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EXHIBIT B – CONTRACT DOCUMENTATION REQUIREMENTS 
 
 
I. DOCUMENTATION PREPARATION/SUBMISSION INSTRUCTIONS 
 
NOTE:  Items 1 through 7 shall be forwarded only to the Contracting Officer's 
Representative (COR) at the Center that placed the Delivery Order (DO).  A copy of the 
transmittal letter shall be forwarded to the specific Center's Administrative Contracting 
Officer (ACO). 
 

 
Item 

 
Document/Report 

Submittal 
Date 

Distribution 
Codes/Copies 

 
Action 

1 
Hardware Design (Ref. 4.1 of 
PWS) 

As Required 
by DO 

 
3 

Information and/or 
approval as required by 
DO 

2 
Detailed Hardware Design 
(Ref. 4.1 of PWS) 

As Required 
by DO 

 
3 

Information and/or 
approval as required by 
DO 

3 
Design Drawings (Ref. 4.2.1 of 
PWS) 

As Required 
by DO 

 
3 

Information and/or 
approval as required by 
DO 

4 
Final Design Drawings (Ref. 
4.2.1 of PWS) 

As Required 
by DO 

1 Original 
3 Copies 

Information and/or 
approval as required by 
DO 

5 
Stress Analysis (Ref. 4.2.2 of 
PWS 

As Required 
by DO 

 
3 

 
Information 

6 
Specifications (Ref. 4.2.3 of 
PWS) 

As Required 
by DO 

 
3 

Information and/or 
approval as required by 
DO 

7 
Inspection Reports (Ref. 4.2.4 
of PWS) 

As Required 
by DO 

 
3 

 
Information 

 
 
A. Monthly Financial Management Report 
 
(1)  The contractor shall submit a Monthly Contractor Financial Management Report in 
accordance with NFS 1852.242-73, NASA Contractor Financial Management Reporting. The 
Contractor shall prepare and submit the form in accordance with the instructions on the reverse 
side of the form and NASA Procedural Requirements (NPR) 9501.2E, NASA Contractor 
Financial Management Reporting.  
 
(2)  The Contractor shall submit a separate 533M for each authorized Cost Reimbursement 
Delivery Order.  [Financial Management Reports (533Ms) are not applicable to Firm Fixed 
Priced Delivery Orders.] 
 
(3) The Contractor shall submit a summary 533M covering all authorized Cost 
Reimbursement Delivery Orders. 
 
(4) The Contractor shall submit the report not later than the 10th working day following the 
close of the Contractor's accounting period being reported.  
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(5) The Contractor shall complete Columns 8.a and b using estimates (forecasts) for the 
succeeding two months.  
 
(6) The Contractor shall ensure that estimates (forecasts) are the best projection of the 
actual costs to be reported in column 7.a of the subsequent month's 533M.  Since NASA uses 
the Contractor's estimate for the current month (column 8.a of the 533M) as accrued costs in its 
monthly financial statements, the accuracy of these projections are critical to the integrity of 
NASA’s financial data.  
 
(7) The Contractor shall include a narrative explanation for variances exceeding plus or 
minus 10 percent (+/-10%) between estimated costs shown in the prior month and actual costs 
shown in the current month at the contract level.  (For example, the estimated costs shown for 
June in column 8.a in the May 533M and the actual June costs shown in column 7.a in the June 
533M.)   
 
(8) The Government will consider the Contractor’s accuracy of financial reporting when 
evaluating the Contractor’s performance in the Contractor Reporting Assessment Reporting 
System (CPAR). 
 
(9) The minimum reporting categories indicated below shall be included in column 6 of this 
report.  
 

a. Direct Labor Hours 
• Engineering (ENG) 
• Fabrication (FAB) 
• Other Direct Labor (ODL) 

 
b. Direct Labor Dollars 

• Engineering (ENG) 
• Fabrication (FAB) 
• Other Direct Labor (ODL) 

 
c. Overhead(s) 

 
d. Subcontract 

 
e. Material 

 
f. Travel 

 
g. Other Direct Cost 

 
h. G&A 

 
i. Total Estimated Cost 

 
j. Total Estimated Fee 

 
k. Total Estimated Cost Plus Fee 
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B.  Monthly Progress Report  
 
The Contractor shall submit monthly progress reports for each task order describing work 
accomplished during the reporting period, current and potential problem areas and proposed 
corrective action, and work to be performed during the next reporting period.  The Contractor 
may summarize all task order reports in one report, unless otherwise stipulated in individual task 
orders. Reports shall be in narrative form, brief and informal in content.  These reports shall 
include:  
 
(1) A narrative statement of work accomplished during the report period.  
 
(2)  A statement of current and potential problem areas and proposed corrective action.  
 
(3) A discussion of work to be performed during the next report period.  
 
The Contractor shall submit the monthly progress report within 10 working days after the end of 
each calendar monthly report period.  A monthly report shall not be required for the period in 
which the final report is due.   
 
 
C. Final Report  

 
Each delivery order may require the Contractor to submit a final report, either formal or informal 
which documents and summarizes the results. The requirement for a final report will be 
identified in the individual task.   When a formal final Contractor report is required, the 
Contractor shall submit it in accordance with the instructions contained in NFS 1852.235-73, 
Final Scientific and Technical Reports. 
 
 
D. NASA Property in the Custody of Contractors (NASA Form (NF) 1018)  

 
(1) The Contractor shall submit annually a NASA Form (NF) 1018, NASA Property in the 
Custody of Contractors, in accordance with NFS 1852.245-73, Financial Reporting of NASA 
Property in the Custody of Contractors.  The Contractor shall comply with the instructions on the 
Form and NFS 1845.71 and any supplemental instructions for the current reporting period 
issued by NASA.    
 
(2) Subcontractor use of NF 1018 is not required by this clause; however, the Contractor shall 
include data on property in the possession of subcontractors in the annual NF 1018. 
 
(3) The Contractor shall submit the NF 1018 no later than October 15th of each year for the 
period October 1 through September 30 of the following year. 
 
(4) A final report shall be submitted within 30 days after disposition of all property when 
contract performance is complete. 
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E. Organizational Conflicts of Interest (OCI) Avoidance Plan 
 
The Contractor shall submit a comprehensive OCI Avoidance plan for complying with Section 
H.5, "Organizational Conflicts of Interest" and Section H.4, "Limitation of Future Contracting".  
The plan is due within 30 calendar days of the contract award date.   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.  
 
F. Quality Plan  
 
In accordance with Section H.12 and H.13, Contractors who are ISO/AS certified at contract 
award shall submit a plan which addresses how the contract quality requirements will be met.  
The plan is due with 14 calendar days of the contract award date. The plan and subsequent 
revisions will be reviewed and approved by the Contracting Officer or the designated 
representative.  All approved quality plans (including quality plans submitted with proposals and 
deemed acceptable by the government), shall be incorporated into the contract as a compliance 
document. 
 
G. Federal Contractor Veterans Employment Report  
 
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. On and Near-Site Staff Reporting   
 
(1) 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).   
 
(2)   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".  
 
(3) "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).    
 
(4) "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.  
 
(5) 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 
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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.  
 

 
I. Interim Patent Rights Report – Beginning on the first anniversary date of the contract, 
the Contractor shall submit an annual list of subject inventions required to be disclosed as set 
forth in FAR 52.227-11, Patent Rights-Ownership by the Contractor (as modified by NFS 
1852.227-11, Patent Rights-Retention by the Contractor). 
 
 
J. Final Patent Rights Report – The Contractor shall submit a listing of all subject 
inventions required to be disclosed or certify that there were none as set forth in FAR 52.227-11 
Patent Rights- Ownership by the Contractor (as modified by NFS 1852.227-11, Patent Rights-
Retention by the Contractor).  This report is due prior to contract closeout.  

 
 

K. Invention Disclosure Reporting – The Contractor shall disclose each subject invention 
under the contract as set forth in FAR 52.227-11, Patent Rights-Ownership by the Contractor, 
(as modified by NFS 1852.227-11, Patent Rights-Retention by the Contractor). The electronic 
and paper version of NASA Form 1679, Disclosure of Invention and New Technology (Including 
Software), shall 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. 
 
 
 
II. DOCUMENT DISTRIBUTION REQUIREMENTS 
 
A. Unless otherwise specified elsewhere in this contract or individual delivery orders, 
reports and other documentation shall be submitted F.O.B. destination as specified below, 
addressed as follows: 
 

National Aeronautics and Space Administration 
Ames Research Center 
Attn: TBD/See Below, Mail Stop TBD/See Below 
Contract NNL    TBD  
Moffett Field, CA  94035-1000 
 
National Aeronautics and Space Administration 
Glenn Research Center 
Attn: TBD/See Below, Mail Stop TBD/See Below 
Contract NNL    TBD  
21000 Brookpark Road 
Cleveland, OH  44135 
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National Aeronautics and Space Administration 
Langley Research Center 
Attn: TBD/See Below, Mail Stop TBD/See Below 
Contract NNL    TBD  
Hampton, VA  23681-2199 
 
National Aeronautics and Space Administration 
Marshall Space Flight Center 
Attn: TBD/See Below, Mail Stop TBD/See Below 
Contract NNL    TBD  
Huntsville, AL  35812 

 
 
B. The following letter codes designate the recipients of reports and other documentation 
which are required to be delivered to the Cognizant Center, unless otherwise specified, by the 
Contractor: 

 
A – Contract Specialist 

  Langley Research Center, Mail Stop 12 
Ames Research Center, Mail Stop TBD* 

  Glenn Research Center, Mail Stop TBD* 
  Marshall Space Flight Center, Mail Stop TBD* 
 
 B – Contracting Officer’s Representative 
  Langley Research Center, Mail Stop 238 

Ames Research Center, Mail Stop TBD* 
  Glenn Research Center, Mail Stop TBD* 
  Marshall Space Flight Center, Mail Stop TBD* 
 

C – New Technology Representative  
Langley Research Center, Mail Stop 238 
Ames Research Center, Mail Stop TBD* 

  Glenn Research Center, Mail Stop TBD* 
  Marshall Space Flight Center, Mail Stop TBD* 
 

(*To be determined by Individual Delivery Orders) 
 

D – Financial Management, LaRC-DL-NF533@mail.nasa.gov  
  

E – Financial Management, Mail Stop 22 
 
F – Patent Counsel, Mail Stop 30 
 
G – Small Business Specialist, Mail Stop 12 

 
H – According to Instructions on form 
 
I  – As required by Delivery Order 

 
J – Delivery Order Monitor – In accordance with individual Delivery Orders 
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K – Langley Management System Project Office, Mail Stop  
 
L – On and Near-Site Staffing Report, larc-dl-contractorwye@mail.nasa.gov  
 

 M – Center STI Publication Manager, Mail Stop 196  
 

N - Industrial Property Officer, Mail Stop 135   
 
 
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 specifies the 
number of copies to be provided: 
 
 

 
DISTRIBUTION REQUIREMENTS 

 
Document 

Letter 
 

Document 

 
Distribution Code 

and Quantity 

A 
Monthly Financial Management Report (NASA Form 
533M) A-1, B-1, D-1 

B Monthly Progress Report 
 

A-1, B-1, I-1 

C Final Reports 

 
A-1, B-1, J-1 

(M-1, copy of the 
transmittal letter that 
forwarded report to 
the CO and other 
distribution of the 
transmittal letter as 
specified in NFS 
1852.235-73 ) 

D 

 
Report of Property in the Custody of Contractors (NASA 
Form 1018) 

 
 

E-1, H, N-1 

E OCI Avoidance Plan 
 

A-1, B-1 

F Quality Plan 
 

A-1, B-1, K-1 

G 
Federal Contractor Veterans Employment Report (VETS-
100)  H 

H On and Near-Site Staffing Report 
 

L-1 

I Interim Patent Rights Report 
 

A-1, B-1, C-1, F-1 

J Final Patent Rights Report 
 

A-1, B-1, C-1, F-1 
 

K 
 
Invention Disclosure Reporting 

 
A-1, B-1, C-1, F-1 
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D. When the Contract Administrator (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 NASA Center contract administrative services component. 
 


