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FINANCIAL MANAGEMENT REPORTING REQUIREMENTS

General

Financial Management Reports shall be submitted by the Contractor on the NASA 533 series reports, in accordance with the instructions on the reverse of the forms, NASA Procedures and Guidelines NPR 9501.2D entitled, “NASA Contractor Financial Management Reporting,” effective date May 23, 2001, and additional instructions issued by the Contracting Officer.

a. Level of Detail

The Contractor’s 533 reports shall contain a summary of total contract costs, as well as a separate 533 sheet for each Task Order at the WBS 3 level.  The reports shall contain a breakdown of each area by element of cost, i.e. direct labor hours/dollars (by category), overhead, general & administrative (G&A), travel, equipment, material, and other direct costs.

The government reserves the right to require a lower level of 533 reporting for particular task orders on a case by case basis as specified by the Contracting Officer.  The purpose of this is to allow the government to separate costs on task orders that support multiple WBS elements on in-house instruments and/or missions.

b. Distribution

The Contractor shall distribute 533 reports to each addressee indicated in the Basic Contract Clause G.2 FINANCIAL MANAGEMENT REPORTING.  533M reports shall be distributed no later than the tenth (10) work day following the month being reported.  533Q shall be distributed no later than the 15th day of the month preceding the quarter being reported.
c. Reporting Requirements

Each report shall provide cost data for reporting categories presented below:

Direct Labor Hours

Onsite

(List applicable labor categories)

Offsite

(List applicable labor categories)

Direct Labor Dollars

Onsite

(List according to applicable labor categories)

Offsite

(List according to applicable labor categories)

Total Direct Labor Hours On-site

Total Direct Labor Hours Off-site

Total Prime’s Hours

Subcontractor Hours

Total Labor Hours

Total Direct Labor Onsite

Total Direct Labor Offsite

Total Onsite Overhead

Total Offsite Overhead

Total Overhead Prime

Other Direct Costs

Material

Material Handling

Subcontractors

Travel

Miscellaneous

Total ODC’s

Subtotal (Direct Cost plus Overhead)

G&A Expense

Total Cost

Earned Award Fee 

Provision Fee Period Payments** 
Subtotal 
Potential Additional Period Fee 

Remaining Unevaluated Maximum Available Award Fee
Total Maximum Fee (Provisional Fee + Potential Additional Period Fee + Remaining unevaluated Maximum Available Award Fee) 

Total Cost Plus Award Fee (CPAF)

The 533 for each task order shall report direct labor hours by category.

** Reference G.4, paragraph (f)(1) & (2).  
d.  Other Special Reports

The Contractor shall submit, as required, special cost or labor reports either in the areas of actuals, projections or both.  These reports may take the form of labor, overhead, other direct charges, billing analyses or other business information.  When required, specific instructions will be provided by the Contracting Officer.

e.  Additional Requirements

1.  The Contractor shall submit a financial summary containing a one-line summary for all tasks on the contracts.  This financial summary shall be inserted before the summary 533 sheet.  It shall include the following columns:

Task Number

Status

Cumulative to Date Actual $

Cumulative to Date Actual $ Plus Month 1 planned $

Contractor Estimate $

Cumulative to Date Planned Hours

Cumulative to Date Actual On-site Hours

Cumulative to Date Actual Off-site Hours (Including Subs)

Explanation of Unfilled Orders

2.  The summary and detailed 533 sheets shall be submitted electronically in Excel Format (version 2007 or compatible).

In addition to the hardcopy of the summary sheet, the Contractor shall provide the summary sheet in an e-mail file or on a CD as a comma-delimited text file.  Below are the requirements:

*Any changes to this format will be addressed after contract award.
Only one contract can be included in one import file.
In order to automate the submittal of the NF533 report, contractors must provide an electronic file via the option discussed below.  The option breakdown below provides the requirements necessary for contractors to submit a monthly NF533 Report. The requirements for the option selected, along with this form, should be provided when the Change Request is submitted to start the IFM Automated CCR Certification process.

Overall requirements for each option:  

· Each NASA Center will have one or more designated resources to ensure that the NF533 electronic file from each contractor is uploaded to the IFMP 09 server at MSFC via the EAI File Upload Tool.   An IFMP Competency Center System Access Request form (MSFC 4435) is required by each NASA resource accessing the EAI File Upload Tool. Offeror’s are directed to the GSMO Procurement Bidders Library for to view the sample.
The following information is necessary for the MSFC 4435 form to get access for the EAI File Upload Tool:
· Name:

· Unique Identifier:

· Organization:

· Department:

· Email Address:

· Telephone Number:

· Employer:

· NASA Center:

· Access Start Date:

· Access End Date:  OPEN
· 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

Option 1: Contractor will submit NF533 and other data using the IFM Automated CCR Certification Request Form.  This will require Contractors who are currently submitting NF533 and other contractor data electronically in text format, to modify their current format to match the Agency defined standard text file format. All contractors who are not currently submitting their data electronically, or new contractors that want to submit their data electronically via text file, are required to submit in the Agency defined standard format. 

Necessary Requirements:

· Contractors will provide an Agency defined electronic text file format for testing to NASA. Offeror’s are directed to the GSMO Procurement Bidders Library to view the Agency Defined File Format.

The contractor will use the Task Order Management System (TOMS) for submitting individual task Contractor Task Plans in PDF format.  
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