RFP – NNJ07191172R (Amendment 02)
ATTACHEMENT J-2

	DATA REQUIREMENTS LIST (DRL)

(Based on JSC-STD-123.  See work page for instructions.)



	

	a.  Title of Contract, Project, SOW, etc.
	b.  Contract/RFP No.
	c.  DRL Date/Mod Date

	Orion Project Integration Contract
	NNJ07191172R
	July 2007

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	OPIC-BM-01
	NF 533 Cost Reporting
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	
	
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	3
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR 

BT/Contract Specialist
LZ/Orion Resources

	Initial NF533Q due within 30 days after ATP
NF533M due not later than 10 working days after close of contractor’s monthly accounting period.

NF533Q Due not later than the 15th day of the month preceding the quarter being reported.

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	OPIC-BM-02
	Workforce Reporting
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	
	
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	3
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR 

BT/Contract Specialist
LZ/Orion Resources

	Initial report shall be submitted within 30 days after authorization to proceed.  Submission frequency is Semi-Annual.  Supplemental reports may be requested. 

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	OPIC-IT-01
	Information Technology (IT) Security
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	
	Management Program Plan
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	1
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR
BT/Contract Specialist 

IM/Chief Information Officer (CIO) Representative to Procurement

	Initial due within 30 days of contract start.


	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	
	
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	OPIC-PM-01
	OPIC Management Plan
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	1
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR
BT/Contract Specialist 


	Initial due with submission of proposal. 

	JSC Form 2323 (Rev May 1, 1991) (MS Word August 1995)

	DATA REQUIREMENTS LIST (DRL)

(Based on JSC-STD-123.  See work page for instructions.)



	

	a.  Title of Contract, Project, SOW, etc.
	b.  Contract/RFP No.
	c.  DRL Date/Mod Date

	Orion Project Integration Contract
	NNJ07191172R
	July 2007

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	
	
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	OPIC-PM-02
	Management Review Products (MRP)
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	2
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR
BT/Contract Specialist 


	Monthly and Quarterly reports required.  

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	
	
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	OPIC-PM-03
	Phase-in Plan
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	1
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR
BT/Contract Specialist 


	Initial due with submission of proposal.  

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	
	
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	OPIC-PR-01
	Contract Close-out Plan
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	2
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR
BT/Contract Specialist 


	One time submittal at CO’s discretion.

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	
	
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	OPIC-PR-02
	Wage/ Salary and Fringe Benefit Data
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	2
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR
BT/Contract Specialist 


	Initial submittal due at end of phase-in period.  Annual updates required 90 days prior to anniversary of contract.

	JSC Form 2323 (Rev May 1, 1991) (MS Word August 1995)


	DATA REQUIREMENTS LIST (DRL)

(Based on JSC-STD-123.  See work page for instructions.)



	

	a.  Title of Contract, Project, SOW, etc.
	b.  Contract/RFP No.
	c.  DRL Date/Mod Date

	Orion Project Integration Contract
	NNJ07191172R
	July 2007

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	OPIC-PR-03
	Organizational Conflict of Interest (OCI)
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	
	Avoidance Plan
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	1
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR
BT/Contract Specialist 


	Initial due with submission of proposal.

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	OPIC-SA-01
	Safety and Health Plan
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	
	
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	1
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	See DRD


	Initial due with submission of proposal.

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	OPIC-SA-02
	Safety and Health Program Self
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	
	Evaluation
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	2
	3

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	ZV/COTR
BT/Contract Specialist 


	Report due annually.

	1.  Line item no.

              
	2.  DRD Title
	3.  Data type:
	 FORMCHECKBOX 

	(1) Written approval


	4.  Frequency
	5.  As-of-date
	6.  1st subm. date
	7.  Copies

	OPIC-SA-03
	Monthly Safety and Health Metrics
	 FORMCHECKBOX 

	(2) Mandatory Submittal
	See Block 9
	See Block 9
	See Block 9
	a.  Type
	b. Number

	
	
	 FORMCHECKBOX 

	(3) Submitted upon request
	
	
	
	2
	6

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	See DRD 
	Report required monthly by the 10th of each month.

	JSC Form 2323 (Rev May 1, 1991) (MS Word August 1995)


1.0
INTRODUCTION
1.1
Scope:  Subject to the Rights in Data clause, this Data Procurement Document (DPD) sets forth the data requirements in each Data Requirements Description (DRD) and shall govern that data required by the DPD for the contract.  The Contractor shall furnish data defined by the DRD's listed on the Data Requirements List (DRL) by category of data, attached hereto, and made a part of this DPD.  Such data shall be prepared, maintained, and delivered to NASA in accordance with the requirements set forth within this DPD.  In cases where data requirements are covered by a Federal Acquisition Regulation (FAR) or NASA FAR Supplement (NFS) regulation or clause, the regulation will take precedence over the DPD, per FAR 52.215-8.
1.2
DPD Description:  This DPD consists of an Introduction, a Statement of General Requirements, DPD maintenance procedures, a DRL, and the DRD's.

1.2.1
General Requirements:  The general requirements, as specified in paragraph 2.0 of this DPD, prescribe those requirements applicable to the preparation, maintenance, and delivery of data that are better defined in aggregate than in the individual DRD's.

1.2.2
Data Requirements List (DRL):  Throughout the performance of the contract, the DRL provides a listing by data category of the data requirements of the DPD.

1.2.2.1     The DRL and the Data Requirements Matrix (DRM) are the same under this contract.

1.2.2.2     The following definitions apply for submission activities:


   Initial – First release of a document.  

   Update – Update to a document.

   Final – Baseline version of the document.  The baseline version of the document shall be maintained and updated as required throughout the life of the contract.

1.2.2.3
   Unless otherwise specified, days called out in the submission matrix are calendar days.

1.2.3
Data Requirements Descriptions (DRD's)
1.2.3.1
Each data requirement listed on the DRL is given complete definition by a DRD. The DRD prescribes content, format, maintenance instructions, and submittal requirements.

1.2.3.2
For the purpose of classification and control, DRD's of this DPD are grouped into the following broad functional data categories:


CATEGORY SYMBOL
DESCRIPTION

BM
Business Management

PM
Program Management


PR
Procurement


   SA



           Safety

1.2.3.3
The symbols representing these data categories form part of the prefix of the DRD identification number.  The numerical characters reflect the DPD number.

1.2.3.4
To facilitate the usage and maintenance of the DPD, the DRD's have been divided into sections in accordance with the above data categories.

1.2.3.5
The DRD's are filed by data category and are in alpha-numeric sequence as listed on the DRL pages that precedes the DRD's.

1.2.4
DPD Maintenance Procedures:  Maintenance procedures define the detailed methods to be employed in maintaining the DPD.  Detailed maintenance procedures are specified in paragraph 3.0 of this DPD.

1.3
Data Types for Contractual Efforts:  The types of data and their contractually applicable requirements for approval and delivery are:


TYPE
DESCRIPTION

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


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


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


4
These data are produced or used during performance of the contract and are retained by the Contractor.  They shall be delivered when NASA requests it according to instructions in the request.  The Contractor shall maintain a list of these data and shall furnish copies of the list to NASA when requested to do so.


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

2.0
STATEMENT OF GENERAL REQUIREMENTS
2.1
Applicable/Reference Documents:  Documents included as applicable documents in this DPD are the issue specified in the Statement of Work, and form a part of the DPD to the extent specified herein.  Applicable documents listed in Item 13.2 of a DRD are applicable only to the preparation of the deliverable documentation described by that DRD.

References to documents other than applicable documents in the data requirements of this DPD may sometimes be utilized, and shall be indicated in 11, Remarks of the DRD.  These do not constitute a contractual obligation on the Contractor.  They are to be used only as a possible example or to provide related information to assist the Contractor in developing a response to that particular data requirement.

2.2
Subcontractor Data Requirements
2.2.1
The Contractor shall specify to subcontractors and vendors, if any, the availability source of all data required for the satisfactory accomplishment of their contracts.  The Contractor shall validate these requirements for documents when appropriate; where the requirement concerns other Contractor data, the Contractor shall provide his subcontractor or vendor with the necessary documents.  All such requests shall be accomplished under the auspices of the Contractor.

2.2.2
Reference to subcontractor data in the Contractor’s responses is permissible, providing the references are adequate and include such identification elements as title, number, revision, etc., and a copy of the referenced data is supplied with the response document at time of delivery to NASA.

2.3
Data Distribution, Format and Transmittal
2.3.1
Distribution:  Distribution of required documentation shall be in quantities determined by the Contracting Officer.  Recipient names and email addresses shall be noted on a separate distribution list to be furnished by the Contracting Officer.  The Contracting Officer’s letter may include other information pertinent to delivery of data, as required.

2.3.2
Format
2.3.2.1
Electronic Format:  Electronic submission of data deliverables is required. Electronic deliverables shall be printable where possible.  The Contractor will not be required to deliver the data in a printable format for data deliverables such as binary executables, CAD models, mathematical models, etc. which are not printable. The versions of all submittals shall be confirmed prior to delivery such that the delivered version corresponds to the intended delivered version.
Data submittals in MS Word, MS Project, Excel or PowerPoint shall consist of a single, searchable Adobe Acrobat PDF file in addition to the native Word, Excel, Project or PowerPoint electronic file(s).  
Where a single native format file is not possible, multiple files may be integrated into a single ZIP file for submission with the concurrence of NASA.  The organization of the contents of the integrated ZIP file must be made readily apparent to the reader, and each file within the integrated product shall be clearly identifiable and traceable within the organization of the integrated product.  

All native format files delivered by the Contractor shall be readable by COTS software.  Where the native file formats are not readable by COTS software, and with the concurrence of the NASA COTR, the Contractor shall deliver the application (source code and executable) required in order to read the native file format.  The preferred format for CAD data will be Pro Engineer.  The Contractor may request an alternative format.  

2.3.2.2
Hardcopy Format:  In addition to the electronic submittal, one hardcopy package of specific data deliverables shall be delivered to the NASA Contracting Officer for the Government contract file.  DRD’s which require hardcopy submittals will indicate this in Item 13.4, Format.  The hardcopy package shall consist of the Contractor’s Transmittal Memo and one copy of the data deliverable.  

2.3.3
Transmittal
2.3.3.1
Data shall be transmitted to NASA via the Integrated Collaborative Environment (ICE) in accordance with Attachment J-6, hardcopy, or other mechanism agreed to by the Contracting Officer, COTR, and Project representatives who are responsible to receive, index, and store the data deliverables.

2.3.3.2
Data Transmittal Package:  Each data transmittal package shall include:

a.
Transmittal memorandum that specifies the meta-data below for each data transmittal:

1.
Contract number.

2.
Data Requirements Description (DRD) number.

3.
DRD data type (specified in Item 3 on the DRD).

4.
Submission date or milestone being satisfied.

5.
Document number and revision.

6.
Document title.

7.
File names of all files being delivered; multiple files per document must be clearly related to the document.

8.
Distribution (as defined by the Contracting Officer’s letter).

9.
Requested response date.

b.
Printable electronic files or hardcopy data.

2.3.4
Use of the ICE Repository:  See J-6, ICE Operating Environment for details on using the ICE repository.

2.4
Printing:  All printing, duplicating, or binding shall be in accordance with NFS 1852.208-81, Restrictions on Printing and Duplicating.  Printing of formal reports and Type 1 and 2 data in book format shall be in accordance with the following general specifications:


a.
Method of reproduction – offset/xerography.


b.
Finished size – 8 1/2” X 11”.


c.
Paper – 20-pound opaque bond.


d.
Cover – Litho cover stock.


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


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


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

2.5
Contractor’s Internal Documents:  The Contractor’s internal documents shall be used to meet the data requirements of this DPD unless a specific format is required by the applicable DRD. The format being used by the Contractor’s internal documents shall be readable by COTS tools. 

2.6
Document Identification:  Type 1 and 2 documents published by the Contractor and submitted in response to the data requirements of this DPD shall be identified within an organized identification numbering system prescribed to NASA by the Contractor and, if applicable, as approved by NASA.  This number, change legend, date, and title constitute the minimum identification of the specific document and shall appear on the cover and title page.  The contract number shall also appear on the cover and title page as separate markings.  The originator and organization shall be included on the title page.  The document number, change legend, and date shall appear on each page of the document.  In the front matter of each document, identify the DPD number and applicable DRD number(s) required for document preparation.  Successive issues or revisions of documents shall be identified in the same manner as the basic issue and shall have appropriate change identification.  Drawings and ECP's are excluded from the marking provisions of this paragraph.  All Type 1 documentation, excluding configuration management requirements, will be marked “PRELIMINARY PENDING NASA APPROVAL,” and once approved shall be reissued with “APPROVED BY NASA” and the date and approval authority annotated on the cover.

2.7
Reference to Other Documents and Data Deliverables in Data Submittals:  All referenced documents shall be made readily available to the cognizant NASA organization upon request.  The Contractor should make sure that the references are available to NASA in a manner which does not incur delays in the use of the response document.  Reference may be made, within one data submittal, to other data submittals delivered in response to this DPD in those cases where the data required by one DRD may have been delivered by the Contractor in response to another DRD.  The reference to previously-submitted data shall include the applicable DRD number, data submittal version date, and location within the referenced document.

2.8
Maintenance of Type 1 Document Submittals
2.8.1
Revisions of Type 1 documentation may be accomplished either by individual page revision or by a complete reissue of the document identified in accordance with requirements of 2.7 above, with the exception of drawings (which shall be revised in accordance with contract configuration management requirements).

2.8.2
Individual page revisions shall be made as deemed necessary by the Contractor or as directed by the Contracting Officer.

2.8.3
A Type 1 document shall be completely reissued when, in the opinion of the Contractor and/or NASA, the document has been revised to the extent that it is unusable in its present state, or when directed by the Contracting Officer.  When complete reissues are made, the entire contents of the document shall be brought up to date and shall incorporate revised pages.  All revisions shall be recorded.  A revision log shall identify complete reissues except for periodic reports and documents which are complete within themselves as final.

2.8.4
Changes of a minor nature to correct obvious typing errors, misspelled words, etc., shall only be made when a technical change is made, unless the accuracy of the document is affected.

2.8.5
All revised pages shall be identified by a revision symbol and a new date.  Each document shall contain a log of revised pages that will identify the revision status of each page with the revision symbol.  This list shall follow the table of contents in each document.  The line or lines revised on a given page shall be designated by the use of vertical line in the margin of the page, and the change authority shall be indicated adjacent to the change..
2.8.6
Contractor Type 1 documents shall not be submitted containing pen and ink markups which correct, add to, or change the text, unless schedule problems exist and approval is obtained in writing from the Contracting Officer.  Such markups, however, shall not exceed 20 percent of the page content and shall be acceptable provided that the reproduced copies are legible.  In addition, hand-drawn schematics, block diagrams, data curves, and similar charts may be used in original reports in lieu of formally prepared art work, as long as legibility of copies is not impaired.  Acceptability will be determined by the Contracting Officer.

3.0
DPD MAINTENANCE PROCEDURES
3.1
NASA-Initiated Change:  New and/or revised data requirements will be incorporated by contract modification to which the new or revised portion of the DPD will be appended.  The Contractor shall notify the Contracting Officer in the event a deliverable data requirement is imposed and is not covered by a DRD, or when a DRD is changed by a contract modification and for which no revision to DPD is appended.  In such cases, the Contractor shall submit the requested changes to NASA for approval.  See paragraph 3.3.1 for change procedures.

3.2
Contractor-Initiated Change:  Contractor-proposed data requirements, or proposed changes to existing requirements shall be submitted to NASA for approval.

3.3
DPD  Change Procedures
3.3.1
Changes to a contractual issue of this DPD will be identified by NASA on the Document Change Log and Page Revision Log.  The actual revised material on the DPD page will be identified by placing a heavy vertical line in the right-hand margin extending the entire length of the change.  In addition, the numerical control number of the contractual direction authorizing the change shall be placed adjacent to the vertical revision line.  These revision identifiers shall be used to reflect the current revision only; any previous symbols on a page will be deleted by the current revision.

3.3.2
The date of the contractual direction paper, e.g., Change Order, Supplemental Agreement, or Contracting Officer’s letter shall be entered under the “Status “ column of the Page Revision Log adjacent to the affected page or DRD number, and in the “as of” block.  The date that was in the “as of” block will be entered in the “Superseding” block.

3.3.3
The Document Change Log entitled “Incorporated Revisions” will be changed to indicate the number, portions affected, and associated Supplemental Agreement number, if applicable.

3.3.4
The Document Change Log entitled “Outstanding Revisions” is changed periodically to indicate outstanding Change Orders and Contracting Officer notification letters.

3.4
DPD Reissues
3.4.1
When conditions warrant, the DPD will be reissued by NASA and will supersede the existing DPD in its entirety.  Reissues will be issued by contractual direction.

3.4.2
All revision symbols (vertical lines and contractual direction control numbers) will be removed from all pages; revision dates shall remain in the Date Revised block on DRD's that have been revised. The issue symbol, which will commence with "A" and progress through "Z," will be entered in the DPD identification block of each DRD page of the DPD.

	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.)

	1.  DRD Title
	2. Date of current version
	3. DRL Line Ite No.
	RFP/Contract No. (Procurement completes)

	NF 533 Cost Reporting
	July 2007
	OPIC-BM-01
	NNJ07191172R

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

	See SCOPE
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical

Administrative

SR&QA

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

	NASA Procedural Requirements (NPR) 9501.2D “NASA Contractor Financial Management Reporting,”
	SOW 1.1.1.1 B
OPIC-BM-02

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



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

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







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






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

CONTENT:

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

NASA is required by law to maintain accrual accounting, which requires cost to be reported in the period in which benefits are received, without regard to time of payment.  Examples of accrual accounting for common cost elements reported on the NF533 follow:

Cost Elements

Definitions

Labor

Reported to NASA as hours are incurred.

Equipment & Materials (commercial off the shelf)

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

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

Leases

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

Travel

Reported to NASA as costs are incurred.

Subcontracts

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

Unfilled Orders

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

Fee

Should be accrued as earned using a consistent and auditable method to determine the amount.  For example:  an acceptable method would be to use historical data to determine the amount to accrue each month.  Fee should be reported on the NF533 following the "Total Cost" line.  Award fee must be reported by the following categories:  Base Fee, Fee Earned, Interim Fee, Provisional Fee, Potential Additional Fee, and Total Fee.  If any of the above fee categories do not pertain, they should not be included in the NF533.

Prompt Payment Discounts

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

The NF533 reports are the official cost documents used at NASA for cost type, price redetermination, and fixed price incentive contracts.  The data contained in the reports must be auditable using Generally Accepted Accounting Principles.  Supplemental cost reports submitted in addition to the NF533 must be reconcilable to the NF533. 

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

FORMAT:

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

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

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

Prior period cost adjustments should be reported in column 7a and 7c of NF533M and column 7a of the NF533Q with a footnote discussing the reasons for and amounts of the adjustments.

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

Electronic NF533 Requirement




In addition to submitting the NF533M or NF533Q in a hardcopy format, the contractor, upon request, shall submit the NF533 electronically by the same due date as the hardcopy.  The data shall be submitted via email using the Government prescribed flat file format (see attached Agency Defined File Format for an example of the layout details) and shall include the following header information from the hardcopy.

Data Element
Description
Contract Number

NASA assigned contract number

Modification Number

Latest definitive Modification Number

Accrual Date

Date the data was generated for

Report Period End Date

Period ending date of the NF533

Operating Days

Number of operating days for the current NF533

Date Received/Submitted

Date the report is submitted

CCR Format

Monthly (NF533M) or Quarterly (NF533Q)

Cost Unit of Measure

Unit of measure used to report cost on the NF533 report

HR/WYE Unit of Measure

Unit of measure used to report Hours/Work Year Equivalents (WYEs) on the NF533 report

Authorized Contractor Representative

Name of Contractor Approving Officer

Authorized Contractor Representative

Date Signed

Date the NF533 is approved and signed by the authorized Contractor Representative

Monthly Grand Total Cost Incurred (7a)

Grand Total Actual Monthly cost for the prior month (column 7a on the NF533)

Monthly Grand Total HR/WYE (7a)

Grand Total Actual monthly hours/WYEs for the prior month (column 7a on the NF533)

Monthly Grand Total Cost Planned (7b)

Prior month planned cost (column 7b on the NF533)

Grand Total Cost Incurred ITD (7c)

Grand total contract cost from Inception to Date (ITD) (column 7c on the NF533)

Grand Total Planned Cost (7d)

Grand total planned contract cost (column 7d on the NF533)

Grand Total Estimated Cost (8a)

Grand total current month cost estimate (column 8a on the NF533)

Grand Total Estimated HR/WYE (8a)

Grand total current month HR/WYE estimate (column 8a on the NF533)

Grand Total Next Month Estimated Cost (8b)

Grand total next month cost estimate (column 8b on the NF533)

Grand Total Balance of Contract (8c)

Contract Balance for the remaining estimate to complete (column 8c on the NF533)

Grand Total Contractor Estimate (9a)

Contractor estimate to complete entire scope of contract (column 9a on the NF533)

Grand Total Contract Value (9b)

Contractor distribution of contract value by the reporting categories (column 9b on the NF533)

Grand Total Unfilled Orders Outstanding (10)

Unfilled order outstanding at the end of the reporting period (column 10 on the NF533)

The flat file will also contain detail information for each Reporting Category (RC).  A Reporting Category correlates to a task order, delivery order, or Work Breakdown Structure (WBS) and is the level at which cost is reported.  Each RC can have Sub-Reporting Category line items (detailed cost elements) that add up to a RC.  The Contractor is required to coordinate with the NASA Resource Analyst assigned to the contract in order to establish and maintain the Reporting Categories the contractor shall use to comply with this data requirement.  The chart below describes the data elements to be included in this section of the flat file (see attached Agency Defined File Format for specific layout details).




Data Element Name

Description

Reporting Category (RC)
Task, Delivery Order, Work Breakdown Structure
Cost Incurred for Month (7a)
Prior month actual cost incurred for each RC (column 7a on NF533)
HR/WYE Incurred for Month (7a)
Prior month actual HR/WYE incurred for each RC (column 7a on NF533)
Contract prior month planned cost (7b)
Planned cost for prior month for each RC (column 7b on NF533)
Contract ITD cost (7c)
Contract ITD cost for each RC (column 7c on NF533)
Contract planned ITD cost (7d)
Contract planned ITD cost for each RC (column 7d on NF533)
Current month estimated cost (8a)
Cost estimate for the current month for each RC (column 8a on NF533)
Current month estimated HR/WYE (8a)


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

Next month estimated cost (8b)

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

Balance of Contract (8c)

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

Contractor Estimate (9a)

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

Contract Value (9b)

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

Unfilled orders outstanding (10)

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

Reporting Category level

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

Reporting Category Identifier

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

Category

The flat file shall be saved as a text file with no extension (do not include .txt after the file name) and named in strict accordance with the specific format described in the attached Agency Defined File Format document.

Distribution:

LF6
Cost Accounting (1 hardcopy)

_____
Contracting Officer (1 hardcopy)

 _____
Budget/Program Analyst (1 hardcopy)

_____ 
Technical (1 hardcopy)

_____ 
Upon Request, E-Mail Account (1 electronic copy)

File names must be provided in a specific format.  Each file name will begin with the SAP 2 Character center abbreviation listed below.  The contract number and date will be included in the file name as well.  Below is a sample file name.

MACFPS001_NAS00-0001_yyyy_mm_dd



SAP 2 Charter Center Abbreviations


Headquarters
HQ

Dryden

DR


Marshall
MA

Goddard
GO


Ames

AM

Stennis
ST


Glenn

GL

Johnson
JO


Langley
LA

Kennedy
KE

MAINTENANCE:
See DRL

The due dates reflect the date the NF533 reports are received by personnel on the distribution list, not the date the reports are generated or mailed by the contractor.  It is critical that the NF533 reports are submitted in a timely manner to ensure adequate time for NASA to analyze and record the cost into the NASA accounting system.
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Approved OMB # 2700-0003

To: From: 3.Contract Value

 

a. Cost b. Fee:

 

 

a. Type: b. Contract Number and Latest Amendment Number 4.Fund Limitation:

  

 

1.Description DATE 5. Billing

     of c. Scope of Work: d. Auth. Contr. Rep.(Signature)

  Contract a. Invoice Amts. Billed b. Total Pyts. Recvd.

7. COST INCURRED/HOURS WORKED 8. ESTIMATED COST/HOURS TO COMPLETE 9. ESTIMATED FINAL

DURING MONTH CUM TO DATE DETAIL Balance Total EAC for COST/HOURS  UNFILLED

COST   CURR MTH   NEXT MTH  of Current Current  BALANCE   TOTAL   TOTAL   ORDERS

               ACTUAL   PLAN   ACTUAL   PLAN  Estimate Estimate Fiscal Year Fiscal Year  OF   CONTRACT   CONTRACT   OUTSTAND

Reporting Category  (Bal thru Sept 30) (Oct 1 - Sept 30)  CONTRACT   EAC   VALUES 

6 7a 7b 7c 7d 8a 8b 8c 8d 8e 9a 9b 10

DIRECT LABOR :

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

Other Direct Costs:

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

TOTAL DIRECT COSTS 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

OVERHEAD 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

G&A 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

TOTAL:  INDIRECT COST  0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

TOTAL: TOTAL COST                      0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

 

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

FEE 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

TOTAL: COST PLUS FEE                   0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
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Approved OMB # 2700-0003

TO: FROM: 3.CONTRACT VALUE

 

a. COST b. FEE

 

$

$

a. TYPE b. CONTRACT NO. AND LATEST DEFINITIZED MODIFICATION NO. 4. FUND LIMITATION

  

  $

1. DESCRIPTION

OF c. SCOPE OF WORK d. AUTHORIZED CONTRACTOR REPRESENTATIVE (Signature) DATE 5. BILLING

CONTRACT a. INVOICE AMTS. BILLED b. TOTAL PYTS. REC'D.

$ $

COST  CUMULATIVE 10. ESTIMATED  11. UNFILLED

              ACTUAL CURRENT  CUMULATIVE MONTH MONTH MONTH QUARTER QUARTER QUARTER BALANCE OF NEXT BALANCE OF TOTAL TO CONTRACTOR  CONTRACT  COMPLETION  ORDERS

6. REPORTING CATEGORY THROUGH PRIOR  MONTH ESTIMATE TO FY- FY- CONTRACT COMPLETE ESTIMATE VALUE DATE  OUTSTAND

MONTH ESTIMATE DATE

7a 7b 7c 8a. 8b. 8c. 8d. 8e. 8f. 8g. 8h. 8i. 8j. 9a 9b

DIRECT LABOR :

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

OTHER DIRECT COSTS:

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

TOTAL DIRECT COSTS 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

OVERHEAD 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

G&A 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

TOTAL:  INDIRECT COST  0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

TOTAL COST                      0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

FEE 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

TOTAL: COST PLUS FEE                   0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

                                               

7. COST INCURRED/HOURS WORKED 8. ESTIMATED COST/HOURS TO COMPLETE

9. ESTIMATED FINAL

COST/HOURS



	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.) 

	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Workforce Reporting
	July 2007
	OPIC-BM-02
	NNJ07191172R

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

	The report is used by NASA to provide workforce information to center management.  The supplemental report is used by NASA Headquarters to support congressional inquiries
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical

Administrative

SR&QA

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

	
	Parent SOW Paragraph: 1.1.1.1, 
NF 533 Cost Reporting, OPIC-BM-01

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

	SCOPE:  The reports provide workforce data by geographic location.
CONTENT:  The nominal workforce report should provide Equivalent Personnel (EPs) by location,  specifically on or near site (NASA center), and by state for workforce outside of the responsible NASA center area.  The report shall include contract labor, subcontract labor, and purchased labor.  The data shall be reconcilable to other financial deliverables, specifically the NF 533.  The content and frequency of the supplemental workforce report may vary based on specific direction provided by NASA Headquarters to support congressional inquiries.  It’s most common form is an annual request to provide workforce data by state, congressional district, or Zip Code.
FORMAT:  Specific formatting will be mutually agreed upon by the Contractor and NASA.  
DELIVERY AND MAINTENANCE:  Initial report submitted within 30 days after authorization to proceed.  Submission frequency is semi-annual.  Supplemental reports may be requested.  



	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.)

	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Information Technology (IT) Security Management Program  Plan
	July 2007
	OPIC-IT-01
	NNJ07191172R

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

	The contractor shall be responsible for Information Technology Security for all systems connected to a NASA network or operated by a NASA contractor. This plan will ensure contractor awareness and compliance with the NASA regulations.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical

Administrative

SR&QA

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

	NFS 1852.204-76, Security Requirements for Unclassified Information Technology Resources (May 2007)
	

	8.  Preparation Information (Include complete instructions for document preparation)
a. Data Type – 1-Written Approval by the Contracting Officer is required before contractor implementation of the IT Security Management Program Plan.

b. Scope: The contractor shall submit an IT security management program plan for its unclassified technology information resources. This program plan shall describe the processes and procedures that will be followed to ensure appropriate security of IT resources that are developed, processed, or used under this contract. The Contractor’s IT security management program plan shall be compliant with the IT security requirements in accordance with Federal and NASA policies as referenced in OMB Circular A-130 (Management of Federal Information Resources), NPR 2810.1A (Security of Information Technology), and NPR 1620.1 (Security Procedures and Guidelines).  See the CIO-Procurement Website for any supporting documentation.

i)
IT SECURITY PLAN(S)  

The contractor shall have a line manager who is responsible for the contractor’s systems in accordance with the definitions set forth in NPR 2810.1A. The IT security plan shall be kept up to date as changes to the baseline configuration of the system occur and shall be documented in the IT Security Plan.

Note:  An IT Security Plan is specific to a system or group of systems, while an IT Security Management Program Plan is defined as the elements a contractor has outlined  to meet the IT Security requirements for interfacing with other contractors and NASA, training requirements and meeting the requirements in NPR 2810.1A.  

ii)
TRAINING

Per NPD 2810.1A, the contractor shall provide evidence that periodic IT security awareness training has been met for all on-site contractors. The contractor shall submit periodic reports (as requested by the CO) detailing the overall status of the annual training program. The Annual training program is defined as the period from Oct. 1st through Sept. 30th.  

iii) INFORMATION ON EMPLOYEES IN SENSITIVE AUTOMATED INFORMATION SYSTEMS (AIS) 


POSITIONS/ASSIGNMENTS REPORT

The contractor shall submit an annual report on employees in sensitive IT positions/assignments which shall include information for personnel screening as required by the NASA Procurement Information Circular (PIC) 02-04, NPR 2810.1A, and NPR 1600.1 on position risk. This report shall  be compiled on an annual basis. 

A list of all lead system administrators shall be updated by September 30 every year. This list will be used to ensure the contractor, as outlined in PN 04-03, has met the system administrator certification requirements.

iv)
SYSTEM ADMINISTRATORS

Within 30 days after contract award or notification from the Contracting Officer that a plan is required, system administrators shall be identified and their names submitted to the Contracting Officer and CIO Representative for Procurement.  

c. Format – Electronic Format consistent with NPR 2810.1A.

d. Submission-

i) Initial: 30 days after contract start
ii) Approval: 60 days after contract start
iii) Frequency: Document shall be submitted annually by September 30 
e. Distribution- for all aforementioned reports/plans:
COTR

BT/Contract Specialist

IM/Chief Information Officer (CIO) Representative to Procurement

f. Maintenance- Revisions shall be incorporated by change page or complete reissue.
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	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.)

	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	OPIC Management Plan
	July 2007
	OPIC-PM-01
	NNJ07191172R

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

	To enable NASA to evaluate the contractor’s management organization, approach, processes, and systems.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical

Administrative

SR&QA

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

	
	Clause H.1, Export Licenses Requirements
DRD OPIC-PM-02 (IMRP)

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

	SCOPE: The OPIC Management Plan shall describe the basis for the contractor’s management organization, approach, and processes.  It shall provide a comprehensive integration of all management systems of the prime and subcontractors.  The plan shall include those processes specifically required to accomplish the Statement of Work, as well as those systems and procedures that are to be set in place by the contractor.  The OPIC Management Plan shall describe the contractor’s approach for accomplishing contract requirements while adhering to all applicable laws, regulations, and directives.

The following items shall be addressed in this plan:

(i) Describe your overall management approach to fulfilling all contract requirements including your approach for managing and integrating performance of the IDIQ task orders.

(ii) Describe how your overall approach creates an efficient and effective interface to the Government in the management and communication of Statement of Work tasks and priorities.  Considering the dynamic nature of Orion Project operations, include a description of how you plan to provide a balanced, coordinated, and proactive approach to management of the IDIQ SOW requirements, contract schedules and deliverables.  Describe how you will communicate and obtain Government concurrence with changing priorities and workforce adjustments.

(iii) Include your processes and plans for coordinating and interfacing with other Constellation contractors and establishing Associate Contractor Agreements (ACAs). Additionally, in the event that you propose to involve other organizations in conducting this work, their relationships shall be explained, and their proposed contributions to the work shall be identified and integrated into each part of the proposal, as appropriate.

(iv) Describe your overall proposed organizational structure, including a chart depicting the proposed organization, and provide the rationale for its application to the contract requirements. Describe the organizational elements within the overall organization considered most critical to satisfactory accomplishment of all performance requirements and provide rationale as to why these are judged most critical within the framework of the overall organization.  Provide supporting rationale that demonstrates the proposed organizational approach will ensure success in each of the critical areas identified.

(v) Describe the management processes you will use to accurately identify, monitor, and control cost, schedule, and technical risks.  Identify any specific risks relative to performance of work under the SOW and any plans to mitigate those risks.  

(vi) Describe your plan for work definition and authorization, scheduling, budgeting, data accumulation, Safety and Mission Assurance, Program recovery process, subcontract management, material control, indirect cost management, baseline control, and organization structure.

(vii) Identify the stakeholders and describe how you will measure and report overall customer satisfaction for key SOW functional areas. Describe how you plan to develop and maintain customer relationships.  Describe the steps that you will take to ensure that customer interactions are positive (e.g., meeting contract requirements in a friendly, professional manner).  Describe the steps that you will take, if any, to continuously improve overall customer satisfaction.

FORMAT: Contractor’s format is acceptable.
DELIVERY AND MAINTENANCE:  Initial submittal due with proposal submission.  Changes shall be incorporated as required by change page or complete reissue.



	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.)

	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Integrated Management Review Products (IMRP)
	July 2007
	OPIC-PM-02
	NNJ07191172R

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

	These packages support the monthly and quarterly management reviews of costs, schedule, and technical performance.  The format provides a standardized approach for review materials.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical
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SR&QA

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

	NPR 7120.5D and NPR 9501.2
	OPIC-PM-01

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

	SCOPE:  These data packages document the integrated management reviews of the cost, schedule, and technical performance on the contract.  There are two types of reviews:  monthly and quarterly.
CONTENT:  These packages support the monthly and quarterly management reviews of cost, schedule, and technical performance.   The metrics shall be developed and defined by the contractor with concurrence from the Government.  Metrics that effectively indicate the level of success in the execution of contract requirements and the status of the contractor’s achievement against the performance standards contained within this statement of work or elsewhere in this contract shall be presented at project reviews with the COTR and CO.   The format provides a standardized approach for review materials.

The Monthly Integrated Review package:

· Stoplight Status of fiscal year cost, schedule, and technical performance.

· Summary status of risks and opportunities

· Fiscal year cost and workforce summaries

· Cumulative variance explanations (to fiscal year plan) and End-Of-Year trend variance explanations.

· Major Contract Milestone Schedule – 90 Day
The Quarterly Integrated Review Package:

· Provide the FY forecast vs budget data per specified format.

FORMAT: Specific formatting to be mutually agreed upon by NASA and the Contractor.
DELIVERY AND MAINTENANCE: Monthly and Quarterly reports required.  Changes shall be incorporated as required by change page or complete reissue. 


	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.)

	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Phase-in Plan
	July 2007
	OPIC-PM-03
	NNJ07191172R

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

	This data package documents the contractors approach at contract phase-in.
	 FORMCHECKBOX 
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	Technical
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	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRDs) (Optional)

	Clause F.5
	

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

	SCOPE:  This data package documents the contractors approach at contract phase-in.

CONTENT:  The Contractor is expected to meet full performance requirements from the start date of the base contract period. Prior to performance of services ordered by the government under this contract, the Contractor shall accomplish all tasks required to begin work ordered under this contract.  

Some examples of activities that remain the sole responsibility of the Contractor include managing transition activities, hiring personnel, obtaining personnel badges and clearances, training personnel, scheduling the performance of ordered work, ensuring approval of safety plan, and compliance with contractual data requirements.

Offeror shall submit a Phase-In Plan discussing your approach for transitioning current Crew Exploration Vehicle Project Office contract activities from the current contract performance received under Task Order T-502x with SAIC, and implementing proposed processes and strategies for effecting a smooth transition. The plan should contain, at a minimum, the following information with rationale:

(i) A plan for ensuring a smooth phase-in consistent with maintaining efficient continuity of services within the Crew Exploration Vehicle Project Office for the 30-day period prior to contract start. 

(ii) Provide a schedule for all phase-in steps/milestones to be accomplished, and your approach to how the schedule will be met.  Included in the schedule shall be a plan to support the proposal to, and negotiation of, the first task order to be placed under the resultant contract.  

(iii) Plans for training your personnel.

(iv) Plans for badging and personnel clearances.

(v) Relationships during phase-in with incumbent contractors and NASA, including support, resources, and interfaces expected from each.

(vi) Proposed Firm Fixed Price for your Phase-in Plan, in accordance with the Cost/Price Proposal Instructions and Excel Pricing Template “Phase-In Plan” (L.22 and Attachment L-3) and that reconciles to contract clause F.5.

FORMAT: Contractor’s format is acceptable. 
DELIVERY AND MAINTENANCE:  Initial delivery due with proposal.  Changes shall be incorporated as required by change page or complete reissue. 


	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.)

	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Contract Close-out Plan
	July 2007
	OPIC-PR-01
	NNJ07191172R

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

	Provide content and format requirements for delivery to NASA of all analytical models, tools, supporting documentation, equipment and resource/cost information used to perform future reprocurement activities   Note:  This data may be disclosed to competing offerors in the future.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

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

	Clause F.7
	SOW 1.1.1.1

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

	SCOPE: This plan shall provide the details necessary to transition the contract to any follow-on contract and to close out the existing contract.
CONTENT: The content of the deliverables shall include:

(a)
Implementation Strategy

(b)
Task description and schedule

(c)
Staffing profile

d)
Cost Estimate, including the following:

1. Labor resources:

a. List of all direct labor skills by labor category segregrated by current Work Breakdown Structure (WBS)

b. An estimate of the number of indirect labor skills such as business or computer support normally charged through an indirect expense pool or through a service center expense

c. Current annual average wage rates for each labor category and when these wages were last adjusted for escalation.  Also indicate whether any adjustments are projected to be made prior to contract expiration

d. The number of FTEs (Full Time Equivalents) and the estimated number of productive hours for each labor category currently on contract, segregated by current WBS

e. Senority level of all skills on the current contract

2. Non-labor resources:

a. List of all materials, equipment, travel, supplies, etc., and the incurred annual cost by WBS

b. Provide a discussion associated with the major items identified above, such as the materials estimate includes a prompt payment discount of TBD% due to large volume discounts you have negoiated with your vendors.

3. The projected liability cost associated with unused accrued paid leave associated with non-exempt personnel.  Provide a copy of any Collective Bargaining Agreements in place and a current status of any upcoming negotiations with a union.

4. Equipment (additional information to that listed in #2, a., above):

List of all contractor-owned equipment (at the time of delivery of this DRD) being used in the performance of the contract.  The list of equipment shall include:

a. Description of the equipment (include make and model #)

b. Location of the equipment (address, builidng and room #)

c. Date purchased

d. Purchase price of the equipment

e. Current depreciated value of the equipment
FORMAT:  Contractor’s format is acceptable
DELIVERY AND MAINTENANCE: Delivery is one time at CO’s discretion.  


	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.)

	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Wage/Salary and Fringe Benefit Data
	July 2007
	OPIC-PR-02
	NNJ07191172R

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

	The Wage/Salary and Fringe Benefit Data will be used by the NASA Contracting Officer and the Contract Labor Relations Office to provide the necessary data for submittal of Standard Form (SF) 98, Notice of Intention to Make a Service Contract and Response to Notice, to the Department of Labor, and to assist in the monitoring of Service Contract Act compliance.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

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

	
	FAR 52.222-41

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

	SCOPE: The Wage/Salary and Fringe Benefit Data must be submitted by the Contractor, and any subcontractors which are subject to the provisions of the Service Contract Act, to the Contracting Federal Agency.  This requirement is in accordance with FAR regulations 22.1007 and 22.1008.
CONTENT: The Wage/Salary and Fringe Benefit Data should contain the data included in the enclosed DRD forms, titled “Wage/Salary Rate Information”, “Fringe Benefit for Service Employees”, and “Fringe Benefits per Collective Bargaining Agreement”.  The Wage/Salary Rate Information shall contain a listing of all exempt and nonexempt labor classifications working on the contract.  Separate forms should be utilized for classifications working in different geographic areas and for each subcontractor.  Wage determination numbers, appropriation labor organization names, and subcontractor names, must be reflected.  All nonexempt labor classifications must be matched to wage determination classes or to Collective Bargaining Agreement (CBA) classifications if union represented employees are working on the contract.  Annotate exempt or nonexempt and union or nonunion.  The current hourly rates should reflect the actual lowest and highest paid employees, along with a computed average rate.  State the number of employees working in each category.  Separate Fringe Benefit forms should be completed for nonrepresented classifications and for each separate CBA, if applicable.  A separate form must be completed for the prime and each subcontractor.  Three hardcopies and one electronic copy of each Collective Bargaining Agreement are required if organized labor is represented on your contract.
FORMAT: The Wage/Salary and Fringe Benefit Data should be in a format substantially the same as enclosed with this DRD. (Forms 2, 3, and 3A)

DELIVERY AND MAINTENANCE: Initial submission start of contract at end of phase in period.  Annual submission required 90 days prior to the anniversary date of the contract.  Changes shall be incorporated as required by change page or complete reissue.




DRD Form 2
	WORK SHEET FOR SF-98 DATA
	
	
	
	

	WAGE RATE INFORMATION
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 CONTRACTORS LABOR 
	 WAGE DETERMINATION 
	 EXEMPT OF 
	 UNION OR 
	 CURRENT HOURLY 
	 MYE NO OF 

	 CLASSIFICATION 
	 CLASSIFICATION 
	 NONEXEMPT 
	 NONUNION 
	 RATE 
	 EMPLOYEES 

	
	
	
	
	
	

	Illustration of required data:
	
	
	
	
	

	
	
	
	
	
	

	Project Manager
	Not Required
	E
	N
	$40.00 
	1

	Supervisor
	Not Required
	E
	N
	$32.00 
	1

	Electrical Engineer
	Not Required
	E
	N
	 $26.50 - 30.00 
	3

	Engineering Tech, Jr
	Engineering Tech, I
	N
	N
	 $16.59 - 18.00 
	12

	Electrical Technician
	Electronics Tech Maint II
	N
	U
	 $21.33 - $24.00 
	4

	Secretary
	Secretary I
	N
	N
	 $14.67 - $17.50 
	2

	File Clerk
	General Clerk II
	N
	N
	$12.97 
	1

	Clerical Data Entry
	Word Processor I
	N
	N
	 $11.45 - $12.90 
	3

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

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

	All contractor labor classifications must be matched to wage determination classes listed in CBA's represented classes

	or classes shown in WD 2005-2516 for nonrepresented classes.
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 CONTRACTORS LABOR 
	 WAGE DETERMINATION 
	 EXEMPT OF 
	 UNION OR 
	 CURRENT HOURLY 
	 MYE NO OF 

	 CLASSIFICATION 
	 CLASSIFICATION 
	 NONEXEMPT 
	 NONUNION 
	 RATE 
	 EMPLOYEES 
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FRINGE BENEFITS PER COLLECTIVE BARGAINING AGREEMENT

For period from _______________________ to _______________________________

Contractor:

Contract Number:

Number of employees in bargaining unit _________________

Total number of employees on contract __________________

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

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







Coverage

Average



Item



Provided

Hourly Cost







(Yes or No)


a. Life Insurance


b. Accidental Death


c. Disability


d. Medical and Hospital


e. Dental


 f. Retirement Plan


g. Savings/Thrift Plan


h. Sick Leave


 i. Tuition


 j. Other (Describe)

FORM 3

Page 2 of 2

3.
Paid Absences:






Service Requirement

Days per Year


a. Vacation


b. Holiday


c. Sick Leave


d. Jury Leave


e. Funeral Leave


f. Military Leave


g. Other (Describe)

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

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

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

​​​​​​​​​​​_________________________________________________

___________


Signature of Company Representative




Date

FORM 3A

Page 1 of 1

FRINGE BENEFITS FOR SERVICE EMPLOYEES

For Period from ______________________ to ___________________________

Contractor:

Number of nonexempt employees on contract: ___________________________

Total number of employees on contract:  ________________________________

1.
Health and Welfare Items and Other Fringe Items:


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


Item



Coverage


Average






Provided


Hourly Cost

a. Life Insurance


b. Accidental Death


c. Disability


d. Medical & Hospital


e. Dental


 f. Retirement Plan


g. Savings/Thrift Plan


h. Sick Leave


 i. Tuition Reimbursement


 j. Other (Describe)

2.
Paid Absences






Service Requirement
Days per Year

a. Vacation


b. Holidays


c. Sick Leave


d. Jury Leave


e. Funeral Leave


 f. Military Leave

 
g. Other (Describe)

__________________________________

_______________________

Signature of Company Representative

Date       

	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.)

	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Organization Conflict of Interest (OCI) Avoidance Plan
	July 2007
	OPIC-PR-03
	NNJ07191172R

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

	To ensure that organizational conflicts of interests are mitigated
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical

Administrative

SR&QA

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

	
	SOW 1.1.1.1

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

	SCOPE: In accordance with NFS 1852.237-72, Access to Sensitive Information, and NFS 1852.237-73, Release of Sensitive Information, the Contractor shall deliver a Conflict of Interest Avoidance Plan with submission of the proposal.  Revisions required as necessary.
CONTENT: The Conflict of Interest Avoidance Plan shall discuss the following:

(i) Safeguards for ensuring sensitive information coming into the Contractor’s possession is used only for the purposes of performing the services specified in this contract, and not to alter the Contractor’s competitive position in another procurement. 

(ii) Safeguards for sensitive information coming into its possession from unauthorized use and disclosure. 

(iii) Safeguards for allowing access to sensitive information only to those employees that need it to perform services under this contract.  

(iv) Mitigation precluding access and disclosure of sensitive information to persons and entities outside of the Contractor’s organization.

(v) Training of employees who may require access to sensitive information about their obligations to utilize it only to perform the services specified in this contract and to safeguard it from unauthorized use and disclosure.  

(vi) Plans to obtain a written affirmation from each employee that he/she has received and will comply with training on the authorized uses and mandatory protections of sensitive information needed in performing this contract.

(vii) Strict segregation/firewall of all personnel having access to sensitive information, including identification by name of those individuals who have been segregated for purposes of accessing sensitive information.  The Contractor shall keep this list current and make this list available to the Government.  Individuals on this list shall be employees with a “need to know.”  Disclosure of sensitive information to non-Government individuals not on this list is strictly prohibited.  
(viii) Safeguards and or mitigation for any other situation unique to the offeror’s circumstances that involves access to sensitive information.  
FORMAT: The report shall be provided in a business style report to be delivered in a format compatible with standard JSC office software loads such as Microsoft Office Suite (compatible with Office 2003).
DELIVERY AND MAINTENANCE: The OCI Avoidance Plan is a one-time delivery with submission of proposal.  Revisions incorporated as required by change page or complete reissue.  


	DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC-STD-123.  See work page for instructions.)

	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Safety and Health Plan
	July 2007
	OPIC-SA-01
	NNJ07191172R

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

	Establishes Safety, Health, and Environmental Compliance Plan for Contractors providing support to JSC organizations

***The Office of Primary Responsibility for this DRD is the JSC Safety and Test Operations Division
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

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

	OSHA TED 8.4, Voluntary Protection Plan (VPP) Policies and Procedures Manual 

JSC 17773, Instructions for Preparation of Hazard Analysis for JSC Ground Operations 

JPR 1700.1 JSC Safety and Health Handbook


	Safety and Health Program Self Evaluation


	c.
The quantity of each material normally kept at each location (number of containers, container size, type container, unit of measure, conversion factor, storage temp & pressure, physical state/form, specific gravity, total pounds).

d.
Peak quantity stored.

e.
Actual or estimated rate of annual usage of each chemical.

1.10
Government Access to Safety and Health Program Documentation

1.10.1
The Contractor shall recognize, in its plan, that all safety, health, and environmental documentation (including relevant personnel records) be available for inspection or audit at the Government’s request.  Electronic access by the Government to this data is preferred as long as Privacy Act requirements are met and Government safety and health professionals and their representatives have full and unimpeded access for review and audit purposes.  For Contractor activities conducted on NASA property, the Contractor will identify what records will made available to the Government in accordance with the criteria of OSHA as implemented in JPR 1700.1, “JSC Safety and Health Handbook”, as revised.  For the purpose of this plan, safety, health, and environmental compliance documentation includes but is not limited to:  logs, records, minutes, procedures, checklists, statistics, reports, analyses, notes, or other written or electronic document which contains in whole or in part any subject matter pertinent to safety, health, environmental protection, or emergency preparedness.

1.11
Review and Modification of Safety Requirements

1.11.1
The Contractor may be requested to participate in the review and modification of safety requirements that are to be implemented by the Government including any referenced documents therein.  This review activity will be implemented at the direction of the NASA *COTR in accordance with established NASA directives and procedures.

1.12
Procurement

1.12.1
Identify procedures used to assure that procurements are reviewed for safety, health and environmental compliance considerations and that specifications contain appropriate safety criteria and instructions.  Set forth authority and responsibility to assure that safety tasks are clearly stated in subcontracts.

1.12.2
Certified Professional Resources

1.12.2.1
Discuss your access to certified professional resources for safety, health, and environmental protection.  Discuss their roles in motivation/awareness, worksite analysis, hazard prevention and control, and training.

2.1
Worksite Analysis

2.1.1
Contractor worksite hazards shall be systematically identified through a combination of surveys, analyses, and inspections of the workplace, investigations of mishaps and close calls, and the collection and trend analysis of safety and health data such as:  records of occupational injuries and illnesses, findings and observations from preventive maintenance activities, reports on hazardous substance spills and inadvertent releases to the environment, facilities related incidents related to partial or full loss of systems functions; etc.  Describe how hazards identified by any of the techniques identified below shall be ranked, processed, and mitigated in accordance with JPR 1700.1.  All hazards on NASA property, which are immediately dangerous to life or health, shall be reported immediately to the Occupational Safety Office.  All safety engineering products that address operations, equipment, etc., on NASA property will be subject to JSC Safety and Test Operations Division review and concurrence unless otherwise waived by the JSC Occupational Safety Office.

2.2
Industrial Hygiene

2.2.1
Describe your industrial hygiene program and how it will be coordinated with the JSC Government provided resources for industrial hygiene.  In the event corporate resources are used to determine workplace exposures, copies of all monitoring data shall be provided to JSC Occupational Health within 15 days of receipt of results

2.3
Hazard Identification

2.3.1
Describe the procedures and techniques to be utilized to compile an inventory of hazards associated with the work to be performed on this Contract.  This inventory of hazards shall address the work specified in this Contract as well as operations and work environments in the vicinity or in close proximity to Contract operations.  The results will be reported to the Government in a manner suitable for inclusion in facilities baseline documentation as a permanent record of the facility.  Specific techniques to be considered include:

2.3.1.1
Comprehensive Survey - A wall to wall” engineering assessment of the Contractor’s worksite, which includes the Government furnished facilities and the immediate vicinity in which a work task will be performed.  This assessment encompasses facilities, equipment, processes, and materials (including wastes TNRCC/EPA solid and hazardous, radioactive, explosives, medical-infectious-biological).

2.3.1.2
Change (Pre-use) Analysis - Typically addresses modifications in facilities, equipment, processes, and materials (including waste); and related procedures for operations and maintenance.  Change analyses periodically will be driven by new or modified regulatory and NASA requirements.

2.3.1.3
Hazard Analysis - May address facilities, systems/subsystems, operations, processes, materials (including waste), and specific tasks or jobs.  Analyses and report formats will be in accordance with JSC 17773, "Preparing of Hazard Analyses for JSC Ground Operations."
2.3.1.4
The Contractors safety plan will describe the flow of the findings of the comprehensive survey of hazards into hazard analyses and job hazard analyses and subsequently into controls such as design, operations, processes, procedures, performance standards, and training. The contractor will discuss its approach to notify NASA and other parties external to the contract work of its identified hazards and subsequent analyses and controls. 
2.4
Inspections

2.4.1
Routine Inspections - Includes assignments, procedures, and frequency for regular inspection and evaluation of work areas for hazards and accountability for implementation of corrective measures.  The Contractor will describe administrative requirements and procedures for control of and regularly scheduled inspections for fire and explosion hazards.  The Contractor has the option, in lieu of this detail, to identify policies and procedures with the stipulation that the results (including findings) of inspections conducted on NASA property or involving Government furnished property will be documented in safety program evaluations or the monthly Accident/Incident Summary reports.  Inspections will identify:

a.
Discrepancies between observed conditions and current requirements, and,
b.
New (not previously identified) or modified hazards.

2.4.2
Protective Equipment - Set forth procedures for obtaining, inspecting, and maintaining all appropriate protective equipment, as required, or reference written procedure pertaining to this subject.  Set forth methods for keeping records of such inspections and maintenance programs.

2.4.3
Employee Reports of Hazards - Identification of methods to encourage employee reports of hazardous conditions (e.g., close calls) and analyze/abate hazards.  The Contractor will describe steps it will take to create reprisal-free employee reporting with emphasis on management support for employees and describe methods to be used to incorporate employee insights into hazard abatement and motivation/awareness activities.

2.5
Accident and Record Analysis

2.5.1
Mishap Investigation – identification of methods to assure the reporting and investigation of mishaps including corrective actions implemented to prevent recurrence.  The Contractor will describe the methods to be used to report and investigate mishaps on NASA property and on Contractor or third party property.  The Contractor will describe its procedures for implementing immediate notification of NASA using the call tree in 2.5.1.a below. The use of the quick incident reports found at the lower center of the home page of the NASA Incident Reporting Information System (IRIS) at https://nasa.ex3host.com/iris/newmenu/login.asp and use of NASA forms as specified in JPR1700.1 or any alternate forms used by Contractor. The contingency plan will emphasize timely notification of NASA; preliminary and formal investigation procedures; exercise of jurisdiction over a mishap investigation involving NASA and other contractor personnel; preparation and submission of a formal report to NASA; follow up of corrective actions; communication of lessons learned to NASA; and solutions to minimize duplications in reporting and documentation including use of alternate forms, etc.  The Contractor will discuss its procedures for immediate notification requirements for fires, hazardous materials releases, and other emergencies.  The Contractor will include appropriate details to address the following: 
Note:  the NASA Form 1627 is not attached since it is a three part carbonless form not conducive to reproduction.  This form can be obtained from JSC’s Printing Services.
a.
The Contractor will include a mishap contingency plan as part of the Safety and Health Plan which meets the requirements of NPR 8621.1B, “NASA Procedural Requirement for Mishap and Close Call Reporting, Investigating, and Recordkeeping”, and JPR 1700.1, **JSC Safety and Health Handbook.  The plan will identify the method of notifying NASA in the advent of a type A or B mishap or C property damage mishap and close call with equivalent likely potential so NASA may take custody of the mishap scene and initiate its investigation as soon as it is safe following the mishap.  The contingency plan will clearly identify the Government investigation as taking precedence over any contractor investigation.  The Contractor will immediately contact the JSC Safety and Test Operations Division at 281-483-4900 for guidance when a Type A or B mishap or Type C property damage mishap occurs in the course of performing work on a NASA Contract in whole or in part.  Such immediate notifications plus all other notification will be documented using the quick incident tables (“health” for injuries and “safety” for property damage) at the IRIS home page.
b.
For Type C injuries and all lower level mishaps, the Contractor will perform its own investigation and submit a report to NASA in accordance with the requirements of NPR 8621.1.  The Contractor will ensure that NASA is promptly notified of any Type D mishap so that NASA provides a civil servant to oversee the investigation in an ex officio capacity prior to start of any formal investigation.  All initial reports and selected follow up reporting will be accomplished using IRIS.

c.
When a NASA investigation is required, witnesses will be identified and their names and contact information provided to NASA investigator but witness statement must be requested and collected by NASA. Such statements will be retained by the Government as part of the mishap file in accordance with NPR 8621.1.

d.
The Contractor will deliver to NASA mishap reports which shall include the data specified in NPR 8621.1 for the level of mishap. NASA approval and endorsements will be required as specified in NPR 8621.1 and included in the approved Safety and Health Plan.
2.5.2
Trend Analysis – Describe approach to performing trend analysis of data (occupational injuries and illnesses; facilities, systems, and equipment performance; maintenance findings; etc.).  Discuss methods to identify and abate common causes indicated by trend analysis.  In support of site-wide trend analysis to be performed by the Government, the Contractor will discuss method of providing data as follows.
a.
Accident/Incident Summary Report - The Contractor shall prepare and deliver Accident/Incident Summary Reports as specified on JSC Form 288, “Accident/Incident Statistics” as revised.  All new and open mishaps, including vehicle accidents, incidents, injuries, fires, and close calls shall be described in summary form along with current status.  Negative reports are also required monthly.  Report frequency is monthly; date due is the 10th days of the month following each month reported.  Report to be delivered to the JSC S & MA Directorate through the Safety and Test Operations Division, mail code NS2, by fax to 281-244-0426 or by attaching to an e-mail and transmitting to JSC-Safety-Report-Submittals@mail.nasa.gov.

b.
Log of Occupational Injuries/Illnesses

i.
For each establishment on and off NASA property that performs work on this Contract, the Contractor shall deliver, to the Government, a copy of its annual summary of occupational injuries and illnesses (or equivalent) as described in Title 29, Code of Federal Regulations, Subpart 1904.5.  A copy of all summaries as required above under Contractor’s cover letter.  If the Contractor is exempt by regulation from maintaining and publishing such logs, equivalent data in Contractor’s format is acceptable (such as loss runs from insurance carrier) which contains the data required by JSC Form 288. 

ii.
Data shall be compiled and reported by calendar year and provided to the Government within 45 days after the end of the year to be reported (e.g. not later than February 15 of the year following).
3.
Hazard Prevention and Control

3.1
Identified hazards must be eliminated or controlled.  In the multiple employer environment of the Center, it is required that hazards including discrepancies and corrective actions be collected in a Center wide information system (Hazard Abatement Tracking System (HATS) for risk management purposes.  Describe your approach to implementing this requirement.

3.2
Appropriate Controls

3.2.1
Discuss approach to consideration and selection of controls.  Discuss use of hazard reduction precedence sequence (see JPR 1700.1).  Discuss approach to identifying and accepting any residual risk.  Discuss implementation of controls including verifying effectiveness.  Discuss scope of coverage (hazardous chemicals, equipment, discharges, waste, energies, etc.).  Discuss need for coordination with safety, health, environmental services, and emergency authorities at NASA.

3.3
Hazardous Operations and Processes

3.3.1
Establish methods for notification of personnel when hazardous operations and processes are to be performed in their facilities or when hazardous conditions are found to exist during the course of this Contract.  JPR 1700.1 will serve as a guide for defining, classifying, and prioritizing hazardous operations; 29 CFR 1910.119 will be the guide for hazardous processes.  Develop and maintain a list of hazardous operations and processes to be performed during the life of this Contract.  The list of hazardous operations and processes will be provided to JSC as part of the plan for review and approval.  JSC and the Contractor will decide jointly which operations and processes are to be considered hazardous, with JSC as the final authority.  Before hazardous operations or processes commence, the Contractor will develop a schedule to develop written procedures with particular emphasis on identifying the job safety steps required.  NASA will have access on request to any Contractor data necessary to verify implementation.  For all identified operations or processes that may have safety or health implications outside Contract operations, the Contractor shall identify such circumstances to the JSC Occupational Safety Branch and Occupational Health and Test Support Office who will provide additional instructions for further NASA management review and approval.

3.4
Written Procedures

3.4.1
Identification of methods to assure that the relevant hazardous situations and proper controls are identified in documentation such as inspection procedures, test procedures, etc., and other related information.  Describe methods to assure that written procedures are developed for all hazardous operations, including testing, maintenance, repairs, and handling of hazardous materials and hazardous waste.  Procedures will be developed in a format suitable for use as safety documentation (such as a safety manual) and be readily available to personnel as required to correctly perform their duties.

3.5
Hazardous Operations Permits

3.5.1
Identify facilities, operations and/or tasks where hazardous operations permits will be required as specified in JPR 1700.1 such as confined space entry, hot work, etc.  Set forth guidance to adhere to established NASA JSC procedures.  Clearly state the role of the safety group or function to control such permits.

3.6
Operations Involving Potential Asbestos Exposures

3.6.1
Set forth method by which compliance is assured with JSC Asbestos Control Program as established in JPR 1700.1, as revised, and JPG 8800.1, “Asbestos Control Manual,” as revised.

3.7
Operations Involving Exposures to Toxic or Unhealthful Materials

3.7.1
Such operations must be evaluated by the JSC Occupational Health Office and must be properly controlled as advised by same.  JSC Occupational Health Office must be notified prior to initiation of any new or modified operation potentially hazardous to health.

3.8
Environmental Operations & Activities – See DRD AN-1-7
3.9
Baseline Documentation

3.9.1
Discuss the Contractor’s responsibilities for maintaining facilities baseline documentation in accordance with JSC requirements.  The Contractor will implement any facilities baseline documentation tasks (including safety engineering) as provided in the Contractor's plan approved by NASA or as required by Government direction.

3.10
Preventive Maintenance

3.10.1
Discuss approach to preventive maintenance.  Describe scope, frequency, and supporting rationale for your preventive maintenance program including facilities and/or equipment to be emphasized or de-emphasized.  Discuss methods to promote awareness in the NASA community (such as alerts, safety flashes, etc.) when preventive maintenance reveals design or operational concerns in facilities and equipment (and related processes where applicable).

3.11
Medical (Occupational Healthcare) Program

3.11.1
Discuss the Contractor’s medical surveillance program and injury/illness case management to evaluate personnel and workplace conditions to identify specific health issues and prevent degradation of personnel health as a result of occupational exposures.  Discuss approach to Cardiopulmonary Resuscitation (CPR), first aid, and, return to work policies and the use of Government provided medical and emergency facilities for the initial treatment of occupational injuries/illnesses. 

3.12.
Hazard
3.12.1
Hazard Correction and Tracking

3.12.1.1
Discuss your system for correcting and tracking safety, health, and environmental hazards with particular emphasis on integration with JSC’s Hazard Abatement Process (found on line @ http://www.srqa.jsc.nasa.gov/HATS/). (The scope is restricted to establishments at JSC, Sonny Carter Training Facility, and Ellington Field.) This includes the following:

3.12.1.2
Personnel Awareness of Hazards.  Discuss your approach to communicate unsafe conditions and approved countermeasures to your employees.  Discuss your approach to communicating such conditions to the Government and other Contractors whose personnel may be exposed to such unsafe conditions.  Discuss communications with FM’s.  Discuss use of the NASA Lessons Learned Information System for both obtaining lessons from other sources and as a repository for lessons learned during performance of the Contract.

3.12..1.3
Interim and Final Abatement Plans - Describe how you will approach interim and final abatement of hazards. Describe how you will provide data to the JSC HATS for all hazards within Contractor-occupied facilities that are not finally abated (all interim and final abatement actions completed) within 30 days of discovery.  Discuss your approach to posting such plans using JSC Form 1240, “JSC Notice of Safety or Health and Action Plan”, or equivalent.  Discuss compatibility of your system with JSC’s role of facility managers in abatement planning, implementation, and verification.

3.13
Disciplinary System

3.13.1
Describe your system for ensuring safety and health discipline in your personnel (including subcontractors).  Describe your approach to modifying personnel behaviors when personnel are exhibiting discrepant safety and health performance.

3.14
Emergency Preparedness

3.14.1
Discuss approach to emergency preparedness and contingency planning which addresses fire, explosion, inclement weather, environmental spill/releases, etc.  Discuss compliance with 29 CFR 1910.120 (HAZWOPER) and role in JSC Incident Command System (see JPR 1700.1 for details).  Discuss methods to be used for notification of JSC emergency forces including emergency dispatcher, safety hotline, director’s safety hotline, etc.  Discuss establishment of pre-planning strategies through procedures, training, drills, etc.  Discuss methods to verify emergency readiness.

4.
Safety and Health Training

4.1
Describe the Contractor's training program including identification of responsibility for training employees to assure understanding of safe work practices, hazard recognition, and appropriate responses for protective and/or emergency countermeasures, including training to meet Federal, State, and Local regulatory requirements.  In doing so, the Contractor will factor parallel requirements found in other mandates such as environmental protection (example: 29 CFR 1910.38 for emergency action plans and fire prevention plans versus EPA Resource Conservation & Recovery Act  (RCRA) and Emergency Planning and Community Right-to-Know (EPCRA)).  Describe approach to identifying training needs including traceability to exercises such as job safety analyses, performance evaluation profiles, hazard analyses, mishap investigations, trend analyses, etc.  Describe approach to training personnel in the proper use and care of personal protective equipment (PPE).  Discuss tailoring of training towards specific audiences (management, supervisors, and employees) and topics (safety orientation for new hires, specific training for certain tasks or operations).  Discuss approach to ensure that training is retained and practiced.  Discuss personnel certification programs.  Certifications should include documentation that training requirements and physical conditions have been satisfied (examples include physical examination, testing, and on-the-job performance).  Address utilization of JSC safety and health training resources (such as asbestos worker training/certification, hazard communication, confined space entry, lockout/tagout, etc.) as appropriate with particular emphasis on programs designed for the multiple employer work environment on NASA property.  All training materials and training records will be provided to NASA, and other Federal, state, and local agencies for their review upon request.  If the Contractor wishes to train their personnel in any regulatory mandated training, an agreement will be secured with JSC Occupational Safety Branch and Occupational Health and Test Support office prior to beginning training.  The agreement will ensure that safety and health training resources available from NASA are utilized where appropriate.
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	SCOPE: The Contractor must conduct an annual self-evaluation of its safety and health program as required by its safety and health plan.
CONTENT: Information required:
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The internal assessment of safety and health program effectiveness during the report period (i.e., the previous year) indicating the status of goals or objectives previously established and areas of strength and weakness in Contractor safety program performance.

2.b.
Safety and health concerns and resolutions relating to JSC operations which may have been identified during the report period.

2.c.
Unresolved safety and health concerns relating to JSC operations which the Contractor feels merit attention of JSC safety and health management.
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2.f.
Attach action plans for identified problem areas. Action plans must include schedule for periodic progress reports to the Government on a frequency agreed to by the Government and the Contractor for each problem area.
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	II. Worksite Analysis.  Refer to JPG 1700.1 for definitions of terms.
Division

No. of Hazard Analyses

No. of Job Safety Analyses

No. of Routine Inspections

Required

Performed

Required

Performed

Required

Performed

This month

Year to Date

This month

Year to Date

This month

Year to Date

This month

Year to Date

This month

Year to Date

This month
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III. Hazard Prevention and Control - hazards below were found during routine and special inspections, close calls, mishap investigations, etc., and require correction.

No. of Hazards found

No. of Hazards closed <30 days

No. of Hazards open <30 days

No. of Hazards open >30 days

No. of Hazards closed >30 days

No. of JF1240s in place
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This month
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Prior to month

This month
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This month
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Prior to month

This month
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Attach copies (electronic ok if sent by e-mail) of JF 1240's (or equivalent) including monthly updates. Mark JF 1240's where abatement has been completed as closed.

IV. Safety and Health Training - List courses specific to loss control initiatives (such as slips/trips falls, material handling; etc.) Report other training as "Generic safety training not otherwise specified" (examples include Hazard Communication, Confined Space entry, HAZWOPER, system safety, job safety analysis, etc.) Do not include job proficiency course work where safety is an issue (such as radiography, welding, painting, etc.)

Course Title

No. to be Trained

No. Trained

On Schedule
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