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DOCUMENT HI STORY LOG

St at us

(Basel i ne/

Revi si on/ Docunent Ef fective

Cancel ed) Revi si on Dat e Description
Docunent converted from MSFC- P06. 1-C03 to a

Basel i ne 5/ 14/ 99 Directive. Previous history retained in system
as part of canceled or superseded | SO Docunent
files.
Organi zati on codes and titles updated. Updated

Revi si on A 8/ 20/ 99 forns listing at 9.b. Updated S&VA docunent
nunbers at paragraph 3 (Applicable Docunents)
and sections 1.3.1, 1.4.1, 3.3.2.1.5, 3.6.1,
3.6.2, and Appendi x D. Updated requirenent
term nol ogy and referenced docunent at Appendi X
D, 7.A Corrected QS to MVS at 3.6.5.1. Added
"safety" to first sentence at 1.1 of Chapter 1.
Docunent renunbered to conply with fornat

Revi si on B 8/ 8/ 01 required by MPG 1410.2. Section 3 revised to

del ete MM 4000.1 and substitute MA 4520.1 and
MA 4520. 2, where applicable; delete MM 8040. 12,
MM 9000. 1, MAN 1050.1, CwR1-011, PS-OW -16;

del ete QSO1- QE-002 and QS01- QE- 006 and
substitute QS01-QE-001; add MPD 2800.1, MPG
8040.1, MN 8040.3, MW 8715.9; change MM
1845.1 to MPG 1840.2 and add “MSFC' to title;
change MM 3200.1 to MPG 3200.1; change title of
MA 4530.1 and MAN 5330.1. Section 5, paragraph
a. (now 5.2), updated definition of Basic
Ordering Agreement; added definition of

Col | aborative Wrk Conmitnent (new 5.12);

par agraph k now 5.1; paragraph m (now 5.14),
redefined I nformation Technol ogy; paragraph o.
(now 5.16), redefined Internal Agreenent; added
definition of Organizational Chief Information
Oficer (new 5.21). Section 9, added Note.
Chapter 1: 1.1 (now CH1.1.1), Deleted
“contractor delivery” and “final voucher paid”;
1.1.2 (now CH1.1.3), third bullet, change
$25,000 to $100,000; fifth bullet, deleted
“under the Governnent Enpl oyees’ Training Act,
(See CMR1-011) or” and added “(See MAN 5113.1,
“Credit Card Operating Procedures”); CHL. 1.4,
del eted hardware fabrication BOA, University

research BOA, and SEWP I IT; 1.2 (now CHL. 2),
added “Contract Specialist supporting the
requiring function will, upon request, assist

and guide the initiator in perforning the nmarket
research”.; 1.3.1 (now CHL. 3.3), deleted “Year
2000 conpliance requirenents, if applicable”
1.4.1 (now CH1. 4. 2), added “invol ving MSFC on-
site performance for all proposed contracts in
excess of $1,000,000" to first sentence; added a
requirenent for subnittal of a Safety and Health
Plan; 1.4.3 (now CH 1.4.4), changed the process
for processing procurenent requests for IT

servi ces and products requirenents to
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St at us

(Basel i ne/
Revi si on/
Cancel ed)

Docunent
Revi si on

Ef fecti ve
Dat e

Description

Procurenent Ofice; 1.7.1 (now CHL.7.2), Added
“assigned contracts and/or Business Ofice
personnel can assist the initiator in
contacting”; CHL.7.2.1, sixth bullet, added: “or
i nvol ving on-site performance or procurenents in
excess of $1,000,000"; Bullet 9, deleted
“Program Project Analyst”; deleted the

requi renent for docunments with origina
signatures to be forwarded to the Procurenent

O fice concurrently with the APRS subnittal
CHL.7.2.2, added requirenent for electronic
versions of all supporting docunents to be
submitted to the Procurenent Ofice concurrently
with the APRS subnittal; 3.1.2 became CH3. 1;
3.3.2.1.a. (now CH3.3.3.2), added a statenent
stressing the inportance for post award risk
assessnent to devel op surveillance approach and
determ ning functions that shoul d be del egated
3.6.5.1 (now CH3.6.5.1), added a sentence
regardi ng the inportance of a conprehensive risk
assessnent of the contract and program

i medi ately following award. Appendix A

Del eted first page of flow diagram and repl aced
with a new first page. Appendi x C, added
approval level within the Center QOperations
Directorate (ADO1); changed approval |evels

wi thin Engineering Directorate. Appendix D
updat ed references.

Revi si on

5/ 10/ 03

Updated URL in footers and corrected granmatica
errors. Throughout the docunent del eted
“Procurenent” Requests and substituted
“Purchase” Requests; deleted “quality records”
and substituted “records”; deleted “QS01.”. and
substituted “QS..”; deleted “Comrerce Business
Daily (CBD)” and substituted “FedBi zOpps”
deleted “Initiators” and substituted

“Requi sitioners”; deleted “APRS’" and substituted
“SAP”; deleted “Credit” and substituted “Gov’t
Commerci al Purchases”; del eted “Defense Contract
Managenment Command (DCMC)” and substituted

“Def ense Contract Managenent Agency (DCMA)”;
deleted all reference to MSFC Fornms 55 and 404.
changed the title of MA 5115.1 from “Handl i ng
of” to “Processing” Unsolicited Proposals;

3.17, deleted MW 5100.2 (APRS); 3.18, changed
title to MW 5113.1; 3.27, added MW 8540.2; 5.3
del eted “CBDnet”; 5.12 added “FedBi zOpps”; 5.21
del eted “and ot her procurenment actions”; 5.22
added new Purchase Request (PR) definition and
changed “anmendnent” to “nodification;” 5.25
added “SAP” definition. Changed Chapter 1
Instructions Index format and nunbering schene.
CHL. 1.4 changed “Sinplified Acquisition
Procedures (SAP)” to “Sinplified Acquisition
Threshol d Purchases (SAT)”, and added NRAs and
CANs; CH1.2.1 added “Affirmative Procurenent
Progranf; CH1.4.5 deleted; CHL. 7.2, CHL. 7.2.1
and CH1.7.2.2 reworded to reflect the

i npl ementation of SAP; CH1.7.3 reworded to
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refl ect changes to nmanual purchase requests;

CHL1. 7.4 reworded process; CHL. 7.5 deleted; 1.8,
7'" bullet, added JAUP, and 11'" bullet,
clarified technical evaluation for grant awards;
CH2.5.2 added reference to MSFC Form 3409

CH3. 2.8 redefined contract admnistration duties
of ONR; CH3.3.2 revised information pertaining
to COIR appointnents; CH3.3.2.1 revised to

refl ect COTR del egation; Appendix A, deleted
first page of flow diagramand replaced with a
new first page; Appendix C, deleted PR approva
requi renents and added rel ease strategies
established within SAP, and delete matri x;
Appendi x D, renoved approvals fromthe table and
updat ed Section 8 on Hazardous Materials to
reflect new references; Appendix G deleted and
replaced in its entirety; Appendix J, revised
“Procurenent Package Checklist”
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1. PURPCSE

This Marshall Work Instruction (MAN) provides gui dance on the
requisitioner’s responsibilities in the acquisition process from
initiation of the procurenent package through contract award,
recei pt of the goods and services, and contract conpletion. This
instruction also provides specific instructions to procurenent
requi sitioners on preparing procurenent packages for the

acqui sition of supplies and services and for other contractual
actions.

2. APPLICABILITY

This MWN applies to all MSFC organi zati ons.

3. APPLI CABLE DOCUMENTS (See Appendi x D for additional
ref erences)

3.1 Federal Acquisition Regul ations (FAR)
3.2 NASA FAR Suppl enent (NFS)
3.3 NPG 1441.1, “NASA Records Retention Schedul es”

3.4 NPG 5600.2, “Statenent O Work (SOW: Guidance for Witing
Wor k St at enent s”

3.5 NPG 5800.1, “Grant and Cooperative Agreenent Handbook”

3.6 MPD 2800.1, “Managenent of Information Technol ogy Systens
and Services at MSFC

3.7 MPG 1840. 2, “MSFC Hazard Conmuni cati on Progrant

3.8 MG 3200.1, “On-Site Location or Relocation of Contractor or
O her Government Agency Personnel at MSFC Install ations”

3.9 MPG 5000.1, *“Purchasing”

3.10 MPG 8040.1, “Configuration Managenent, MSFC Prograns/
Proj ects”

3.11 MPG 8730.1, “Inspection and Testing”

3.12 MPG 8730.3, “Control of Nonconform ng Product”

3.13 MAN 4520.1, “Receiving”’

3.14 MAN 4520.2, “Use of the Procurenent D screpancy Tracking
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System (PDTS)”

3.15 MAN 4530.1, “Flight Hardware Support Operations (FHSO
Conmponent Acquisition, Inventory Control, and Kitting Services”

3.16 MAN 5000.1, “Processing NASA Research Announcenents ( NRAs)
and Cooperative Agreenent Notices (CANs)”

3.17 MAN 5113.1, “CGovernnentw de Commerci al Purchase Card
Operating Procedures”

3.18 MAN 5115.1, “Processing Unsolicited Proposals”

3.19 MAN 5115.2, “Source Evaluation Board/ Conmittee (SEB/C)
Process”

3.20 MAN 5116.1, “Evaluation of Contractor Perfornmance under
Contracts with Award Fee Provi si ons”

3.21 MN 5143.1, “Contract Change Process”

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

3.23 MAN 6000.1, “Procurenent Traffic Managenent and Frei ght
Traffic Actions”

3.24 MN 7120.1, “Program Project Quality Plan”
3.25 MAN 7120.2, “Data Requirenments ldentification/Definition”

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

3.27 MAN 8540.2, "Affirmative Procurenent Program for
Environnental |y Preferabl e Products”

3.28 MAN 8715.9, “Cccupational Safety CGuidelines for MSFC
Contractors”

3.29 S @QA-010, “Quality Trendi ng of Supplier Performance”
3.30 @S- QE-001, “Project Quality Instruction”

3.31 PS-OWN-03, “Procurenent Systens and Data Managenent”
3.32 PS-OWN-04, “Acquisition Leadtines and Pl anni ng”

3.33 PS-OWN-06, “Socioeconom c Prograns”
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.34 PS-ON-07, “Nonconpetitive Procurenent Docunentation”

.35 PS-OWN-08, “Vendor Source List and Past Performance Data”
.36 PS-ON-09, “Preparation of Solicitations and Contracts”
.37 PS-OWN-10, “Negotiated Procurenent Docunentation”

.38 PS-OWN-12, “Contract Del egations”

w W w W w w

.39 PS-OW-13, “Transfer of Procurenent Files to C ose-out”

3.40 PS-OWN-15, “Sinplified Acquisition Threshold (SAT)
Procurenent Process”

4. REFERENCES

Cust oner Support Representative (CSR) Li st

5. DEFI NI TI ONS

5.1 Accounting Operations Ofice (ACQ . The organization
responsi bl e for review ng purchase requests to ensure that proper

aut hori zati ons and approval s have been obtai ned and for
certifying funds availability.

5.2 Basic Odering Agreenent (BOA). A witten instrunment of
under st andi ng, negoti ated between a contracting office and a
contractor that contains ternms and cl auses applying to future
orders between the parties during its term a description, as
specific as practicable, of supplies or services to be provided;
and nethods for pricing, issuing, and delivering future

orders under the BOA

5.3 Collaborative Wrk Commtnent (CAC). Docunentation of
definition of work to be performed, the resources necessary to
acconplish the defined work, and the commtnents of the
Prograni Proj ect Manager, Task Manager, and Supporting

Organi zations to provide the resources to performthe work.

5.4 Commercial Item Any item other than real property, that
is of a type customarily used for nongovernnental purposes and
that has been sold, |eased, or licensed to the general public;
has been offered for sale, |lease, or license to the general
public; or any itemthat evolved froman item descri bed above

t hrough advances in technol ogy or performance.

5.5 Commercial Service. Services of a type offered and sold
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conpetitively in substantial quantities in the commerci al

mar ket pl ace based on established catal og or market prices for
specific tasks perforned under standard commercial terns and
conditions. Does not include services sold based on hourly rates
wi t hout an established catal og or market price for a specific
servi ce perforned.

5.6 Contract. A nutually binding | egal relationship obligating
the seller to furnish the supplies or services and the buyer to
pay for them It includes all types of conmtnents (excluding
grants and cooperative agreenents) that obligate the Governnent
to an expenditure of appropriated funds.

5.7 Contract Specialist. A person with specialized training in
procurenent and know edgeabl e of the FAR and NFS who assists the
Contracting O ficer (CO in performng his/her responsibilities.

5.8 Contracting Oficer (CO. A person, appointed in accordance
with the FAR'NFS, with the authority to enter into, admnister,
change, and/or term nate Governnent contracts and make rel ated
determ nati ons and fi ndi ngs.

5.9 Contracting Oficer’s Technical Representative (COTR. A
qual i fied Governnent enpl oyee appointed by the COto act as their
techni cal representatives in managi ng the technical aspects of a
particular contract. The technical organization is responsible
for ensuring that the individual they recommend to the CO
possesses training, qualifications, and experi ence conmensurate
with the duties and responsibilities to be del egated and the
nature of the contract.

5.10 Cooperative Agreenent. A legal instrument to reflect a

rel ati onshi p between NASA and a recipi ent whenever the principal
purpose is the transfer of a thing of value to the recipient to
acconplish a public purpose of support or stinulation authorized
by Federal statute. |In addition, substantial involvenent between
NASA and the recipient during performance of the contenpl ated
activity is expected.

5.11 Customer Service Representative (CSR). Contractor
personnel responsible for maintaining interface with the
organi zati onal el enment and other property personnel for user
supply or equi pnent requirenents and rel ated actions.

5.12 Federal Business Opportunities (FedBi zOpps). The official
on line listing of Governnent contracting opportunities that is
publ i shed onli ne.

5.13 Gant. A legal instrument to reflect a relationship
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bet ween NASA and a recipi ent whenever the principal purpose of a
transaction is to acconplish a public purpose of support or
stinmul ation aut horized by Federal statute and substanti al

i nvol venent of NASA is not expected in carrying out the activity
contenpl ated in the agreenent.

5.14 Information Technology (IT). |IT includes conputer and
communi cations systens, ancillary equi pnment, software
applications, hardware, firmware, networks, and support personnel
and services that enable Center personnel to generate, process,
store, access, manipul ate, and exchange i nfornmation.

5.15 Requisitioner. The person who prepares or is otherw se
responsible for initiating the purchase request. Requisitioners
within directorates and offices will be assisted by Procurenent
(PS) personnel in all phases of the acquisition,

5.16 Justification for Acceptance of Unsolicited Proposal
(JAUP). Witten justification for accepting unsolicited
proposal s where a grant or a cooperative agreenent will be the
procuring instrunent (see MAN' 5115.1, “Processing Unsolicited
Proposal s”).

5.17 Justification for O her than Full and Open Conpetition
(JOFOC). Witten justification for nonconpetitive procurenents
where a contract with a value in excess of $100,000 will be the
procuring instrunent (see FAR 6. 3).

5.18 Market Research. Collecting and anal yzing information
about capabilities wthin the market to satisfy Agency needs.

5.19 NASA Acquisition Internet Service (NAIS). NASA's

El ectronic Commerce (EC) service, which interconnects all NASA
procurenent hone pages and provides industry immedi ate access to
NASA' s busi ness opportunities.

5.20 Organizational Chief Information Oficer (OCIO. A
representative appointed within each Directorate, Ofice, and
Program Project Ofice to define IT requirements, allocate, and
manage resources for their organization

5.21 Procurenent Package. The basis for initiating a
procurenent action, which includes the purchase request and any
supporting docunentation, which are received either in electronic
or witten fornat.

5.22 Purchase Request (PR). An electronic form generated by SAP
used to initiate the procurenent of supplies and services,
recommend changes thereto, and request nodifications of existing
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contracts and purchase orders. The PR has a 10 digit Docunent
Control Number (DCN) as an identifier which is generated by SAP.

5.23 Purchase Order. An offer by the Governnent to buy supplies
or services upon specified terns and conditions, using sinplified
acqui sition procedures.

5.24 Recommendation and Determ nation to Solicit Only One Source

(RDSS). Justification for nonconpetitive procurenents where a
purchase order or contract valued at $100,000 or less will be the
procuring instrunent

5.25 SAP. A financial software package inplenmented by the NASA
| nt egrated Fi nanci al Managenent Program (I FMP). SAP is part of
the Core Financial Mdule of IFMP. Core Financial is the |IFM
backbone provi di ng managenent and techni cal |eadership for
Agency-w de inplenentation of standard systens and processes
necessary to support NASA s financial nmanagenent activities.
Detailed instructions on how to perform SAP transactions can be
found at the Online Quick Reference Wbsite (OLQR) http://olgr-
cf.ifnp. nasa. gov/.

5.26 Solicitation. Docunent used to solicit quotes, offers, or
proposal s (see PS-OW-09).

5.27 Specification. A description of the technical requirenents
for a material, product, or service that includes the criteria
for determ ning whether these requirenents are nmet. It
establ i shes the paranmeters of design, performance, construction,
physi cal characteristics, and terns of acceptance for a specified
item

5.28 Statenment of Woirk (SON. A docunent that establishes and
defines all technical requirements that the contractor mnust
fulfill during performance of the contract.

5.29 Synopsis. Presolicitation notice published on the NAIS and
on FedBi zQpps publicizing MSFC s intent to acquire supplies and
services. For procurenents between $10, 000 and $25, 000, the
presolicitation notice will be published on NAI'S unl ess
conpetitive oral solicitation procedures will be used. The

FedBi zOpps synopsis is required for all actions (both conpetitive
and nonconpetitive) above $25,000 with the exception of those

ci rcunstances outlined at FAR 5.202. The primary purpose of the
synopsis is to inprove small business access to acquisition

i nformati on and enhance conpetition by identifying contracting
and subcontracting opportunities.

5.30 Wbirk Breakdown Structure (WBS). A tool for organizing,
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defining, and graphically displaying the product or service to be
provi ded as well as the work to be acconplished to achieve the
specified result.

6. | NSTRUCTI ONS

Chapters 1, 2 and 3 describe the required activities of a
requisitioner in the initiation of a procurenent through contract
award, delivery, and acceptance of the product or service and
contract close-out.

7. NOTES

None

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES

None

9. RECORDS

9.1 Records. The records are defined in MPG 5000. 1,
“Purchasing.”

9.2 Forns. The blank forns |listed bel ow are not records.

DD Form 250/ Material Inspection and Receiving Report

DD Form 1149/ Requi si tion and I nvoi ce/ Shi ppi ng Docunent

NASA Form 1430/ Letter of Contract Adm nistration Del egati on,
Gener al

NASA Form 1430A/ Letter of Contract Adm nistration Del egati on,
Speci al Instructions

NASA Form 1430A/ Speci al Instructions for Property Adm nistration
NASA Form 1430A/ Speci al Instruction for Plant C earance

NASA Form 1634/ Contracting O ficer Technical Representative
(COTR)/ Al t ernat e COTR Del egati on

MSFC Form 4186/ Techni cal Eval uati on Conference Docunentati on Form
MSFC Form Letter 131/ Request for Del egation of Contracting

O ficer’s Technical Representative

9.3 Formats. The blank formats |listed bel ow are not records.
9.3.1 Sole Source Formats

JOFOC Cui de

JOFOC Cui de (Hardware for NASA enpl oyee PI)

RDSS Cui de
Urgent JOFOC Cui de
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http://eforms.msfc.nasa.gov/IFM/fl0131(07-01).itr
http://ec.msfc.nasa.gov/msfc/metro/doc/jofoc.doc
http://msfcweb01.msfc.nasa.gov/wpsgroup4/msfc5/grp01/policy/forms/mwi/5100.1/JOFOCnasaPI.doc
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9.3.2 Technical Evaluation Fornmats

M dRange Best Val ue Sel ection (BVS) Techni cal Eval uati on Wrksheet
M dRange nonBVS Techni cal Eval uati on Wor ksheet

M dRange Sol e Source Techni cal Eval uati on Wrksheet

Request for Technical Evaluation Conference

Techni cal Eval uation of Change Proposal For mat

9.3.3 M scellaneous Formats

Mar ket Resear ch*

Surveillance Pl an

Show Cause Noti ce

Cure Notice

*Note: If market research results in a sol e-source procurenent,
the market research finding should be incorporated into the Sol e-
Sour ce supporting docunentation (RDSS or JOFQOC)

10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

COTR Training and Certification

11. FLOW DI AGRANS

See Appendices A, G and K for flow di agrans.

12. CANCELLATI ON

MAI 5100. 1B dated August 8, 2001

Oiginal signed by
Axel Roth for

A. G Stephenson
Director
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http://msfcweb01.msfc.nasa.gov/wpsgroup4/msfc5/grp01/midrange/5_eval/a_teval/sole/Evalsole.doc
http://msfcweb01.msfc.nasa.gov/wpsgroup4/msfc5/grp01/policy/forms/Mwi/5100.1/TechEvalConfer.doc
http://msfcweb01.msfc.nasa.gov/wpsgroup4/msfc5/grp01/policy/forms/MWI/5100.1/TechEvalChange.doc
http://msfcweb01.msfc.nasa.gov/wpsgroup4/msfc5/grp01/policy/forms/MWI/5100.1/MarketResearch.doc
http://msfcweb01.msfc.nasa.gov/wpsgroup4/msfc5/grp01/policy/forms/MWI/5100.1/PBCqaSurvPlan.doc
http://msfcweb01.msfc.nasa.gov/wpsgroup4/msfc5/grp01/policy/forms/MWI/5100.1/ShowCauseNotc.doc
http://msfcweb01.msfc.nasa.gov/wpsgroup4/msfc5/grp01/policy/forms/MWI/5100.1/CureNotice.doc
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CHAPTER 1

Procurenent Initiation Activities.

Procurenent initiation entails the activities fromidentification
of a needed product or service through the subm ssion of a

conpl eted procurenent package to the Procurenent Ofice. Early

i nvol venent of Procurenment O fice personnel is encouraged to
assist in the devel opment of the various docunents making up a
conpl eted procurenent package.

CHL.1 Acquisition Planning. Advance planning of procurenent
activity is essential in order for the Center to neet its
procurenent, programmatic, safety, and financial conmtnents.
Each initiating organization will be contacted by its respective
Procurenent support personnel on a sem -annual basis and
requested to provide input regarding potential procurenent needs.
The information provided shall include the foll ow ng:

a. Type of procurenent (Equipnment, R&D, or Services);

b. Description of requirenent;

c. Estimted dollar val ue;

d. Nanme of requisitioner, organization code, and phone nunber;
e. Fiscal year quarter when requirenent will be procured;

f. Nunber of procurenent actions; and

g. WII requirenment be procured commercially or non-
commercial ly?

The PS personnel will then ensure that, in accordance with FAR
5.203(h) and NFS subpart 1807.72, all planned purchase requests
over $100,000 are included in the Center’s conprehensive

acqui sition forecast. The acquisition forecast is a mechani sm
used by the Procurement Ofice to alert industry of possible
busi ness opportunities. Failure to include itens in the

Acqui sition Forecast will result in delays to the omtted
procurenent (i.e., Consolidated Contracting Initiative (CCl)
mandat ory publication requirenents which woul d have been
satisfied by the forecast), thus the inportance of conprehensive
acqui sition planning.

CHL.1.1 Once identified in the acquisition forecast, PS
personnel will, based on a set of progranmatic assunptions,
devel op detail ed procurenent schedul e baselines show ng key
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procurenent tinelines (such as purchase request package conplete,
solicitation issued, and contract award). Progress against these
schedul e baselines will be tracked and reported on a quarterly
basis to PS and organi zati on nanagenent.

CHL. 1.2 Wen a requirenent (product or service) to be purchased
has been firmy established, the requisitioner will identify and
describe the salient features of the product or service in terns
of :

a. Functions to be perforned,
b. Performance required, and/or
c. Essential physical characteristics.

At this point, the respective PS personnel are to be contacted
and detailed assistance wll be provided.

CHL.1.3 Early participation of Procurenent Ofice personnel,
fromthe time the need is first identified, can nake the

requi sitioner’s planning job easier and, nore inportantly,
increase the likelihood of program success. The Procurenent

O fice personnel can assist the requisitioner in considering the
best procurenent approach to use considering the specifics of the
requi renent. See Appendi x G Purchase Request flow di agram
Appendi x H, Procurenent Threshol ds; and Appendix J, Sinplified
Acqui sitions Overview. Supplies and services nmay be obtained

t hrough various avenues dependi ng upon the specific requirenent
and include the follow ng:

* Requisitioner purchase card for actions |less than $2, 500
(see MW 5113.1, “CGovernnmentw de Commerci al Purchase Card
Operating Procedures”).

* Institutional Services Contractor (ISC) for supply store
stock itenms and itenms within the scope of the Flight
Har dwar e Support Operations (FHSO function. The FHSO
stores and maintains Electrical, Electronic, and
El ectronechani cal (EEE) parts, and mechanical parts (e.qg.
connectors and fasteners), which generally can be
anticipated to be used by nore than one program In
addition, the FHSO contractor will assist requisitioners in
reviewing the Project’s Equi pnent Parts List (EPL) and will
procure itens within the FHSO scope (i.e., any flight
hardware parts where the cost of any one item does not
exceed $2,500 and val ue of any order does not exceed
$25, 000; nechani cal and EEE parts when the val ue does not
exceed $25,000). For nechanical and EEE parts val ued
bet ween $25, 000 and $100, 000, approval to utilize the FHSO
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function will be nade on a case-by-case basis (see MNA
4530. 1, “Flight Hardware Support Operations (FHSO Conponent
Acqui sition, Inventory Control, and Kitting Services”).

e Program Information Systens M ssion Services (PrlSV5)
contractor for IT requirenents |ess than $100, 000.

e Utilization and M ssion Support (UMS) contractor for M ssion
Operations requirenents.

» Enpl oyee and Organi zati onal Devel opnent Departnent (CD20)
for off-the-shelf training courses (see MN 5113.1,
“CGover nmentwi de Conmerci al Purchase Card Operating
Procedures”).

* Qutsourcing Desktop Initiative for NASA (ODIN) for desktop
conputing services.

» Consolidated Space Operations Contract (CSOC) for Space
Operations capabilities, including NASA | ntegrated Services
Network (NI SN) tel ecommuni cations services, and data
reduction services.

* Procurenent Ofice for acquisition of all other
requirenents. In addition, the Procurenent O fice may be
contacted for assistance in procuring itens in any of the
above categories which are required on an energency basis.

CHL.1.4 1In addition to the procurenment avenues nentioned above,
there are many avenues available within the Procurenent Ofice
for processing a procurenent action. Included anong those
procurenent avenues are GSA Federal Supply Schedule (FSS), CC
contracts, Mcro-purchases, Sinplified Acquisition Threshol d
(SAT) purchases, M dRange procedures, SEB/ C procedures (see MAN
5115.2, “Source Eval uation Board/ Commttee (SEB/C) Process”, and
PS- ON - 15), and NASA Research Announcenents and Cooperative
Agreenent Notices (MA 5000.1).

CHL.2 WMarket Research. The requisitioner will conduct and
docunent market research. The contract specialist supporting the
requiring function will, upon request, assist and guide the
requisitioner in performng the market research. Market research
is required before soliciting any offers above the SAT and

di scretionary for solicitations below the SAT. Market research
is used to evaluate the potential of the comrercial marketplace
to meet system performance requirenents including how the
performance requirements can be reasonably nodified to facilitate
t he use of potential commercial itens, conponents,

speci fications, standards, processes, technol ogy, and sources.

Mar ket research activities play a critical role in requirenents
definition. The timng, depth, and extent of market research
efforts should be in consonance with the value and conpl exity of
the procurenent, and the scope of such efforts will vary
dependi ng upon the type and anmount of information needed to
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support preparation of the solicitation (see market research
format). Techni ques for conducting Market Research include the
f ol | owi ng:

a. Contacting experts for information.

b. Review ng commercial catal ogs, NASA online supply catal og,
appropriate journals, magazines, and other product literature
publ i cati ons.

c. |Issuing a Request For Information (RFI).

d. Querying databases or other online sources such as
http://ww. imart.org/.

e. Reviewing the CCl listing.

CH1.2.1 The requisitioner should consult MANN 8540.2, Affirmative
Procurenment Program for Environmental ly Preferable Products to
determine if an environnentally preferable product is required
for procurenents in targeted categories such as construction,

| andscapi ng, non-paper office supplies, paper, transportation,
vehi cl es and ot her m scel | aneous itens.

CH1. 3 Devel opnent of the Statenment of Work/ Specifications. One
of the first steps in putting together a PR package is to devel op
a purchase description for the requirenent. A purchase
description contains the essential physical characteristics and
functions required to neet the Governnment’s m ni num needs.
Devel opi ng a good purchase description is usually the hardest
part of putting together the PR package. See Appendi x B and

NPG 5600. 2, “Statenent of Work (SOW: Guidance for Witing Wrk
Statenments”.

CHL.3.1 A purchase description my be an SON a specification,
or a “brand-name or equal” description. The type of purchase
description used depends on the requirenent. All purchase
descriptions nust set forth the m ninumsalient characteristics
that the required product or service nust have w thout unduly
restricting conpetition.

CHL.3.2 The terns SOW and specifications are both expressions
used to describe the manner in which a government requirenent is
stated. The termspecification is commonly applied to the
description of a product that is being acquired, whereas SOVNis
used to describe a desired service or effort.

CHL. 3.3 Elenents of SOW Specifications. A conprehensive SOV
will contain the elenents |listed below. These el enents are not
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intended to be all-inclusive, but they do represent the key itens
t hat shoul d be consi dered when an SOVNis being prepared.

* General SOW Specifications -— Mdst sentences will begin with
“The contractor shall.” if referring to the SON or “The
product shall.” if referring to specifications

» Contractor tasks -— What is wanted, not how the work is to
be done

» Contract deliverables -- Does the product have a shelf |ife?

| f so, define the m ninum acceptable shelf life.
* References
» Data requirenents (see MN 7120.2), if applicable
» Covernnent-furni shed property, if applicable
» Schedul es or period of performance
* Quality requirenents (see Q@S- QE-001), if applicable

CHL. 3.4 Types of SOW Specifications. |n devel oping

SOW speci fications, the Governnent recogni zes three basic
approaches: design, function, and performance. 1In order to gain
the nost accurate description of the governnent requirenents, a
conbi nati on of types should be used.

» Design -- A design SOWspecification contains extrenely
detailed information on the physical characteristics that
t he required product nust have to neet the Governnent’s
need. It may even contain instructions on how to nmake the
product. This type of SOWspecification is the nost
restrictive, the nost difficult to devel op, and the | east
preferred specification.

* Functional — A functional SOW specification describes
requirenents in ternms of end purpose or final objective
rat her than the manner in which the work is to be perforned.
It may include a statenent of product quality and, when
necessary, will contain those m nimum essential physi cal
characteristics to which the product or service nust conform
in order to satisfy the Governnment’s requirenent.

* Performance — A performance SOW specification is a
speci ali zed type of functional specification that describes
the performance criteria that a product nust nmeet to fulfil
the Governnent’s mninmumrequirenment. This is the |east
restrictive type and is used when the specific design of a
product is less critical than whether it will perform as
requi red. PERFORMANCE SPECI FI CATI ONS ARE THE MOST PREFERRED
TYPE OF SPECI FI CATI ON

CH1. 3.5 *“Brand Nane or Equal” Description. “Brand nanme or
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equal ” descriptions are widely used but are actually the |east
acceptabl e form of purchase description. This type of purchase
description should be a last resort, because if the “or equal”
part of the description is not very carefully defined, the
procurenent will run into unnecessary del ays and possi bly major
problenms. The rule of thunmb is that the brand nane shoul d be
given for information only, as an exanple of an acceptable
product |ine.

CHL.3.5.1 A “brand name or equal” description nust contain the
follow ng information:

* ldentification of an itemthat has been determ ned to neet
the Governnent’s m ni numrequirenent by reference to
manuf acturer’s nanme and catal og or nodel nunber

e List of the mninumsalient physical, functional, or other
characteristics of the product that are essential to neet
t he Governnent’s need.

* List of all other vendor itens, brand nane, and catal og or
nodel nunber, believed to neet the requirenents.

CHL.3.5.2 A “brand nanme or equal” description should be used
only when there is a need for a standard comercial item
avai l abl e off the shelf, for which a conplete definition is

i mpractical .

CH1.3.6 Tips on Devel oping a Purchase Description. ALWAYS be
very careful in what is defined as a salient characteristic in
t he purchase description. Oherw se, either you will get
sonet hing that does not neet your need or your purchase
description will unfairly restrict conpetition and cost the
Government nore noney. |f what you need shoul d perform sone
specific function, be sure to include that requirenent in the
speci fications.

CHL.4 Required and Special Approvals. The requisitioner shal
obtain all required and special approvals in accordance with
Appendi ces C and D. Appendix C contains the Approval Authorities
required for the processing of all types of purchase requests at
MSFC.  Appendi x D contains the Special Approval Authorities
required for certain purchases, including quality sensitive

har dwar e, and hazardous materi al s.

CHL. 4.1 Each purchase request for materials, supplies,

equi prent, or turn-ins shall contain the approvals outlined in
Appendi x C prior to subm ssion to the Property Managenent G oup
for cataloging. Cataloging will determ ne whether the requested
itemis available fromexisting inventories and assign the
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appropriate source of supply. Purchase requests for contractual
services al so nust have proper approvals and funds certification
prior to submttal to the Procurement O fice. The Procurenent
Ofice has the overall and final responsibility for verifying
that all required approvals have been obtai ned.

CHL. 4.2 Safety and M ssion Assurance (S&VA) Requirenents. The
requi sitioner shall coordinate wth, and submt work descriptions
to, S&VA for all procurenents involving MSFC onsite perfornmance,
for all proposed contracts in excess of $1,000,000, for flight
hardware, flight software, proto-flight units, qualification
units, associated flight support equi pnent, or other itens as
specifically set forth in the progranfproject quality plan to
determ ne the appropriate S&VA requirenments including the

requi renent for submttal of a Safety and Health Plan (see MW
7120.1, “Programi Project Quality Plan;” MAN 8715.9, “Cccupati onal
Safety Quidelines for MSFC Contractors;” QS QE-001, “Project
Quality Instruction;” and MANV 5330.1, “Evaluation of Contractors,
Suppliers, and Vendors”).

CHL. 4.3 Onsite Approval. The requisitioner shall prepare an
onsite approval letter (in accordance with MPG 3200.1) for any
procurenent involving contractors and ot her Government Agency
enpl oyees who are pernmanently assigned (30 days or nore) onsite.
| ncl uded are support contractors, prine or mssion contractors,
repair and mai ntenance contractors, subcontractors, and ot her
Gover nnent agenci es.

CHL. 4.4 Purchase Requests for |IT Equi pnent and Software.

Exi sting contracts (ODIN, PrISMs5, CSOC) have been established to
provide I T services and products to MSFC. In the event a

requi renent is not available utilizing these existing contracts,
a waiver (prepared by the requisitioner) shall be required before
t he MSFC Procurenment OFfice can process the procurenent (see MPD
2800.1). Wiivers may be granted by an OClI O

CHL.4.4.1 1T resources may be acquired, under certain
conditions, through use of the Governmentw de Conmercial Purchase
Card Service (see MWW 5113.1).

CHL.5 Preparation of Sol e- Source Docunentati on

CHL.5.1 One of the primary goals of public policy and statutory
requirenents is to encourage full and open conpetition in al

pur chases. \When supplies and services required by the requesting
organi zation are available fromonly one responsi ble source or a
[imted nunmber of responsible sources, and no other supplies or
services will satisfy agency requirenents, justifications (based
on FAR requirenents) shall be prepared and provided to the
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Procurenent O fice (see PS-ON-07). Depending on the doll ar
t hreshol ds, certain sole-source justification formats nust be
fol | oned:

$2,501 - $100, 000 RDSS (See RDSS gui de)
>$100, 000 JOFOC (See JOFCC gui de)

(See Appendix C of this docunent for initiating office approval
| evel s) .

CH1.5.2 The sole-source justification for an action exceedi ng
$25, 000 shall be reviewed by the CO or approving official. Then,
in accordance with the FAR and the Conpetition in Contracting Act
(CCA, it will be synopsized. Al actions exceedi ng $25, 000
nmust be posted on FedBi zQpps and on the NAIS. At the end of the
15-day period, if a response is received, the requiring

organi zation and the COw Il determne if nore than one source
can neet the Government’s needs. |If so, offers nust be solicited
usi ng conpetitive procedures. |f not, the procurenent may
proceed on a sol e-source basis.

CH1.5.3 Justifications based on urgency are not required to be
synopsi zed. NOTE: Urgency based on |ack of advanced planning is
not an acceptable reason for limting conpetition. See Urgent
JOFOC gui de.

CHL. 5.4 Appendi x E provi des gui dance on preparing a JOFOC for
har dwar e requirenents when NASA enpl oyees are sel ected as
Principal Investigators (Pl) under Announcements of Qpportunity.
See JOFOC Cui de (Hardware for NASA Enpl oyee PI).

CHL.5.5 For nonconpetitive procurenment actions resulting from
unsolicited proposals (see MAN 5115.1, “Processing Unsolicited
Proposal s”).

CH1.6 Devel opnent of Evaluation Criteria. The requisitioner
shal | develop the evaluation criterial/factors, which are the
determ nati ve consi derations when eval uati ng conpeting offers.
The nature of the particular procurenment is critical in
identifying or establishing the evaluation criteria used. The
evaluation criteria are a part of a conplete procurenent package;
however, they are submitted directly to the Procurenent Ofice
under separate cover and marked “Sensitive” with the DCN cited.
The goal is to ensure equal conpetition and to provide offerors
sufficient information to submt conplete offers. There are
several evaluation nethods avail able for selecting a contractor
during a conpetitive negotiated procurenent.
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CHL.6.1 Lowest Priced, Technically Acceptable. This nethod

i nvol ves evaluating an offeror’s proposal to determ ne whether it
nmeets the mninumtechnical requirenments set forth in the
solicitation, and awarding the contract to that responsible

of feror whose proposal has been evaluated to be technically
acceptabl e and has offered to furnish the product/services at the
| onest price. This nethod is generally used to procure
commercial itens.

CHL.6.1.1 Discussions with offerors are allowed and are often
requi red; however, award may be made on the basis of initial
proposal s wi thout conducting discussions if one of the follow ng
conditions is net:

a. Prices are fixed by law or regul ation;

b. Acquisition of the set-aside portion of a partial set-aside;
or,

c. The solicitation notified all offerors that the Governnent
intends to eval uate proposal s and make award w t hout di scussi on,
unl ess the CO determ nes that discussions (other than

comuni cati ons conducted for the purpose of mnor clarification)
are consi dered necessary.

CHL.6.1.2 Discussions may be held if an offeror’s proposal is
determ ned to be technically unacceptabl e but can be nade
acceptabl e by identifying technical deficiencies to the offeror
and allowi ng the offeror to correct these deficiencies through
subm ssion of a “final proposal revision”. However, an
unaccept abl e proposal may be excluded from further consideration
if:

a. It does not represent a reasonable initial effort to address
itself to the essential requirenents of the solicitation or
clearly denonstrates that the offeror does not understand the
requirenents;

b. In research and devel opnent acquisitions, a substanti al
desi gn drawback is evident in the proposal, and sufficient
correction or inprovenent to consider the proposal acceptable
woul d require virtually an entirely new techni cal proposal; or

c. It contains major technical or business deficiencies,
om ssions, or out-of-line costs which discussions with the
of feror could not reasonably be expected to cure.

CHL1. 6.2 Best Value Selection (BVS) - MdRange. This nethod
i nvol ves the evaluation of the best conbination of price and
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qualitative nmerit of offers. BVS envisions that the requirenent
will focus on the end result that is to be achieved and w ||
serve as a statenment of the Governnent’s baseline requirenents.
The offeror will be guided in neeting the Governnent’s needs by a
separate set of value characteristics, which establish what the
Governnent considers to be valuable in an offer. These val ue
characteristics will be performance based and will permt the

sel ection of the offer which provides best overall value. There
isnolimt to the nunber or the type of characteristics that may
be specified. The value characteristics wll not be assigned

wei ghts. See Appendi x F for Exanpl es of BVS Val ue

Char acteri stics.

CHL.6.3 Mssion Suitability Evaluation. This nethod of

eval uation is generally for non-commrercial item procurenments and
for those above the M dRange thresholds. For those actions |ess
than the SEC threshold and above the M dRange thresholds, the
evaluation will utilize a sinplified version of the SEB/C
process. The three evaluation factors used in this process are
M ssion Suitability, Cost/Price, and Past Perfornmance (see

MAI 5115.2, “Source Evaluation Board/ Commttee (SEB/ C) Process,”
for additional information).

CHL. 7 Purchase Request (PR) Preparation. The requisitioner

shal | prepare the purchase request in accordance with the FAR/ NFS
and applicable Center requirenments. |Individual purchase requests
will vary according to the nature of the action. Appendix G
outlines the process flow for subm ssion of purchase requests to
t he Procurement O fice.

CHL.7.1 Requisitioners should coordinate with the Procurenent
Ofice by submtting prelimnary versions of the docunments maki ng
up the procurenent package as early in the preparation process as
possi ble to ensure conpl eteness and to allow for the efficient
processi ng of the procurenent.

CHL.7.1.1 Requisitioners may refer to PS-ON-04, “Acquisition
Leadtimes and Planning”. CAUTION. These |eadtines are “baseline
standards”, which are inherently challenging. Care should be

t aken when using these schedul es for advance procurenent planning
in conjunction wth resource comm tnent/obligation planning.

CHL.7.2 SAP. Purchase requests should be forwarded to the
Procurenment Ofice via SAP. For assistance in using SAP, the
requi sitioner can contact his/her organization’ s “super-user”,
OLQR, or business office personnel.

CHL.7.2.1 Once the purchase request has been entered into SAP,
it will be forwarded el ectronically through the appropriate
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revi ew and approval cycle as previously nmapped by the SAP system
Typical offices involved in the review and approval cycle
i ncl ude:

 Appropriate Line Managenent

* Busi ness Managenent O fice

e Cataloging (if supplies, materials, or equipnent)

« Safety and M ssion Assurance (for quality sensitivel/flight

itens or involving onsite performance or procurenents in
excess of $1, 000, 000)

 Environmental Engineering Departnent (for hazardous
materials, e.g., chemcals)

» Cccupational Medicine and Environnmental Health Services
(OMEHS) (for radioactive material and | asers)

* Accounting Operations Ofice (ACO
* Procurenent

CHL.7.2.2 An electronic (M5 Wrd) version of all supporting
docunents (e.g., JOFOC or RDSS, SOW Specification) should be
forwarded to the Procurenment O fice either as an attachnent to
the SAP submttal or concurrently as an attachnent to an e-nai
nessage.

CHL. 7.3 Manual Purchase Requests. Mnual purchase requests wl|
only be accepted in those instances when the SAP systemis
unavai l abl e for an extended period of tine. Mnual purchase
requests should be prepared in a format previously coordinated
with the Contracting Oficer and the ACO. Manual purchase
requests will need to be entered into the SAP systemonce it
becones avail abl e.

CHL. 7.4 Cancel a Purchase Request. |If the need arises to stop
action on a purchase request prior to award, the requisitioner
shoul d cancel the purchase request follow ng the procedures
outlined in the OLQR  Prior to canceling the purchase request,
the requisitioner shall notify the Procurenent Ofice.

CHL.8 Conplete Procurenent Package. Requisitioners are
responsi bl e for preparing a conplete procurenent package to
describe and facilitate procurenment of needed itens or services.
Procurenent packages received by the Procurenent O fice and
determ ned to be inconplete will be returned to the requisitioner
for corrective action (see MAN 5115.1, “Processing Unsolicited
Proposal s”, for content of unsolicited proposal procurenent
packages). A conplete procurenent package consists of the

f ol | owi ng:
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Purchase Request with the required/ special approvals and
certified funds

Approved accounting and appropriation data

An accurate description of the itemor service requested,

i ncl udi ng SOW and/ or specifications; draw ngs, including
revi sion nunber, if hardware fabrication; and part nunbers,
if applicable

Brief description of the market research results

Eval uation criteria (e.g., BVS, Mssion Suitability) (under
separate cover)

S&VA and ot her special approval s/requirenents

Suggested vendors or justifications for limting conpetition
(RDSS, JAUP or JOFQCQ)

Special transportation requirenents, if applicable (see MN
6000. 1, “Procurenent Traffic Managenent and Freight Traffic
Actions”)

Uni que proposal instructions/requirenents (e.g.,
surveillance plan (if Performance Based Contract [PBC])
Data Requirenents (i.e., Data Procurenent Docunent [DPD]),
if applicable (see MN 7120. 2)

Techni cal evaluation, if a grant is to be awarded
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CHAPTER 2

Solicitation and Award Activities.

This chapter describes the requisitioner’s roles and
responsibilities in the solicitation and award process, which

i ncludes the technical evaluation of proposals. The

requi sitioner will be expected to participate in the devel opnent
and review of the solicitation, the evaluation process, the

di scussi on process, and to support negotiations, if required.
This chapter will prinmarily address these processes for
relatively | ow dollar conpetitive procurenents. The process for
sone types of actions that fall under this subject are covered in
| ater chapters of this MN or in other |ocations. The process
for devel opi ng change order docunentation and for eval uating
change order proposals is described in MAN 5143.1, “Contract
Change Process”, and Chapter 3,CH3.10. Conpetitive actions that
exceed $25 million nmust conply with the SEB/ C process covered in
MAI 5115.2, “Source Evaluation Board/ Conmttee (SEB/ C) Process”,
while MAI 5000.1, “Processing NASA Research Announcenents ( NRAs)
and Cooperative Agreenent Notices (CANs)”, covers MSFC-rel eased
NRAs and CANs. The subparagraphs bel ow provide nore detail on
the requisitioner’s responsibilities.

CH2.1 Input to Solicitation Preparation. The requisitioner wll
provi de nunmerous inputs to the solicitation docunent. Mst of

t hose i nputs have been described in the paragraphs above. An
itemthat the requisitioner nust provide, if required, that is
not addressed above is a listing of all Governnment Furnished
Property (G-P), the use of facilities, and services that wll be
furnished to the contractor. This listing of GFP shall include
t he nonencl ature of each item a serial nunber, the estimated
value of the item and the date when the itemw || be nade

avai lable to the contractor. |If facilities or services will be
provided to the contractor, the requisitioner nust describe the
facility or service, identify when it will be available, and for
how | ong or how often. FAR 45.3 and NFS 1845. 3 provi des gui dance
on allowi ng contractors to use Governnment property and services.

CH2.2 Solicitation Review. Except for procurenments under

$100, 000 and sone nonconpetitive procurenents, the requisitioner
will usually be asked to review the solicitation prior to its

rel ease. M dRange procurenments facilitate this process by the
use of a buying team The solicitation is the product of the
team and the requisitioner is typically a nenber of that team
The participation of the requisitioner in SEB/C |evel
procurenents and the requistioner’s responsibility for devel opi ng
and reviewing the solicitation is addressed in MAN 5115. 2,
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“Source Eval uation Board/ Conmttee (SEB/C) Process”.

CH2. 3 | ndependent Governnent Cost Estinmates. | ndependent
Government cost estimates are required for all procurenents and
are the responsibility of the requisitioner. For commrercial
itens, a cost estimate is typically the result of market research
and is the price offered by identified vendors for the item or
service. |If the itemor service is not a cormmercial item the
Governnment estimate is typically either a paranmetric estimate or
a bottons-up estimate of all tasks required to develop the item
or furnish the service. A paranmetric estimate is usually a
bottom | i ne nunber devel oped based on historical cost for a
simlar item Size, weight, and function are typically used in
devel oping this estimate.

CH2.3.1 Conpetitive procurenents for noncommerci al Research and
Devel opnent (R&D) itens and services usually require a nore exact
Government estimate that is well supported with data and facts.
In a conpetitive procurenent, the Governnent will use its
internal estimate to evaluate the contractor’s cost proposal. In
nost cases, this will not be a bottom!|ine conparison but a

bott ons-up conpari son of the tasks and resources the Governnent
believes is required to conplete the end itemor service. The
best way to prepare this type estimate is to develop a WBS for
the work with the resources required to performthe contract
effort. The WBS cost estimate nust be devel oped to the |evel
that the contractor’s costs wll be evaluated. The requisitioner
is responsible for developing this type Governnent cost estinate,
which is done prior to the release of the solicitation to

i ndustry.

CH2.3.2 This detail can also be beneficial with nonconpetitive
procurenents that are for higher dollar devel opnent and service
efforts. An estimate of this detail will better allow the
Government to analyze the contractor’s cost and negotiate the
cost/price for the work.

CH2.3.3 The MSFC SEB/ C process described in MN 5115.2, “Source
Eval uati on Board/ Commttee (SEB/C) Process”, describes the
Governnent estimte process required for procurenents over $25
mllion. This process may al so be used for smaller dollar
procurenents when it is appropriate and is believed necessary by
the contracting office.

CH2.4 Requisitioner’s Input to Solicitation Questions.

Requi sitioners will provide input to the contracting office on
guestions asked by potential offerors in response to either a
draft or a formal solicitation. This input nmay be required
whet her the procurenment is conpetitive or nonconpetitive. 1In
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nost instances, the input will involve one of the elenents of the

solicitation that was supplied by the requisitioner. The
responses provided by the requisitioner shall always be

coordi nated through the contracting office and not provided to or
directly discussed with the contractor or contractors.

CH2.4.1 Procurenents that fall under the MSFC SEB/ C process
shall conply with the formal procedures for handling questions
addressed in MNW 5115.2, “Source Eval uation Board/ Conmittee
(SEB/ C) Process”.

CH2.5 Technical Evaluation. This paragraph describes the
responsibilities of the requisitioner in devel oping the technical
eval uation. The primary focus of this paragraph will be on
conpetitive procurenents below the SEB/C threshold. See Appendi x
H for procurenment thresholds and MAN 5115. 2, “Source Eval uation
Board/ Commttee (SEB/C) Process”, with regard to techni cal

eval uati ons on SEB/C acti ons.

CH2.5.1 The cogni zant MSFC techni cal organization for the
procurenent involved shall provide the expertise and technical
support required to eval uate proposals and shall consult with
Contract Specialists/COs in providing realistic and reasonabl e
i nput for prenegotiation positions and subsequent contracts for
all MSFC procurenents (see PS-OW-10).

CH2.5.1.1 The Director, Manager, Goup Lead, or Team Lead of the
MSFC el ement requesting the procurenent action is responsible
for:

» The technical evaluation of a proposal.

e Full docunentation of the evaluation in accordance with the
procedures prescribed herein.

* Providing technical support through nenbership on the MSFC
negoti ati ng team and/ or during di scussions.

CH2.5.2 Procedures for Technical Evaluations. Contract
specialists/COs shall submt a witten request for technical

eval uati on (MSFC Form 3409 may be used for the witten request)
to the MSFC el enent initiating the procurenent action imredi ately
upon recei pt of proposals for new procurenent actions. Requests
for technical evaluations shall clearly identify the specific

el enent (s) of the proposal to be evaluated and incl ude
instructions regarding specifics of supplenental or special
information, if required.

CH2.5.2.1 Technical Evaluation Procedures for Conpetitive
Procur enent s.
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a. Sinplified Acquisitions. 1In conpetitive actions within the

SAT, the evaluation nmust be made on the basis established in the
solicitation. Award is typically based on the | owest
priced/technically acceptabl e subm ssion. Therefore, it is the
responsibility of the requisitioner to exam ne the subm ssions
based on the established criteria, and provide a brief narrative
menor andum docunenting their determ nation.

b. M dRange Procurenents. Wthin the M dRange procedures, the
Request for Ofer (RFO w |l specify which evaluation nethod is
to be used. A technical evaluation may be as sinple as
determining if the product or service offered is technically
acceptable, conforns to the RFO, and will be nbst advantageous to
the Governnent (if there are sufficient acceptable offers to
ensure adequate price conpetition).

(1) Wen Sealed Ofers nmethod is used, the RFOw Il specify that
award will be nade to the |ow, responsive, responsible offeror
provi di ng the nost advant ageous offer considering only price and
price-related factors. This nethod shall be used when:

(a) Tinme permts the solicitation, subm ssion, and eval uati on of
seal ed offers;

(b) Award will be made on the basis of price and other price-
rel ated factors;

(c) Conducting discussions with the offerors is not necessary;
and

(d) A reasonabl e expectation of receiving nore than one offer
exi sts.

(2) The Two-Step Conpetitive Procurenent nethod is used when it
is desirable to award to the | owest, responsive, responsible
offeror after determning that the initial technical offer, or
the revised technical offer, is acceptable. This nethod is

sel dom used.

(3) Conpetitive Negotiated Procurenent Not Using Qualitative
Criteria (i.e., nonBVS) provides for discussion of all aspects of
the offer. Award is based on the technically acceptable offer
having the |owest price (if fixed price) or the | owest nost
probabl e cost (if cost reinbursable). This evaluation nethod is
the nost often used nethod. The buying team shall review each
offer to determne if all required informati on has been provided.
No further evaluation shall be nade of any offer that is deened
unaccept abl e because it does not neet the technical requirenent
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of the RFO and is not reasonably susceptible to being made so.

O ferors may be contacted for clarification purposes only during
the initial evaluation. Oferors determned not to be acceptable
shall be notified of their rejection and the reasons therefore
and excluded from further consideration. From anong the
acceptabl e offers and those susceptible to being nade acceptabl e,
t he buying team shall rank the offers based on price and excl ude
any whose price/ nost probable cost precludes any reasonable
chance of being selected for final award. The remaining offers
constitute the “finalists” for the contract. Discussions shal

be held wth each finalist. The discussions are intended to

assi st the buying teamin fully understanding each offer and to
assure that all finalists are conpeting equally on the basis
intended. Discussions are not required if there are sufficient
acceptable offers to ensure adequate price conpetition and if
further tinme, effort, and delay to make additional proposals
accept abl e thereby increasing conpetition is not in the
Governnment’s interest. The procurenent team nenber shall,

normal Iy, be the source selection official and the basis for the
sel ection decision shall be apparent upon review of the inform
wor ksheets used in the eval uation process. The source selection
official may elect to nmake selection in lieu of determ ning
finalist provided that it can be denonstrated that selection of
an initial offer(s) will result in the |owest price/cost to the
Government and di scussions with other acceptable offerors are not
antici pated to change the outcome of the initial evaluation
relative to eval uated price/cost.

(4) Conpetitive Negotiations Using Qualitative Criteria (i.e.,
BVS) nethod seeks to select an offer based on the best

conbi nation of price and qualitative nerit of the offers

subm tted and reduce the adm nistrative burden on the offerors
and the Governnent. This evaluation nethod is used nost often
for non-commercial R&D actions. BVS takes advantage of the | ower
conpl exity of M dRange procurenents and predefines the val ue
characteristics which will serve as the discrimnators anong
offers. It elimnates the use of area evaluation factors and the
highly structured scoring. The BVS source selection is based on
the premse that, if all offers are of approximtely equal
qualitative nmerit, award will be nmade to the offer with the

| onest evaluated price (fixed-price contracts) or the | owest nost
probabl e cost (cost-type contracts). However, the Governnent

wi |l consider awarding to an offeror with higher qualitative
merit if the difference in price is conmmensurate with added

val ue. Conversely, the Government will consider nmaking award to
an of feror whose offer has |lower qualitative nerit if the price
(or cost) differential between it and other offers warrant doing
so. Rationale for selection of the successful offeror shall be
recorded in a selection statenent which succinctly records the
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val ue characteristics upon which selection was made. Since the
val ue characteristics are expressed in performance terns, the
reasons for selection can focus on results to be achi eved, rather
than the detail ed approach the offeror will use. The statenent
shall also cormment on the rationale used to equate cost and
qualitative nerit. Little or no additional analysis is required
when the sel ected offeror possessed the highest nerit and | owest
price. Wen a nmarginal analysis is nade between val ue
characteristics and price (or cost)--in nost cases this will be a
subj ective, integrated assessnent of all pertinent factors--
specific rationale should be provided to the extent possible.

(5) M dRange technical eval uation worksheets are used to
docunent the evaluation results. As a mninum those specific
elements listed shall be addressed. 1In addition to the technical
eval uation, cost/price analysis is required; however, the extent
of analysis is dependent upon the conplexity of the particular
procurenent. M dRange procurenents using the BVS eval uation
method will require a nore in-depth technical evaluation than

t hose of nonBVS procurenents.

c. Procurenents over the M dRange Threshold but |ess than SEB/ C
Threshol d. Source eval uation and sel ection for major negoti ated
procurenents are made through SEB/ C that use formal, defined
procedures to eval uate proposals and present findings.

Typi cal ly, evaluations and sel ections for non-M dRange, non-
conmer ci al procurenents greater than $2M per year, but |ess than
$25M are nmade using simlar, but less formal, evaluation
procedures (see MN 5115.2, “Source Eval uation Board/ Conmttee
(SEB/ C) Process”).

CH2.5.2.2 The eval uation team becones responsi ble for eval uating
conpetitive proposals solely on the factors specified in the
solicitation. Normally, the team eval uates proposals with
respect to the three evaluation factors:

a. Mssion Suitability: Reflects how well the offerors can be
expected to performthe work froma technical and managenent
per specti ve.

b. Cost: Reflects what it will probably cost the Governnent to
do business with the offerors.

c. Past Performance: Reflects the amobunt and quality of
previ ous work acconplished by the offerors conparable to the work
to be perfornmed under the procurenent bei ng eval uated.

(1) Established Criteria. It is mandatory that proposals be
eval uated using the exact same factors, subfactors, weights, and
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criteria established and approved during the solicitation
devel opnment process and which were included in the RFP

(2) Scoring and Ranking. The actual procedures that are used to
score mssion suitability factors and rank proposals vary with
the conplexity of the product or service being acquired.

(3) Mssion Suitability Evaluation. The mission suitability
eval uation reviews the offeror’s technical and nanagenent
approach to neeting the Governnent requirenment identified in the
solicitation. The requisitioner is responsible for evaluating
whet her the offeror has the technical capability and managenent
structure to acconplish the work. This shall include an

eval uation of the sufficiency and qualification of the proposed
resour ces.

(4) Cost Evaluation. The evaluation of the offeror’s cost shal
be a conparison of proposed cost to the Governnent-devel oped

i ndependent cost estimate and not be a conparison of cost to that
of another offer. The evaluation should be by WBS el enent and
shoul d identify any understatenent or overstatenent of resources
proposed. The requisitioner is responsible for evaluating direct
costs. Shown below is an exam nation by cost el enent of how
direct cost shoul d be eval uated:

* Labor Hours: The evaluator nust identify whether the nunber
of | abor hours proposed is adequate. |If hours should be
elimnated or added, the evaluator shall identify the delta
nunber of hours and which WBS el enent shoul d be adj ust ed.

» Labor Skill Mx: The requisitioner is responsible for
verifying the proposed skill mx and reconmmendi ng
adj ust nents when and where required.

e Mterials, Supplies, Equipnent, and O her Direct Cost (ODC):
The technical eval uation should state whet her proposed
mat eri al, supplies, equipnent and ODC are appropriate. Wen
exceptions are taken, a recommended adjustnment shoul d be

provi ded.
» Travel: The requisitioner is responsible for evaluating
proposed travel. This shall include the need for the

travel, the location of the travel, the duration of the
trip, and the nunber of personnel making the trip.

» Subcontracts: The eval uator shall exam ne subcontracts in
t he sane manner prine contractor costs are evaluated. This
shal | include eval uati ng and maki ng recommendati ons on
subcontract cost by direct cost el enent.

Note: It is not the responsibility of the requisitioner to
eval uate other than direct costs. Exanples of these types of
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costs are | abor rates, overhead, G&A, and travel/per diemrate.
Profit/fee is also generally not the responsibility of the
requi sitioner.

(5) Past Performance Eval uation. The past performance of a
potential contractor provides NASA one neans of determ ning the
suitability of a contractor for a particular effort. Directly
conparable or related effort to the existing procurenent should
be considered in the evaluation and to a | esser extent past
performance that is not conparable but may indicate a
contractor’s commtnent to performand conplete the job. 1In
perform ng this evaluation, the evaluator should utilize one or
nore of the past performance data bases and shoul d contact

proj ect managers within NASA or ot her Governnent agencies in a
position to have observed the performance of the offeror and any
subcontractors (see PS-OW-08).

CH2.5.3 Techni cal Evaluation Procedures for Nonconpetitive
Procur enent s.

CH2.5.3.1 For actions with an estimated val ue of |ess than $2M
contract specialist/COs may el ect to use an optional technical
eval uation conference for establishnment of the technical

eval uati on position, in which case a request for technical

eval uati on shall be nade consistent with “Request for Techni cal
Eval uati on Conference”. The results of the technical eval uation
conference shall be docunented on MSFC Form 4186. |If the

M dRange procedures are used, then the technical evaluation shall
be docunented on the appropriate M dRange technical eval uation
wor ksheet .

CH2.5.3.2 In performng an effective technical evaluation on
actions with an estinmted val ue greater than $2M the eval uat or
shal | exam ne the proposal in terns of definable elenents such as
study effort in a particular field or discipline, research of a
probl em nodel shop, conputer tinme, pre-production engineering,
desi gn, nunber of draw ngs, specifications, production
guantities, processing, etc., as related to the SONto be
performed. The evaluation shall assure that the proposal
adequately covers the necessary scope, specifications,

requi renents and tests to acconplish the intent of the initiating

procurenent action. The evaluation shall include data, conments,
or rationale supporting differences between the evaluator’s
position and the proposal. The docunented corroboration of the

proposal will be of equal inportance.

CH2.5.3.3 The results of the technical evaluation shall be
prepared in narrative nmenorandum form unl ess the optional
techni cal eval uati on conference approach is chosen, and nay be
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supported by charts, graphs, or schedul es as consi dered
necessary. As a mninmm those specific elements listed in the
request for technical evaluation shall be addressed.

CH2.6 Technical Support during Di scussions and Negoti ati ons.

The requisitioner wll participate in discussions in the
conpetitive procurenent process. The discussion process is
intended to allow the Governnent to better understand the
contractor’s proposal and capabilities. The requisitioner wll
provide input to the evaluation process based on the discussions.
The M dRange process and SEB/ C procedures provide specific
details on conducting discussions and the requisitioner’s role.

CH2.6.1 In nonconpetitive and sone conpetitive procurenents, the
requisitioner will participate in the fact-finding and
negoti ati on processes. Fact-finding normally takes place prior
to the requisitioner conpleting the technical evaluation and is
used to better understand the contractor’s proposal and verify
that the contractor understands the Government’s requiremnent.
Fact-finding shall be conducted by the contracting office.

CH2.6.2 Negotiations are conducted with a contractor after
conpetitive range determ nation or with a nonconpetitive
contract. Negotiations are held jointly with the contracting
office, with the requisitioner providing support to the contract
speci alist who | eads the negotiation process. Negotiations, much
i ke fact-finding and discussions, are ained at better

under standi ng the contractor’s proposal and obtaining the final
proposal revision.
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CHAPTER 3

Post Awar d/ Admi ni stration Activities.

Thi s chapter describes the aspects of contract adm nistration
that are of direct interest to the procurenent requisitioner and,
if adifferent person, the COIR

CH3.1 After contract award, performance nust be nonitored to
ensure the obligations of both parties are fulfilled. Al so,
since the Governnent’s requirenments nmay change fromtine to tine,
the contract docunent nust be nmaintained, thereby ensuring that
the Governnent’s requirenents are adequately and accurately
descri bed throughout the period of performance of the contract.
Col l ectively, this is known as contract adm nistration, the broad
scope of which is evidenced by the fact that the FAR and the NFS
list approximately 80 discrete tasks that may need to be
performed for any given contract.

CH3.2 Definitions Specific to Contract Adm nistration.

CH3.2.1 Contract Administration. All functions that nust be
performed to ensure that, once a contract has been signed, both
parties to the contract fulfill their obligations, as those

obl i gations may change fromtinme to tine.

CH3.2.2 Contracting Oficer. See Section 5, DEFIN TIONS

CH3.2.2.1 Admnistrative Contracting Oficer (ACO. The CO who
adm nisters the contract. NOITE: The Procuring Contracting
Oficer (PCO, as is often the case at MSFC, may decide not to
del egate all contract adm nistration functions to another CO. In
this case, there is nore than one ACO on a contract; that is, the
primary ACOis the MSFC PCO but a field contract adm nistration
support organi zation with delegated authorities will also have an
ACO (i.e., a field ACO for the particular contract.

CH3.2.2.2 Procuring Contracting Oficer. The CO who awards the
contract.

CH3.2.2.3 Termnation Contracting Oficer (TCO. The CO who has
the responsibility for termnating a contract, in whole or in
part. The MSFC Procurenent O ficer retains sole TCO authority,
but may delegate it on a case-by-case basis.

CH3.2.3 Contracting Oficer’'s Technical Representative. See
Section 5, DEFI N TI ONS
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CH3.2.4 Corrective Action. An action taken to correct
nonconformances and to elimnate the cause of nonconfornances to
prevent recurrence.

CH3.2.5 Defense Contract Audit Agency (DCAA). The Departnent of
Def ense (DOD) Agency that provides contract audit services to
NASA. The basic relationship is established at the Agency |evel.
Specific requirenents are determ ned and del egated by NASA on a
contract-by-contract basis. Delegated services are perforned by
DCAA on a reinbursable basis. The anmount of service to be

provi ded by DCAA is determ ned annually for each specific

del egati on by NASA as part of the annual budget process.

CH3. 2.6 Defense Contract Managenent Agency (DCVA). The DOD
agency that provides contract adm nistration services to NASA
The basic relationship is established at the Agency |evel.
Specific requirenents are determ ned and del egated by NASA on a
contract-by-contract basis. Delegated services are perforned by
DCVA on a reinbursable basis. The anmount of service to be

provi ded by DCVA is determ ned annual ly by NASA for each specific
del egation as part of the annual budget process.

CH3.2.7 Delegation. The vehicle by which authority to perform
specified contract adm nistration functions is conveyed by the
PCO to a conpetent individual (e.g., the COIR) or organization
(e.g., DCVA) (see PS-OW-12, “Contract Del egations”).

CH3.2.8 Ofice of Naval Research (ONR). Pursuant to NPG 5800.1
“NASA Grant and Cooperative Agreenent Handbook”, the office to
which full adm nistration (including property, but excluding
close-out) is delegated for all grants and cooperative agreenents
with non-profit institutions (see PS-ON-12, “Contract

Del egations”).

CH3.2.9 Technical Direction. A directive to the contractor that
approves approaches, solutions, designs, or refinenents; fills in
details or otherw se conpletes the general description of work or
docunentation itens; shifts enphasis anong work areas or tasks;
or furnishes simlar instruction to the contractor. Techni cal
direction includes requiring studies and pursuit of certain |lines
of inquiry regarding matters within the general tasks and

requi renents of the contract.

CH3. 3 Del egati ons.

CH3.3.1 Unless the contract is transferred to anot her NASA
Center, overall responsibility for contract adm nistration
remains wth the MSFC PCO. However, it is common for specific
contract admnistration tasks to be del egated by the PCO to ot her
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organi zations or individuals. These delegations are nmade in
witing via the NASA-1430 series of forns (see PS-ON-12). In
particul ar, our |arger supply contracts are often perfornmed at
contractor plants (and at subcontractor plants) where DCVA has
onsite contract adm nistration offices. |In these cases, the PCO
usually will del egate various contract adm nistration tasks.
NOTE: MSFC often will have a NASA Resi dent Managenent O fice
(RMO) at these sites as well. The RMO, however, is an extension
of, and is responsive to, the respective program or project
office, or MSFC s S&VA organi zation, rather than the PCO  The
RMO i s not del egated contract adm nistration tasks

CH3.3.2 The CO al so often del egates specific contract

adm nistration tasks to a Center technical representative when
knowl edge of the supplies or services being acquired is necessary
on an ongoi ng basis for effective contract adm nistration. This
i ndi vidual is designated as the COIR (see PS-OWN-12).

| medi ately following the award of a contract the requisitioner
shal | prepare MSFC Form Letter 131, “Request for Del egation of
Contracting O ficer’s Technical Representative” with a signed
copy of the "Individual Certificate for Appointnent as
Contracting Oficer's Technical Representative/Alternate
Contracting Oficer's Technical Representative" (MSFC 4419), and
a copy of the current COIR certificated signed by the Procurenent
Oficer, attached thereto. |If evidence of COIR training is not
attached, the COw Il route the request to PS10/Policy and

| nf or mati on Managenent Departnent, for confirmation of training.
The COIR i s del egated specific contract adm nistration tasks via
NASA Form 1634; however, the contract may al so delineate sone
duties, which the COTR nmay and may not perform Del egations
applicable to cost-plus-award-fee contracts require Procurenent
Ofice Director approval prior to distribution, which is

evi denced by an approval block and signature on the file copy of
each del egation

CH3.3.2.1 COIR candi dates nust be identified by their respective
institutional, program or project office. Pursuant to NFS
1842.270(g), individuals nmust conplete COIR training (MSFC course
nunber ADMD022) to be appointed as a COTR  The request for

del egati on and attached certificate stated in CH 3.3.2 above, as
wel | as COTR training, nmust be conpl eted before an appoi nt ment
can be made. If an urgent need arises for the appointnent of a
COTR and no trained and otherw se qualified individual is
avai l abl e, then a tenporary COIR appoi ntnment, not to exceed 6
nmont hs, may be made. No technical direction may be issued by a
COTR when serving under a tenporary appoi nt nment.

CH3.3.2.2 Pursuant to NFS 1842.270(a), there is only one COIR
per contract. However, an alternate COIR nay al so be appointed
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(in the same manner and with the sane requirenments and
restrictions as the COTR). The alternate COTR may perform
hi s/ her duties only in the official absence of the COTR

CH3.3.2.3 Contract ternms and conditions. To be effective, it is
i nperative that the COIR be famliar with all full-text terns and
conditions in the contract and, to the extent practicable, with
all ternms and conditions incorporated into the contract by

ref erence.

CH3.3.2.4 Comunication. In all but the sinplest of

acqui sitions, sonme formof conmmunication between the contractor
and the Governnent during contract performance is to be expected.
In the nore conpl ex negoti ated procurenents, especially those in
which a COTR is formally designated, dialogue between the
Governnent and the contractor is virtually continuous. This
Governnment/contractor interchange can be the source of

i nnuner abl e problens if not handled properly or if the
participants do not understand their roles.

CH3.3.2.5 Technical Direction. The technical direction clause,
NFS 1852. 242-70, when included in the contract, describes the
extent of the COTRs contractual authority with respect to the
contractor.

CH3.3.2.6 Limtations and Constraints.

a. The COTR is authorized to performonly those functions
specifically delegated by the CO Wth respect to contractor
performance, the COTR is limted to providing technical direction
(as the clause’s title inplies), which includes prioritization of
contractor effort and clarification of technical requirenents.

b. In very few cases is the COIR authorized to change (add,
delete, or nodify) any of the contract ternms, conditions, or
requi renents, or to take any action that m ght appear to effect
change. Wen this is permtted, it will be specifically
authorized in the contract and the COIR appoi nt nent docunent.
Usual |y the CO al one has the authority to make changes and t hey
nmust be made in witing.

c. COIRs do not have the authority to issue any instruction
purporting to be technical direction that--

(1) Constitutes an assignment of additional work outside the
sow

(2) Constitutes a change as defined in the Changes cl ause;
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(3) Constitutes a basis for any increase or decrease in the
total estimted contract cost, the fixed fee (if any), or the
time required for contract performance;

(4) Changes any of the expressed ternms, conditions, or
specifications of the contract; or

(5) Interferes with the contractor's rights to performthe terns
and conditions of the contract.

d. Al technical direction shall be issued in witing by the
COTR

CH3.3.2.7 Changes. A “change” to the contract has a very

speci fic meaning. What constitutes a “change” depends upon the
type of contract, but usually revolves around the technical
aspects of the work to be perforned (e.g., specifications, SOWN
met hod of shipnent or packing, place of delivery). The Changes
cl ause of each contract defines a “change” and the correct manner
in which it can be incorporated into the contract (see
CH3.10.1.1). Wile it my seem confusing, there are other
reasons for which the contract may be nodified (e.g., changing

t he paying office, changing the nane of the contractor, or
incorporating a fee determnation into a contract wth award-fee
provi sions), but these are not “changes” per se.

a. Avoiding Unaut hori zed Changes. Avoi di ng unaut horized changes
requires constant thought and vigilance. In sone cases, the COIR
and contractor personnel interact frequently. Oten the
encounters are informal discussions rather than official neetings.
Most contractor personnel are aware that only the CO can approve a
change to the contract. Mst also feel, however, that the COIR is
the true customer, the person whomthey nust satisfy to
successfully conplete the contract. Accordingly, they are usually
quite responsive to the perceived desires of the COIR and
sensitive to anything and everything he/she says or inplies. The
COTR nust be sensitive to the fact that anything said to
contractor personnel, however innocuous it mght seem could

possi bly be interpreted as a change to the contract.

b. Notification of Changes C ause. Despite our best attenpts,
however, the contractor may receive direction which constitutes a
change, or inadvertent actions on the part of the Governnent may
be construed as a change (see CH3.10.5.3, “Constructive
Changes”). \Wenever this happens, there is an established
procedure for correcting the situation and bringing the
contractor’s reaction back in line with the contract. This
procedure is described in the clause FAR 52.243-7, Notification
of Changes. This clause is not always invoked, but it is a good
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control mechanism COTRs shoul d becone famliar with its
requirenents.

CH3. 3.3 Defense Contract Managenent Agency. The DCVA m ssion
as its name inplies, includes providing effective adm nistration
of contracts. Because of its depth of expertise and experience,
and the many | ocations of its field offices, NASA utilizes DCVA
to help admnister its contracts. |In fact, DCVA often plays a
major role in the admnistration of its contracts, especially the
| arger contracts where perfornmance takes place at the
contractor’s plant and, in some cases, at mmjor subcontractor
plants (see PS-OWN-12).

CH3.3.3.1 Contract Adm nistration Functions.

CH3.3.3.2 The various contract adm nistration functions that can
be del egated are listed at FAR 42.302. NFS 1842.202 lists
specific contract adm nistration functions that are not nornally
del egated. Performance of a thorough post-award risk assessnent
(led by the project office or requisitioner with ful
participation by Procurenment and other supporting functions) is
instrunental in devel oping a conprehensive surveillance approach
and determ ning the functions that should be del egated/retained
by NASA.

CH3.3.3.3 Delegated contract adm nistration functions can be
grouped by functional areas. DCMA' s projected and actual hours
expended in support of NASA contracts are reported by these
functional areas.

a. Contract Operations (or “C’). This functional area
enconpasses a m scell aneous set of contract adm nistration tasks
not included in any of the other specific functional areas. They
are not inconsequential or uninportant; rather, they tend to be
rat her general admnistrative requirenments ainmed at ensuring that
the contractor’s adm nistrative systens (e.g., insurance system
are functioning properly and that Government policies (i.e.,

soci o-econom ¢ prograns) are being applied properly. DCVA will
be del egated many specific tasks in this area, although the MSFC
PCOwW Il retain some and play a direct role in many of those that
are del egat ed.

b. Property Managenent and Plant C earance (or “D’). As the
name i nplies, this functional area enconpasses personal and real
property managenent. MSFC s property nmanagenent organi zation
plays a key role in this, too, pursuant to NFS 1845. 7205, but the
PCO nonet hel ess often relies heavily on DCVA for in-plant

support. The | anguage for the delegation of this functional area
is provided by NASA s Logi stics Managenent O fice (Code JG .
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c. Financial Services (or “F’). This functional area includes
devel opnment and negoti ation of overhead rates, forward pricing rate
agreenents (that is, agreed to interimrates for use in pricing
proposal s), cost or price analysis of proposals, and other

financial support. MSFC retains a pricing capability, but often
relies on DCVA, when avail able, to augnent our own pricing efforts.

d. Transportation and Packaging (or “T"). This is a relatively
narrow functional area that provides onsite review of the
contractor’s transportati on and packagi ng policies, procedures, and
operations, when relevant to the contract (see MAN 6000. 1,
“Procurenment Traffic Managenent and Freight Traffic Actions”).

e. Quality Engineering (or “1”) and Quality Assurance (or “Q’).
Usually the largest in terns of reinbursable hours, these areas
augnent MSFC s in-house S&VA capability. The |anguage for the
del egation of this functional area is provided by MSFC s

QS01/ S&NVA (see S-(QE-001). These areas are the nost inportant to
t he COTR.

f. Program and Techni cal Support (or “P’). This functional area
i ncl udes technical and engi neering oversight and support for the
COTR. It often is not used heavily since the MSFC program or
project, directly and through an MSFC RMO if avail abl e, perforns
much of this effort itself.

CH3.3.3.4 Post-Award Oientation. A post-award orientation is
requi red by NFS 1842.503 when (a) a contract is expected to
exceed $10, 000, 000; (b) contract performance is required at or
near a NASA installation or NASA-controlled | aunch site; (c) the

del egation will inmpose an abnormal demand on the resources of the
contract admnistration office receiving the del egation; or (d)
conpl ex contract managenent problens are expected. It may

consi st of a conference or, in |less conplex contracts, a letter.
It aids both Governnent and contractor personnel in achieving a
cl ear and nutual understanding of all contract requirenents and
in identifying and resolving potential problenms. An orientation
is particularly useful if the acquisition is conplex or if the
contractor has not had recent experience working on Governnent
contracts. As soon after contract award as possible, the COIR
shoul d assess the desirability of holding a post-award
orientation and, if appropriate, request that one be convened by
t he CO

CH3.4 Governnment Responsibilities.

CH3.4.1 Increnental Funding. |If work on a contract is to
continue without interruption, the COIR nust ensure that the
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necessary funding is provided to the contractor in a tinmely
manner. This process requires careful advance planning and
coordination with the program's or project’s business manager,
AQO, and the CO

CH3.4.2 Scheduling Government Activities. Although al
Government contracts require the contractor to provide supplies
to, or performservices for, the Governnment, many contracts al so
obligate the Governnment to do, or provide, certain things to
enabl e the contractor to perform Failure of the Governnent to
fulfill its obligations is just as nmuch a violation of the
contract as is the failure of the contractor to perform The
COTR, along with the CO is responsible for ensuring that al
actions the Governnment is obligated to performtake place at the
times and places specified in the contract. Failure to do so may
provi de the contractor with an excusable delay (see CH3.9.1)
and/or entitle the contractor to an equitabl e adjustnent of
contract cost and fee.

CH3.4.3 CGovernnent-Furni shed Property (GFP). This is comonly
referred to as Governnent-furnished equi pnment, but GFE is a
subset of GFP since the latter also includes real property.

CH3.4.3.1 General Policy. Contractors are expected to furnish
all property required to perform Governnent contracts. There

wi |l be exceptions, of course, such as when the property is of a
speci al i zed nature suitable only for use on the i mediate
contract, unless substantial nodifications are made. This seens
reasonabl e and straightforward, but is often not as sinple as it
woul d seem The cost of obtaining or building nulti-purpose
equi pnrent and facilities is generally charged to overhead pool s;
speci al i zed property and facilities are charged directly to the
i mredi ate contract. Contractors are notivated to charge as nuch
as they can directly to the imedi ate contract, since this wll
keep costs down on their other contracts (i.e., the amount of
overhead spread to other contracts is reduced). Thus,
contractors are notivated to classify as much GFP as possible as
speci al purpose. The COIR nust assist the COin preventing this
f rom happeni ng.

CH3.4.3.2 CGovernnment Responsibility. The CGovernnent has an
obligation to provide GFP on tinme and in a condition fit for its
i ntended use. COccasionally, the Governnment nmay not be able to do
this. This situation may involve any contractor, but is likely
to involve onsite contractors nore frequently. Wen this
happens, the CO or the contract may authorize the contractor to
acquire the non-available itens. Wen it eventuates that the
contractor obtains the non-available itens, the COIR and the CO
nmust assure that:

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



https://repository.msfc.nasa.gov/directives/directives.htm

Marshal |l Work I nstruction

PS01
Procurenent Requisitioners MA 5100.1 Revision: C
Gui de Date: My 10, 2003 Page 44 of 88

a. Personal property itens have been properly screened through
appropriate Governnment supply or other sources.

b. Non-availability of these itens or services has been
certified at appropriate |evels.

c. Contract or contractor files contain this certification.

d. Appropriate contractual authority exists before the
contractor acquires any non-avail able itens or services.

CH3.4.3.3 CGovernnent - Furni shed Services. For reasons of

econony, the Governnent often provides needed services to the
contractor to nore efficiently enable contract performance. This
is especially true when performance takes place on a Gover nment
facility (e.g., onsite utilities and transportation services);
however, it could be true on other contracts (e.g., providing
Governnment testing services). Wenever the Governnent provides
services, it generally incurs the sane types of responsibilities
and the contractor generally has the sanme kind of renedies as
with G-P.

CH3.5 (Obtaining Perfornmance.

CH3.5.1 Enforcenent. Wile a contract contains the prom ses of
both parties and sets forth their respective duties and
obligations, it does not enforce itself. Thus, if one of the
parties does not performa required duty, there will be no
sanction against that party unless the party to which the duty is
owed conplains. The basis for conplaint under a contract is a
breach of the contract, which is defined as the nonperformance of
any contractual duty of inmediate inportance.

CH3.5.2 Contract Ternms and Conditions. |In order to determ ne
if, in fact, satisfactory performance has been obtai ned by the
Governnent (i.e., no breach of contract), all contracts nust
spel | out exactly what aspects of performance will be inspected,
when they will be inspected, agai nst which standards of
acceptability they will be neasured, by which nethods of testing
they will be inspected, and by whomthey will be inspected.
These requirenents may be contained in the basic contract or its
attachnments, in docunments incorporated into the contract by
reference, or in Governnent-approved contractor sanpling,
testing, design and verification, and other simlar plans. The
contract terns and conditions provide the basis for the
Governnment's quality assurance programand are critical to the
Government being able to ascertain if required performance has
been obt ai ned.
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CH3.6 Technical Performance. To ensure the Governnent gets what
it pays for, it is necessary to exam ne the contractor's work,
and inspect and test it against the requirenents of the
specifications. The particular inspections or tests required
will vary fromrelatively sinple ones, such as wei ghing or
nmeasuring di mensions, to conplex and invol ved ones requiring many
peopl e and sophi sticated equi pnent (see MPG 8730.1, “lInspection
and Testing;” MPG 8730.3, “Control of Nonconform ng Product;” and
MAI 4520.1, “Receiving”). By whatever neans it is acconplished,

i nspection and testing is the key to the Governnent enforcing the
technical requirenents of the contract. It is particularly

i nportant because the rules of |aw and contract clauses may, in
certain instances, relieve the contractor of liability for
defects if they are not challenged prior to their acceptance and
use by the Governnent.

CH3.6.1 |Inspection.

CH3.6.1.1 The contract’s SOWN and/or specifications wll identify
what inspections or tests are to be perforned, by whom and when.
Sonme contract clauses also contain requirements for inspections
by the Government. It is critical that the COTR know t he exact
extent of, and limtations on, CGovernnent inspections so they may
be pl anned, schedul ed, and conducted effectively and within the

| egal constraints of the contract.

CH3.6.1.2 The place of inspection or testing should be clearly
stated in the contract specifications. |If the place is other than
at the contractor's facility, the contract should indicate the
means by which the itens are to be transported to the place and at
whose expense. |If inspections or tests are to be conducted at the
contractor's facility, the Inspection clause requires the
contractor to furnish, at no additional cost, all reasonable
facilities and assistance for their safe and conveni ent conduct.
This has been interpreted by appeal boards to nean that the
Government may use any of the contractor’s tools, equipnent, or
testing devices that the contractor woul d reasonably be expected
to have available to performon the contract.

CH3.6.1.3 For acquisitions where inspection will be perforned
upon delivery to MSFC, typically, both non-quality sensitive and

quality sensitive items will undergo an initial receiving
i nspection by the Property Managenment G oup (PM5 (see MW
4520.1, “Receiving”). |If a nonconformance is discovered during
this initial receiving inspection, PMcGw || initiate an |Inbound

Di screpancy Report (IDR) in the PDTS (see MN 4520.2), and the CO
wi |l update PDTS with the disposition instructions. Upon
satisfactory conpletion of the initial receiving inspection, if
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the itemis to be inspected by the responsible S&VA O fice, PM5
will initiate an Inspection and Acceptance Report (I AR) in the
PDTS. Upon conpl etion of the receiving inspection and test
activities, the S&VA O fice will update PDTS with the results
(see MW 4520.1, “Receiving”, and MPG 8730.1, “Inspection and
Testing”). S&VA will evaluate supplier performance by trending
nonconf ormances, which will be used to determne if systemc
probl ens exist and if S&VA shoul d request supplier corrective
action through the COor if followup audits of suppliers are
necessary (see @S- QA-010). Appendix Kis a flow diagram
depicting this process. The PDTS shall be used for all IDRs and
| ARs (see QS- QE-001).

CH3.6.1.4 Wen itens are inspected at |ocations other than NMSFC,
typically, a Letter of Contract Adm nistration Del egati on (NASA
Form 1430) exists with either the Defense Contract Managenent
Agency (DCMA) or ONRto allow themto inspect on NASA s behal f.
This delegation is done on an individual contract basis. |If a
nonconformance i s discovered during the initial receiving phase,
DCMA/ ONR wi | | docunent it accordingly and if they are unable to
resolve it locally, they will contact the MSFC Quality Assurance
Representative (QAR) and CO for disposition. |In the event that a
del egati on does not exist, the cognizant NASA quality

organi zation will be required to performinspection and
acceptance services at the offsite |ocation.

CH3.6.2 Rejection.

CH3.6.2.1 Any product that does not conformto contract
specifications may be rejected by the Governnment (see MPG 8730.1,
“Inspection and Testing;” MPG 8730.3, “Control of Nonconform ng
Product;” and MA 4520.1, “Receiving”). Wile this fact is

i ndi sputabl e, outright rejection by the Governnent is not a usual
occurrence. \Wen inspections or tests reveal that supplies do not
conformto contract specifications, the contractor is normally
given the opportunity to correct the defects. The contractor nust
be given the opportunity to correct any defects if the delivery
date has not yet arrived. Even if the delivery date has passed or
there is little chance that the corrections can be nmade by the
delivery date, this course of action may still be in the
Government's best interest. |If the supplies are rejected and the
contract termnated for default, the Governnent will have to go

t hrough the acquisition process all over again and undergo the

del ays associated with that process. It is, therefore, usually
prudent to allow the contractor to correct the defects,
particularly if they are not major.

CH3.6.2.2 |If the contractor is unable to deliver conform ng
supplies by the delivery date, the Governnent has one ot her
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alternative to rejection—nanely the nonconformng itens nay be
accepted in return for sone consideration, such as a reduction in
price. In firmfixed-price contracts, the contractor bears al
costs associated with bringing supplies into confornmance. |n cost
rei nbursenent contracts, the cost of rework may be rei nbursable
under the ternms of the contract.

CH3.6.2.3 COTRs are major participants in this process since COs
may defer to their judgnment on what course of action to take.

They shoul d be aware of the avail able options and reconmend

what ever decision is best for their programs. |If the

nonconf ormance i s discovered during receiving inspection, PMG wl |
initiate an IDRin the PDTS, and the COw || update PDTS by

provi ding the disposition instructions (see MAN 4520.2). |If the
nonconformance i s di scovered during the inspection and test
verification, S&A will update the AR in PDTS and the CO provide
the disposition instructions in PDTS (see MPG 8730.1, “lnspection
and Testing”, and MPG 8730.3, “Control of Nonconform ng Product”).
Appendi x Kis a flow diagram depicting this process. The one
course of action they should never take is to ignore the fact that
supplies or services do not conformto contract specifications.

CH3.6.2.4 1f the nonconformance is detected at a | ocation other
than MSFC (e.g., the supplier’s facility) before submttal to
MSFC, the supplier will docunent the nonconformance within the
supplier’s applicabl e nonconformance system |f the supplier
cannot correct the nonconformance to neet the contractual

requi renents, the supplier will submt the discrepancy for
acceptance by MSFC using the applicable contractual Deviation
Approval Request (DAR) system and/or process the nonconformance

t hrough the contractually authorized Material Revi ew Board ( MRB)
system Al contract DARs will require CO final approval (see MA
8040. 3, “Deviation and Wi ver Process, MSFC Prograns/Projects”,
and @S- QE-001). In the event that MSFC source inspection was not
required, a request for inspection by the S&VA O fice fromthe
COTR/CO may be required to facilitate processing of the supplier
nonconf or mance.

CH3.6.3 Acceptance.

CH3.6.3.1 Acceptance is acknow edgnent by the Governnent that
supplies or services conformto applicable contract quality and
gquantity requirenments (see MPG 8730.1, “Ilnspection and Testing”,
and MN' 4520.1, “Receiving”). Appendix Kis a flow diagram
depicting this process. Acceptance should not be confused with
delivery; work may be accepted before delivery, at the tine of
delivery, or after delivery, depending on the terns of the
contract. Acceptance is usually evidenced by execution of an
acceptance certificate such as a DD Form 250, DD Form 1149, or a
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simlar docunment. COTRs are often authorized to performthe
acceptance function for supplies and services that do not involve
S&VA O fice acceptance processing, although that function can be
del egated to another agency. Title to supplies passes to the
Gover nment upon acceptance regardl ess of when or where the

Gover nment takes physical possession.

CH3.6.3.2 It nust be understood that sinply passing an

i nspection or test does not constitute acceptance. Acceptance
nmust be acknow edged by whatever nmeans is specified in the
contract.

CH3.6.3.3 The passage of tine alone can, in some cases, result
in what is known as inplied acceptance. |[|f the Government does
not consciously reject nonconformng work within a reasonabl e
period of time, it can be judged to have inplicitly accepted the
work. What is considered a reasonable period of tinme can vary.
Therefore, the COIR nust ensure that a contractor is pronptly
notified if work is being rejected.

CH3.6.3.4 CGovernnment R ghts after Acceptance. Although
acceptance is generally considered conclusive and final, the
Governnment is not w thout sonme degree of protection in the event
defects are discovered after acceptance. |f a nonconformance is
di scovered after acceptance, the COIR should contact their CSR
for assistance in initiating an Inspection Rejection Report
(IRR). The CSRw Il initiate the IRRin PDTS (see MN 4520. 2,
“Use of the Procurenent Discrepancy Tracking System (PDTS)”), and
the COw Il update PDTS by providing the disposition
instructions. Appendix Kis a flow diagramdepicting this
process. Al IRRs shall be initiated and tracked in the PDTS,
whi ch al so contains the information on all IDRs and I ARs. The
terns of inspection clauses afford the Governnent renedies after
acceptance in the cases of |atent defects, fraud, or gross

m st akes as amount to fraud. |In addition, warranty cl auses,

whi ch serve to give the Governnment rights against the contractor
after acceptance, can be utilized and are used in comrercial item
contracts. The COIR shoul d consider these possibilities at the
time of devel opnent of the solicitation. |If the COIR thinks any
of these conditions exist at the tinme of delivery, the situation
shoul d be discussed with the CO

CH3.6.4 Warranti es.

CH3.6.4.1 A warranty is an agreenent by the contractor that it
will be Iiable for neeting the contract specifications for a
stated period of tinme after acceptance. Including a standard FAR
warranty clause in a contract affords the Government some
protection agai nst defects after acceptance and is particularly
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useful if inspections and tests may not adequately assure the
Governnment that the articles will performaccording to the
specifications. It should be understood that there is an extra
cost associated with a FAR warranty clause. The actual cost is
difficult to estimte, but some consideration should be given to
the benefits to be derived froma warranty versus its cost prior
to including warranty requirenents in a contract. It may be nore
beneficial to accept a standard comercial warranty if one is
avai l able. The concern here is that the comercial warranty

neets the Governnent’s needs. It should be noted that Government
policy favors using commercial clauses. Wrranties are
categorized as either express or inplied. |If the Governnent

specifies the design of an item the contractor's warranty to
produce the itemin accordance with the specifications and free
fromdefects of material and workmanship is an express warranty.
| f the Governnent does not specify the design of an item the
contractor's warranty to produce an itemfit for its intended
purpose is an inplied warranty. |f express warranties are
included in a contract (except contracts for comrercial itens),
all inplied warranties of nmerchantability and fitness for a
particul ar purpose shall be negated by the use of specific

| anguage in the clause. In contracts for conmercial itens, the
standard terns and conditions do not contain express warranties
(which are usually warranties in effect for a specified tinefrane
(e.g., 90 days)), but rather include two inplied warranty

conditions (i.e., “Inplied Warranty of Merchantability” and
“I'mplied Warranty of Fitness for a Particular Purpose”). Inplied
warranties do not expire in a set anount of tine the way express
warranties do. |If an express warranty is included in the

contract, it should provide for the repair or replacenent of
defective itens discovered within a reasonable period of tine

after acceptance. |f a nonconformance is discovered after
acceptance, the COIR should contact their CSR for assistance in
initiating an IRR  The CSRw |l initiate the IRRin PDTS and the

COw |l update PDTS by providing the disposition instructions
(see MW 4520.2, “Use of the Procurenent Discrepancy Tracking
System (PDTS)”). Appendix Kis a flow diagramdepicting this
process.

CH3.6.4.2 1In spite of the additional protection that warranties
provi de the Governnent after acceptance, invoking the warranty

cl ause after discovery of defects (but within the period of the
warranty) still requires the Governnment to prove that the defects
existed at the tinme of acceptance. Any alteration of the
contract itens by the Governnment after acceptance could serve to
invalidate the warranty.
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CH3.6.5 Mnitoring Perfornmance.

CH3.6.5.1 Surveillance Plans. Whenever a COIR i s appointed, the
COTR i s responsible for defining the surveillance approach to be
utilized in nonitoring contractor performance. A conprehensive

ri sk assessnent of the contract and program i mredi ately foll ow ng
award (and updated as appropriate during the life of the contract)
is essential in determning the optiml approach to contract
surveillance and the appropriate |evels of insight/oversight. A
type of surveillance approach, or plan, is the award fee

eval uation plan with its structured performance reviews and the
use of specifically designated technical nonitors (see MAN 5116. 1,
“Eval uation of Contractor Performance Under Contracts with Award
Fee Provisions”). For non-conplex conmercial itemcontracts, the
survei |l l ance approach normally consists of the standard contract
“Inspection” clauses. Surveillance plans or otherw se docunented
approaches to perform ng contract surveillance should be prepared
for all major service contracts and performance-based supply
contracts (see surveillance plan format). COIRs should note that
t he Marshall Managenent System designates the S&VA O fice to
performinspection activities associated with flight hardware

unl ess ot herw se del egated by S&VA.

CH3.6.5.2 Corrective Action. Regardless of the formality of the
surveil |l ance approach, the COTR is responsible for pronptly
reporting to the CO and, as appropriate, the S&A Ofice, the
occurrence of any system c probleminvolving a potenti al

viol ation of an | SO standard and the need for perform ng
corrective action. Upon notification, the COIR and the CO are
responsi bl e for obtaining a corrective action plan fromthe
contractor, which provides:

a. Description of the problem

b. Determ nation of the root cause of the problem

c. Action required to correct the problem

d. Prevention of recurrences.

e. Conpletion schedule for the action.

CH3.6.5.3 The COTR will nonitor the contractor’s progress in

i npl ementing the corrective action plan and will verify its
conpl etion and overall effectiveness. The COTR will coordinate
t hese activities with the MSFC S&VA O fi ce.

CH3.6.5.4 Performance Eval uations of Work Subject to Award Fee
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Provi sions. Performance eval uati ons of work perforned under
contracts with award fee provisions serve the purpose of
surveillance plans. Perfornmance eval uations are discussed in

MAI 5116.1, “Evaluation of Contractor Performance Under Contracts
wi th Award Fee Provisions”.

CH3.7 Schedul e Perfornmance. A comon occurrence of breach of
contract involves the failure of a contractor to deliver supplies
or services by the contractual delivery date. COIRs nust be aware
of the actions the Governnent can and should take in the event
schedul e del ays occur. Pronpt and proper action is necessary when
a schedule is breached in order to ensure that the Governnment’s
rights under the contract are not forfeited. (In our discussions
here, we are assum ng that the Governnment was in no way

responsi ble, in whole or in part, for the breach of contract).

CH3.7.1 Alternatives Wien Schedule |Is Breached. Wen a schedul e
del ay occurs, various courses of action are available to the
Government. The COIR nmust consult with the CO to determ ne which
course is the nost appropriate.

CH3.7.1.1 The Governnent can accept the late itens, extend the
contract delivery schedule, establish new delivery dates, or take
no action. Taking no action wll effectively waive the
Governnent's rights to cite the delay as cause for a default

term nation.

CH3.7.1.2 The Governnment can accept the late itens, extend the
contract delivery schedul e by establishing new delivery dates,
and obtain sone consideration fromthe contractor in return.
This action excuses the delay and waives the Governnent's right
toinitiate a default term nation.

CH3.7.1.3 The CO can issue a formal “Show Cause Notice” advising
the contractor that the Governnment is considering termnating the
contract for default and requesting the contractor to advise

wi thin 10 days of any facts relating to the delinquency which
could show that its causes were beyond the contractor's control,
and wi thout fault or negligence on the contractor's part (see
show cause notice format).

CH3.7.1.4 The CGovernnent can term nate the contract (see CH3.11).

CH3.7.2 Alternatives Prior to Breach. Preventing a breach of
contract fromoccurring is preferable to recovering fromthe

i npact of one. COIRs should be aware of the status of their
contracts at all tinmes, and should be able to anticipate problens
before or as they develop. |If a COIR sees a potentially serious
pr obl em devel opi ng which could result in a decision to term nate
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the contract, he/she should notify the CO pronptly. In order to
protect the Governnent's interests, the COw Il issue a form
notice to the contractor known as a “Cure Notice” which advises
that the Governnent is aware of a problem which coul d endanger
performance of the contract and gives the contractor 10 days to
cure the problemor else the Government nmay termnate the
contract for default. Ideally, this action will solve the
probl em and preclude the necessity for tinme-consum ng termnation
action (see cure notice format).

CH3. 7.3 Liquidated Damages.

CH3.7.3.1 If, before a contract is awarded, the Governnment knows
that the tinme of delivery or performance under the contract wl|
be such an inportant factor that the Governnent may reasonably
expect to suffer damage if the delivery or performance is

del i nquent, and the extent or anount of such damage woul d be
difficult or inpossible to ascertain or prove, a Liquidated
Danages cl ause nmay be included in the contract. A Liquidated
Danages cl ause requires a contractor who fails to deliver on tine
to pay a predetermned daily sumto the Government until delivery
is made or, if the contractor is termnated for default, to pay a
daily sumuntil the tinme the Governnment obtains the required
itens from anot her source.

CH3.7.3.2 A Liquidated Damages clause is a powerful incentive
for contractors to neet schedul ed delivery dates. There are sone
risks to the Governnent associated with its use, which should be
carefully assessed prior to its use. First, the clause m ght
inhibit full and open conpetition because sone fully qualified
potential offerors mght sinply be unwilling to take the
financial risk. Another concern is the burden placed on the
contract adm nistration organization (including COTRs) to ensure
that no action or inaction on the part of the Governnent occurs,
whi ch could inpact the contractor's ability to neet the delivery
schedul e.

CH3.8 Cost Performance on Cost Rei nbursenent Contracts.

CH3.8.1 Mnitoring Costs. 1In cost reinbursenment contracts, the
Government bears a much greater share of the risk of performance
than the contractor; therefore, it should be obvious that
consi der abl e managenent attention should be placed on nonitoring
t hese types of contracts. Cost nonitoring is usually one of the
responsibilities delegated to a COIR

CH3.8.1.1 The terns of cost reinbursement contracts normally
require the contractor to provide periodic (usually nonthly)
sunmari es of the costs that have been incurred in performance of
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the contract, both during the reporting period and cumul atively
since contract award. In all probability, the contractor's
proposal provided information as to how the proposed costs were
to be incurred in achieving contract mlestones. A sinple
conparison of these two docunents, coupled with periodic neetings
with the contractor, should enable the COTR to determine if costs
are reasonabl e and consistent with technical progress on the
contract. The COTR will be required to review fee vouchers
submtted by the contractor for reasonabl eness based upon the
contractor’s performance.

CH3.8.1.2 Fully funded cost reinbursenent contracts contain a
Limtation of Cost clause which requires the contractor to notify
the COin witing when the costs expected to be incurred in the
next 60 days, when added to all costs previously incurred, wll
exceed 75% of the estimated costs specified in the contract, or
the total costs will be greater or substantially |ess than had
been previously estimated. This notification is designed to give
t he Governnent a reasonable anobunt of tinme to decide if funds
beyond the contract amount are to be added to the contract for
continued performance, if an overrun is projected, or to adjust
the contract requirenents to match projected expenditures.

CH3.8.1.3 If a cost reinbursenent contract is not fully funded,
it will contain a Limtation of Funds clause. 1In these
contracts, funds are provided on an increnental basis, and an
estimated period of performance for the funds provided is
contained in the contract. |In addition to the 60-day notice
nmenti oned above, the Limtation of Funds clause provides that the
contractor shall notify the CO whenever it has reason to believe
that the costs it expects to incur under the contract in the next
60 days, plus already incurred costs, will exceed 75% of the
total amount of funds currently allotted to the contract.

CH3.8.2 Alternatives Wien Cost Ceiling is Approached or Reached.

CH3.8.2.1 The face value of a cost reinbursenent contract
represents the agreed-upon estinmated costs that will be incurred
in performance of the terns of the contract and is commonly
referred to as the contract “ceiling”. The contractor is not
obligated to incur costs greater than the ceiling, nor is the
Government obligated (or authorized) to pay nore than the
ceiling. However, the Governnment may increase the ceiling if it
determnes it to be in its best interest and necessary to achieve
t he contract goals.

CH3.8.2.2 If the cost nonitoring process reveals that cost is
outrunni ng performance, the COIR should initiate action as soon
as the situation is discovered. |If, after conversation with the
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contractor, it reaches the point where the COIR believes that
per formance under the contract m ght be jeopardized, the CO
shoul d be consulted and the followi ng alternatives, or a
conbi nati on thereof, considered:

a. |If the contract ceiling has not been reached, the Governnent
can authorize additional funding provided funding is available or
can be obtained. This course of action is risky because it

usual |y just postpones the problemrather than solving it.

Soneti mes, however, it serves to buy the Governnent tine to

expl ore other alternatives.

b. The CGovernnent can negotiate a change to the contract which
reduces the work effort to a |l evel that can be achieved within

t he available funding. Wile this may appear to solve the

i mredi ate problem certain programgoals will be |eft unattained.

c. The Government can issue a cure notice and a show cause
notice and, if performance does not inprove, termnate the
contract.

CH3.9 Contractor Defenses and Renedi es. The nethods by which
t he Governnent ensures that technical, schedule, and cost
performance is obtained fromcontractors and what actions the
Governnment can take if performance is not obtained is not one-
sided. COIRs should be aware of the recourse available to
contractors when perfornmance problens ari se.

CH3.9.1 Excusabl e Del ays.

CH3.9.1.1 The Governnent recognizes that there can be instances
where contractors have genui ne excuses for delays in perfornmance
for which they should not be subject to termi nation for default.
Most contracts contain a standard Excusabl e Del ays cl ause which
provides that the contractor will not be considered in default
because of any failure resulting from causes beyond its control
and wi thout the fault or negligence of the contractor or
subcontractors. The clause cites nine exanples of such causes:

a. Acts of God or of the public eneny,

b. Acts of the Governnment in either its sovereign or contractua
capacity,

C. Fires,
d. Fl oods,
e. Epidem cs,
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f. Quarantine restrictions,
g. Strikes,

h. Frei ght enbargoes, and
i. Unusually severe weat her

CH3.9.1.2 COIRs nmust be sensitive to the fact that acts of the
Government can result in an excusable delay. When contractors
find thenselves in delay situations, it is only natural that they
attenpt to find sonmeone other than thenselves to blanme, and that
could well be the COTR. As cautioned earlier, COIRs nust ensure
that their words or actions do not inplicitly or explicitly give
a contractor the right to a claimof an excusabl e del ay.

CH3.9.2 Cdainms. Aclaimis a witten demand by a party to a
contract seeking paynent of a sum of noney, the adjustnent or
interpretation of contract terns, or sone other relief. dains
are discussed in detail belowin CH 3.12 D sputes. For now, the
COTR shoul d be aware that one of the renedies available to an
aggrieved contractor is to file a claimwith the CO Mny
contract clauses contain | anguage which requires or permts the
CO to nmake adjustnents to the terns of the contract.

The Changes, Suspension of Wrk, Differing Site Conditions, and
Variation in Estimated Quantity cl auses are exanples. Many
clainms result fromthe manner in which inspections, testing,
acceptance, and rejection are handl ed by the Governnent, which
simply reinforces the need for COIRs to conduct all transactions
related to those matters with the utnost of care,

prof essionalism and sensitivity to the terns of the contract.

CH3.10 Contract Mdifications. During the |[ife of a contract,
any of its terns and conditions may have to be altered for any
nunber of reasons. To be valid, alterations to a contract nust
be made in witing by the CO Witten alterations to a contract
are referred to as nodifications (see MNW 5143.1, “Contract
Change Process”).

CH3.10.1 Modifications Pursuant to Contract C auses. Many
standard cl auses can be included in Governnment contracts that
contain | anguage that authorizes the COto nodify certain terns
or conditions by issuing a contract nodification. The perm ssive
| anguage of these clauses not only gives the COthe authority to
make the nodification, but also serves to advise the contractor

i n advance what aspects of the contract will be subject to

nodi fication if the necessity arises. Exanples of clauses that
aut horize nodifications include the Incentive Price Revision—irm

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



https://repository.msfc.nasa.gov/directives/directives.htm

Marshal |l Work I nstruction

PS01
Procurenent Requisitioners MA 5100.1 Revision: C
Gui de Date: May 10, 2003 Page 56 of 88

Target clause for a fixed price-incentive (firmtarget) contract
whi ch specifies the conditions and procedures for determ ning and
maki ng price revisions; Governnent-Furni shed Property cl auses
provi des for an equitable adjustnment in the price and/or delivery
schedule if the contractor suffers damage because Gover nnent
property is delivered late or is defective; Inspection clauses
provide for an equitable price adjustnment if the Governnent
accepts nonconform ng supplies; and a Tax cl ause provides for a
price adjustnment if certain taxes included in the contract are

ei ther increased or decreased.

CH3.10.1.1 The nost powerful and useful clause contained in nost
Government contracts (excluding contracts for comerci al
itens/services) to facilitate making nodifications is the Changes
cl ause. The standard Changes cl ause for fixed-price supply
contracts, for exanple, authorizes the COto issue unilateral

(w thout the contractor's consent) nodifications (called change
orders) to the specifications, place of delivery or perfornmance,
or nethod of shipping or packing. The contractor is legally
required to conply with all change orders. However, if the
change order causes an increase or decrease in the cost of, or
the tinme required for performance of any part of the work under

t he contract, whether or not nentioned directly in the change
order, the COis required to make an equitabl e adjustnment in the
contract price, delivery schedule, or both. |If the CO and the
contractor are unable to reach agreenent on an equitable

adj ustnment, the CO makes a determ nation as to the adjustnent.

| f the contractor does not agree with the determ nation, the
matter is resolved in accordance with the D sputes clause, which
i s di scussed bel ow.

CH3.10.2 Oher Contract Mdifications. Although many types of
nodi fi cations can be antici pated and covered by appropriate
contract clauses, it is sonetines necessary to nodify sone aspect
of a contract due to an unanticipated situation. For exanple,

t he Governnent may discover that it can furnish as GFP an item
the contractor was to make or buy, or the Governnent may
determne that it wants the contractor to performa particul ar
test that was not specified in the contract as awarded. A
witten bilateral nodification is used in this case, and woul d
provi de that mutual |y agreeabl e consideration be received by both
parties. In the first exanple, the Governnent would be entitled
to a price reduction, and in the second exanpl e the contractor
woul d be entitled to a price adjustnent and possibly a schedul e
adj ust nment .

CH3.10.3 The Concept of Contract Scope. The Government's
authority to nodify a contract is not unlimted, particularly
with regard to requiring the contractor to perform additional
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work. Any additional work required nust be within the scope of
the contract. |In sinple terns this nmeans the additional work
nmust be generally related to the work envisioned in the original
contract. If the additional work contenplated is beyond the

scope of the contract, a new procurenent nust be processed. A
common situation where this problemarises concerns the desire
for an increased quantity of itens. Even though the itens may be
exactly the same as ones bei ng manufactured under the current
contract, a nodification to that contract to increase the
gquantity woul d be beyond the scope of the contract and,

therefore, not perm ssible (assumng the contract did not contain
an option for an additional quantity or otherwi se permt changes
to the quantity). Another exanple would be if a contract were
awarded for the design (and only the design) of an autonated
information system it could not be later considered to be within
scope and to have the contractor provide and install hardware.

CH3.10.3.1 Wether or not additional effort is within or outside
t he scope of a contract is often not clear cut. Therefore, COTRs
shoul d di scuss all proposed changes with the COto obtain a
determ nati on

CH3.10.4 Processing Contract Mdifications. Mdifications to
contracts should be m nimzed since they can have significant
ram fications for the entire acquisition. |f changes are
necessary, it is inportant that they be planned, reviewed, and
executed systematically and with caution (see MN¥ 5143.1,
“Contract Change Process”).

CH3.10.4.1 Proposals.

a. The contractor’s claimfor equitable adjustnment of contract
cost and fee arising fromchange orders (or any other reason
justifying an equitabl e adjustnment) nust be supported by a

proposal. The proposal is evaluated in essentially the sane
manner as the proposal (s) for award of the basic contract, except
that, by definition, it is a nonconpetitive proposal. Also,

there is usually only a cost proposal since the technical
requi renents and approach were determ ned before the contract
nodi fication effecting the change was i ssued.

b. Wen an equitable adjustnent is contenplated or proposed, its
effect on cost, delivery, and other factors should be eval uated
carefully. The timng of a change is inportant since, as a
general rule, it is |l ess expensive to nake a change earlier in a
process than after it is well underway if the change is to apply
to all work. It may be | ess expensive to establish a cut-off
poi nt for a change and have all subsequent itens produced to the
new specification, but not rewrk those itens already produced or
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at an advanced stage of production. However, the effect of this
woul d have to be consi dered.

CH3.10.4.2 Technical Evaluation of Cost Proposals. The CO wl|
task the cognizant institutional, program or project office to
eval uate cost proposals for equitable adjustnment. The resulting
techni cal eval uation report (see technical evaluation of change
proposal format) will be used by the CO to devel op negotiation
objectives to settle (or definitize) the proposal

CH3.10.4.3 Reviewi ng Proposed Changes. For sone contracts, a
formal change review board is established to review and approve
all proposed technical changes. This is npbst comon in conpl ex
production contracts and those where the configuration of the end
product (s) nust be closely controll ed.

CH3.10.4.4 Executing Mdifications. Wen a determ nation has
been made that a nodification will be made to a contract, the
requiring activity usually nust prepare a PR or simlar docunent
to formally request that the CO nake the nodification. Then the
COnormally will process the nodification in one of two ways:

a. The formal nodification is issued in witing to the
contractor, after which an equitable adjustnent is negotiated; or

b. The equitable adjustnment is negotiated first and then the
formal nodification is issued.

The latter is the preferred approach (see MN¥ 5143.1, “Contract
Change Process”).

CH3. 10.5 Unaut hori zed Changes. The single nost conmon probl em
that the Governnent encounters with the admnistration of its
contracts is that of unauthorized changes. Only a COis
authorized to issue nodifications to a contract. COIRs nust
guard agai nst taking any action, verbal or witten, intended or
uni ntended, that may be interpreted by a contractor as an
authorization to alter the terns of the contract. Unauthorized
changes may turn out to be legally binding, sonetines to the
Governnent's enbarrassnent and di smay. Most occurrences usually
fall into the follow ng categories:

CH3.10.5.1 Wiivers and Deviations. The requirenment that al
changes to a contract be effected by a properly executed

nodi fication and that the Governnent give or receive
consideration for all changes is not avoided by calling the
action a waiver or deviation. Doing so inplies that the change
is so mnor as to not be worthy of an official nodification.
COTRs and ot her individuals involved with contract adm nistration

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



https://repository.msfc.nasa.gov/directives/directives.htm

Marshal |l Work I nstruction

PS01
Procurenent Requisitioners MA 5100.1 Revision: C
Gui de Date: May 10, 2003 Page 59 of 88

can be tenpted to waive a contractual requirenent or authorize a
deviation from contract specifications without fully considering

the ramfications of their actions. |[If the contractor is
relieved froma part of its responsibilities, the Governnment is
entitled to receive sonmething in return. 1In addition, a series
of seemingly mnor actions can rapidly snowball into a major

problem The Governnent can (and usually shoul d) waive contract
requi renents that prove to be unnecessary or authorize deviations
from specifications when appropriate, but such actions should be
taken only through the official nodification process or through a
formal Configuration Control Board authorized in the contract
(see MPG 8040.1).

CH3.10.5.2 Extra Wrk. Unauthorized requests for the contractor
to performextra work will usually result in problens. The
Government's interests are not served if a contractor perforns
extra work as the result of an unofficial request froma COIR
and, after its conpletion, files a claimfor an increase in
price. Cainms for additional work are particularly difficult to
resol ve because of the problem of distinguishing between

vol untary actions by the contractor and extra work directed by

t he Governnent. The Governnment could reap the benefit of the
former at no additional cost, whereas the latter would incur an
obl i gati on.

CH3. 10.5.3 Constructive Changes.

a. Changes to a contract can occur through unauthorized action
or inaction of CGovernnent representatives, frequently w thout
their being aware of the effect of their conduct. Any action by
a Governnent representative that is not a formal nodification,
but which has the effect of requiring the contractor to perform
work different fromthat prescribed in the original contract,
constitutes a constructive change and permts relief to the
contractor. Exanples of a constructive change include a COIR
directing a contractor to deviate froma specification; or a CQ
attenpting to clarify an issue for a contractor, providing
information that later turns out to be incorrect.

b. The action on the part of the Governnent that eventually
results in a constructive change nmay have taken place prior to
contract award. The follow ng are exanples of situations where
t he Governnent has been found to have made constructive changes
even though its inproper action took place before contract award:

(1) Specifications or contract provisions that are literally
i mpossi bl e to perform because they contain conflicting
requi renents or require work beyond the state-of-the-art;
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(2) Specifications or contract provisions that are worded in
general terns, are unclear, or are open to nore than one
interpretation; and,

(3) Drawi ngs that contain errors, om ssions, inhaccuracies, or
i nconsi stenci es.

c. Suggestions offered by technical personnel do not constitute
constructive changes, but great care nust be exercised to ensure
that a suggestion is not m sconstrued as being a directive.
Constructive changes often consist of letters, telegrans,
reports, or other docunents directing, in substance, that
addi ti onal work be perforned, but w thout ever using the words
“modi fy” or “change”.

CH3.11 Termnations. The vast majority of Government contracts
run their normal courses with both parties fulfilling their
obligations. |In sonme cases, however, it becones necessary to end
the relationship prior to conpletion of the contract by the
process known as term nation.

CH3.11.1 COIR s Role. In nost cases, the first indication of
the possible need to termnate a contract originates with
techni cal personnel. They are usually the first to realize that
the need for the supplies or services no |onger exists, that the
contractor's performance has becone unsatisfactory, or that sone
ot her situation has devel oped that warrants term nation of a
contract. The COTR nust understand the conditions under which
contracts can be term nated, the thoughts that should go into
maki ng a term nati on decision, and the procedures for making
term nations, so sound reconmendations can be made to the CO when
term nati ons becone necessary.

CH3.11.2 Decisions to Tern nate.

CH3.11.2.1 The nost obvious situation that can lead to a

term nation is one where the supplies or services being acquired
are no |l onger needed. The Government is under no obligation to
buy sonmething it no longer requires, and it normally should
termnate any and all contracts for the product or service as
soon as that fact is known. When nonconpliance or nonperformance
on the part of the contractor is the cause of a term nation
situation, the decision to termnate is nore conpl ex.

CH3.11.2.2 Funding constraints can force the Governnment into a
term nation situation. Although agencies cannot award a contract
unl ess the proper funding arrangenments have been nade, sonetines
unexpected funding shortfalls appear after award, and there is no
alternative but to termnate. The key in this situation is for
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the COTR to recognize this situation and to take action as early
as possible to ensure that enough funding will remain to all ow
for an orderly termnation. |If the funding shortfall is expected
to be tenporary (i.e., funding will probably be nade avail abl e,
but later than anticipated), the CO should be consulted to see if
arrangenments could be made with the contractor to work around the
pr obl em

CH3.11.3 Scope of Termnations. In making term nation
deci sions, recognize that termnations my be either partial or
conplete. If a contract is conpletely termnated, all work is

stopped. A partial termination ends only a portion of the work
remai ning on the contract.

CH3.11.4 Types of Termnations. Termnations fall into one of
two categories: termnations for default and term nations for
t he conveni ence of the Governnment. The obligations of the
Governnment differ for each type of termination, and the COIR is
often involved in the discussions and negoti ati ons which
determ ne those obligations.

CH3.11.4.1 Default.

a. There are a variety of situations that could lead to a
contractor being considered in default. Assumi ng that the
contractor's poor performance has been adequately and properly
substantiated (including the issuance of “Show Cause Notices”),
the situation has been discussed with the CO and | egal counsel,
and a firmdecision to termnate for default has been nmade, the
COw Il issue a termnation notice in accordance with the

Term nation clause of the contract. The Governnent nust then
determ ne what, if anything, it owes the contractor.

b. Under fixed-price contracts, the contractor is not entitled
to be reinbursed for work perforned prior to the term nation
whi ch has not yet been accepted by the Governnent, and the
Governnment is entitled to repaynment of any unli qui dated advance
or progress paynents applicable to such work. The Governnent
may, at its election, require the contractor to deliver any
conpleted or partially conpleted work, for which the Governnent
woul d then be obligated to pay a reasonable price. The
contractor is also obliged, if directed by the CO, to protect and
preserve any property in which the Governnment has an interest,
and is entitled to conpensation for any expenses in so doing.
Last, but not least, if the Governnent subsequently repurchases
the sane or simlar supplies or services called for by the

term nated contract from another contractor, the term nated
contractor would be held |iable for the excess costs of
reprocurenent, if any.
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c. Under a cost reinbursenent-type contract, the contractor is
entitled to all normally allowable and all ocable costs incurred
up to termnation and, if fee was included in the contract, to a
pro rata portion of the fee based on work accepted by the
Governnment. Costs associated with protecting, preserving, or
returning itenms in which the Government has an interest are

al l owabl e. The contractor is not, however, liable for excess
repurchase costs and is not entitled to anticipated fee.

CH3.11. 4.2 Conveni ence.

a. Al termnations not nade for default are, by definition, for
t he conveni ence of the Governnent. Term nations for conveni ence
i nvol ve no wongful acts on the part of the contractor.
Accordingly, the ternms of the contract settlenent are nore
favorable for term nations for conveni ence.

b. Under a fixed-price contract, the contractor is entitled to
conpensation for the costs incurred up to the tinme of term nation
and a reasonable profit on those costs. |In effect, when a fixed-
price contract is termnated, it becones, for all practical

pur poses, a cost reinbursenent-type contract. The contractor
submits a termnation settlenment proposal which is reviewed by
the CO and, usually, the COTR, and terns of the settlenent are
negoti ated. Reasonable costs incurred by the contractor in
processing the settlenent are all owable, but no fee on such costs
i s payabl e.

c. Under cost-reinbursenent contracts, the contractor is
entitled to all allowable and all ocable costs incurred up to the
termnation and to a percentage of the fee equal to the
percent age of conpletion of the work contenpl ated under the
contract. Costs associated with protecting, preserving, or
returning itenms in which the Government has an interest are

al l omwabl e, as are all reasonable costs associated with the
preparation of the settlenent proposal. Once again, the CO wth
the advice of the COTR, will negotiate a term nation settlenent
nmutual |y agreeable with the term nated contractor.

CH3.12 Disputes. Wen, despite their best efforts, the CO and
the contractor cannot agree to an equitable adjustnent, the COis
aut horized to make a unilateral settlenment. The vehicle for this
is a Contracting Oficer’s Decision. |In such a situation, the
contractor has the right to dispute the decision by submtting a
cl ai m agai nst the Governnment. Because of their technical

know edge and their close involvement with a contract, COIRs are
usually involved in the settlenent of disputes, and their input
often fornms the basis of the Governnent's position during the
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entire di sputes process.

CH3.13 Contract Close-Qut. ldeally, a contract will runits

normal course w thout being termnated or tied up in | engthy
l[itigation resulting froma dispute. Al that remains is for the
contract to be officially closed-out. Sone of the close-out
burden falls on the COTR  The cl ose-out of cost reinbursenent-
type contracts can take considerably |onger than fixed-price
contracts since the Governnent usually conducts an audit of the
contractor's records to ensure that all costs incurred in
performance of the contract were all owable and allocable. This
audit takes place after settling all overhead rates, which can
soneti mes take several years after the contract’s period of
performance ends. A snmall percentage of the contractor’s fee is
usual |y wi thhel d pendi ng successful conpletion of the audit.
COTRs may be called upon to comment on the reasonabl eness of or
t he necessity for certain itens of cost (see PS-OWN-13).

CH3.13.1 The COIR s Rol e.

CH3.13.1.1 The COIR nust ensure that the conpletion of all
contractor performance has been docunented, that all appropriate
accept ance docunents have been properly prepared and subm tted,
and that all Government property or information provided to the
contractor has been properly dispositioned. The COIR nust
provide a certificate of conpletion to the CO when these actions
have been conpl et ed.

CH3.13.1.2 The COIR shall conplete a survey, which docunents the
contractor’s performance on the contract. This survey will be
provi ded to the CO upon contract conpletion. This information
will be included in the past perfornmance database naintai ned by
the PS10, Policy and Information Managenent Departnent (see PS-
OW - 08).

CH3.13.1.3 A funds status review will be acconplished upon

physi cal conpletion of cost reinbursenent-type contracts. The CO
and the COTR, in conjunction with AOO, will determ ne the anount
of remai ning excess funds, if any. This determ nation is nade by
consi dering the amount of funds contractually required to be

wi t hhel d and by estimating the amount of funds required to cover
final indirect and/or direct costs. The determ nation, including
t he basis upon which it is nmade, will be docunented by the COin
a menorandumto be included in the official contract file.

Shoul d the funds status review reveal excess funds remaining on
the contract, a contract nodification will be issued to
deobl i gate the excess anount (see PS-OW-13).
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Appendi x A

PROCUREMENT PROCESS FLOW DI AGRAM
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¢ buyer
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Busi ness O fice Lead as to needed

Action Entered i nformation

into Contractor
Tracki ng System
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APPENDI X B

SOW CHECKLI ST

1. 1Is the SOWNsufficiently specific to permt the Governnent to
devel op an i ndependent cost estimate and the offerors to devel op
cost or price proposals?

2. Are the specific requirenents stated in such a way that
of ferors know exactly what is required?

3. Are the sentences witten so that there is no question about
the offerors’ obligations (that is, “the contractor shall do this
wor k™, not, “this work will be required”.)?

4. Are the proper reference docunents shown? Are they really
pertinent to the task? Fully or partially? Are they properly
cited?

5. Have the elenents of quality assurance been fully considered
for the total life of the requirenent?

6. Are any federal or mlitary specifications or standards
applicable? In whole or in part? |If so, are they properly
cited? Have they been tail ored wherever possible?

7. |Is the background information segregated so it is clearly
di stingui shable fromcontractor responsibilities?

8. |Is there a date for each itemthe contractor is to do or
deliver? |If elapsed tine is used, does it specify cal endar days
or workdays and a reasonable starting reference date?

9. Have headi ngs been checked for format and grammati cal usage?
Are subheadi ngs conparable? |Is the text conpatible with the
title?

10. Has the SOW been cleared of all extraneous wording,
unnecessary references, etc.?

11. Are task/line itemand end item provisions nutually discrete
with regard to devel opnent and test versus production activities?

12. Have all requirenents been reviewed to ensure consistency
with the specified delivery dates?

13. Have all extraneous data requirenents been elimnated? Does
the SOWinclude only reports and docunentation that are required
for control of docunentation of technical results?
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14. Are all obligations of the Governnent carefully delineated?
| f Governnent-furni shed property or information is to be

provi ded, has the nature, condition, and availability of same
been clearly stated? If test, inspection, and/or approval
actions are required by the Governnent, have standards and a tine
[imt been specified?

15. Have all | oophol es been closed? (Contractors and inspectors
adhere to “the letter” of the SON The contractor may refuse to

do sonething that is only referred to, desired, or described as a
goal ).

16. Is the requirenment conpletely described? (To be |egal and
bi ndi ng, an agreenment nust be conplete. Not only for reasons of
legality, but for every practical application it is necessary
that the details be conplete. Specify “when” and “where” as well
as “what”.)

17. Have catchall statenents and anbi guous words or phrases been
careful ly avoi ded?

18. Does the SOWinadvertently limt conpetition? Are any
requi renents overstated to the extent they m ght di scourage
potential offerors from biddi ng?

19. Is the requirenment over-specified? (The ideal situation is
to specify the results required and | et the w nning contractor
find the best method of attainnent).

20. Has the work been well organized into nmajor tasks and
subt asks wher ever possible?

21. Have all points of control been included when needed (e.g.,
subm ssi on of designs for approval, scheduling of Governnent
test, etc).?

NOTE: NPG 5600.2, “Statenent of Whrk (SON: Guidance for
Witing Wrrk Statenments”, is avail able and should be used in
devel opi ng descriptions of requirenents.
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APPENDI X C

I NI TI ATI NG OFFI CE APPROVAL REQUI REMENTS

The rel ease strategies within SAP for all purchase requests
initiated by each organi zati on has been predeterm ned based on the
organi zation code. In addition, the requisitioner is required to
obtai n any special approvals applicable as specified in Appendi x
D.
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APPENDI X D

SPECI AL APPROVAL REQUI REMENTS

Thi s appendi x summarizes certain itens or services which have
special controls inposed on their procurenent. These approvals
apply to itens procured by and for MSFC and for itens provided to
contractors, and are in addition to the requesting organi zations’
predeterm ned rel ease strategies in SAP. The requisitioner is
required to obtain any special approvals prior to transmtting the
purchase requests to the Procurenent Ofi ce.

1. | NFORVATI ON TECHNOLOGY (1 T) RESOURCES/ COMMUNI CATI ON EQUI PMENT

REQUI REMENT REFERENCE
(Lat est
Ver si on)

A. Information Technol ogy resources MPD 2800. 1

B. Special tel ephone equi pnent and all MPG 2500. 1

ot her MSFC t el ecomruni cati ons

C. Conmuni cati ons equi pnent and MPG 2500. 1

services operating on radio frequencies

2. OFFI CE FURNI TURE AND EQUI PMENT

REQUI REMENT REFERENCE
(Lat est
Ver si on)

A. Ofice furniture and furnishings MA 4220. 1

B. Systems furniture MA 4220.1

C. Reproduction and office equi pnent, MPG 1490. 1

pur chases and rental s, and nai nt enance

and repair

3. SAFETY AND SECURI TY EQUI PMENT AND SERVI CES

REQUI REMENT REFERENCE
(Lat est
Ver si on)

A. Radioactive materials and radiation- |MPD 1860. 2

produci ng devi ces MPD 1860. 1

B. Facilities and containers for storing|MPG 1600. 1
classified materi al

C. Reproduction of classified materi al MPG 1490. 1

D. Firearns MPG 1600. 1

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


https://repository.msfc.nasa.gov/directives/directives.htm

Marshal |l Work I nstruction

PS01
Procurenent Requisitioners MA 5100.1 Revi sion: C
Gui de Date: May 10, 2003 Page 73 of 88

4. FORMS, PUBLI CATI ONS, AND REPRODUCTI ON

REQUI REVENT REFERENCE
(Lat est
Ver si on

Printed forns, publications fromU.S. MPG 1420.1

Government Printing Ofice, printing and| MPG 1490. 1

publ i cation services, and technical MPG 2220. 1

publ i cations, charges and reprints.

5. TRANSPORTATI ON

REQUI REVENT REFERENCE
(Lat est
Ver si on)

A. Motorized vehicles purchase, rental, MPG 6700. 1

or repair

B. Aircraft purchase, |ease, or charter
NPG 7900. 3
NPG 7900. 4

6. SAFETY AND M SSI ON ASSURANCE REQUI REMENTS

REQUI REMENT REFERENCE
(Lat est
Ver si on)
Quality sensitive or flight hardware or
equi pnent QS- Q- 001
7. M SCELLANEQUS | TEMS
REQUI REMENT REFERENCE
(Lat est
Ver si on)
A. Contracts for close support of NPD 3310.1
i nherently governmental functions
B. Exhibits and scal e nodel s NPD 1387.1
C. NASA enblens, insignia, and fl ags 14 CFR 1221
(MA 1520. 1)
F. Maintenance and repair of research, MPG 8730.5
devel opnment, test & eval uati on equi pnent
G Audi ovi sual Productions MPD 1394.1
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H Sensitive Itens except those MPG 4200. 1
classified in Federal Supply G oups 58

and 70

. Lifting Equi prent, including fixed andl MN 6430.1
nobi | e cranes

8. HAZARDOUS MATERI ALS (CHEM CAL) WASTE GENERATI NG EQUI PVENT

REQUI REMENT REFERENCE
(Lat est
Ver si on)

Contracts and purchase orders for MPD 1840.1

hazar dous/ materials (chem cal) MPG 8500. 1
MA  8550.5

9. UN FORM CENTER REQUESTS

REQUI REMENT REFERENCE
(Lat est
Ver si on)

A. Onsite approval MPG 3200. 1

B. Enmergency/Priority procurenments
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APPENDI X E

JOFOC FOR HARDWARE REQUI REMENTS FOR NASA PRI NCI PAL
| NVESTI GATORS UNDER ANNOUNCEMENTS OF OPPORTUNI TY (AO

HS June 12, 1996

TO Procurenent O ficers
HC/ Procur ement Anal ysis Division
HK/ Cont ract Managenent Divi Sion

FROM HS/ Director, Program Operations Division

SUBJECT: NASA Enpl oyees Proposing as Princi pal
| nvestigators (Pl’s) under Announcenents of Cpportunity

Headquarters Codes G and H recently perforned an exhaustive
review of NASA's policy requiring that a NASA Pl sel ected under
an announcenent of Opportunity either conpete their hardware
requirenment or wite a justification. As David Forbes and |

di scussed with you at the nost recent Procurenent O ficer’s
Conference, a proposed interimsolution to the problemthis
policy presents to NASA PI’'s is the use of a JOFOC under the
authority at 10 U S. C. 2304(c)(2) -- unusual and conpelling
urgency. As we also discussed, the best long-termsolution to
this problemis to seek legislation that would provide specific
statutory authority for NASA investigators to formteans,

i ncludi ng hardware suppliers, without full and open conpetition.

Code K has prepared a point paper that provides background and
anal ysis on this subject. The thoughts presented in the point
paper are consistent with our discussions at the Procurenent

O ficer’'s conference. A copy of the paper is enclosed for your
i nformation.

The Code H points of contact for this issue are Tom Deback,
Code HK, 202-358-0431 and Herb Baker, Code HS, 202-358-0439.

Oiginal Signed By
A. F. Fournier

Encl osure
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PO NT PAPER

Subj ect: The Government Principal |nvestigator |Issue

1. NASA solicits, accepts, and eval uates proposals from NASA
Centers and ot her Government agencies for acquisitions of

i nvestigations under broad agency announcenents (BAAs), nanely,
NRAs and AGs. A NASA investigator may teamw th a non- Gover nnment
co-investigator who offers to provide the hardware to acconplish
t he proposed investigation. The selection of a co-investigator
in this situation, proposing to performsearch and produce
science information, is no different fromthe selection of any
ot her non- Governnent offeror responding to the AO. Since the
NASA co-investigator has no need to acquire hardware directly,

t he problens and sol utions di scussed bel ow do not apply.

2. NASA regul ations for AGCs state that if NASA investigators are
sel ected and require hardware to be fabricated by contractors to
carry out their investigations, they nust obtain this hardware
through full and open conpetition or secure approval of a proper
JOFOC in conpliance with CICA. NFS 1870. 102, App.!l, Subparagraph
501.1.c(4)*. |If these conditions are not net, the cognizant CO
cannot enter into contracts for this hardware.

3. If the hardware supplier is a legitimate sol e source, the
NASA i nvestigator can proceed in conpliance with the first
exception to full and open conpetition under CICA with no
problem 10 U.S.C. 2304(c)(1).

4. For major science investigations which are subject to tight
programmati ¢ schedul es, NASA investigators conplain that they do
not have adequate tinme to conduct conpetitive procurenents for

t heir hardware needs after selection. Al so, during the w ndow of
time in which the AOis on the street, there is inadequate tine
to use conpetitive process to assenble their teans, including
contractors, and prepare and submt proposals. Besides the
constraint, public solicitation of proposals from potenti al

har dware suppliers during the proposal preparation stage would
di sclose their ideas for science investigations to others

pl anning to respond to the AQ

5. The theory has been advanced that the eval uation and

sel ection of proposals submitted in response to the AO
constitutes conpetition for the specific hardware which the
Government investigator identifies in his/her proposal to conduct
t he investigation and which will be obtained through contract.

*NOTE: NFS coverage has been noved to 1872.502(a)(3)(iv).
This theory is flawed. A fundanental prem se of the proposal
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eval uation requirenments of CICAis that the Government wl |
specify the Agency’s needs and issue specifications to neet those
needs. 10 U S.C. 2305(a). Under BAAs, the Agency’'s needs are
described in terns of scientific research interests, either for
specific progranms or for broadly defined areas. FAR 35.016.

BAAs do not issue specifications to neet the requirenents which
any particular Government investigator may have for hardware.
BAAs do not, therefore, neet the fundanmental prem se of proposal
eval uati on under CICA. Thus, the conpetitive selection for award
of proposals for scientific research under BAAs (using peer
review) qualifies as a “conpetitive procedure” only by virtue of
a specific definition. 10 U S.C. 2302. This conpetitive
procedure does not enconpass the acquisition of specific

har dware. FAR 35. 016.

Moreover, if a proposal submtted by a NASA Center were to be
sel ected, the Agency is in effect deciding to conduct that
scientific research in-house rather than by contracting out.
Funds are transferred from Headquarters to the Center. By this
decision, the Agency’s interest in acquiring scientific research
by contract, as originally defined, no |onger exists. The
conpetitive procedure applicable to the BAA has, in effect, been
canceled. If the selected NASA Center nust purchase hardware to
carry out the in-house research activity, the Agency has a new
need whi ch nust be separately satisfied in conpliance with CICA s
basic premse. 10 U S.C. 2305(a).

6. Effective “public-private” participation in mjor, tine
constrai ned, since investigations, requires another solution. |If
it could be obtained, a |legislative solution to the probl em woul d
be the | owest risk, long-termpath. Specific statutory authority
for NASA Centers to put contractors on the NASA Princi pal

| nvestigator’s teamw thout full and open conpetition would
provide the basis for an exception to full and open conpetition
under CICA. 10 U S.C. 2304(c)(5).

7. The legislative route is not without risk, however. In any
event, a short-termsolution is needed prior to obtaining

| egislation. The basic problemis understood to be the |ack of
sufficient time to conduct a full and open conpetition once a
specific hardware requirenent cones into existence. This occurs
only upon sel ection, through the peer review process, of an

i nvestigation proposed by a NASA Center. Thus, the use of a
JOFQOC relying on the exception to Cl CA for urgent and conpelling
ci rcunst ances appears to be a workabl e approach.

10 U. S. C 2304(c)(2). A JOFCC under this authority may even be
approved after contract award if necessary to avoid unreasonabl e
delay. The justification for using this authority nust carefully
address the concern that the urgency is a function, fully under
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NASA's control. For exanple, a bona fide Agency need to devel op

i nnovative nethods to acconplish nore science in conpressed tine
frames in order to conplete Congressionally authorized prograns
wi thin the reduced budgets being nade available nmay justify a
non- st andard application of the (c)(2) exception.

8. Such an approach recogni zes the inportance of allow ng
Governnent investigators, as nenbers of the scientific community,
to conpete effectively, yet that prior to the selection of an

i nvestigation proposed by a NASA Center, formal procurenent of
har dware could not begin. At this stage, the Center nay need to
teamw th potential contractors to develop a credi ble and
conpetitive proposal for a scientific investigation which
contains specific hardware requirenents. |If this proposal is

sel ected through the peer review process, and is funded by NASA,
the firmrequirement arises. Prior to that the Center may engage
i n cooperative planning arrangenents, but cannot pay any
appropriate funds to the team nenbers. There are no firmrules
for the selection of unpaid team nenbers and, at a Center’s

di scretion, they could be identified through conducting an

i nformal conpetition by issuance of an RFlI or w thout conpetition
after surveying the rel evant industry.

9. In any event, to protect the Agency and the process, the

sel ection of contractor team nenbers by NASA investigators

Wi thout using a formal conpetitive process should be subject to
hi gh | evel review and approval at the Centers. This procedure
woul d assure that the contractors are picked w thout any actual
or apparent conflicts of interest on the part of NASA personnel
and that the contractors are fully capable and qualified to
performthe work and can do so at a reasonable cost. This Center
revi ew shoul d be described in the JOFCC, 10 U.S.C. 2304(c)(2) in
the short term or 10 U S.C. 2304(c)(5) in the long termif
legislation is enacted. Mreover, the NFS should provide
authoritative, published guidance on these aspects of BAAs.
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APPENDI X F

M DRANGE BVS VALUE CHARACTERI STI CS EXAMPLES

Proven capability in designing and producing foil bearings for
use in the three cryogenic fluids to be enployed in this
system design guide: liquid hydrogen, liquid nitrogen, and
liquid oxygen.

Successfully applied bearing designs that have | oad capacity,
direct danping, stiffness, cross-coupled stiffness, power
consunption, and coolant flowrate requirenments that are in

t he range of both upper stage and Earth-to-Obit

t ur bomachi nery requirenents.

Successful experience in using the foil bearing in a variety
of applications that have different working fluids, rotor

di aneters, rotor weights, rotor speed, bearing flowrates,
bearing stiffness, etc.

Design/anal ysis capability that is anchored with many bearing
geonetric variations, fluid analytic codes.

Personnel proposed to work the project who have proven
know edge of the requirenments needed during turbonmachinery
design and a background in designing and producing

t ur bormachi nery.

Providing a guide which addresses a bearing with public domain
(non-proprietary) detail design.

Establ i shed nodeling capability for heat pipe design.

Past performance in working with high-density fluid and
availability of l|aboratory facilities for engineering a fluid
to neet the stated characteristics.

Previ ous experience with proposed system design, including the
m ssions flown on and proven success rate.

Capability to provide transmtter tenperature ranges exceeding
ranges specified in paragraph 3.3.5.1.1 of Spec. FTTS1
(Avi onics Section).

Delivery of one Telenetry Systemto MSFC prior to the required
delivery date of August 1, 1995.
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APPENDI X G

PURCHASE REQUEST FLOW DI AGRAM

Directorate requisitioner of PR
obtains initial approvals
(including Q1 O & acconplishes
cursory check of funds availabilit

y

Progrant proj ect requisitioner of PR

obtains initial approvals (including

OCl O & acconplishes cursory check of
funds availability

L

requi sitioner
and/ or

PS contract specialist assists the

in preparation of

revi ews PR package for
conpl et eness

|

Directorate approval s per
Appendi x C

Progrant proj ect approval s
(see Appendi x Q)

I
Busi ness Managenent O fice
(AST & CFO anal yst) for
funds approval

|Cbtain speci al Approval s (see Appendi x D)

|Is t he requirenent for §upplies, materials, or equipnent?

Is PR for
stock item

I
Yes

or EEE
parts?

Yes

___4 Catalogng (AD41) |

[Ez}_______4 s PR for

I T

equi pnent ? |

I nstitutional
servi ces Yes
cont ract or
pur chase

| I's PR >$25K? |

]

Institutional/
I ntegration
O fice (RS50)

Pr1 SM5 contractor
pur chase

CHECK THE MASTER LI ST at

Yes

Y]

Accounting Operations
Ofice (RS20) for funds
certification

PS contract specialist verifies
that PR package is conplete

Procurenent O fice purchase
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APPENDI X H

PROCUREMENT THRESHOLDS

TYPE OF ACTI ON

DOLLAR VALUE

REQUI REVENTS

M cr o- pur chases

Less than $2, 500

1. No conpetition required
2. May use small or |arge
busi nesses

3. Placed by the

requi sitioner on MSFC
purchase cards (see MWN
5113. 1)

Sinmplified
Acqui si tions
(see Appendi x J)

$2,501 - $10, 000

1. Three small business
sources or an approved RDSS
2. Specifications for

m ni mum requi rements or SOW
3. Required approval s

4. Funds certification

5. Synopsi s not required

Sinmplified
Acqui si tions
(see Appendi x J)

$10, 001 - $25, 000

1. Three small business
sources or an approved RDSS
2. Specifications for

m ni mum requi rements or SOW
3. Required approval s

4. Funds certification

5. Synopsis on NAI'S
required, if conpetitive
witten solicitation

Sinmplified
Acqui si tions
(see Appendi x J)

$25,001 - $100, 000

1. Three or nore sources
or an approved RDSS

2. Specifications for

m ni mum requirenents or a
SOW

3. Required approval s

4. Funds certification

5. Synopsis is required

6. Conbi nati on synopsi s/
solicitation can be used
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TYPE OF ACTI ON

DOLLAR VALUE

REQUI REVENTS

M dRange Non- $100, 001 - $2, 000, 000 1. Three or nore
conmer ci al or with options up to sources or an approved
$10, 000, 000 JOFCC
2. Specifications for
m ni mum requi renment s
or a SOW
3. Required approval s
4. Funds certification
5. Synopsis is required
M dRange Greater than $100, 000 1. Three or nore
comercial item |and up to $25, 000, 000 sources or an approved
wi th options JOFQC
2. Specifications for
m ni mum requi rement s
or a SOW
3. Required approval s
4. Funds certification
5. Synopsis is
required
6. Conbi nation
synopsi s/solicitation
can be used
Large or Maj or G eater than 1. Three or nore

Acqui sitions -
SEB/ C Pr ocedur es

$10, 000, 000 or greater
t han $25, 000, 000

sources or an approved
JOFQC

2. Specifications for
m ni mum requi rement s
or a SOW

3. Required approval s
4. Funds certification
5. Synopsis is
required
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APPENDI X |
RESERVED

See MN 5113.1 for
GOVERNVENTW DE COMIVERCI AL PURCHASE CARD OPERATI NG PROCEDURES
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APPENDI X J

SI MPLI FI ED ACQUI SI TI ONS OVERVI EW
. PURPOSE

The purpose of this instruction is to provide an overview of the
Sinplified Acquisition process at MSFC and in no way changes or
supersedes the requirenments of the FAR or NFS.

1. PROCUREMENT PACKAGE REVI EW

The procurenent package is reviewed for conpl eteness by the
requi sitioner before release and by the contract specialist upon
recei pt. Wuether the dollar anbunt is large or small, the
procur enent package nust be conplete and provide a clear basis
for processing the procurenent. The follow ng checklist can be
used to check for conpl eteness of the procurenent package:

PROCUREMENT PACKAGE CHECKLI ST

1. Does the PR contain all the required information
(i.e., all the required fields in SAP conpl eted)?

2. |If sole source, is a Recommendati on and Determ nation
for Soliciting only one Source (RDSS) attached? O if
conpetitive, are three sources of supply provided?
(See Il bel ow)

3. If Qality Sensitive, has the PR been reviewed by the
S&VA Representative and are all quality requirenents
attached?

4. Have all the required approval s been obtai ned? (See
Appendices C and D of this MA).

5. |Is the specification/purchase description adequate?

6. Have the funds been certified by AOO (SAP rel ease
strategy conpl eted)?

I11. SOURCES OF SUPPLY

In determ ning the proper source of supply for the goods or
services, priority is given to established (e.g., GSA schedul e
contractor) sources.

ot ai ning what is needed through purchases from open-market
commercial sources is permtted only after all established
sources of supply have been considered and it has been determ ned
that none can provide the requirement within the tine
constraints.

In accordance with FAR 13.003(b) (1), all purchases of supplies
and services with an anticipated val ue of $100,000 or |ess shal
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be reserved exclusively for small business concerns, unless it is
determ ned that the supply or service is not avail able on
conpetitive ternms (i.e., two or nore small business concerns)
nmeeting the required quality and delivery (see PS-ON-06). A
smal | busi ness concern is generally defined as one, which is

i ndependently owned and operated, not domnant in the field of
operation in which it is bidding on Governnment contracts, and,
with its affiliates, can further qualify under the classification
of Industry Small Business Size Standards.

The follow ng considerations are used in determ ning the source
of supply:

1. Are the itens or suitable substitutes avail able through the
MBSFC supply systenf?

Does the source satisfy the Governnent's needs?

Is the use of a Governnent source mandatory?

Is the inplenentation of certain social and econom c policies
requi red? (See FAR 13.003(b)(1) and FAR Part 19)

VWhat are the priorities for the use of sources for supplies
and services? (See FAR 8.001)

o kob

' V. SYNOPSI S AND SCLI Cl TATI ON REQUI REMENTS

Procurenent actions expected to exceed $10,000 but not expected
to exceed $25,000, CCs shall synopsize the requirenent via the
NASA Acquisition Internet Service (NAI'S), except when conpetitive
oral solicitation procedures are used.

Procurenent actions within the Sinplified Acquisition Threshold
(SAT) and greater than $25,000 shall be synopsized in FedBi zOpps
and on the NAIS.

Al'l competitive witten solicitations for actions greater than
$10,000 will be posted on NAIS as well. (See PS-OW-09).

V. TECHNI CAL EVALUATI ON

The requisitioner will be requested to performa technical

eval uation of the quotes submtted by the offerors. A technical
eval uation may not be required, if all offerors quote the brand
name specified.

VI. AWARD OF THE PURCHASE ORDER

Ceneral ly, SAT procurenents are awarded on a | ow pri ce,
techni cal ly accept abl e basi s.

VI 1. PURCHASE CORDER ADM NI STRATI ON
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The requisitioner will have limted responsibility during purchase
order adm nistration. However, the requisitioner should

i mredi ately notify the Procurenent O fice when problens with the
supply or service arise or when delays in delivery, installation,
or training occur.
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APPENDI X K

FLOW DI AGRAM FOR_PROCESSI NG AN | DR,

Recei ve goods in PMG

| AR, AND/ OR | RR

| Recei vi ng | nspection performed by PNG}(

| No di screpancy or nonconformance found

A 4

| I's the S&VA | nspection required?

Yes

| PMG prepares | AR in PDTS

v

S&MVA perforns i nspection and

test verification as stated

in the terns and conditions
of the contract

v

Does itemconformto the
contractual requirenments and
pass the inspection and test

verification?

Goods accepted and
sent to end user

v

Di screpancy or

nonconf or mance

(latent defect)
found by end user

L:

Yes

Yes

Goods accepted and
sent to end user

v

S&MVA updat es PDTS by stating

t he di screpancy or
nonconf or mance

defect) found by end user

Di screpancy or

v

v

Di screpancy or
nonconf or mance found

PMG prepares IDR in PDTS

v

PS updat es PDTS by
provi ding the disposition
instructions on I DR

v

PMG processes in
accordance with
di sposition instructions
and updates PDTS upon
conpl etion

nonconf ormance (| atent

PS updat es PDTS by providing
di sposition instructions on
I AR

v

PMG processes in accordance

wi th disposition
i nstructions and updates
PDTS upon conpl eti on

End
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Corrected or replacenent
itemreceived in PMG

Corrected or replacenent
itemreceived in PMG
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End user contacts their CSR for assistance

Were the goods originally subject to
S&MA i nspection and test verification?

Yes

CSR and End User

Coordinate IRR with S&MVA p| CSR prepares an IRR in PDTS

v

PS updat es PDTS by providing
di sposition instructions on
I RR

v

CSR processes in accordance
with the disposition
i nstructions and updates PDTS
upon conpl etion

Route itemthrough S&VA +

for inspection and test - Corrected or replacement
verification, if required itemreceived in PM5

under original contract

Item accepted and sent
t o_end- user

v

End
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