NNL12432358E                                                                                                                                    EXHIBIT C


CONTRACT DOCUMENTATION REQUIREMENTS
I.  REQUIRED REPORTS

A.  Monthly Grounds Maintenance Progress Report - The Contractor shall submit a detailed Grounds Maintenance Progress Report summarizing work progress, manpower utilization for assigned work, material expenditures, a list of all the grounds maintenance deficiencies as identified by on-site field inspection by the Contractor, 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 COR and CO prior to the first submission.  The report shall include exact location of each deficiency and as a minimum such conditions as follows:

(1) Diseased plants, with disease and cure identified.

(2) Dead or dying plants requiring replacement.

(3) Plants infested with insect, with insects and cure identified.

(4) Plant beds requiring edging, mulching or cultivation.

(5) Damaged plants, dieback or overgrown shrubs that require pruning.

(6) Trees requiring pruning or limb removal.
(7) Unsightly conditions such as vine removal, overgrown vegetation and anything else that detracts from an overall neat appearance.
B.   Contractor Monthly Accident/Incident Reports - The Contractor shall submit monthly man-hours headcount and accident/incident data to the LaRC Safety and Facility Assurance Branch (SFAB) within 10 working days after the end of each month. The Contractor shall submit this data via the web-based system entitled Contractor Monthly Accident Reporting (CMAR) located at https://cmar.larc.nasa.gov/login.cfm for support service contractor working on-site or within the LaRC firewall.  If you are unable to submit your information electronically via CMAR, then Langley Form 272A, shall be submitted to SFAB, MS 305.  The submission of this data to SFAB does not exempt the Contractor from submitting an annual summary of occupational injuries and illnesses to the Occupational Safety and Health Administration (OSHA) as described in 29 CFR Part 1904.32.  

C.  Accident/Incident Investigation Reports - The Contractor shall notify SFAB of any accident/incident as soon as practical but no later than 2 hours following occurrence. The Contractor shall submit a written accident/incident investigation report within 3 business days of occurrence.  

D.  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.  The Contractor shall submit the response to the issuer of the NOV and SFAB within three working days of issuance. 

E.  Safety and Health Plan - The Contractor shall submit a Safety and Health Plan within 30 days of contract award. The plan must be reviewed and approved by SFAB prior to implementation.  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.  (See Attachment II for additional instructions).

F.  Annual Information Technology (IT) Security Training Requirements - In accordance with NFS 1852.204-76, Security Requirements for Unclassified Information Technology Resources, all Contractor personnel requiring physical or logical access to NASA IT resources must complete NASA’s annual on-line IT Security Awareness training by June 30.  The Contractor shall submit an annual IT Security Training Report which confirms that required IT security training has been completed by all individuals.  This report shall be completed by July 10th of each year. 
The report shall include the following content: (1) the number of employees requiring IT security training; (2) the percentage of those employees in item (1) that have completed the annual training; and (3) a plan of action with milestones to reach 100% in item (2) if that level has not been achieved by June 30.

G.  Employment Reports on Veterans - The Contractor shall submit a Veterans’ Employment Reports (VETS-100A Report) as required by Clause 52.222-37, Employment Reports Veterans.  Within 30 days following the VETS-100A Report submission, the Contractor shall submit a letter to the Contracting Officer confirming that it has submitted the most recent annual VETS-100A Report required by FAR 52.222.37.

H.  Evidence of Insurance - The Contractor shall submit evidence of the insurance coverage required by NFS 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. 

I.  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, within the first 5 work day after the end of the quarter (e.g. on or before the 5th workday in January, April, July and October 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.  For example, if the Contractor’s standard work-year is 1,860 productive hours (excludes leave, holidays, etc.), the quarterly WYE reported would be calculated as the total labor hours for the quarter divided by the available productive hours in the quarter (in this example 1,860 annual productive hours divided by 4 quarters yields 465 hours).  Thus, if 10,000 hours were incurred on the contract during the quarter the WYE would be (10,000/465 = 21.5 WYE).  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. 

J.  EPA-Designated Categories Annual Purchasing Report - In accordance with FAR 52.223-17, Affirmative Procurement of EPA-Designated Items in Service and Construction Contracts, the Contractor shall submit an annual Purchasing Report detailing the total amounts of EPA-designated categories and products procured and used in performance of this contract during the preceding fiscal year period.  The annual Purchasing Report is due by November 1st for purchases during the preceding fiscal year period (October 1 through September 30).  If the contract ends prior to November 1st, the annual Purchasing Report is due at the end of the contract period of performance.  After contract award, the Contractor will be granted access to this reporting template at http://emis/ap.htm.  
K.  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 D, Register of Wage Determinations and Fringe Benefits (WD). 

L.  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. 

M.  Quality Plan -- Within 30 calendar days after the effective date of the contract, the Contractor shall submit a quality plan that addresses how the contract quality requirements will be met.  The plan and subsequent revisions will be reviewed and approved by the Contracting Officer or the designated representative. 

· The format used shall be at the Contractor’s discretion; however, the QCP shall address all requirements of the PWS and demonstrate how the Contractor intends to ensure quality performance during the contract period of performance. The Contractor shall maintain the Quality Control Plan throughout the life of the contract.  The Contractor shall provide any updates to the plan to the CO for acceptance with a copy to the COR when changes occur within ten (10) days. The Quality Control Plan shall include the following:

· Inspection System.  The Contractor shall ensure written procedures for the inspection system includes the title/name of the individual responsible for the Quality Control Plan and who shall perform the inspections.  The location of inspection records and key control logs shall be made available to the government at all times during the term of the contract

· Deficiency Prevention.  The Contractor shall provide an inspection form describing the method for identifying and preventing defects in the quality of service performed

· Inspection Record – The inspection record shall provide the following information:

· Date, time and location (building number) of the inspection

· Title and signature block fort the person who performed the inspection.

· Ratings of acceptable or unacceptable for all work performance inspected.

· Areas (i.e. room number, section, etc.) found to be deficient and corrective action taken.

· Total number of observations and defects.

· Type of inspection (i.e. 100%, random, periodic, etc.) 

· Frequency (i.e. daily, weekly, monthly, quarterly, etc.) of inspection

· Notification Plan – The Contractor shall submit a Notification Plan upon award to the CO for acceptance.  The Contractor shall maintain the Notification Plan throughout the life of the contract.  This plan shall include information for points-of-contact.  The Plan shall also state what method shall be used to notify personnel.  The Contractor shall provide any updates to the Plan to the CO for acceptance with a copy to the COR when changes occur.

N.  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.  

O.  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. 

P.  Environmental Management Reporting Requirements

1.1. Within thirty (30) days of contract award, the Contractor shall submit a Biobased Product Plan. This submittal shall be approved by the CO in writing.  The Contractor shall not commence work until this submittal is approved by the CO in writing.  The Plan must be reviewed and updated annually.  The plan must contain and define the following elements:

1.2. At a minimum, the Plan must include a complete list of biobased products with biobased content (percentage), indicating the name of the manufacturer, and the intended use of each of the materials that are to be used in carryout out the requirements of the contract.
1.2.1. NOTE:  A Contractor may propose more than one product within a product category and/or propose a product or products addressing more than one product category.

1.3. The Contractor shall provide date on the quantity and dollar values of biobased and CPG listed products used in this contract.  The date will be submitted to the COTR once a year (end of fiscal year) via EMBs Affirmative Procurement Purchasing Report.  The Contractor shall list volume to be used and total cost for each individual product.  This information will be used for reporting purposes
1.4. Biobased Product Certification.  This statement should be submitted to EMB prior to commencement of work.
1.5. The Contractor shall execute the following certification required by the Farm Security and Rural Investment Act of 2002 (7 U.S.C. 8102C (3):  
1.5.1. I, ___________ (name of certifier), am an officer or employee responsible for the performance of this contract and I hereby certify that biobased products (within categories of products listed by the United States Department of Agriculture in 7CFG part 2902, subpart B) to be used or delivered in the performance of the contract, other than biobased products that are not purchased by the office as a direct result of this contract, will comply with the applicable specifications of other contractual requirements.
Q.  Monthly Service Plan – The Contractor shall be responsible for preparing a Monthly Service Plan in a format that is acceptable to the Contracting Officer for both the Base and IDIQ portions of this contract (See PWS Section 3.1.5 E).  The plan is to list, by week, all the requirements and locations (Building/Area) of Base work scheduled for accomplishment during the next month and identify all work ordered under the IDIQ portion of this contract.  The schedule shall list the type of work to be performed, the areas to be worked and the scheduled start and completion dates in each of the areas.  The Contractor shall submit a copy of the Monthly Service Plan to the Contracting Officer for approval.  The first Monthly Service Plan shall be due 10 calendar days after award, and prior to commencing work, and shall reflect the work requirements for the entire calendar month.  Subsequent plans shall be submitted 5 calendar days prior to the next monthly work cycle.  The plan shall firmly represent all the work the Contractor intends to accomplish in the upcoming month under the Base and IDIQ portions of this contract.  Deviation from the work plan is permissible only due to inclement weather, local conditions that govern rate of growth of vegetation, convenience of the Government, or by approval of the Contracting officer.  For all unscheduled work, the Contractor shall obtain Contacting officer approval in advance.  The Contracting Officer will utilize the Monthly Service Plan as one of the methods of monitoring the Contractor’s progress and quality of work.  Changes to the plan shall be submitted for the Contracting Officer at least two working days prior to performance. 

R.  Contract Discrepancy Report – The Contracting Officer may send a Contract Discrepancy Report to the Contractor listing deficiencies in the Contractor’s work.  The Contractor shall inform the Contracting Officer in writing, within three (3) calendar days of receipt of the report, of the action the Contractor proposes to take to remedy the deficiencies, and of the measures the Contractor plans to adopt to insure that similar deficiencies will not reoccur in the future.

S.  Equipment List – The Contractor shall submit a list of equipment it will furnish subject to an on-site inspection 15 calendar days after award.  The equipment must be approved for use by the Contracting Officer prior to commencement of work.  An updated list of equipment available at the work site must be submitted 5 calendar days prior to the next scheduled monthly service.  The list should indicate current equipment, any additional equipment being added or removed from site, condition of equipment, equipment under repair with estimated date of return to service, and any other pertinent information requested by the Contracting officer.  The Contracting Officer reserves the right to field verify the equipment.

T.  Inspections of Above Ground Storage tanks (AST) - The Contractor shall electronically submit the inspections of AST’s using LF410 (NASA Langley Research Center Monthly AST Inspection Checklist) by the 5th of each month. 

II.  DOCUMENT DISTRIBUTION REQUIREMENTS 

(a) Unless otherwise specified elsewhere in this contract, the Contractor shall submit reports and other documentation f.o.b. destination as specified below, addressed as follows: 

National Aeronautics and Space Administration Langley Research Center 

Attn:  Contract Specialist, Mail Stop 12, Contract NNL1#,  

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 12

B - Contracting Officer’s Representative, Mail Stop 142 

C – Not Applicable

D – Not Applicable

E – Safety and Facility Assurance Branch, Mail Stop 350 or fax 

       757-864-8918 or CMAR http://cmar.larc.nasa.gov/login.cfm 
F - Contractor Labor Relations Officer, Mail Stop 12
G – Not Applicable 
H – Not Applicable

I – Not Applicable
J – Not Applicable

K – Center Information Technology Security Manager (CITSM), Mail Stop 164
L – According to instructions on form
M - Not Applicable

N – Task Monitor (Only Applicable to Task Orders)

O – Langley Management System Project Office, Mail Stop 438
P – Not Applicable

Q – Not Applicable

R - On and Near-Site Staffing Report, larc-dl-contractorwye@mail.nasa.gov 
S - Environmental Management Team, Mail Stop 213

(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   

Monthly Grounds Maintenance Progress Report:  A-1, B-1
Contractor Monthly Accident/Incident Reports:  E-1

Accident/Incident Investigation Reports:  E-1

Notice of Violation Responses:  E-1, issuer of NOV

Safety and Health Plan: A-1, B-1, E-1  

Annual IT Security Training Report: K-1 

Federal Contractor Veterans Employment Report (VETS-100): L-1

Evidence of Insurance:  A-1, B-1

On and Near-Site Staffing Report: R-1 

Recycled Content Annual Purchasing Report:  A-1, S-1

Conformable Wage Rate Agreement:  A-1, B-1, F-1
Collective Bargaining Agreement:  A-1, B-1, F-1
Quality Plan:  A-1, B-1, O-1
Recovered Material and Waste Reduction Reporting:  S-1

Environmental Management Reporting:  A-1, B-1, S-1 

Monthly Service Plan:  B-1
Contract Discrepancy Report:  A-1, B-1

Equipment List:  A-1, B-1

Inspections of Above Ground Storage Tanks Checklist:  B-1, S-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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