SSC Form 217, the Contractor shall review for appropriate signatures.  The Contractor shall assign a control number and record the SSC Form 217 data on the log.

	Approximately 550 line items annually
	Forward SSC Form 217's to the SSC SEMO or designated Technical Manager's Representative for approval within 2 workdays of receiving request. 

	
	
	If the item already exists in stock, the Contractor shall notify the customer of the stock number.

If item is not in stock, the Contractor shall forward for approval signatures.
	
	For approved SSC Form 217's create asset record and initiate purchase within 5 workdays 

	6.2.8.1


	Continuation

Adding New Line Items
	
	
	of receipt of approved form.

	
	
	If the item is hazardous, the Contractor shall ensure that stocking of item is approved by the NASA Environmental Management Officer or designee.

On program stock items, verify approved levels, specifications, nomenclature, and justification, with accurate approvals, mission-related items, repairable items, building and system component in which item is to be used.  For stock items, the Contractor shall complete a  SSC Form 217 and submit to the SSC SEMO or designated Technical Manager's Representative for approval.

	
	

	
	
	Upon receipt of an approved SSC Form 217's  the Contractor shall activate asset records determined to meet criteria for stockage through NSMS; establish initial purchase in accordance with the economic order quantity (EOQ) or approved stock level and within budgetary constraints.

	
	New catalog record shall be created within 5 workdays after receipt of approved SSC Form 217.



	
	
	Notify customer of new stock number or disapproved request.
	
	

	
	
	The Contractor shall be responsible for the imaging of components and attaching those images to the catalog record in NSMS for display in NOSC.
	Approximately 6,000 transactions per year.
	

	6.2.8.2
	Excessing Line items
	The Contractor shall review stores stock and bench stock items which have been in the NSMS inventory for at least 12 months, with little or no usage, for retention or elimination. The Contractor shall contact users of potential excess items, create excess transactions, document the reason for excess action, and complete the process through the first level of approval for the accurate transfer of applicable items to disposal.

	Approximately 1,000 line items per year subject to review. 
	Review the Complete Excess Report annually. 


	
	
	
	
	Initiate disposal action and appropriate transaction in NSMS within 5 workdays.

	
	
	The Contractor shall discontinue assets through NSMS that have been considered excess or no longer meets the criteria for stockage according to the NASA Series 4100.1.

	Approximately 300 line items per year.
	Discontinue asset within 5 workdays of confirmation of discontinuance of stockage. 

	
	
	Upon receipt of an excess disposal document, the Contractor shall select stock to fill the request.  The Contractor shall prepare and physically stage material for movement to Redistribution.

	
	

	
	
	The interface between NSMS and the NASA Property Disposal Management System (NPDMS) will be utilized for excess transactions from Supply Management.

	
	

	
	
	The Contractor shall take action to complete all suspense transactions, receipts and issues, through the NSMS functions "Suspended Receipts Browse 
	Approximately 50 transactions per month. 
	Review and release suspended transactions within 2 

	6.2.8.2
	Continuation

Excessing Line Items
	Select" and "Release Suspended Issues."  The Contractor shall use appropriate instruction codes on all applicable issues and receipts.

	
	weeks or discovery.

	6.2.9
	Physical Inventories
	The Contractor shall develop and make available to the SSC SEMO or designated Technical Manager's representative and annual fiscal year (FY) schedule, that facilitates the inventory of store stock, program stock, standby stock, and bench stock. In accordance with NASA Series 4100 Procedural Requirements. The schedule must conform to the NSMS Inventory program and must be administered through NSMS.

	1 schedule per year.
	Schedule shall be complete and available at least 30 calendar days prior to the beginning of the FY.

	
	
	The Contractor shall conduct inventories according to the approved schedule. Inventory control records, freeze records, and count sheets will be generated in NSMS.

	Approximately 4 inventories per year - dependent on schedule.
	Schedule shall be complete and available at least 30 calendar days prior to the beginning of the FY.


	6.2.9
	Continuation

Physical Inventories
	The Contractor shall begin the count process when the freeze on records takes place.  The Contractor shall utilize NSMS suspense functions for issue and receipt activity during the inventory process. First and second counts shall be accomplished by the Contractor and the same person shall not count the same item both counts. Data entry into NSMS of all count results shall be accomplished by the Contractor only after physical issue and receipt activity on frozen items has been considered. Third count shall be accomplished by non-warehouse staff.

	Nothing additional.
	Contractor shall assure that every line item is inventoried at least once within a five year cycle.

	
	
	The Contractor shall operate the supply system in an efficient and effective manner throughout the inventory process, ensuring customer support is maintained.

	Nothing additional.
	

	
	
	Contractor shall be responsible for compiling the semi-annual performance measures and providing the 1619 reports for all inventories performed during the reporting period.

	See DR 6-LS01
	

	6.2.10
	Maintenance and

Standardization
	The Contractor shall maintain and standardize the SSC on-line catalog in NSMS.  Contractor shall maintain NOSC. 

	16,000 inputs annually
	

	6.2.11
	Perform Federal Catalog Activities
	The Contractor shall perform Federal Cataloging activities to ensure that all SSC items authorized for cataloging are included and maintained in the FCS, have Federal Item Identification, and are assigned National Stock Number (NSN) or Local Stock Numbers.  Ensure that NSMS catalog records are complete and up-to-date to ensure accurate ordering and maintenance.


	5,000 updates annually

500 User Registration requests per year.

27 User Withdraws per year. SSC Form 217
	· Contractor shall convert Local Stock numbers to Federal numbers as identified through DLSC updates semi-annually.

· Upon notification by GSA, complete appropriate actions in NSMS in 2 workdays.

· 

	6.2.11
	Perform Federal Catalog Activities
	The Contractor shall perform Log Add User/Log Withdraw User (LAU/LDU) actions using an appropriate diskette formatted per DLSC, to maintain the accuracy between the Master Catalog Record, NSMS and DLSC’s Simplified File Maintenance (SFM) Basic Catalog Tape Record.  The Contractor shall use this process to update the DLSC master file of NSN’s in stock and NSN’s to be added or withdrawn.

	
	· Notify item management and warehouse functions within 1 workday of NSMS updates.

	
	
	The Contractor shall prepare a transmittal letter to GSA to submit the diskette.  
	
	Forward diskette and transmittal letter to GSA.


	6.2.11
	Continuation

Perform Federal Catalog Activities
	Upon receipt of a Department of Defense (DD) Form 1685, Collaborations from Other Cataloging Activities, the Contractor shall determine if SSC is a user of the item and return to requesting activity.  
	20 forms per year.
	Research and response to DD Form 1685 shall be completed within 2 workdays from receipt of the DD1685.


	
	
	Upon notification of catalog record change, the Contractor shall update NSMS record.
	
	NSMS shall be updated within 30 work days of notification of record change.


	
	
	
	
	Notify the item manager and warehouse functions within 5 work days of NSMS updates.


	
	
	The Contractor shall ensure all information has been updated using the information from the semi-annual tapes.
	2 tapes per year
	Complete verification of updates using semi-annual tapes and update NSMS within 30 work days after receipt of tapes.

	6.2.12


	Update NSMS/NOSC
	The Contractor shall perform file maintenance to update the NSMS catalog to ensure the catalog system is current. 

	5,000 inputs per year.
	Update NSMS within 30 workdays of receipt of list or identification of situation requiring updates.

	
	
	Upon notification from the item management function, or receipt of listings from the military or Federal depots requesting action, or when operations warrant such changes, the Contractor shall process catalog maintenance actions.  These actions include, changes in stock number, classification, identification, source, interchangeability, equivalency, shelf life data, hazardous codes, packaging, unit price, unit of order, and container marking, for items existing in and to be added to SSC stores stock or critical spares.

	
	

	6.2.13

	Customer Assistance

	The Contractor shall provide customer assistance in all areas of cataloging.

	See below.
	See below.

	
	
	Upon request, the Contractor shall perform physical material inspection of items to determine if the item is correctly identified.

	1,000 *line items per year.
	These will be accomplished as requested.

	
	
	The Contractor shall respond to requests on part number listings, telephone requests, and Safety Alert Forms and requests.
	1,000 *line items to research per year.
	Respond to part number listings within 4 workdays of receipt. 


	6.2.13
	Continuation

Customer Service
	
	2,300 telephone requests per year.
	Respond to telephone requests within 4 work hours of request.


	
	
	
	10 Safety Alert line *items per year.
	Respond to Safety Alerts within 1 workday of receipt. 
 

	6.2.14
	Shelf Life
	The Contractor shall be responsible for the management of shelf life material for SSC Supply items.  The Contractor shall use the NSMS shelf life program to track shelf life information and expiration dates on those items designated as subject to shelf life control from the time of receipt at SSC through storage, issue, and delivery to the customer.

	360*line items subject to shelf life control (annual average).
	Continuous and accurate tracking of shelf life data and expiration dates.

	
	
	The Contractor shall ensure the NSMS catalog record indicates if an item is subject to shelf life control as determined by either the manufacturer of the item or by the Defense Logistics Supply Center (DLSC).
	
	

	
	
	The Contractor shall ensure the NSMS catalog record indicates if an item is subject to shelf life control as determined by either the manufacturer of the item or by the Defense Logistics Supply Center (DLSC).
	
	

	6.2.14
	Continuation

Shelf Life
	The Contractor shall ensure that, in accordance with NASA Series 4100, NASA Materials Inventory Management Manual, shelf life material has sufficient shelf life remaining when received at SSC.  Both the manufactured date and shelf life expiration date shall be entered into NSMS.  The Contractor shall mark the shelf life expiration date on all shelf life material before it is stored and locations will be marked as containing shelf life material.  Issues will be made based on the first in, first out (FIFO) method.  Material will be labeled with a SSC Shelf-life Sticker indicating the expiration date, purchase order and item description. 
	
	75 percent of shelf life must be remaining upon receipt at SSC.  Material shall be physically identified as subject to shelf life controls and locations marked as containing shelf life controlled material prior to storage action and throughout the storage process.


	
	
	The Contractor shall run the NSMS "Expiring Shelf Life Report" monthly covering records that will expire within 60 calendar days.  The Contractor shall use the report to verify if material for that expiration date is in location and annotate count on the listing.  The Contractor shall update the NSMS shelf life program with the information, take out any shelf life date with zero quantity in location, and perform excessing to assure items are received in property disposal with 30 days life remaining.

	Review 150 expiring shelf life records per year.
	Complete review and any required actions shall be completed within 10 workdays after the end of the month.

	6.2.15
	Inventory Reconciliation
	The Contractor shall utilize the inventory adjustment in NSMS to initiate, document research, and adjust the accountable records. The Contractor shall initiate and accomplish inventory adjustments by Stock Number in NSMS any time it becomes known the on-hand quantity does not match the NSMS balance and immediate research and corrective action cannot be taken. (Immediate research and corrective action is defined as research that is initiated at the time the discrepancy is discovered, and results in a recount that resolves the discrepancy or another specific action, such as a document reversal or transaction adjustment, etc.). Upon discovery the asset will be frozen immediately, research conducted and discrepancy resolved.
	
	Initiate warehouse denial by close of business the same day after discovery of the discrepancy.



	
	
	The Contractor shall perform thorough research and documentation on all adjustments.
	
	Total research, analysis, and resolutions to be completed within 5 workdays of initiation

	
	
	The Contractor shall provide any additional documentation requested by the SEMO that may that arise during the approval.
	
	All analysis and documentation should be thorough and in a format suitable for NASA management signature

	6.2.16
	Customer Service Desk
	The Contractor shall staff a Customer Service Desk to provide services including, but not limited to, status of NSMS supply requisitions, issues from stock, incoming receipts, purchase order placement, outbound shipments, prices, delivery dates, and form preparation instructions.

	1,000 customer request calls per year. 
	Provide accurate and efficient assistance to ensure processes flow in an accurate and prompt manner.

	6.2.17
	Testing NASA Supply and  Equipment Management System (NSMS) & NASA On-  line Supply Catalog (NOSC)
	Contractor shall perform tests to NSMS upon notice of new system releases.
	3 releases annually. Approximately 20 hrs testing per release.
	Testing of NSMS releases to be completed within one week of release being installed. 


	6.2.18


	Document Control
	The Contractor shall perform computer input and inquiries, organize and maintain a variety of SSC Supply related document files, verify receipts, and distribute documentation resulting from overnight and on-line requests into NSMS.  
	45,000 documents annually
	Maintain an accurate, effective, easily accessible and retrievable filing system of accountable NSMS documentation. Provide accurate and timely data input and verification.


	6.2.19
	Issues from SSC Inventories
	Upon receipt of a Material Request or Bench Stock Ticket, the Contractor shall process requests for supplies into NSMS.  The Contractor shall verify, through SSC ARS system, if the documents contain the proper authorizing signatures prior to processing.  If the appropriate signatures are not present, notify the customer and return the request via ARS or by mail. 
	48,000 line items issued per year. 
	Valid requests shall be accurately processed in NSMS on the same workday as received prior to 3:00 p.m.  Next day processing for those received after 3:00 p.m.

	
	
	
	
	If proper signatures are not present, mail the document to the customer on the same workday as the request is received or return in ARS.


	6.2.19.1


	Issues from SSC Benchstocks

	Upon receipt of a NSMS generated Issue Notice or Bench Stock ticket, the Contractor shall select stock to fill request and prepare and physically stage material for customer delivery or pick up.

	48,000 line items issued per year.

	Within 1 workday after MR or other approved issue document is received in the warehouse.


	
	
	
	
	Correct material shall be pulled with counts and units of issue being accurate.

	6.2.19.2


	Work Stoppage Requests


	The Contractor shall provide a work stoppage counter for customers with properly signed documents to walk up and receive immediate service. The Contractor shall ensure documents contain proper signatures. The Contractor shall check for asset freeze, on-hand quantity, or asset control prior to issue. 

	1,500 line items per year.


	Work stoppages shall be completed within 15 minutes if the customer hand carries the supplies.

	
	
	If the customer chooses to hand carry the requested supplies, the Contractor shall pull the supplies immediately.

	
	

	6.2.20
	Acquisition and Management, Gas Cylinders
	The Contractor shall establish and maintain a Government approved program for the JIT acquisition of gasses in accordance with the Federal Acquisition Regulation and compliance with safety standards.

	850 gas cylinder purchases per year.

Nothing additional.
	See below.

	
	
	The Contractor shall process JIT requests for gasses after verifying appropriate approvals.  The Contractor shall receive requests for picking up empty cylinders.  The Contractor shall initiate pick up and delivery of cylinders via the JIT subContractor.

	Nothing additional.
	Within 1 workday of receiving request.

	6.2.20
	Continuation

Acquisition and Management, Gas Cylinders
	The Contractor shall assure JIT subContractor products are supplied in accordance with the provisions of NASA Series 5300 coordinating with the Quality Assurance on required specifications including Material Safety Data Sheets (MSDS) and Certificate of Gas Analysis requirements.

	Nothing additional.
	Purchase shall be initiated within 1 workday of request and be input into NSMS within 4 hours of placing order.


	6.2.20.1
	Gas Cylinder Receipt Processing
	The Contractor shall establish procedures with the JIT subContractor for receipt of incoming gasses to assure accurate records are maintained for billing purposes.

	850 receipts per year.
	See below.

	
	
	The Contractor shall inspect to ensure the correct quantity is received against each order.  Verify accurate information is provided, customer signatures, receipt date and serial number on each. bottle is clearly defined on the packing list
	Nothing additional.


	Upon inspection and prior to receipt, verify completely and accurately all information on item being received.


	
	
	The Contractor shall make accurate and complete distribution of all documentation.  A copy of the certificate of Gas Analysis shall accompany the cylinder and be provided to the requestor at time of receipt.

	Nothing additional.
	

	6.2.20.2
	Data Base for Tracking Gas Cylinders
	The Contractor shall maintain and utilize the data records in the Management Information Control system (MICS) application for the tracking of all gas cylinders.  The data elements include, but are not limited to, purchase order (PO) number, date of PO, cylinder identification numbers, location, user, customer charge number and disposition.

	1,700 entries per year
	Provide current and accurate tracking and status of all gas cylinders located at SSC.  Database will be updated within 2 days of transaction.

	6.2.21
	Restricted Issue – Program Stock
	Activity on restricted material shall be processed in NSMS under the appropriate ownership code designated for that specific program manager.
	900 Project Ids & ownerships  
	Material shall be tracked under the correct ownership code at all times.


	6.2.22
	Program Stock Issues 
	The Contractor shall process issues per the NASA Series 4100 Procedure Regulations.  The Contractor shall ensure all requesting paperwork contains the signature of the Program Manager or Official Designee for that project.  If a problem exists, the Contractor shall contact the Program Manager for resolution.

	5,000 Issues per year.


	Issues must be completed 2 workdays after request for issue is received

	
	
	Program stock will be issued retaining the serial/trace number that is being issued.  For reparable items the item will be tracked to assure return to the warehouse within 45 days to assure program integrity.

	
	

	6.2.23


	Customer Service


	The Contractor shall respond to oral or a written (Contractor discretion) customer service request, which may include, part number verification, asset availability, inventory count, and requests to physically view material.

	1,300 requests per year.


	Assistance shall be provided within 8 work hours after request is made.



	6.2.24


	Emergency Storm Supplies


	The Contractor shall review annually the Post Storm Emergency Supplies Listing, provided to the Contractor by the NASA Emergency Preparedness Officer, for any quantity and content changes.  Any changes shall be marked on the listing.   Reference SSC Emergency Preparedness Plan – SPLN-1040-0003.
The Contractor shall maintain and distribute Hurricane kits in accordance with the above named plan.  Hurricane kits are located in Bldg. 2204.  The Contractor shall  ensure all specified quantities of items are located in the kits and economical utilization, rotation of batteries, and other shelf life contents has occurred

	50 line items subject to annual review.

Maintain 20 kits at all times.  Verification shall commence in 

May before hurricane season begins.
	Return annotated listing to SSC SEMO or designated Representative as requested.

Kits will be maintained at 100% of required contents.
Rotation of shelf life contents shall be completed annually, at least 30 calendar days prior to the beginning of the hurricane season.

	6.2.25
	Critical Spares 

Re-certification
	In accordance with the  NASA Series 4100, NASA Materials Management Manual, and the Federal Property Management Regulation, Subchapter E, Subpart 101-27.304, the Contractor shall perform a biennial review of items designated as critical spares. A listing will be furnished to the appropriate Engineering Division for review.  The Contractor shall indicate on the listing which items shall be retained, any changes in levels, additions, and deletions.  The Contractor shall return the annotated listing to the SEMO or designee.  

	The biennial listing will contain 15,000 *line items for review. 
	

	6.2.26
	Critical Spares Listing
	The Contractor shall identify and make available for SEMO or designee's approval, items considered to be Program critical.The annotated listing shall be returned to SEMO within 45 workdays after the Contractor receives the listing.  All necessary changes will be marked legibly.  Program Critical list shall be available for approval within 10 days
after contract start and shall be updated within 2 workdays anytime a change occurs.  The Contractor shall procure all designated program critical items, taking into account considerations such as lead times, uniqueness, and availability so as to maintain a 90% stock level.

	3,500 line items per year.
	

	6.2.27
	Custodial Storage Request 
	The Contractor shall manage materials/equipment in Custodial Storage warehouses in accordance with NASA Series 4200, NASA Equipment Management Procedural Requirements.  Management includes, but is not limited to, the addition, removal, tracking, inventory, review, and processing of custodial storage items and related documentation. The Contractor shall maintain a Case File Folder for every case file in temporary Storage.

	400 case files to maintain annually.
	Provide continuous tracking and visibility of temporary storage material/equipment.

	
	
	Documentation in the folder includes, but is not limited to, NASA Form 1602, NASA Equipment Management system (NEMS) Transaction Document or SSC Temporary Storage Document, processed on the case file, a copy of all inventories associated with the case, retention level letters and responses.  Data in the file is cumulative.  Submission of the folder is required to SEMO or designated representative during the annual retention review process.  Folders shall be current at all times.
	1 Master Case File Listing per year. 
	Forward Master Case File by ownership. 



	6.2.27
	Continuation

Custodial Storage Request 
	The Contractor shall maintain and update a database containing case file number (Contractor assigned), responsible organization, property custodian, equipment control number (ECN), if applicable, identification and quantity of each stored item.  The database should have sort capabilities and be able to print reports to consolidate data.   Annually, the Contractor shall forward one copy of the Master Custodial Storage Listing to the applicable Program manager for review and validation of the held items.

	
	

	
	
	The Contractor shall process requests from the SEMO or Designee to remove or add items for temporary storage on SSC Custodial Storage Request Form, for non-tagged material/equipment; or NASA Form 1602, for tagged equipment. The Contractor shall review items to be stored and recommend storage location and any special packing requirements.  A case file number will be assigned and a case file created.  Copies of the NASA Form 1602 will be forwarded to Equipment Management upon receipt.

	300 requests for adds or removals per year.
	Total issue or receipt shall be completed within 5 workdays from the initial receipt of request with data input into the system by the second day of that process.

	6.2.27.1
	Inventory – Custodial Storage
	The Contractor shall perform a physical inventory of each case file annually.  The Contractor shall complete a Custodial Storage Inventory Report and retain it in the Case File Folder.  The data elements of the Inventory Report include, item description, count, location, and case file number.
	400 case files annually
	The Inventory shall be completed prior to responsible organization review for retention and/or with the responsible program manager.

responsible program manager.


	6.2.27.2


	Retention Justification


	All items in custodial storage must have retention justified annually by the responsible organization.  The Contractor shall generate a Custodial Storage Case File Listing and submit it to the applicable program manager for review.

	400 case files annually
	Submit the listing at least 1 month prior to anniversary date of material receipt in custodial storage.

	
	
	If no response is received, the Contractor shall contact the using organization.  If contact does not result in the required response, the Contractor shall notify the SEMO with the following information:  case file number, property custodian, organization code, phone number, date review letter was sent to organization, and expired and inventory date.

	Nothing Additional
	Contact manager if no response is received for 2 weeks after response due date.  Notify SEMO in 1 week if non-response continues.

	6.2.28
	Warehousing Material


	The Contractor shall warehouse material for storage and future issue.  The Contractor shall establish controls to ensure placement of material in a storage location in a safe and secure manner, providing easy access, identification, and retrieval.  Material may include pilfer able, shelf life, and hazardous material items.

	9,000 line item receipts per year
	Completely warehouse material within 2 workdays after delivery to warehouse.

	
	
	The Contractor shall verify that identity, quantity, and unit of issue of incoming material to be stored conform to receiving paperwork.  Resolve any discrepancies. 

	
	

	
	
	The Contractor shall place the material in a storage location.  The Contractor shall ensure items requiring refrigeration are promptly moved to refrigerated storage
	
	Material shall be placed in a safe, secure manner, providing easy identification and access.


	6.2.29
	Deliver Inbound Freight
	Provide delivery of inbound freight staged in warehouse and deliver to customer on-site and pick-up inbound freight staged in warehouse on a daily basis.  Deliver direct to customer at building and room number stated on package.
	10,000 line items per year.
	The Contractor shall make deliveries within 1 workday after freight is staged


	
	
	
	
	Obtain the customer's signature and current date on 

	6.2.29
	Continuation

Deliver Inbound Freight
	
	
	the document upon completion of the delivery.


	
	
	The Contractor shall provide delivery of inbound overnight/express packages to the customer.  Pick up overnight/express packages staged in warehouse for delivery on same day received.  Deliver direct to the customer at building and room number stated on package
	200 packages per year
	The Contractor shall deliver all packages within 1 workday of receipt.

	
	
	
	
	Obtain the customer's signature and current date on the work order upon completion of the delivery.


	6.2.31
	Operate Satellite Warehouses
	The Contractor shall provide satellite warehouses as requested by SSC customers.  The Contractor shall maintain these areas in the same manner and within the same requirements as the main warehouse with knowledgeable and technically qualified personnel.  Areas will be neat, clean, and maintained in a professional, safe manner at all times.
	Maintain up to 3 satellite warehouses
	Maintain fully supplied warehouses.

	
	
	The Contractor shall perform constant surveillance to safeguard the material assure count accuracy

	
	

	6.2.31
	Continuation

Operate Satellite Warehouses
	The Contractor will provide pick-up and delivery of customer material and bench stock items from the main warehouse to the satellite warehouse on a daily basis.

	17,000 line items annually
	At least 2 pick-ups daily

	
	
	The Contractor shall maintain a staging system at each satellite warehouse which assures the customer is aware of awaiting materials and/or status of incoming materials for future projects.

	13,000 line items annually
	Maintain system daily

	
	
	The Contractor shall be responsible for the emergency pick-up of equipment and/or materials from off-site vendors as requested.
	150 requests per year
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STORAGE AND ISSUE

6.3.1
DESCRIPTION

This Annex identifies the requirements of equipment management and disposal operations of NASA’s personal property at the John C. Stennis Space Center (SSC) including such functions as office furnishings operations including furniture receipt, storage, issue, repair, determination of scrap furniture, field and warehouse assembly and disassembly; redistribution and reutilization operations including  receipt, screening, processing precious metals for reclamation purposes, Reutilization on-site, transfers to other federal agencies and other NASA centers and processing of surplus property through GSA sale utilizing the NASA Property Disposal Management System (NPDMS) and interfacing with GSA for excess and surplus property;  maintaining equipment accountability of the SSC tagged property utilizing NASA Equipment Management System (NEMS) to include tagging incoming property,  performing physical inventories, tracking outgoing and incoming property under repair and maintaining warranty information on equipment and facilities, heritage equipment documentation, tracking personal property used by individuals and interfacing with NASA Financial Management in the reporting of the SSC property held in the general ledger.  The Contractor shall establish a database for the furniture pool operation.  The data base shall provide data as to the on hand inventory of furniture by type, color and condition and be made available to the NASA Supply and Equipment Management Officer upon request.  The Contractor shall be certified in the use of forklifts, handling of hazardous chemicals and other associated personnel protective equipment and shall maintain current certifications at all times.    The Contractor shall be thoroughly familiar with the NASA Procedural Requirements of NPR 4200.1E Equipment Management Manual, NPR 4200.2B Equipment Management Manual for Property Custodians, NPR 4300.1A NASA Personal Property Disposal Procedural Requirements and NPR 4310.1 Identification and Disposal of NASA Artifacts and shall comply with the reporting requirements and measurements standards associated with each requirement.
6.3.1.1
Limitations, Restrictions, or Other Exceptions

The Contractor employees shall ensure that all services protect the integrity of the Government’s interest and that accountability of the SSC personal property is accurately reported to the SSC Supply & Equipment Management Officer (SEMO) or designated Representative.

6.3.2
OFFICE FURNISHINGS

The Contractor shall manage the office furnishings operations including furniture receipt, storage, issue, repair, determination of scrap metal furniture, field and warehouse assembly and disassembly.  The Contractor shall establish a database for the furniture pool operation.  The database shall provide data as to the on-hand inventory of furniture by type, color, and condition and be made available to the NASA Supply and Equipment management Officer upon request Requirements of NPR 4200.1E Equipment Management Manual, NPR 4200.2B Equipment Management Manual for Property Custodians, NPR 4300.1A NASA Personal Property Disposal Procedural Requirements and NPR 4310.1 Identification and Disposal of NASA Artifacts and shall comply with the reporting requirements and measurement standards associated with each requirement.

	ITEM
	PERFORMANCE REQUIREMENT
	RELATED REQUIREMENTS

AND INFORMATION
	WORKLOAD DATA
	MINIMUM STANDARDS

	
	
	
	
	

	6.3.3
	Furniture
	The Contractor shall maintain furniture operations (includes acoustical panels).

	
	

	6.3.3.1
	Furniture Receipts
	The Contractor shall receive new furniture in the warehouse, inspect for damage, and store.  Log receipt of new furniture/panels into an inventory database.

	1,200 pieces per year.
	Within 2 workdays after receipt of furniture.

	6.3.3.2
	Furniture Issues
	The Contractor shall identify and prepare furniture for issue; clean, polish, and tag for delivery.  Assemble those pieces of furniture needing assembly in warehouse.

	1,200 pieces per year.
	Comply with schedule date for delivery.

	6.3.3.4
	Furniture Repair Program
	The Contractor shall maintain the minor furniture repair program.  Repair includes, but is not limited to, repair of serviceable furniture.  For example, cleaning and reupholstering of acoustical panels, replacing casters, pneumatic cylinders, under seat mechanisms; adjusting drawers; covering scratches; filling holes; and repairing and replacing locks. 

	
	

	
	
	The Contractor shall furnish repair parts as necessary.  Repair parts include, but are not limited to, casters, pneumatic cylinders, under-seat mechanisms, locks, refinishing products, wood fillers, screws, and fabric for
	
	

	6.3.3.4
	Continuation

Furniture Repair Program
	re-upholster of acoustical panels.  If repairs exceed 66 percent of the replacement cost of the item, the Contractor shall notify the Government and identify the item as scrap.

	
	

	
	
	Repairs that cannot be accomplished in the warehouse or in the field including, but not limited to, executive furniture re-upholstery and electrostatic painting, will be accomplished with an issuance of a service order by the Government.
	
	

	
	
	The Contractor shall cannibalize parts from non-repairable furniture upon approval of the SEMO or designated Representative.
	
	Within 5 workdays from receipt of the request.

	
	
	The Contractor shall make repairs in the field when practical including but not limited to, desks, drawers, handles, locks, chairs, legs, and other minor repairs.   SSC Form 704, Service Work Request, work order will be used by the Government to request field repairs.
	20 pieces per year
	Repairs of a safety nature shall be completed within 2 work hours upon receipt of request.

	
	
	The Contractor shall make minor on the spot repairs in the warehouse as necessary.

	
	Repairs in the field should take no more than 30 minutes to complete.

	6.3.3.5
	Furniture Warehousing
	Furniture items returned to the warehouses shall be inspected and segregated into groups as reusable, repairable, excess and scrap.  As approved by Supply and Equipment Management Officer or authorized representative, the Contractor shall place scrap metal into scrap metal bins provided. Reusable furniture shall be logged into the inventory database.

	2,100 pieces per year.
	Within 5 workdays of receipt of furniture in warehouse.

	
	
	The Contractor shall excess and scrap furniture on a  SSC Form 55, Request for Turn-In or Reissue of Excess Property To/From Redistribution and Utilization, with the appropriate  NASA Form 811, Determination for Classification of Property as Scrap or Salvage, or  NASA Form 812, Determination and Authorization to Abandon or Destroy Surplus Property.  The SSC Form 55 must be approved by the Supply and Equipment Management Officer.

	As required. 
	Submit monthly by the 3rd workday of the month for the previous month's activity.

	6.3.4


	Redistribution and Utilization

Operations
	This Contractor shall perform the functions necessary to operate and maintain a total mechanized inventory control system, as well as a total storage function for all excess Government property from time of receipt into storage through accomplishments of reutilization or disposal activities.  All
	
	

	6.3.4


	Continuation

Redistribution and Utilization

Operations
	functions shall be performed in accordance with all applicable Federal Property Management and NASA Regulations including: 41 Code of Federal Regulations (CFR) Chapter 101, Subpart H, NASA Series 4300 NASA Disposal Management.
	
	

	6.3.4..1
	Limitations, Restrictions, or 

Other Exceptions
	The Contractor employees shall ensure that all services protect the integrity of the Government’s interest.  The handling of all precious metals shall be restricted according to the following:
a. Upon receipt of precious metals Contractor shall record the required information from the turn-in document into the logbook.
b. All precious metals shall be secured in the designated area. 
c. The Contractor shall conduct a monthly inventory of all precious metals or precious metal-bearing materials and verify the count with the logbook.


	
	

	6.3.4.2
	Applicable Documents
	The Contractor shall comply with all applicable regulations, policies, and procedures including 41 CFR 101; NASA Procedural Requirements Series 4100, 4200, and 4300 and the NASA Property Disposal Management System (NPDMS) Users and Operations Guide.

	
	

	6.3.4.3
	Hours of Operations 

-Redistribution 
	Normal hours of warehouse operations are 08:00 until 11:30 a.m., Monday through Friday.

	
	

	6.3.4.4


	Reutilization and Disposal
	Operate and maintain a total warehousing and documentation function, utilizing the NPDMS for the reutilization and disposal of excess Government property. Processed is defined as actions required form original input to reutilization or final disposal.

	4,000 transactions processed in NPDMS annually.
	

	
	
	Inspect and verify information provided on SSC Form 55 or NASA Form 1602 at the time of receipt.  Make a visual record of the item in accordance with NASA procedural requirements. Sign receipt documents, date, and assign storage location.

	Incoming receipts of 2,000 line items annually. 
	Received items shall be processed within 2 days of receipt

	
	
	Identify potential exchange/sale items upon receipt.  Input into NPDMS accordingly.
	
	

	6.3.4.4


	Continuation

Reutilization and Disposal
	Identify items to be processed for precious metal recovery at the time of receipt.  Secure properly.
	
	

	
	
	Upon receipt, all hazardous material shall be placed only in designated storage areas. Upon receipt of all artifacts/historically significant items shall be placed only in designated secure area.

	
	Within 5 workdays of physical receipt of property.

	
	
	Forward all documentation requiring NASA signature of receipt to SSC Property Disposal Officer or designee.

	
	

	
	
	Process all input/output documentation to and from the NPDMS. Documentation includes; turn-in documents, freeze lists, requests for issuance of property, title request letters and screening authorization requests.

	
	Input should be completed with 2

days of final receipt processing.

	
	
	Process all requests for reutilization and authorizations for disposal including, “Standard Form SF122” Transfer Order Excess Personal Property, Request for Turn-in SSC Form 55, NASA 811, Determination for Classification of Property as Scrap or Salvage, NASA Form 812 Determination and Authorization to Abandon or Destroy Surplus Property.
	
	

	6.3.4.4


	Continuation

Reutilization and Disposal
	Complete reutilization/disposal activities including issuance of property to requestors (on-site, other NASA Centers, other Federal Agencies, schools and other qualified non-federal recipients of donated property) placing scrap metal and material destruction in appropriate bins.

	
	Within 5 workdays of request

	6.3.4.5
	GSA Sales


	Operate and maintain all functions necessary to successfully complete General Services Administration (GSA) sales. 
	At least quarterly for Spot Bid Sales, 10 1nternet Sales per year
	Sale items properly lotted, verified and marked prior to opening of Sale Inspection by bidders.


	
	
	GSA Drop Box Bid, Internet Sales or Auction Sales

a. Lot sale in NPDMS and obtain concurrence from GSA.

b. Pull stage, mark and verify lotted items per GSA documentation/

c. Walk-thru inspection with GSA, if applicable
d. Assist Bidder Inspection/Registration.
e. Obtain on site Security assistance
	1,000 line items
	Exchange/Sale items shall be identified for separate lotting.

	6.3.4.5
	Continuation

GSA Sales


	f. Provide special tailgate services to include loading by crane and/or forklifts rated higher than 6,000 lbs.

g. Provide tailgate loading service for sold items.


	
	Verify lots against GSA paper work, remove NASA tags and load trucks.

Sale items properly lotted, verified and marked prior to opening of Sale Inspection by bidder.

Same day as received. No instance of improperly stored material.


	
	
	The Contractor shall schedule regular sales with GSA and determine the method of sale which provides the most sales proceeds to the government.

	
	Assure warehouse space is adequate at all times.

	
	
	The Contractor will maintain information on each exchange/sale item to assure that NASA FMO will be able to utilize the returned proceeds against new procurements.
	
	Assure no loss of proceeds unless procurements not made within the mandated timeframes.


	6.3.4.5
	Continuation

GSA Sales


	The Contractor will perform 100% inventory of the Redistribution inventory annually.  Report results shall include all line items, acquisition cost of items and item number and acquisition cost of line items not located.

	At least 1 inventory annually.
	Report results to the SSC Property Disposal Officer within 30 days of inventory completion.

	6.3.5
	Equipment Accountability
	The Contractor is required to operate and maintain a total documentation function for the John C. Stennis space Center (SSC) database in the NEMS.  Compliance with all applicable Governmental regulations is required – particularly NASA series 4200, NASA Equipment Management.

	
	

	6.3.5.1
	Limitations, Restrictions, or Other Exceptions
	The Contractor employees shall ensure that all services protect the integrity of the Government’s interests.

	
	

	6.3.5.2
	Documentation Function-NEMS

	Operate and maintain a total documentation function - NEMS.
	10,000 input transactions per year.

	See below.

	
	
	Input all adds, deletes, changes, and table updates to the NEMS data base.

	Nothing additional.
	3 workdays.

	
	
	Check all transactions processed into the NEMS data- base to verify accuracy; correct all errors prior to beginning the next day's work.
	Nothing additional.
	Next workday after input.

	6.3.5.2
	Continuation

Documentation Function-NEMS

	Make copies of all adds, deletes, or cost change transactions for capitalized equipment and forward to the SSC Financial Management Division.  Resolve all discrepancies, and notify the SSC SEMO or designee for final reconciliation when appropriate.

	Nothing additional.
	Copies will be made and forwarded monthly; discrepancies will be resolved immediately upon notification by the SSC Financial Management Division.


	6.3.5.3


	Process NEMS

Reports/Documents


	Schedule and process NEMS on-line requested reports/documents required by NASA Supply and Equipment Management Officer or Financial Management Office and SSC Property Custodians.

	1,800 reports/ documents per year.  (Historical average time per transaction - 3 minutes
	Day request received.

	6.3.5.4
	Distribute Reports/Documents
	Distribute NEMS on-line reports/documents required by NASA Supply and Equipment Management Officer or Financial Management Office and SSC Property Custodians via SSC mail system.

	12,000 reports/ documents per year.
	Day received from printer.

	6.3.5.5

	Equipment Control Number Register

	Post information from NEMS source document and transmittal form to the Equipment Control Number Register per NASA Series 4200.

	3,500 postings per year.
	See below.

	
	
	Information on all adds, deletes, and cost changes to be posted to logbooks located in NEMS control.
	Nothing additional.
	2 weeks.

	6.3.5.5

	Continuation

Equipment Control Number Register

	Verify that all NEMS entry reference numbers are accounted for and in numerical sequence from daily input.
	Nothing additional.
	Next workday after input.

	6.3.5.6


	Physical Inventory Equipment


	Contractor shall perform physical inventories of all NASA/SSC controlled and sensitive equipment in accordance with NASA Series 4200.  This function includes advance notification to property users of inventory date, the physical scanning of equipment, creating discrepancy files, suspense files, tracking incident/survey/found on station reports and final close out of inventory process. 
	100% inventory of controlled and sensitive equipment to be accomplished on approved triennial basis.

	Scheduled inventories to be completed and closed out per schedule.

	
	
	
	120 custodial accounts. A minimum of 40 one hundred percent account inventories per year. 

	Triennial close-out completed and forwarded to NASA HQ on schedule.

	
	
	
	Approximately 10 unscheduled inventories per year.

	

	6.3.5.7
	Tracking of Shipped Equipment
	Maintain a tracking system for all equipment in NEMS shipped from NASA SSC for repair, test, relocation, borrow, etc.

	500 line items per year.
	Documentation Complete.

	6.3.5.7
	Continuation

Tracking of Shipped Equipment
	Prepare a Borrow Out or Repair Out transmittal form for all controlled equipment shipped from NASA SSC on a  DD 1149 Shipping Document . 


	Nothing additional.
	

	
	
	Match one copy of the DD1149 received from Central Receiving with the Borrow-Out form and enter into NEMS.  Monitor returns through Central Receiving and assure equipment is processed as scheduled.

	
	

	6.3.5.8
	Non-Stock Equipment Receipts
	The Contractor shall be responsible for processing equipment received at SSC, assigning and maintaining voucher numbers for the acquisition documents, and physically tagging equipment that meets the tagging criteria with an Equipment Control Number (ECN) tag, or if the tagging criteria is not met, identifying the property or equipment as U.S. Government owned.

	6,000 tagging actions per year
	Property and equipment shall be processed in accordance with the NASA Series 4200, NASA Equipment Management.  Promptly notify the Transportation Officer or designee of concealed damage and prepare claim folder on the same workday discrepancy is discovered.

	
	
	The Contractor shall prepare a claim folder for the Transportation Officer when concealed damage is discovered during inspection.
	
	

	6.3.5.8
	Continuation

Non-Stock Equipment Receipts
	The Contractor shall annotate the receiving documentation with the ECN number and the item’s serial number of the attached tag for each line item on the document.
	
	Process same day as item is received in Central Receiving.  Process receipt information to Equipment Management for input into NEMS.


	
	
	If equipment does not meet the criteria for tagging, the Contractor shall affix a NASA Form 1517, Property of U. S. Government decal to the item and annotate “Meatballed” on the receiving document.

	Nothing Additional


	

	
	
	The Contractor shall etch onto items that bar code tags cannot be affixed.

	
	

	
	
	If equipment is delivered directly to the customer’s building without inspection, the Contractor shall inspect and tag equipment at the delivered location.

	Nothing additional
	Complete process on the same workday as notified by requestor.

	6.3.5.9
	Full-time Property Custodian
	The Contractor shall provide a full-time property custodian to perform the duties outlined in NASA Series 4200 Equipment Management Users Property Custodian Guide for the control of government property.
	Nothing additional.
	

	6.3.5.9
	Continuation

Full-time Property Custodian
	Full-time custodians may also be responsible for managing bench stock operations in area of assignment utilizing NSMS.

	
	

	
	
	Full-time custodians will be assigned work under a SSC Stennis Work Request.

	
	

	6.3.5.10

	Property Custodian Training

	Provide Training to SSC Approved Custodians and Managers. All new custodians shall be trained within 1 month. All custodians shall receive refresher training as requested.

	122 Custodians
	All new custodians shall receive training within 1 month of appointment to position.

	6.3.6
	Semi-annual Reports
	The Contractor shall prepare all reports in accordance with NASA HQ and SSC requirements.
	See below.
	No report will be submitted inaccurately or not in accordance with published timeframes.


	6.3.6.1
	Semiannual Management Reporting of Property and Supply Operations
	The Contractor shall prepare the original data in the LIMS module and submit confirming copies to the SSC SEMO.  See DR 6-LS01 for data requirements.

	2 reports per year
	No later than April 10th and October 10th of each year.

	6.3.6.2
	Property Held by Property Disposal Officer
	Prepare and submit monthly report to the SSC Property Disposal Officer and NASA Finance monthly.  See DR 6-LS02 for data requirements.
	12 reports annually
	No later than the 10th of the month

	6.3.6.3
	Annual Report of Exchange/Sale Transactions
	Prepare and submit annual report of exchange/sale items to the SSC Property Disposal Officer   See DR 6-LS03 for data requirements.

	1 report annually
	No later than October 10th

	6.3.6.4

	Report of Activities Generating Precious Metals

	Prepare and submit a report of  activities generating precious metals to the Supply and Equipment Management Officer or designee.  


	1 report per year.
	No later than October 10th

	6.3.6.5
	Annual Report of Personal Property Provided to Non-Federal Recipients 
	Prepare and submit original report to the Supply and Equipment Management Officer or designee.  See DR 6-LS05 for data requirements.

	1 report per year.
	No later than October 10th

	6.3.6.6
	Performance Measures Report
	Prepare and submit original report to the Supply and Equipment Management Officer or designee.   See DR 6-LS06 for data requirements.

	2 reports per year.
	No later than April 10th & October 10th

	6.3.6.7
	Semiannual Report of Personal Property Management Operations
	Provide the specific data elements for the semiannual time periods (October - March; April - September) and submit original to the Supply and Equipment Management Officer or designee.  See DR 6-LS07 for data requirements

	2 reports per year.
	No later than April 10th & October 10th.

	6.3.7
	Testing NASA Equipment Management System (NEMS) & NASA Property Disposal Management System (NPDMS)

	Contractor shall perform tests to NEMS and/or NPDMS upon notice of new system upgrades (releases).
	3 releases annually. Approximately 10 hours testing per release.
	Testing of NEMS release to be completed within 1 week of release being installed.

	6.3.8


	SSC Equipment Buy Plan


	Contractor shall provide a database to initiate and track all approved NASA/SSC Equipment Buys by fund source.  Items shall be entered into either the Contractor’s procurement system or submitted to NASA procurement based on estimated acquisition cost. Contractor shall track each procurement until receipt and report dollars spent on a monthly basis.
	1 plan per year
	Provide Monthly status by the 10th or as requested.
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6.4
Transportation
This Annex describes the Contractor’s responsibilities for providing a moving, hauling, delivery, driver services and the operation of the SSC airport dispatch service function for the NASA John C. Stennis Space Center (SSC).  The core duty hours for these services to be provided are Monday through Friday, 7:00 a.m. to 4:30 p.m. There will be times when the Contractor shall provide these services during non-core hours, such as, in the afternoons and evenings, weekends, and holidays as requested by the Government.  The Government may request that additional driver services be provided to support special SSC functions, official visitors, and other passenger transportation requirements.

	ITEM
	PERFORMANCE REQUIREMENT
	RELATED REQUIREMENTS 
AND INFORMATION
	WORKLOAD DATA
	MINIMUM STANDARDS

	
	
	
	
	

	6.4.1
	General Transportation Services
	The Contractor shall pick up, deliver, load, transport, unload, and/or rearrange between and within SSC the following types of materials; boxes; general supplies and miscellaneous equipment; flags; photographic equipment; laboratory and scientific apparatus; electronic test equipment; mock ups; computers; toner cartridges; data processing equipment; machinery including industrial production equipment, and power tools, and gas cylinders.  The Contractor will receive requests for each task from the SSC Transportation Officer or as directed by the Contractor Work Control Office either by phone or in writing.  The Contractor shall comply with the requirements of the   NASA Series 6000.1 NASA Transportation and General Traffic Management.

	500 work orders per year.
	The Contractor shall schedule and accomplish each work order as per the due date requested by the customer.  If no due date, accomplish within 5 workdays.

Comply with the NASA Series 6000.

	6.4.2


	People Moves - Core Hours

	The Contractor shall provide all resources required to provide people moves during the core duty hours.  People moves under this function of the contract will include an assortment of furniture, equipment, supplies, etc.  Times, dates, and locations of the moves will be provided to the Contractor by the Contractor Work Control Office or by the SSC Transportation Officer.  The Contractor shall provide disassembly, packing, loading, transportation, unloading, and re-assembly as required.  There are no restrictions on weight or size of items to be moved. 
	400 people per year.
	The Contractor shall accomplish each move as per the scheduled move date.

	
	
	
	
	The Contractor shall provide with minimal impact to personnel.

	
	
	
	
	Ensure the property being moved and the surrounding areas are protected against damage.


	6.4.3
	People Moves - Non-Core Hours
	The Contractor shall provide the resources required to move people during non-core hours, in the afternoons and evenings, on weekends, and holidays as requested by the Government.

	100 people per year.
	

	6.4.4

	Warehouse Parcel Delivery Service


	The Contractor shall provide parcel delivery service of materials in warehouse to customers.  Pick up materials for delivery as staged in warehouse daily.

Deliver direct to the customer at building and room number stated on the package.
	15,000 packages per year.


	The Contractor shall make deliveries within 1 workday after supplies are staged in the warehouse. Obtain customer signature and current date on the delivery receipt upon completion of the delivery.


	6.4.5
	Pick-up and Deliver Furniture
	The Contractor shall provide for the site wide pick up and delivery of furniture as staged in warehouse or offices.  Pick up furniture staged in warehouses for delivery, or pick up in offices for return to warehouse. Deliver furniture to designated location and rearrange existing furniture as necessary.  The Contractor will receive request for each task from the Contractor Work Control Office or the SSC Transportation Officer either by phone or in writing.
	1,000 work orders per year.
	The Contractor shall schedule and accomplish each delivery work order as per the specified date on the work order.  If no date is specified, the Contractor has 5 workdays to complete the requirement from date request received. 

	6.4.6
	Transport NASA-Tagged Equipment
	The Contractor shall provide transportation of NASA-tagged equipment between office and buildings Move equipment from location to location as designated on the work order. 
	1,000 pieces of equipment per year.
	The Contractor shall schedule and transport all equipment within 5 workdays of receipt of work order.


	6.4.7
	Provide Quick Dispatch

Service
	During core hours, the Contractor shall provide a radio-equipped quick dispatch service (as an on-call service) for rapid pick up and delivery of non-bulk items and items which cannot be conveniently transported through other means (including work stoppages from the warehouse).

	1,500 requests per year.
	The Contractor shall provide quick dispatch service within 2 hours of receipt of request from the customer.

	6.4.8
	Operate Airport Dispatch Service (Park-n-Fly)
	Contractor shall operate the SSC Airport Dispatch Service (Park-n-fly) for Authorized Personnel Traveling out of the New Orleans Airport (N.O.).

	Approximately 2,000 dispatches per year.
	Respond to requests for service within 30 minutes of receiving requests.

	
	
	Contractor shall be responsible for establishing and managing contracts with an airport parking service at the airport. 

	
	

	
	
	Contractor shall maintain a system of assigning available government vehicles for the purpose of travel to and from SSC to N.O. Airport.

	
	

	6.4.8
	Continuation

Operate Airport Dispatch Service (Park-n-Fly)
	Contractor shall operate a fleet of government vehicles assigned to this function. The number of vehicles will be dependent upon an equitable balance 

between - turn down rate (dispatch vehicle not available) and idle days (the number of days per month a car sits unassigned).  Currently a fleet of 24 vehicles meets this requirement.  Contractor shall assure these vehicles are in good working order, clean and proper fluids are maintained.  Contractor shall shuttle vehicles to and from the SSC and the N.O. Airport to meet demands.

	
	Vehicles to be clean and fueled prior to dispatch.

	
	
	
	
	Dispatch rate covers cost of services.

	
	
	
	
	Provide the Transportation Officer with dispatch data and P&L by the 10th day of the month for the previous month's business.

	
	
	This is a reimbursable, pay as you go service. Contractor shall establish dispatch rates to properly offset all costs associated with this service.

	
	

	
	
	Contractor shall maintain a database consisting of the following information: Number of dispatches by customers (ex: number supporting Navy, NASA, EPA or other Contractors or resident agencies), number of request turn downs, and a cost of operations (P&L).  See DR 6-LS08 for data requirements.

	
	

	6.4.9
	Driver Services
	                                                                                    The Contractor shall provide driver services, required vehicles, and/or equipment to support the SSC in the movement of personnel.

	See below.
	See below.

	6.4.9
	Continuation

Driver Services
	                                                                                   The Contractor shall be required to provide driver services support to the SSC Taxi Service, the SSC Visitor's Center Tour Schedules, SSC area airports, hotels, and other locations as required by the customer.  This support includes Very Important

	
	

	
	
	                                                                                    Person (VIP) support to directorate offices and Public Affairs Office (PAO), Support of "Special Events" at SSC and for large groups visiting the Center.

	
	

	6.4.10
	Passenger Shuttle Service
	Contractor will be provided three mini-vans, one of which will be wheel chair accessible, to transport personnel as required in section above.
Contractor shall ensure that vehicles are properly maintained, services and clean.  Coordinate with Annex 6.3.

	Operate taxi daily, Monday-Friday,  8a.m.– 4:30 p.m.
	Provide safe, timely, and courteous service.
Vehicles are in good working order.

	6.4.11
	Government Vehicle Drivers
	The Contractor shall provide drivers on an as-needed basis to drive buses, sedans, station wagons, vans, pickup trucks, and other such vehicles when required to support special request requirements of SSC.  Times and dates of pick up, number of passengers, and destination will be provided to the Contractor with as much advance notice as possible.  The Transportation Office or designee will strive to notify the Contractor 24 hours in advance of the requirement. The Contractor will receive special requests from the SSC Transportation Officer or designee either by phone or in writing.

	90 requests per year.
	Provide drivers to operate Government buses, sedans, station wagons, vans, pickup trucks, and other such vehicles for special requests.

Provide safe, timely, and courteous service.

Be at the place of pick up 10 minutes prior to the time requested by the customer.

Notify the Transportation Branch on the 3rd workday of each month of the total number of passengers transported for the previous month.

	
	
	The Contractor shall maintain a database that shall include, but not limited to, the total number of special requests for driver services, number of passengers transported per special request and the total passengers transported. 
	
	

	6.4.12
	Personnel Requirements
	The Contractor shall provide personnel qualified to perform the requirements of this function of the contract.  Personnel hired under this contract function shall have the proper valid State driver’s licenses, with proper endorsements, to operate and or drive the required equipment to perform the duties as required in this function.  Personnel that will perform the driver.  Services portion of this function shall have a Commercial Drivers License with a "P" endorsement.
	Contractor determined.
	Provide personnel with proper driver licenses to include all required endorsements.

Current licenses shall be carried with each driver at all times while performing duties under this contract.


	6.4.13
	Pickup and Delivery of Shipments
	The Contractor shall provide for the transport of shipments from the customers facility to the packing and shipping facility for processing.
	300 pickups per year.
	Contractor shall provide transport for the pickup of hardware, software, equipment, and materials, from the customer's facility.


	
	
	
	
	Contractor shall ensure appropriate protection during handling and transportation.


	6.4.14
	General Services Administration

GSA Fleet Coordinator
	Contractor shall operate and maintain all functions necessary to successfully complete the General Services Administration (GSA) reporting and coordination activities for the GSA Interagency Fleet Management System (IFMS) vehicles at SSC.  This includes coordination of monthly mileage reporting, vehicle exchanges, warranty repairs, maintenance, damage reporting, and repair.

	322 GSA leased IFMS vehicles 50 accident/warranty recalls to be coordinated per year.
	Mileage reporting monthly.

IFMS vehicle mileage to be transmitted to GSA by the 10th of each month.

	
	
	The Contractor shall initiate vehicle exchange and damage repair after the Transportation Officer’s approval is received.
	Approximately 1/4 of fleet is exchanged annually.

	

	
	
	Contractor shall provide coordination and data relating to usage and costs for operating Government-owned vehicles at SSC.  Contractor shall provide data for the SSC Report, cost and vehicle data submittal to OMB and NASA Headquarters.  See DR6-LS09 and DR6-LS10.  Contractor shall provide justification for the number and types of vehicles required to accomplish contract requirements.
	Annually July each year, (Estimate).

October 30 each year.  Final actual cost.
 Annually, End of September.
	By COB July 31 annually.

By COB October 31.  Reports to be accurate and timely. Justifications are to be complete.
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6.5
ACQUISITION SERVICES
The Contractor shall provide acquisition services at John C. Stennis Space Center (SSC) in support of NASA and other resident agencies.  The Contractor shall procure all supplies and materials required for establishment and replenishment of stores stock and inventory items, as well as direct buys.

6.5.1
General Requirements

The Contractor shall be knowledgeable of Federal Acquisition Regulations (FAR) and be experienced in the acquisition of supplies and services in support of the Government.  The Contractor shall adhere to its Government approved purchasing system for John C. Stennis Space Center in accordance with the FAR and the NASA FAR Supplement, performing market surveys in accordance with FAR 7.101 and FAR 6.303.2(a)(8).  In accordance with FAR Part 12, the Contractor and its subContractors at all tiers shall incorporate, to the maximum extent practicable, commercial items or non-developmental items as components of items supplied to NASA and its resident agencies.

6.5.1.1
Purchase Requests

The Purchase Request (PR) is used by the requestors to procure through the Contractor warehouse stocked material from supply (such as spares and expendables), as well as materials, services and equipment not available at SSC, including rental, lease or maintenance of equipment, software, software licenses, supplies and equipment.  The Contractor is authorized to procure equipment, supplies, or services to up $50,000.00 per request.  If equipment is listed on SSC’s approved annual equipment buy plan or is for inventory stock replenishment, the customer may forward the PR directly to the Contractor without additional approvals from the Government, provided the equipment is as specified and approved on the Equipment Buy Plan.  PRs in excess of $50,000.00 shall be approved by the Contracting Officer on an exception basis. 

6.5.1.2
Government Supply Sources

The Contracting Officer upon request will authorize the Contractor to utilize Government supply sources, including General Services Administration (GSA) Federal Supply Schedules and other consolidate contracts as identified by NASA.  The Contractor will not be allowed to use Government supply sources for its own personal use.  The Contractor will be required to prescreen direct buy requests from within the Supply system and Redistribution prior to procuring from the outside.

6.5.1.3
Direct Reimbursement for Acquisitions

The Contractor will be reimbursed for the actual cost of procured services, supplies, materials, and equipment (without the addition of any burden, handling, or other charges) in accordance with the cost principles and procedures set forth in FAR Part 31.  Refer to Section B of the contract for special cost provisions.

6.5.1.4
Definitions

Completely Documented Requests - All items on form or in the MICS system completed; specifications or salient characteristics emailed or supplied to the Acquisitions offices; justifications for sole or single sourcing attached to the request.

Delinquent Orders - Items or services not received or performed by the due date or completion date.

Direct Buy - Purchase in response to PRs for supplies and services other than replenishment of stock and inventory.

PR - Purchase Request in either the NASA/SSC Access Request System or the Contractor provided Management Information Control System.

Store Stock - Material being held in inventory by the installation which is repetitively procured, stored and used on the basis of receiving demand.

SWR - Stennis Work Request (FORM SSC 704) Electronic Version

Transaction- Single purchase action of material/equipment to a single source (vendor) regardless of the number of line items on an order.

	ITEM
	PERFORMANCE REQUIREMENT
	RELATED REQUIREMENTS OR INFORMATION
	WORKLOAD DATA
	MINIMUM STANDARDS

	
	
	
	
	

	6.5.2
	Acquisition of Materials, Equipment, and Services
	The Contractor shall develop and execute documentation to support the procurement of services, supplies, materials, equipment, to which the Government retains title, including:

· Consumables

· Store Stock

· Parts and Spares

· Equipment Buys

· Service, leases, rental agreements, or maintenance agreements

· Critical material and equipment to meet short suspense or emergency needs of the Government

	Nothing Additional
	The Contractor is not authorized to procure services, equipment, or materials without available funding and completely documented Purchase Requests (PRs).  No instances of splitting PRs to fall within a lower dollar level.

	
	
	The different levels of acquisition activity are:
	
	

	
	
	· LEVEL I - Purchases less than $2,500
	14,000 Transactions
	Order placed no later than 3 workdays after receipt of completely documented PR


	
	
	· LEVEL II - Purchases greater than $2,500, but less than $25,000
	650 Transactions
	Order placed NLT 5 workdays after receipt of completely documented PR

	6.5.2
	Continuation

Acquisition of Materials, Equipment, and Services
	· LEVEL III - Purchases greater than $25,000, but Less Than $50,000
	120 Transactions


	Order placed NLT 10 workdays after receipt of completely documented PR


	
	
	· LEVEL IV - Purchases greater than $50,000, but less than $100,000
	50 Transactions
	Order placed NLT 14 workdays after receipt of completely documented PR


	
	
	· LEVEL V - Purchases greater than $100,000
	35 Transactions
	Order place NLT 30 workdays after receipt of completely documented PR

	
	
	NOTE:  The workload is reflected in the number of individual transactions of “buys”.  A transaction equates to a single purchase action of material/equipment to a single source (vendor) regardless of the number of line items on the order
	
	No instances of insufficient levels of stock or critical spare parts inventory required to accomplish services as a result of their procurement process.  Notify customer within one day after receipt of 

	6.5.2
	Continuation

Acquisition of Materials, Equipment, and Services
	The Contractor shall continually monitor, evaluate, and identify acquisition needs, including receiving request for material, equipment, or services identified by the Government and determining if requisition is complete for processing.
	Nothing Additional
	PR if any problems exist.  No instances of acquisition in excess of $50,000.00 that have not been approved in advance by the Contracting Officer and have no documentation explaining why Contractor is procuring.

	
	
	For reimbursable customers, the Contractor shall verify through the NASA/SSC Funds Availability System (FAS) that funds are available for PR.  Access to the FAS database will be made available to the Contractor.  
	Nothing Additional
	No instances of acquisitions initiated with unauthorized requestors.

	6.5.2
	Continuation

Acquisition of Materials, Equipment, and Services
	The Contractor shall ascertain which qualified sources are capable of satisfying SSC’s requirements of all items procured to add to stock, to replenish stock, or for direct buys.
	Nothing Additional
	

	
	
	The Contractor shall obtain a minimum of 3 competitive bids for all material and equipment above the FAR specified micro-purchase threshold.  For all acquisitions estimated to cost less than the micro-purchase threshold, obtain a “fair and reasonable” price.
	Nothing Additional
	No instances of vendors who are listed on GSA’s List of Parties Excluded from Federal Acquisitions Program, being awarded acquisitions.


	
	
	The Contractor shall procure all materials, equipment, and services, including all follow-up, delivery coordination, and other administrative actions necessary to obtain the requirements.

	Nothing Additional
	Competitive prices are obtained for all acquisitions.

	6.5.2
	Continuation

Acquisition of Materials, Equipment, and Services
	The Contractor shall establish and keep updated a status and tracking system for all acquisitions.  The system shall track from receipt of all work requests through close-out of acquisition document.  Documentation in the tracking system shall consist of assigned work request number, date of receipt, date of order; or subcontract placed, order delivery date of completion date, actual receipt date; or completion date, actual delivery date to customer, vendor name and address, dollar amount, and assigned buyer.


	Nothing Additional
	Follow-up of all delinquent orders shall be made within 5 workdays for routine requests and 1 workday for work stoppage requests.

	
	
	The tracking system must be accessible to customers.  The Contractor shall advise the Contracting Officer in writing of the establishment of the tracking system and how customers can access system.
	Nothing Additional
	Input data within one workday after placing order or subcontract and update status of orders (if applicable) on a daily basis.


	
	
	The Contractor shall actively solicit available products containing recovered material that are reasonably priced, available within a reasonable period and meet the requirements in Annex 6, Affirmative Acquisition Program.
	Nothing Additional
	No more than ½ hour response time to customer inquiries.

Establishment NLT 30 days after contract award.


	6.5.2
	Continuation

Acquisition of Materials, Equipment, and Services
	The Contractor shall coordinate with customers to confirm requirements for any item with hazardous content, prior to ordering.  The Contractor shall verify with the vendor that the material being ordered matches the Material Safety Data Sheet information provided on the PR.  Item must be an exact match to the manufacturer and item name.

	
	No incidents of hazardous material purchased unless clearly identified by the Material Safety Data Sheet number on the PR.

	6.5.3
	Material Returns
	The Contractor will create shipping notices for material that needs to be returned to the vendor.  Shipping notices will be forwarded to the Shipping Specialist for processing before 12 noon.  The Contractor will update the MICS system to indicate material return status, modify the Purchase order with information for tracking and update Accounts Payable personnel.

	1,000 notices annually
	Shipping notice created within 1 day of request from customer.

	6.5.4
	Equipment Returns
	The Contractor will ensure a fully documented Form DD1149 accompanies any shipment of SSC Equipment requiring repair, warranty, calibration or replacement including the PO number and return date on the DD1146.

	250 items annually
	

	6.5.5
	Customer Service Desk
	The Contractor shall provide a Customer Service Desk to assist SSC Customers in status of orders, questions, accounting information, vendor queries, etc.
	4,000 customer calls annually
	Respond to each call the same day if received before 3:00 p.m. Respond by 9:00a.m. for calls received after 3:00 p.m.


	6.5.6
	Expediting
	The Contractor shall provide expediting services for high priority requests including those that are safety critical, an availability issue or as identified by the requestor.  

	3,000 line items annually
	As needed

	6.5.7

	Vendor Rating System
	The Contractor will provide a vendor rating system that identifies those vendors who do not perform within acceptable guidelines and what improvements need to be made for their retention to serve SSC customers.  A Vendor Rating Team will need to be formed and data including late delivery, quality of product, responsiveness, accuracy, etc. will be reviewed and a score given to each vendor.  The Contractor shall provide information to the vendor to correct performance and/or suspend vendors who have demonstrated an inability to perform within published guidelines.

	Quarterly Team Meeting
	Hold the meeting by the 10th of the month following the end of the quarter.

	6.5.8

	Establish New Vendors
	The Contractor will establish a process by which new vendors are sought to fulfill procurement guidelines based on business size.  Records will be maintained of progress in meeting the procurement goals as well as the pertinent data surrounding each vendor’s capability to meet affirmative procurement guidelines, business size, etc.

	500 new vendors annually
	

	6.5.9
	Supplier Corrective Action Reports
	The Contractor shall respond to Supplier Corrective Action Reports as written by the Quality Assurance (QA) office and act as a liaison between QA and the vendor.  Stennis Corrective Action Reports (SCARs) are to be resolved within 5 work days from discovery.
	300 annually
	Resolve within 5 work days.


	1
	Supply Management
	25%
	PI, UPI, VCC, RR
	(a)Maintain accurate and timely supply system to include material receipt, warehousing issue and delivery

	50%
	Complies with NASA standard fill rate of 90%
	2

	
	
	
	
	(b)Maintain accurate inventory management system (Inventory Adjustment Voucher’s) IAV’s 
	25%
	Contractor shall ensure integrity of material’s inventory in compliance with NASA Series 4100. No more than .5% of  inventory adjustments on operation errors

	2

	
	
	
	RR
	(c)Maintain timely material receipt processing time
	25%
	Contractor shall comply with NASA standard for receipt processing time of 2 day’s 

	2

	2
	Equipment Management
	25%
	PI, UPI, VCC, RR
	(a)Maintain accurate, timely equipment management system to include:  Equipment Control Re-utilization and Disposal
	50%
	Contractor shall process equipment transactions within 5 workdays of receipt.  Actions to be processed into appropriate NASA property system (NEMS) equipment control (NPDMS) re-utilization and disposal.  No more than 20% of transactions may exceed 5 workdays for input

	2

	
	
	
	
	(b)Contractor shall develop and administer procedures to safeguard from loss and/or destruction the IAGP property assigned to the contractor.
	25%
	Contractor shall not lose and/or damage government property.  Loss rate shall be no more that .5% of each account inventoried

	1

	
	
	
	
	(c) Contractor shall stay within dollar limitation for repair and maintenance of IAGP (class exception).

	25%
	Dollar limitation schedule not exceeded 10% of schedule
	2

	3
	General Transportation Services
	25%
	PI, UPI, VCC RR
	(a)Contractor shall pick up, deliver, load, transport, unload, and/or rearrange between and within SSC, government equipment, materials, and supply items.
	50%
	Contractor shall schedule and accomplish each work order as per due date requested by the customer.  If no due date accomplish within 5 workdays.
	No more than 20% of deliveries, moves may exceed scheduled due date


	
	
	
	
	(b)Contractor shall provide safe, courteous, timely taxi, visitor center and passenger shuttle services.
	50%
	Safe, courteous passenger transportation services shall be performed on date and time requested by customers.  Taxi shall respond within 15 minutes of call.
	2

	4
	Acquisition Management (Acquire Materials, Supplies, and Services)
	25%
	PI, UPI, RR
	Respond to Material Request (MR)
	100%
	Order is placed within number of days after receipt of MR:

LEVEL I:    2 workdays

LEVEL II:   5 workdays

LEVEL III: 10 workdays

LEVEL IV: 14 workdays

LEVEL V:  30 workdays


	No more than 10% can exceed standard.
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