EXHIBIT B


CONTRACT DOCUMENTATION REQUIREMENTS

DOCUMENTATION PREPARATION/SUBMISSION INSTRUCTIONS
A.  Monthly Financial Management Report 
1. The Contractor shall submit a monthly financial management report, via email as a Microsoft Excel 2007 or pdf document, as provided by the NFS clause 1852.242-73, NASA Financial Management Reporting NASA Procedural Requirements (NPR) 9501.2D, NASA Contractor Financial Management Reporting.  This report shall be submitted utilizing NASA Form 533M, Monthly Contractor Financial Management Report, in accordance with submission instructions contained on the reverse side of the form. 

2. For this task order contract, a 533M shall be provided for the levels indicated below: 
a. Each Authorized Task 

- Total for each task order for its inception date


- Subtotal for each calendar year (e.g. 11/1/2010 – 10/31/2011)

b. Contract Total.  (Column 9b shall reflect total estimated cost of $# plus award fee of $#.) 
c. It is NASA’s goal to improve the timeliness for reporting financial data.  The Contractor shall submit the NF 533M not later than the 10th working day following the close of the Contractor's accounting period being reported.  Timeliness of financial reporting will be evaluated as part of the annual performance evaluation. 

d. It is NASA’s goal to improve the integrity of its financial data.  Since NASA uses the Contractor’s estimate for the current month (column 8a of the 533M) as accrued costs in its monthly financial statements, it is important that this estimate be your best projection of the actual costs to be reported in column 7a of the subsequent month’s 533M.

e. For this task order contract, a 533M for each authorized cost reimbursement task order shall be provided.  If specified in the Task Order, the Contractor shall report costs by Government WBS identifier (number).

Therefore, each NF533M shall include a narrative explanation for variances exceeding +-10 percent between estimated dollars shown in the prior month and actual dollars shown in the current month at the total contract level.  (For example, the estimated dollars shown for June in column 8a. in the May 533M and the actual June dollars shown in column 7a. in the June 533M.)   Accuracy of financial reporting will be evaluated as part of the annual performance evaluation. 

3. The minimum reporting categories shall be included in column 6

of this report and shall include:

· Direct Labor Hours

· Scientist
· Engineer
· Technician
· Other Direct Labor (ODL)

· Direct Labor Dollars

· Scientist
· Engineer
· Technician
· Other Direct Labor (ODL)

· Overhead(s)

· Subcontract (to include vendor name)

· Material

· Other Direct Cost

· Travel Costs/Expenses

· G&A

· Total Estimated Cost

· Total Estimated Fee

· Total Estimated Cost Plus Fee
Note: NPR 9501.2D NASA Financial Management Report is located at the NODIS website: http://nodis3.gsfc.nasa.gov/main_lib.html
B.  Monthly Progress Report -- The Contractor shall submit a monthly progress report summarizing work progress, manpower utilization for assigned work, and material expenditures, via email, in accordance with the requirements of each task order.  This report shall be submitted within 10 operating days following the end of the reporting period. 

C.  Final Reports -- Each task order may require the Contractor to submit a final report, either formal or informal, which documents and summarizes the results.  When a formal final Contractor report is required, it shall be submitted in accordance with the instructions contained in NASA FAR Supplement clause 1852.235-73 Final Scientific and Technical Reports. The specified number of approval copies shall be submitted within the time specified in the task orders. 

D.  Safety Reports -- The Contractor shall submit safety reports to the LaRC Safety and Facility Assurance Office.  These reports shall be submitted on a quarterly basis if the period of performance exceeds ninety days.  If the period of performance is less than ninety days, the Contractor shall submit a single report upon completion of on-site work.  The Safety Report shall include the hours worked on the contract and the number of fatalities, lost time cases, OSHA recordable incidents and first aid cases which have occurred during the past quarter (if less than ninety days, during the contract's period of performance). NOTE:  The NASA LaRC Safety and Facility Assurance Office (SFAO) has developed a web-based system entitled Contractor Monthly Accident Reporting (CMAR) located at http://cmar.larc.nasa.gov/login.cfm  If you choose to submit your information electronically via CMAR, no additional hard-copy reports are required.  Please contact the responsible NASA official identified at the site for additional information regarding access to the system. 

E.  Notice of Violation Response -- The Contractor shall respond to any Notice of Violation (NOV) issued for safety violations to the prime itself or its' subcontractors within three working days of issuance.  The response should include cause for violation; mitigation of impact, if applicable; planned prevention of recurrence.  Response shall be submitted to the issuer of the NOV. 
F.  Information Technology (IT) Security Plan - The Contractor shall submit the IT Security Plan required by contract clause NFS 1852.204-76 Security Requirements for Unclassified Information Technology Resources for Contracting Officer approval no later than 30 days after effective date of the contract. 

G.
Annual IT Security Training Report - The purpose of this report is to obtain confirmation that IT security training for contractor employees required under paragraph (e) of NFS clause 1852.204-76 Security Requirements for Unclassified Information Technology Resources, has been completed by all individuals required to do so.  NASA requires that this annual training be completed by 100% of the appropriate employees no later than June 30 of each year.  Accordingly, a report that includes the information listed below shall be submitted to the Contracting Officer no later than June 30 of each calendar year, so long as the period of performance of the contract has not expired prior to June 30th. 

Report Content: (1) the number of employees requiring IT security training in accordance with the contract clause (i.e., in accordance with NPR 2810.1 Nondiscrimination in Federally Assisted and Conducted Programs, which requires such training for all "employees who have access to NASA computer systems and networks that process, store, or transmit information"); (2) the number of those employees in item (1) that have completed the annual training as of June 30th; (3) whether the NASA on-line training system was used (use of the NASA on-line system is optional); and (4) a plan of action with milestones to reach 100% in item (2) if that level has not been achieved by June 30th. 

H.  RESERVED
I.  RESERVED
J.  NASA Property in the Custody of Contractors (NASA FORM (NF)1018) -- The Contractor shall submit the NF 1018 no later than October 15th of each year in accordance with the Section I, NFS clause entitled 1852.245-73 Financial Reporting of NASA Property in the Custody of Contractors.  The Contractor shall maintain a property control plan and update as necessary. 
K.  Documentation for Transferring Property to the Government 
It is not the intent of the Government for the Contractor to acquire property, titled to the Government, as a direct cost to the contract however, in the event that it is necessary and in accordance with the NFS clause 1852.245-71, Installation- Provided Government Property clause of this contract, accountability for that property which is acquired for the Government under this contract shall be passed to the Government using the following procedure: 

The transfer of accountability shall be initiated by the Contractor submitting a Requisition and Invoice/Shipping Document, DD Form 1149, accompanied by a copy of the Contractor's applicable purchasing and receipt document for the property. The Contractor shall insert both the Contractor's Subcontract/ Purchase Order number and the Government contract number on the DD Form 1149 under the Federal Stock Number, Description, and Coding of Material and/or Services block.  For purchases of supplies and materials, this document shall be submitted within 30 days after the end of each calendar-year quarter (that is, not later than January 30, April 30, July 30, and October 30).  For equipment purchases, the DD 1149 shall be submitted within five workdays after acceptance of each item of equipment by the Contractor.  Receipt by the Contractor of a copy of the DD Form 1149 signed by the Government relieves the Contractor of accountability for the property specified on that form. 

L.  Quality Plan -- Within 30 calendar days after the effective date of the contract, the Contractor shall submit a quality plan that specifies which procedures and associated resources shall be applied by whom and when to a specific project, product or process in order to accomplish contractual requirements.  The plan and subsequent revisions will be reviewed and accepted by the Contracting Officer or the designated representative. 

M.  Quality System Documents (ISO 9001) -- The Contractor shall submit the following ISO-compliant documents in accordance with H.15, Quality Management System Certification/Registration Requirements or H.16, ISO 9001 Certification/Registration Requirements Regarding the Offeror’s Quality Management System, whichever applies, no later than nine months from the effective date of contract: 

1. Quality System Manual 

2. Quality System Procedures - These procedures shall address:  

(1) Contract and subcontract management, (2) customer requirement review and execution, (3) task management, including work order generation and processing, (4) document control, (5) handling of customer supplied product, (6) corrective, preventive, and continuing improvement action systems, (7) training of employees, and (8) customer satisfaction/performance measurement. 

N.  Federal Contractor Veterans Employment Report -- In compliance with Clause 52.222-37, Employment Reports on Special Disabled Veterans, Veterans of the Vietnam Era, and Other Eligible Veterans, the Contractor shall submit the Federal Contractor Veterans Employment Reports (VETS-100) as required by this clause. 

O. Evidence of Insurance -- The Contractor shall submit evidence of the insurance coverage, required by the Section H, NFS Clause 1852.228-75 Minimum Insurance Coverage, (i.e., a Certificate of Insurance or other confirmation), to the Contracting Officer prior to performing under this contract.  The Contractor shall also present such evidence to the Contracting Officer prior to commencement of performance under any options exercised, if applicable. 

P.  Interim patent rights report  - After the first anniversary date of the contract, the Contractor shall submit an annual list of all subject inventions to be disclosed as set forth in FAR 52.227-11 Patent Rights--Retention by the Contractor (Short Form) (as modified by 1852.227-11 Patent Rights--Retention by the Contractor (Short Form)).  This report is due by March 31 of each year. 

Q.  Final patent rights report - The Contractor shall submit a listing of all subject inventions or certify that there were none as set forth in FAR 52.227-11 Patent Rights--Retention by the Contractor (Short Form) (as modified by 1852.227-11 Patent Rights--Retention by the Contractor (Short Form)).  This report is due prior to contract closeout. 

R.  Invention disclosure reporting - The Contractor shall disclose each subject invention under the contract as set forth in FAR 52.227-11 Patent Rights--Retention by the Contractor (Short Form) (as modified by 1852.227-11 Patent Rights--Retention by the Contractor (Short Form)).  The electronic or paper version of NASA Form 1679, Disclosure of Invention and New Technology (Including Software), may be used for this reporting.  Both the electronic and paper versions of this form may be accessed at http://invention.nasa.gov.  Disclosures are required within two months after the inventor discloses it in writing to Contractor personnel who are responsible for patent matters.  

S.   On and Near-Site Staffing Report - The contractor shall submit a report which includes the number of on-site and near-site Work Year Equivalents (WYE's) performing work on the contract, broken down by skill category.  An initial report shall be submitted within 30 days from the effective date of the contract.  Subsequent updated reports are due quarterly, on January 1, April 1, July 1 and October 1 of each year.  

These reports shall be e-mailed to the following:  larc-dl-contractorwye@mail.nasa.gov
The subject line for the e-mail should be "Contractor WYE".
 
"On-site" WYE's include the time worked by prime contractor and subcontractor employees on this contract whose primary duty station is on-site at Langley Research Center, whether such employees charge direct or indirect in the contractor's or subcontractor's accounting systems (e.g., management and administrative staff may charge their time to an "indirect" account, but the time worked by such individuals shall still be counted in the on-site WYE).   
 
"Near-site" WYE's include the time worked by prime contractor and subcontractor employees on this contract whose primary duty station is within 50 miles of LaRC, whether such employees charge direct or indirect in the contractor's or subcontractor's accounting systems.   Work performed on local college campuses shall not be considered "near site" WYE's.

The contractor shall use the number of hours in its productive work year to compute the number of WYE's to be reported. 


The contractor shall break out the On-site and Near-site WYE by skill category using the following categories:  Scientist, Engineer, Technician, Administrative Professional, and Clerical. 
The contractor shall break out the On-site and Near-site WYE by task order number, project title, and principle Technical Monitor. 

T.  Organizational Conflict of Interest Avoidance Plan – In compliance with Section H, H.12 Organizational Conflicts Of Interest (OCI) (LaRC 52.227-96) and I.12, Access to Sensitive Information (NFS 1852.237-72), the Contractor shall provide the Contracting Officer with a comprehensive OCI avoidance plan IAW the RFP suspense date and update as needed throughout the contract performance period.

U.  Source Code – The Contractor shall provide to the Contracting Officer’s Technical Representative, all source code and all supporting documentation explaining the use and outcome of source code for each Task Order.  See Section H, H.2.

V.  Self-Assessment Report – The Contractor may submit a Self-Assessment Report in accordance with the instructions contained in the Award Fee Evaluation Plan (Exhibit L).  The Self-Assessment shall not exceed 5 pages, not including cost analysis reports, and shall be delivered to the Government within 25 days from the end of each award fee evaluation period.

W.  Estimate of Percentage of Recovered Material Content for EPA Designated Products - In compliance with Clause I.8, Estimate of Percentage of Recovered Material Content for EPA Designated Products (FAR 52.223-9), the Contractor shall provide to the Environmental Management Office the percentage of the total recovered material used in contract performance including, if applicable, the percentage of postconsumer material content, upon contract completion.

II. DOCUMENT DISTRIBUTION REQUIREMENTS 

A. Unless otherwise specified elsewhere in this contract, reports and other documentation shall be submitted f.o.b. destination as specified below, addressed as follows: 

National Aeronautics and Space Administration Langley Research Center

Attn:   TBD/See below    , Mail Stop _TBD/See below__ Contract NNL10AAXXXX 

Hampton, VA  23681-2199 

B. The following letter codes designate the recipients of reports and other documentation which are required to be delivered prepaid to Langley Research Center by the Contractor: 

A--Contract Specialist, Mail Stop 126 

B--Contracting Officer Technical Representative

     Garnett L. Hutchinson, M/S 401

     EMAIL:  Garnett.l.Hutchinson@nasa.gov
C--New Technology Representative, Mail Stop 401

D—Financial Management, LaRC-DL-NF533@mail.nasa.gov
E--Safety and Facility Assurance Branch, Mail Stop 421 

F--Contractor Labor Relations Officer, Mail Stop 144 

G—Financial Management, Mail Stop 175 

H--Patent Counsel, Mail Stop 141 

I--Industrial Property Officer, Mail Stop 377 

J--Center Information Technology Security Manager (CITSM), Mail Stop 124 

K--According to instructions on form 

L--As required by Task Order 

M--Task Monitor 

N--Center STI Publication Manager, Mail Stop 196 

O--Industry Assistance Representative, Mail Stop 144 

P--On and Near-Site Staffing Report, LaRC-DL-contractorwye@mail.nasa.gov
Q—Environmental Management Office, Mail Stop 418 

C. The following are the distribution requirements for reports and other documentation required to be delivered f.o.b. destination.  The numeral following the letter code specifying the number of copies to be provided: 

LETTER CODE AND DOCUMENT:  DISTRIBUTION   

	DISTRIBUTION REQUIREMENTS

	Document Letter
	Document
	Distribution Code and Quantity



	A
	Monthly Financial Management Report (533M)
	A-1, B-1, D-1
(Via Email)

	B
	Monthly Progress Report 


	A-1, B-1, M-1

(Via Email)  

	C
	Final Reports
	A-1, B-2, M-1



	D
	Safety Reports

or CMAR website 


	E-1, or in accordance with directions posted on the website (CMAR).



	E
	Notice of Violation Responses
	A-1, E-1

	F
	IT Security Plan
	A-1, B-1, J-1

	G
	Annual IT Security Training Report
	A-1, B-1, J-1, 

	H
	RESERVED

	A-1, B-1, F-1

	I
	RESERVED

	N/A

	J
	NASA Property in the Custody of Contractors 

(NF 1018)
	I-1

	K
	Requisition and Invoice/Shipping Document
	I-1

	L
	Quality Plan
	A-1, B-1, E-1

	M
	Quality System Documents
	A-1, B-1

	N
	Federal Contractor Veterans Employment Report (VETS-100)
	K-1

	O
	Evidence of Insurance
	A-1

	P
	Interim Patent Report  
	A-1, B-1, C-1, H-1

	Q
	Final Patent Report
	A-1, B-1, C-1, H-1

	R
	Invention Disclosure Reporting
	A-1, B-1, C-1, H-1

	S
	On and Near-Site Staffing Report
	A-1, B-1, P-1
(Via E-mail)

	T
	Organizational Conflicts of Interest Avoidance Plan
	A-1, B-1

	U
	Source Code and Supporting Documentation
	B-1

	V
	Self-Assessment Report
	A-1, B-1
(Via E-mail)

	W
	Estimate of Percentage of Recovered Material Content for EPA Designated Products
	Q-1

	
	
	


D. When the Contract Specialist is not designated above to receive a copy of a report or document, the Contractor shall furnish a copy of the report/document transmittal letter to the Contract Specialist.  If delegated, the Contractor shall also furnish a copy of the transmittal letter and a copy of each Financial Management Report to the delegated Administrative Contracting Officer of the cognizant DoD (or other agency) contract administrative services component.
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