EXHIBIT B – Contract Documentation Requirements


I. DOCUMENTATION REQUIREMENTS

A.   Monthly Progress Report -- The Contractor shall submit a Monthly Progress Report summarizing work progress, manpower utilization for assigned work, and Summary of Task Orders to include P-card orders (Description of Task/P-Card order and value).  This report shall be submitted within 10 working days following the end of the reporting period.   The contractor shall coordinate the format and content of the report with the COTR and CO prior to the first submission.
B.  Accident/Incident Safety Reports -- The Contractor shall submit accident/incident reports to the LaRC Safety and Facility Assurance Branch (SFAB) immediately and follow-up with a hardcopy within 5 working 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 number of employees, hours worked on the contract, number of fatalities, lost time cases, restricted work day cases, number of lost/restricted work days, OSHA recordable incidents and first aid cases relative to the past month (if less than ninety days, during the contract's period of performance). NOTE:  The NASA LaRC SFAB has developed a web-based system entitled Contractor Monthly Accident Reporting (CMAR) located at http://cmar.larc.nasa.gov/login.cfm for support service contractor working on-site or within the LaRC firewall.  If you able and choose to submit your information electronically via CMAR, no additional hard-copy reports are required.  

C. Notice of Violation Response -- The Contractor shall respond to any Notice of Violation (NOV) issued for safety violations to the prime and/or its' subcontractors.  The response shall include the cause for violation; mitigation of impact, if applicable; and planned prevention of recurrence.  Response shall be submitted to the issuer of the NOV and SFAB within three working days of issuance. 

D.  Occupational Injuries/Illnesses Report - The Contractor shall submit an annual summary of occupational injuries and illnesses to the Occupational Safety and Health Administration (OSHA) as described in 29 CFR Part 1904.32.  (If contractor is exempt by regulation from maintaining and publishing such logs, equivalent reporting the contractor’s format is acceptable.)  This report is due within 45 working days after the end of the calendar year and shall be posted in accordance with OSHA regulations.

E. Safety and Health Plan - The Contractor shall submit a Safety & Health Plan in accordance with the instructions listed in the Solicitation Attachment II no later than 30 days after notice of award or prior to contract performance, whichever is sooner.
Per 1852.223-70(j) of the contract, the contractor is required to continually update the Safety and Health Plan when necessary (e.g., requirement change, safety regulation change, safety incident impact).  The Contractor shall submit a revised Plan for Contracting Officer approval no later than 30 days after the affect of a change or incident.   

F. Annual Information Technology (IT) Security Training Report - The purpose of this report is to obtain confirmation that IT security training for contractor employees 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 30th 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. 

G. Conformable Wage Rate Agreement -- Within 15 working days after the effective date of the contract, the Contractor shall submit a report confirming conformable wage rate agreement as this subject is addressed in the FAR clause 52.222-41, Service Contract Act of 1965, as Amended, for those individuals employed by the Contractor who are covered by the Service Contract Act, but are not listed in Exhibit #, Register of Wage Determinations and Fringe Benefits (WD). 

H. Collective Bargaining Agreements -- The Contractor shall provide the Contracting Officer with copies of any collective bargaining agreements, and amendments thereto, which arise during the course of the contract and which apply to Contractor employees assigned to the contract. 

I.  Documentation for Transferring Property to the Government -- 

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 calendar 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 working days 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. 

J. 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. 

K. Evidence of Insurance -- The Contractor shall submit evidence of the insurance coverage, required by the Section I, 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. 

L.   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 calendar 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. 

M.  Recovered Material Reporting - Within 30 calendar days after the effective date of the contract, the Contractor shall submit a recovered material report detailing the estimate of percentage of total recovered material to be used in performance of this contract.  This report shall be submitted annually to be due not later than January 1st.   The report shall detail the amounts of total recovered material and percentages of postconsumer material content actually used in the previous 12 months, and update the estimates for the balance of contract performance.  

N.  Waste Reduction Reporting – The Contractor shall submit an annual report, due not later than January 1st, detailing total amounts of EPA-designated categories and products procured and used in performance of this contract during the preceding reporting period.  A complete listing of all categories and products the EPA has designated as having to meet recycled/reclaimed percentages can be found at http://www.epa.gov/cpg/products.htm. 

O.  Organizational Conflicts of Interest (OCI) Mitigation/Avoidance Plan - The Contractor shall submit a comprehensive OCI Avoidance Plan within 30 calendar days from the effective date of the contract.  The plan shall address the contractor’s approach to identifying, mitigating and/or avoiding organizational conflicts of interest (OCIs) and personal conflicts of interest (COIs) that may arise under this contract. This response must include, at a minimum: (A) an assessment of the potential risk for various types of conflicts such as access to government sensitive or industry proprietary data that may result from the award of this contract, (B) the contractor’s process for identifying OCIs, including the contractor’s coordination with each of its parent, subsidiaries, affiliates, office locations, divisions and/or other similar entities (collectively, the “Business Units”) to determine whether OCIs currently exist, (C) the approach for maintaining communication with each Business Unit during the performance of this contract to identify potential OCIs arising during such performance period, (D) the approach to training and refresher training for its employees, (E) once identified, the methods the contractor will utilize to mitigate the various types of OCIs, (F) the approach for identifying, mitigating and/or avoiding personal OCIs for employees performing work under the contract, and (G) the approach for ensuring the processes and procedures included herein will be applied to each of its subcontractors and/or consultants (including their respective Business Units). The plan and subsequent revisions will be reviewed and approved by the Contracting Officer.  The approved plan will be incorporated into the contract as a compliance document once approved in accordance with NFS 1852.237-72. 
P.
Quality Control Plan - The Contractor shall submit a Quality Control Plan within 30 days calendar days from contract award.  
Q.
Report of Investigation (ROI)/Incident Report (IR) -- The Contractor shall submit an ROI or IR whenever notified of or discovering an incident affecting the security of NASA information, persons, or property. Routine matters shall be reported in an IR to OSS within the same shift or not later than the end of the next normal duty day or Monday should the incident occur on a Friday or weekend. An IR shall be completed in every instance where a person contacts a SO/SPO or the SSCC and reports a matter of concern security or criminal violations. For incident reported or disclosed that amount to felony criminal incidents, in addition to the IR, such incidents shall be reported in an ROI within 8 hours of notification. Both ROI/IR shall be produced and stored in an electronic format developed by the contractor and available, with all attachment, documentation, and photographs, on the OSS security server. Hard-originals of signed ROI/IR, along with all statements, affidavits, working papers, notes, or sketches, shall be provided to OSS and retained in OSS file systems. The contractor shall not retain hard-copies or hard originals of ROI/IR statements, affidavits, working papers, notes, or sketches, after the completion and signing of these records. The contractor shall continue to have full access to the electronic records on the OSS security server but must destroy all printed copies once they are no longer needed. No other files of these records is authorized. An ROI/IR must contain a full description of the following information: Who, What, When, Where, and How. An IR is a short narrative of an incident or event that is reported to or disclosed during the course of security and law enforcement duties. The COTR will approve the contractor's ROI/IR formats within 30 days of contract award.

R.
Traffic Accident Investigation (TAI)-- The Contractor shall submit an TAI whenever notified of or discovering a traffic accident. A TAI shall be completed within the same shift or not later than the end of the next normal duty day or Monday should the accident be reported or discovered on a Friday or weekend. A TAI shall be completed in every instance where a person contacts a SO/SPO or the SSCC and reports a traffic accident. A traffic accident involves a motor vehicle in transport. For traffic accidents reported or disclosed that amount to felony criminal incidents (e.g. manslaughter or DUI), in addition to the TAI and an IR, such incidents shall be reported in an ROI within 8 hours of notification. The TAI shall be produced and stored in an electronic format developed by the contractor and available, with all attachment, documentation, and photographs, on the OSS security server. Hard-originals of signed TAI, along with all statements, affidavits, working papers, notes, or sketches, shall be provided to OSS and retained in OSS file systems. The contractor shall not retain hard-copies or hard originals of TAI statements, affidavits, working papers, notes, or sketches, after the completion and signing of these records. The contractor shall continue to have full access to the electronic records on the OSS security server but must destroy all printed copies once they are no longer needed. No other files of these records is authorized. An TAI must contain a full description of all vehicles, property, and persons involved, photographs, statements of witnesses and a sketch of the accident. The following questions shall be answered in the narrative part of the TAI: Who, What, When, Where, and How. The COTR will approve the contractor's TAI format within 30 days of contract award.

S. 
Perimeter Inspection Report (PIR) -- The Contractor shall submit a PIR weekly or sooner when an inspection of the perimeter is completed or whenever damage to the perimeter is detected. If damage to the perimeter is determined not to be from natural causes such as fallen limbs, an IR shall also be completed. A PIR shall be completed in every instance where a SO/SPO or the SSCC receives notification of damage to the perimeter. The PIR shall be produced and stored in an electronic format developed by the contractor and available, with all attachment, documentation, and photographs, on the OSS security server. Hard-originals of signed PIR, along with all statements, affidavits, working papers, notes, or sketches, shall be provided to OSS and retained in OSS file systems. The contractor shall not retain hard-copies or hard originals of PIR statements, affidavits, working papers, notes, or sketches, after the completion and signing of these records. The contractor shall continue to have full access to the electronic records on the OSS security server but must destroy all printed copies once they are no longer needed. No other files of these records is authorized. A PIR must contain a full description of the location of the damage, photographs and a sketch of the damage and a short narrative of the probable cause of the damage. A PIR is a short narrative of damage to the perimeter that is reported to or disclosed during the course of a perimeter inspection. Negative reports must be completed and signed follow each inspection where no damage is discovered. The COTR will approve the contractor's ROI/IR formats within 30 days of contract award.

T.
Standard Operating Procedures (SOP) -- The Contractor shall review, modify and prepare SOPs as needed to provide general guidance to the contractor’s staff. The contractor shall review all current SOPs and make recommendations for changes to the COTR. As SPOs are superseded, the contractor must amend, remove, or supplement the guidance in whole or in part. The SOPs shall be produced and stored in an electronic format developed by the contractor and available, with all attachment, documentation, and photographs, on the OSS security server. Hard-originals of signed SOPs, along with all attachments, documentation, and photographs, will be provided to OSS and retained in OSS file systems. The contractor must retain hard-copies of SOPs in a location that is accessible to all contractor employees. The contractor will continue to have full access to the electronic SOPs on the OSS security server and must remove SOPs to an historical file once they are no longer needed. An SPO shall cover a single topic area and provide clear guidance for handling daily and routine events and processes. SOPs shall also provide direction in complying with high-level regulations and emergency plans. The COTR will approve all SOPS and the contractor's SPO format within 60 days of contract award.

U.
Dispatch Log/Blotter – The daily topical and/or chronological record of activities associated with criminal incidents, life safety, and general security are documented at the SSCC in both the dispatch log and the daily blotter. The Contractor shall maintain Dispatch Logs and Blotters stored in electronic format developed by the contractor and available on the OSS security server. Hard-originals of dispatch logs and blotters shall not be maintained. The contractor shall send daily blotters to an email list identified by OSS and protect the email with PKI encryption. The contractor shall continue to have full access to the electronic records Dispatch Logs and Blotters on the OSS security server but must destroy all printed copies once they are no longer needed. No other file of these records is authorized.  The COTR will approve the contractor's Dispatch Log and Blotter format within 30 days of contract award.
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: Kimberly Cone, Mail Stop 12     Contract NNL11XXXXXX 
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: 

1.  A--Contract Specialist, Mail Stop 12 

2.  B--Contracting Officer Technical Representative, Mail Stop 168 

3.  C--Safety and Facility Assurance Branch, Mail Stop 350 or fax 

757-864-8918 or CMAR http://cmar.larc.nasa.gov/login.cfm  
4.  D--Contractor Labor Relations Officer, Mail Stop 12
5.  E--Financial Management, Mail Stop 175 

6.  F--Industrial Property Officer, Mail Stop 377 

7. G--Small Business Specialist, Mail Stop 12 
8.  H—Center Information Technology Security Manager (CITSM) Mail Stop 164
9. I--According to instructions on form 

10. J--As required by Task Order 

11. K--On and Near-Site Staffing Report, 

    larc-dl-contractorwye@mail.nasa.gov 

12. L--Environmental Management Team, Mail Stop 213
13. M—As directed.

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   

1. Monthly Progress Report:  A-1, B-1, J-1
2. Accident/Incident Safety Reports:  E-1
3. Notice of Violation Responses:  C-1, issuer of NOV 

4. Occupational Injuries/Illnesses Report: C-1

5.  Safety and Health Plan: A-1, B-1, C-1  

6. Annual IT Security Training Report: H-1 

7. Conformable Wage Rate Agreement:  A-1, B-1, D-1 

8. Collective Bargaining Agreement:  A-1, B-1, D-1 

9. Requisition and Invoice/Shipping Document (DD Form 1149):  F- 1 

10. Federal Contractor Veterans Employment Report (VETS-100): I 

11. Evidence of Insurance:  A-1, B-1 

12. On and Near-Site Staffing Report: K-1 

13. Recovered Material and Waste Reduction Report: A-1, L-1
14. Organizational Conflicts of Interest Mitigation/Avoidance Plan: A-1, B-1
15. Quality Control Plan:  A-1, B-1 

16. Report of Investigation (ROI)/Incident Report (IR):  B-1, M-1

17.  Traffic Accident Investigation (TAI):  B-1, M-1

18.  Perimeter Inspection Report (PIR):  B-1, M-1

19. Standard Operating Procedures (SOP):  B-1, M-1

20.  Dispatch Log/Blotter:  B-1, M-1
D. When the Contract Specialist (A) 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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