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1. PURPGCSE

This Marshall Work Instruction (MAN) describes the process to
procure fabrication/integration services for flight hardware,
ground support/special test equipnent, and devel opnent/| aboratory
support articles and materials through the Marshall Space Fli ght
Center’s (MSFC) Qutsourcing Process Team (OPT). The outsourcing
process supports the small business initiatives set forth by the
Smal | Business Ofice within the MSFC Procurenent Ofi ce.

2. APPLICABILITY

This MN applies to all MSFC procurenent “Buy” decisions nade

t hrough the process associated with MAV 1280.1, “Fabrication
Servi ces Request Instructions (MSFC Form 3751).” This process is
applicable for products and services not within the scope of
procured itenms associated with MAN 4530. 1.

Procurenment processing under this instructionis limted to <
$100, 000 unl ess otherw se authorized by the Procurenent O fice.

Wrk to be perforned under this process will be within the broad
paraneters set forth by the specifications associated with
Request for Quotes (RFQ and purchase orders issued and executed
by the OPT contracting officer (CO.

3. APPLI CABLE DOCUMENTS

3.1 Federal Acquisition Regulation (FAR)

3.2 WMPG 1410. 2, “Marshall Managenent Directive Systent

3.3 MPG 2190.1, “MSFC Export Control”

3.4 MPG 5000.1, *“Purchasing”

3.5 MPG 6410.1, “Handling, Storage, Packaging, Preservation, and
Del i very (HSPP&D)”

3.6 MPG 8060.1, “Flight Systens Design/Devel opnent Control”
3.7 MPG 8060.2, “Non-Flight And Non-Facility Design Devel opnent”
3.8 MPG 8730.1, “Inspection and Testing”

3.9 MAN 1280.1, “Fabrication Services Request Instructions (MFC
Form 3751)”
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3.10 MAN 4530.1, “Flight Hardware Support Operations (FHSO
Conmponent Acquisition, Inventory control, and Kitting Services”

3.11 MAN 5100.1, “Procurenent Initiators Cuide”

3.12 MAN 5100.2, “Automated Procurenent Request System (APRS)
Process”

3.13 MAN 5330.1, “Evaluation of Contractors, Suppliers, and
Vendor s”

3.14 MAN 6410.1, *“Packaging, Handling, and Myving Program
Critical Hardware”

3.15 MAN 7120.1, “Program Project Quality Plan”

3.16 MAN 8040.3, “Deviation and Wai ver Process MSFC
Progr anms/ Proj ects”

3.17 MAN 8040.4, “Application CGuidance for Traceability”

3.18 MW 8040.5, “Floor Engineering Orders and Fl oor
Engi neering Parts Lists (FEQ FEPLs)”

4. REFERENCES

4.1 Audited Vendor List (AVL) Link:
https:// nmsf csma3. nsf c. nasa. gov/ dbwebs/ apps/ avl / def aul t . asp

4.2 Limted Vendor List (LVL) Link:
https:// nmsf csma3. nsf c. nasa. gov/ dbwebs/ apps/ | vl / defaul t. asp

4.3 Project Specific Approved Supplier List (PSASL) Link:
https:// nmsf csma3. nsf c. nasa. gov/ dbwebs/ apps/ | vl /default psasl . asp

5. DEFI N TI ONS

5.1 APRS (Automated Procurenent Request System). An on-line
Cent erw de aut omat ed procurenent request systemfor the
initiation, routing, approval, and tracking of procurenent
requests.

5.2 Contractor. Refers to the manufacturing off-site support
contractor.

5.3 Contracting Oficer (CO. A person, appointed in accordance
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with the FAR, with the sole authority to enter into, adm nister
and/or term nate Governnent contracts and make rel at ed
determ nati ons and fi ndi ngs.

5.4 Custoner. Recipient of a product or service provided by the
supplier. The requester or contact person on the MSFC Form 3751,
“Fabrication Request,” who is requesting work or services from

t he Manufacturing Services G oup.

5.5 Oganization. GCeneric termused to describe a Mrshal
Prograni Proj ect office, Directorate, Departnent, or G oup.

5.6 Qutsourcing Process Team (OPT). The OPT consists of co-

| ocat ed procurenent, manufacturing, and quality assurance

per sonnel responsible for devel oping the procurenent package, the
RFQ eval uation, award, and adm nistration of the purchase order.

5.7 Requester. The person initiating the MSFC Form 3751
requesting fabrication services.

6. | NSTRUCTI ONS

6.1 Request for Qutsourcing.

Request for manufacturing services shall be nade using the
applicable fornms in MANW 1280.1 through the Manufacturing Services
Group to have hardware articles or materials manufactured and/ or
serviced. The Manufacturing Services Goup will work with the
requestor to determne a “make” or “buy” decision. |If the
decision is to “buy,” the designated manufacturing services
representative will forward the request and associ at ed
docunentation to the OPT to begin the procurenent process.

6.1.1 Structure and responsibilities for the OPT

6.1.1.1 The OPT manufacturing representative will be the single
poi nt of contact.

6.1.1.2 The OPT procurenment representative shall initiate the
procurenent RFQ and process the subsequent contract
docunent ati on.

6.1.1.3 The OPT quality representative shall be responsible for
t he request package quality requirenment review and supplier
eval uati on.

6.1.1.4 The OPT shall coordinate with the requestor on
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procurenent status, engineering changes, requirenent changes,
and/ or devi ati on/ wai ver processing.

6.1.1.5 The OPT shall utilize suppliers based on their
qualification noted on the various supplier listings within MA
5330. 1.

6.1.1.6 The OPT manufacturing and quality assurance
representatives shall performaudits of these contractors within
t he scope of the above noted MW as part of the overal

out sourci ng process.

6.1.1.7 The OPT manufacturing representative and the quality
representative will review the request package and begin the
procurenent process to the requirenments of MAN 5100.2 when the
requi red docunmentation is received.

6.1.2 Requestor responsibilities.

6.1.2.1 The requestor shall provide the docunentation, as
applicable, listed in Appendix A to support the outsourcing
process.

6.1.2.2 The requestor shall ensure there are "sufficient project
funds" available for the procurenent. The funds shall be
transferred into the Manufacturing Services Goup carrier
account. The requestor nust consider and all ow adequate tinme for
fundi ng approval , procurenent processing, and receiving when
determ ning desired delivery dates.

6.2 Review and Request for Proposal.

6.2.1 The OPT manufacturing and quality representative shal
performa technical review of the docunentation to begin the
procurenent process. Any discrepancies will be related back to
the requestor via Email for resolution prior to the procurenent
RFQ bei ng rel eased.

6.2.2 The OPT teamshall select three qualified suppliers on a
rotating basis listed on the Audited Vendor List (AVL), Limted
Vendor List (LVL), and Project Specific Approved Supplier List
(PSASL) (Reference MW 5330.1). |If three suppliers are not
available on the lists, the OPT will utilize the avail able
suppliers and a RDSS (Recomendation & Determ nation to Solicit
One Source) will not be required. A justification nust be
presented to the OPT contracting officer for limting the
conpetition to less than three suppliers when they are avail abl e.

CHECK THE MASTER LI ST at https://repository. nsfc. nasa.gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Marshal |l Work I nstruction

EDO1
Qut source Processing for MA 5100. 3 Revi si on:
Fabrication/Integration Services Basel i ne
Dat e: Novemnber 5, Page 7 of 17
2002
6.2.3 The OPT manufacturing representative shall initiate a

procurenent request (Reference MA 5100.2) to include or add as
an attachment the applicable information in Appendi x B.

6.2.4 The OPT procurenent representative shall initiate a
purchase order file for the procurenent package as specified in
Appendi x C. No verbal contract agreenents will be perforned at
any time within the outsourcing process.

6.2.5 The requestor shall be responsible for identifying and
provi di ng Gover nnent Furni shed Equi pnent (GFE) for shipnent to
the supplier. The OPT manufacturing representative shall be
responsi bl e for processing the docunentation to ship the GFE
(Ref erence MPG 6410.1).

6.2.6 The requestor’s supporting quality engineer shall be
responsi ble for all quality inspection requirenments to be
performed by the “Safety M ssion Assurance O fice” or their
del egated agent. End itemdelivery points, programcritical
har dwar e requirenents, and associ ated docunentation wll be
specified and supplied by the requestor.

6.2.7 Based upon the request the OPT manufacturing
representative will specify point of acceptance and rel ated
accept ance docunent ati on.

6.2.8 Any processing allowng red-lines (Reference MPG 8060. 2)
and/or waiver, will require a purchase order nodification after a
l[imt of 5 redline changes, 5 attributes per redline, or any
redline that will change the deliverable product/service or price
of the purchase order. This requirenent will be included in the
RFQ docunent ati on as appl i cabl e.

6.2.9 Wen the procurenent package has been approved and fundi ng
is available, the OPT Contracting O ficer will generate a RFQ
MBFC- FORM 55a (Reference MW 5100.1). A copy of the purchase
order will be submitted to the directorate and/or subcontractor
responsi bl e for perform ng the product receiving/receiving

i nspection process at the Center. Only the OPT Contracting
Oficer my use a credit card to performthe procurenent process.

6.2.10 The OPT manufacturing representative will be the single
poi nt of contact for any di screpancies noted during the
procurenent process. The OPT manufacturing representative wll
work with the requester, the OPT quality representative and/or
requesters quality representative to correct any problens
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associated wth the RFQ process. Problemresol ution/change
request via Email or hard copy will be maintained in the specific
contract files. Any formal changes to the RFQ shall be submtted
and approved by the OPT Contracting Oficer. The OPT

manuf acturing representative will track the procurenent status.

6.3 RFQ Return Review and Contract Award. Wen a RFQ response
is received, the OPT Contracting Oficer will maintain the

ori ginal package and submt a copy to the OPT for technica

eval uation. The OPT Contracting Oficer will then nmake award to
the low price technically acceptable vendor utilizing a MSFC
FORM 55 (Reference MAN 5100.1).

6.4 Contract Change Control. Purchase O der nodifications may
be initiated either fromthe requestor or supplier using the

Qut sourcing Contract Change Request (OCCR) form shown in Appendi X
D. The executed OCCR shall serve as the negotiated agreenent

bet ween the supplier and the Governnment when approved by the
Contracting Oficer. A separate purchase order nodification wll
i ncorporate the agreed upon changes.

Any engi neering changes initiated by a Floor Engi neering O der
(FEO or Floor Engineering Parts List (FEPL) shall be rel eased by
t he MSFC configuration control board prior to final acceptance by
MSFC. |If the FEQ FEPL have not been rel eased, the product shal
be contractual ly accepted and held in MSFC receiving inspection
until the requestor has provided copies of the rel eased

engi neering docunentation to the OPT as required by MAV 8040. 5.

6.5 Product Acceptance/ Purchase Order C osure. The OPT

manuf acturing representative will nonitor the suppliers
performance. The status will be updated as necessary. |If the
product has not been delivered on tinme, the OPT manufacturing
representative will contact the supplier to ascertain the status
of the delivery and any issues del aying delivery. Wen delivery
is made, the OPT manufacturing representative will provide the
Contracting Oficer with evidence of the acceptance of the
product and/or service. The OPT quality representative wll

nmoni tor receiving inspection nonconfornmances based upon the

requirenments of MAN 5330.1. Information related to contract
nonconformances will be nmaintained in the contract file.
7. NOTES

A Letter of Record of contracts issued, by company nanme, wll be
submtted to the MSFC Smal | Busi ness Assistance Ofice sem -
annual | y.
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The custonmer needs to insure that all owances are nmade in their
schedul e for NASA quality assurance to do their inspections once
finished parts are returned to MSFC. This coul d take upwards of a
week or | onger dependi ng upon the inspection and test
requirenents to be perfornmed during the receiving process.
Dependi ng on the conplexity of the purchasing docunentation

requi renents, a Statement O Wrk (SOW, in an electronic format,
may be required by the OPT Contracting Oficer.

The requestor will identify any applicable export control

requi renents that are associated with the procurenent request
(Reference MPG 2190.1).

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES

None

9. RECORDS

9.1 OPT Contract file (Appendix C), maintained for 5 years by
the Qutsourcing Process Team Ofice. After 5 years these records
can be destroyed.

9.2 Procurenent specific docunentation as specified in MPG
5000.1 will be maintained and di spositioned by the Procurenent
Ofice.

10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

10.1 Manufacturing personnel shall be trained as specified by
t he Manufacturing Services G oup.

10.2 Quality Assurance personnel shall be qualified as specified
in MN 5330.1, lead auditor.

11. FLOW DI AGRAM
None

12. CANCELLATI ON
None

Oiginal signed by
Axel Roth for
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A. G Stephenson
Di rector
Appendi x A

Qut sour ci ng Docunent ati on Requirenents

The foll ow ng docunmentati on should be submitted via a Mcrosoft
Word docunent to the maxi mum extent practicable to facilitate
i ncorporation into procurenent docunmentation

A.1 Fabrication Request MSFC Form 3751.

This formis to be conpleted in its entirety ensuring all bl ocks
are conpl eted and the requester nane, phone nunber and a valid
fundi ng code are provided.

A.2 Five sets of draw ngs.

5 sets of drawi ngs, including all applicable Engineering Orders
(EOQ, and Engineering Parts List (EPL) shall be provided.

(Ref erence MPG 8060.1 and MPG 8060.2). The drawings are for as
follows: One for each of the three solicited vendors, one for the
OPT file, and one for the "sel ected" supplier to be included in

t he data package for receiving inspection. Prelimnary draw ngs
will only be accepted for engineering unit and/or devel opnenta
product/service procurenents.

A.3 Sol e Source.

I nformation for justifying SOLE SOURCE procurenents shall be
provided to the OPT. (Recommendati on and determnation to solicit
from one source Per FAR 13.106-1(b)(1)).

A. 4 Energency.

Emergency justification requirements will need to be submtted
describing why the parts are needed on an energency basis.

A.5 CGovernnent Furni shed Equi pnent/ Materials (GFE/ M.

Alist of GFEfMto be shipped as part of the products to be
manuf act ured and/or serviced shall be included. The list should
be detailed as to Find Nunbers (F/N s) associated with assenbly
drawi ngs and or articles/materials to be serviced. Shipping by
MSFC to the supplier, hand carry delivery by MSFC, or supplier

pi ckup nust be specifi ed.
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A.6 Point of Delivery.

End itemdelivery point i.e., requester, Bldg 4723/4705
storeroom etc.

A.7 Qality Requirenents.

A project/programquality engineer point of contact shall be
provi ded by the requestor so as to provide to the OPT the
f ol | owi ng:

A.7.1 A copy of the rel eased/ approved MSFC prograni proj ect
quality plan.

A. 7.2 Applicable quality requirenents including GFE shi pping

i nspection, in process source inspection (NASA or Covernnent
del egated with related letters or forns), receiving inspection,
and acceptance test requirenents (Reference MN 7120.1, MG
8730.1). Non-quality-sensitive requirenents wll require as a
m ni mum accept ance requi renents by the user.

A.8 -900 Configuration

A -900 is a designation used to describe an “excess” or “less
than” what is to be required of a product or service associated
wi th an engi neering drawi ng and/or specification. (Exanple:
96ML2345-1(-)-900, less notes 3 & 4)

Not e: The applicable | ower or next higher assenbly

drawi ngs/ specifications are required to be included wth the
request package as required based on the 900 confi gurati on.

A.9 Wi vers/ Deviations.

Any and all waivers associated with this procurenent process when
the requirenents of the MSFC qual ity managenent system have not
been conplied with (Reference MPG 1410. 2).

A. 10 Certificates of Conpliance (COC).

Type of COC as specified in MN 8040.4 will be required.

A. 11 Special Requirenents.
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A 11.1 If testing and test results are required a
rel eased/ approved copy of the test procedure(s) is required for
each test.

A.11.2 Any other Acceptance Data Package (ADP) data requirenents
to be submtted by the supplier not specified above such as the
detail ed inspection and test records, MSFC shi pping
docunent ati on, personnel certification records, materi al
certifications, shelf-life certification, nonconformance
docunent ati on, approved devi ati on/wai vers, COC s back to the
manuf acturer, etc.

A.11.3 Governnent Furni shed Equi prent/ Material (GFE/M packagi ng
and inspection requirenents.

A.11.4 Any Program Critical Hardware handling and docunentati on
requi renents (Reference MW 6410.1).
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Appendi x B

Qut sourci ng Procurenent Docunentation

B.1 Listing of all GFE including shipping inspection
requi renents including shipping fornms to be used i.e., DD 1149,
MSFC- FORM 57, or ot her applicable form

B.2 Del egated NASA and/or Governnent inspection requirenents,
i ncludi ng applicable forns and/or letters.

B.3 Delivery Points, Building 4471, 4723, or requestor.

B.4 Describe whether the product or service is considered Flight
or Non-Flight.

B.5 Any required Program Critical Hardware requirenents
B.6 Subcontractor Certificate of Conpliance (COC) requirenents.
B.7 Point of acceptance.

B.8 Acceptance docunentation, DD 250 (Contractor initiated),
dray ticket MSFC-FORM 113 (MSFC initi ated).

B.9 Acceptance Data Package (ADP) requirenents.

B.10 Deviation and wai ver processing for nonconform ng
product/servicing and/ or engi neeri ng change request.

B.11 GFE/MInspection/Certification docunentation requirenents.

B.12 Red-line processing requirenents as applicable.
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Appendi x C

OPT Contract File

C.1 One set of applicable drawi ngs and/ or specifications.
C.2 Request for Quote (RFQ for each sel ected vendor.
C.3 Awarded instrument with all nodifications.

C.4 End Item acceptance/delivery docunentation as applicable.
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Appendi x D
Suppl i er/ NASA Qut sourci ng Contract Change Request (OCCR)
1. Supplier/MSFC | 2. Contract/DCN:. | 3. Drawi ng Nunber(s): 4.
Page  of

5. Reason for OCCR

[0 Facilitate Manufacturing [] O her (Specify)
[] Design Change

6. AS SPECI FI ED 7. CHANGE REQUESTED

8. Inpact on Price and Schedul e:
[0 No Price Adjustnent Delivery Date Change: No [] Yes []

[] Price Adjustnent (Increase/ Decrease) Manhour s$

Material $

9. Signature of Authorized Contractor Representative: Dat e:
10. Organi zati on Repr esent ati ve: Approval | Di sapproval Dat e:
11. OPT Technical Representative: 12. Contracting Oficer:

] Approval [ Di sapproval [] Approved [] Di sapproved

[] Approval Subject To:

Si gnat ur e: Dat e: Si gnat ur e: Dat e:

13. OCCR Nunber:
Qut sourci ng Contract Change Request

MSFC- FORM 3748
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N =

o Ok W

11.

12.

13.

OCCR I nstructions

Suppl i er Name or “MSFC.”

Contract/ Purchase Order Number/Docunment Control Number
( DCN) .

Drawi ng nunber (s) including as applicable, engineering
parts |list and Engi neering Orders.

Pages applicable to include any attachnments.

Docunment the reason for submttal, for “other” give general
descri ption.

State the present required engineering/quantity
requirenents.

The requested change.

Supplier price adjustnent inpacts circle “lIncrease” or
“Decrease” as applicable.

Si gnature of authorized contractor representative.

Si gnature of the MSFC requestor and/or the design
representative. Any tine there is a cost inpact a
signature by the OPT Resource Representative will be
required.

Qut sourcing process teamtechnical representative
signature for approval /di sapproval and date.

Qut sourcing process team Contracting O ficer signature for
approval / di sapproval or approval conditions. Approval
conditions shall be docunented on an OCCR continuation
sheet .

OCCR nunber, a uni que nunber specified by the MSFC
Qut sourcing team Each subsequent OCCR will have its own
uni que nunber specified. Changes to OCCR s issued shal
have dash nunbers added to assure traceability.
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Qut sourci ng Contract Change Request (OCCR)
Cont i nuati on Sheet

OCCR Nunber : Contract/ DCN Nunber : Page _ of _
I ncl udi ng any
attachnents

MSFC- FORM 3748- 1
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