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NASA Federal Acquisition Regulation Supplement

Procurement Notices (PNs): Changes to the NFS require rulemaking and publication in the
Federal Register when a change may have an effect on the public. Changes to internal guidance
and procedures are controlled, processed, and approved internally and are not required to be
published in the Federal Register. All changes are then incorporated into the single, official
NASA-maintained Internet version of the NFS through the issuance of PNs. PNs are numbered
consecutively, prefixed by the last two digits of the calendar year of issuance.

Procurement Class Deviations (PCDs): Used to deviate from FAR and/or NFS requirements in
cases where the deviation affects more than one contract action and is temporary in nature.

Procurement Information Circulars (PICs): Used for internal dissemination of procurement-
related information that clarifies existing policy, is temporary in nature or episodic and generally
not suitable for inclusion in the NFS.

NES Archive: Previously issued versions of the NFS are provided for historical purposes only.

References to the Federal Acquisition Regulations (FAR), NASA Procedural Requirements
(NPR), NASA Policy Directive (NPD), and agency-wide templates throughout the NFS can be
explored through the following websites:

FAR
NASA Online Directives Information System (NODIS)
Agency Templates (Internal NASA Only)

For questions relating to NFS publications, contact the NASA FAR Supplement Manager,
Erica D. Jones.

For questions pertaining to NASA regulations applicable to Small Business, please contact
the NASA HQ, Office of Procurement, Small Business Point of Contract.

Recommended administrative changes to the NFS, such as corrections to misspelled words,
omitted words or lines, and errors in format or in links to referenced documents shall be
emailed to the NFS Manager -- include the NFS citation and a clear description of the
error. Other suggestions for improving the NFS should follow the instructions in NFS
1801.271.
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PART 1801
FEDERAL ACQUISITION REGULATIONS SYSTEM

1801.000 Scope of part.
This part sets forth general information about the National Aeronautics and Space

Administration (NASA) Federal Acquisition Regulation (FAR) Supplement, also referred to as
the NFS.

Subpart 1801.1—Purpose, Authority, Issuance
1801.103 Authority.

(a) Under the following authorities, the Administrator has delegated to the Assistant
Administrator for Procurement authority to prepare, issue, and maintain the NFS:
(1) The National Aeronautics and Space Act of 1958 (Pub. L. 11-314; 51 U.S.C.
20113 et seq.).
(i) 10 U.S.C. chapter 137.
(ii1) Other statutory authority.
(iv) FAR subpart 1.3.

1801.104 Applicability.
The NFS applies to all acquisitions as defined in FAR Part 2 except those expressly excluded by
the FAR or this regulation.

1801.105 Issuance.
1801.105-1 Publication and code arrangement.

(b)(1) The NFS is an integrated document that contains both acquisition regulations that
require public comment and internal Agency guidance and procedures that do not require public
comment. NASA personnel must comply with all regulatory and internal guidance and
procedures contained in the NFS.

(i) NFS regulations that require public comment are issued as Chapter 18 of Title
48, CFR.

(ii1) The single official NASA-maintained version of the NFS is on the Internet
(http://www.hqg.nasa.gov/office/procurement/regs/NFS.pdf).

[PN 18-11]
1801.105-2 Arrangement of regulations.

(b)(1)(A) Numbering of NFS text implementing the FAR shall be the same as that of the
related FAR text, except when the NFS coverage exceeds one paragraph. In such case the NFS
text is numbered by skipping a unit in the FAR 1.105-2(b)(2) prescribed numbering sequence.
For example, two paragraphs implementing FAR 1.105-2(b)(1) are numbered 1801.105-
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2(b)(1)(A) and (B), rather than (1)(i) and (ii). Further subdivision of the NFS implementing
paragraphs would follow the prescribed sequence in FAR 1.105(b)(2).
(B) NFS text that supplements the FAR part is numbered the same as its

FAR counterpart with the addition of a number 70 and up. For example, NFS supplement of
FAR subsection 1.105-3 is numbered 1801.105-370. Supplemental text exceeding one paragraph
is numbered using the FAR 1.105-2(b)(2) prescribed numbering sequence without skipping a
unit.

(2) Subdivision numbering below the fourth level repeats the numbering
sequence using italicized letters and numbers.

1801.106 OMB approval under the Paperwork Reduction Act.

The following OMB control numbers apply:

NFS Segment OMB Control Number
1823 2700-0089
1827 2700-0052
1852.223-70 2700-0160
NF 533 2700-0003
NF 1018 2700-0017

Subpart 1801.2—Administration
1801.270 Amendment of the NFS.

(a) Changes to the NFS require rulemaking and publication in the Federal Register when
a change may have an effect on the public. Changes to internal guidance and procedures are
controlled, processed, and approved internally and are not required to be published in the Federal
Register. All changes are then incorporated into the single, official NASA-maintained Internet
version of the NFS through the issuance of Procurement Notices (PNs). PNs are numbered
consecutively, prefixed by the last two digits of the calendar year of issuance.

(b) For guidance on application of NFS changes to solicitations and contracts, see FAR
1.108(d).

1801.271 NASA procedures for FAR and NFS changes.

(a) Recommended administrative changes to the NFS, such as corrections to misspelled
words, omitted words or lines, and errors in format or in links to referenced documents shall be
emailed to the NFS Manager.

(b) Requests for proposed revisions to the FAR or NFS shall be submitted in writing and
shall contain the following information: (i) a description of the issue or concern the suggested
revision is designed to correct, (ii) the revision in the form of a marked-up copy of the current
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FAR or NFS language and/or the text of any proposed language to be added, (iii) a brief
explanation of the consequences of not making a change and the benefits to be expected from
making a change, and (iv) any other information necessary for a clear understanding of the issue
or concern, such as the relationship between the FAR and NFS coverage, legal opinions and/or
concurrences, inputs and/or concurrences from other cognizant offices, and any existing
agreements. All requests for proposed revisions to the FAR and NFS shall be emailed to the
NFS Manager. Requests from Headquarters offices shall originate at the division level or higher,
while requests from the centers shall be from the procurement officer or a higher level official.
The sender’s email address will suffice as the official signature for requests for proposed
revisions to the FAR or NFS; the email shall include the supporting information that is emailed

to the NFS Manager.

1801.272 Procurement Information Circulars.

(a) The Procurement Information Circular (PIC) is used for internal dissemination of
procurement-related information that clarifies existing policy, is temporary in nature or episodic
and generally not suitable for inclusion in the NFS. PICs should be used very carefully and their
duration shall not exceed one year, unless a longer period of time is approved by the Director,
Headquarters Office of Procurement, Procurement Management & Policy Division. Any PIC
that has a duration greater than one year shall be reviewed, updated as required, and revalidated,
not later than on its anniversary date. The Headquarters Office of Procurement, Procurement
Management & Policy Division is responsible for the control, processing, vetting, and approval
of PICs.

(b) PICs are numbered on a calendar year basis, beginning with number 1, prefixed by
the last two digits of the year.

(c) PICs are posted on the online Procurement Library.
1801.273 Procurement Class Deviations.

(a) The Procurement Class Deviation (PCD) is used to deviate from FAR and/or NFS
requirements in cases where the deviation affects more than one contract action and is temporary
in nature. Since PCDs are processed and issued without public comment, PCDs shall be used
very carefully and with a specified duration that is sufficient to allow for the formal processing
of the change to the FAR and/or NFS. The Headquarters Office of Procurement, Procurement
Management & Policy Division is responsible for the control, processing, and vetting of PCDs.
Approval of PCDs are in accordance with FAR 1.404(c¢).

(b) PCDs are numbered on a calendar year basis, beginning with number 1, prefixed by
the last two digits of the year.

(c) PCDs are posted on the online Procurement Library.

2015 EDITION (Thru PN 23-02) 1801-4


mailto:Erica.D.Jones@nasa.gov
mailto:Erica.D.Jones@nasa.gov
https://www.hq.nasa.gov/office/procurement/regs/pic.pdf
https://www.hq.nasa.gov/office/procurement/regs/pcd.pdf

NASA Federal Acquisition Regulation Supplement

Part 1801—Federal Acquisition Regulations System

Subpart 1801.3—Agency Acquisition Regulations
1801.301 Policy.

(a)(2) Heads of NASA field installations may prescribe policies and procedures that do
not have a significant effect beyond the internal operating procedures of their installations. All
other policies, procedures, and solicitation and contract provisions and clauses must be
forwarded to the Headquarters Office of Procurement, Procurement Management & Policy
Division for approval in accordance with 1801.271.

(b)(1) Title 41 U.S.C. 1707 requires publication of NFS changes for public comment
where there will be a significant effect beyond the internal operating procedures of the Agency
or a significant cost or administrative impact on contractors or offerors. However, it does not
define "significant effect beyond the internal operating procedures" or "significant cost or
administrative impact." Examples of policies or procedures that fall in either of these categories
are:

(A) A contract clause requiring contractors to take precautions to avoid
injury to Florida manatees, which have been designated as an endangered species, has a
significant cost impact for contractors who must obtain protective devices for boat propellers and
take other safety actions.

(B) A contract clause requiring contractors to follow the Government's
holiday schedule, thereby disallowing premium pay for work on contractor-designated holidays,
will have an effect outside the internal operating procedures of the agency.

(C) A contract clause requiring contractors to segregate costs by
appropriations will affect the contractor's internal accounting system and have a significant
impact.

(D) Requiring contractor compliance with NASA's Space Transportation
System Personnel Reliability Program will have an effect outside the internal operating
procedures of the agency.

(i1) In contrast, the following would not have to be publicized for public
comment:

(A) Security procedures for identifying and badging contractor personnel
to obtain access at a NASA installation.

(B) A one-time requirement in a construction contract for the contractor
to develop a placement plan and for inspection prior to any concrete being placed. (This is part
of the specification or statement of work.)

(C) A policy that requires the NASA installation to maintain copies of
unsuccessful offers.

1801.303 Publication and codification.

(a) Part, subpart, and section numbers 70 through 89 are reserved for NFS supplementary
material for which there is no FAR counterpart.
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Subpart 1801.4—Deviations from the FAR

1801.400 Scope of subpart.
This subpart prescribes the policies and procedures for authorizing deviations from the FAR and
the NFS.

1801.471 Procedure for requesting deviations.

(a) Requests for authority to deviate from the FAR or the NFS shall be submitted by the
procurement officer to the cognizant Headquarters Office of Procurement, procurement portfolio
manager.

(b) Each request for a deviation shall contain, as a minimum—

(1) Identification of the FAR or the NFS requirement from which a deviation is
sought;

(2) A full description of the deviation, the circumstances in which it will be used,
and the specific contract action(s) to which it applies;

(3) A description of its intended effect;

(4) A statement as to whether the deviation has been requested previously and, if
so, the circumstances of the previous request;

(5) Identification of the contractor(s) and the contract(s) affected, including dollar
value(s);

(6) Detailed reasons supporting the request, including any pertinent background
information; and

(7) A copy of counsel's concurrence or comments.

(c) In addition to the information required by 1801.471(b), requests for individual
deviations from FAR cost principles under FAR 31.101 should include a copy of the contractor's
request for cost allowance.

Subpart 1801.6—Career Development, Contracting Authority, and Responsibilities

1801.601 General.

(a) The NASA Administrator delegates the authority to enter into and take other actions
for FAR-based purchases, contracts, and for financial assistance instruments and the
responsibilities in NPD 1000.3E Chapter 4.6.2.1.v.(6) to the Assistant Administrator for
Procurement.

(b) The Assistant Administrator for Procurement redelegates this authority to the
appropriate contracting activity personnel in accordance with applicable laws and regulations.

(c) The NASA Administrator delegates the authority for the necessary approvals and
overall Agency-wide implementation of the Federal Activities Inventory Reform (FAIR) Act and
OMB Circular A-76 to the Assistant Administrator for Procurement. The Assistant
Administrator for Procurement serves as the Competitive Sourcing Official (CSO) for overall
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implementation of the FAIR Act and OMB Circular A-76 with NASA Center Directors
delegated authority for the implementation of the FAIR Act and OMB Circular A-76 within the
respective Centers subject to overall authority of CSO. NASA Center Directors can redelegate
this authority to an individual within the Office of the Center Director.

[PN 18-15, PN 20-02]
1801.602 Contracting Officers.
1801.602-2 Responsibilities.

(c)(A) The contracting officer should coordinate with Agency, Center and other program
office finance offices, as appropriate, when structuring the contract line item(s) (see FAR
4.1001).

(d)(i) A Contracting Officer’s Representative (COR) delegation may be made only by
the contracting officer cognizant of that contract at the time the delegation is made. If the
cognizant contracting officer is absent, the delegation letter may be signed by a warranted
contracting officer at any level above the cognizant contracting officer. An individual COR may
have only the duties specifically identified in a written delegation to him or her by name (i.e.,
COR duties may not be delegated to a position) and has no authority to exceed them. CORs
should be informed that they may be personally liable for unauthorized commitments.
Contracting officer authority to sign or authorize contractual instruments shall not be delegated
through a COR designation or by any means other than a contracting officer warrant.

(i1) The cognizant contracting officer may appoint a qualified Government
employee to act as their representative in managing the technical aspects of a particular contract.
A COR may be a NASA or Federal agency civil servant or a member of the military. A COR
may also be an Intergovernmental Personnel Act (IPA) appointed detailee (5 U.S.C. 3374
authorizes the temporary assignment of employees of universities, state/local/tribal governments,
and certain non-profit organizations); but shall not be delegated inherently governmental
functions (FAR 7.503). In appointing an IPA as a COR, contracting officers shall seek center
counsel for conflict of interest determination related to their duties; confirm completion of
Standards of Ethical Conduct for Employees of the Executive Branch training; and ensure the NF
1634 does not delegate inherently governmental functions. Technical organizations are
responsible for ensuring that the individual they recommend to the contracting officer possesses
training, qualifications and experience commensurate with the duties and responsibilities to be
delegated and the nature of the contract. The Recommendation for Appointment of COR or
Alternate COR template shall be used for all COR or Alternate COR recommendations.

(ii1)) The COR may be authorized to provide technical direction in accordance
with the Statement of Work and the NF 1634, Contracting Officer’s Representative
(COR)/Alternate COR Delegation. Technical direction encompasses written direction from the
COR to provide clarification of the contract’s general description of the scope of work to include
approaches, solutions, designs, refinements or shifts within tasks, or inquiries related to the
general tasks and requirements in the SOW.

(iv) If necessary, the contracting officer may appoint an alternate COR to act
during short absences of the COR, such as when the COR is on leave or travel. When approved
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by the procurement officer and in limited circumstances, warranted by contract scope, workload,
and the need to provide adequate oversight, the contracting officer may appoint more than one
alternate COR on a contract. If more than one alternate COR is appointed, the contracting
officer shall provide the COR, the alternate COR (s), and the contractor written guidance
specifying how the line of succession works to clearly ensure each party knows who is acting as
the COR at any given time.

(v) NASA Form 1634, Contracting Officer Representative’s (COR) Delegation,
shall be used to appoint CORs. The contracting officer will modify the form to address the
specific contract functions delegated to the COR or retained by the contracting officer. CORs
cannot redelegate their duties and responsibilities and the COR may be held personally liable for
unauthorized acts. However, this does not prohibit the COR from receiving assistance for the
purpose of monitoring contractor progress and gathering information. When one individual is
appointed as a COR on more than one contract, separate delegations shall be issued for each
contract. A separate NF 1634 shall be used to appoint the alternate COR (s).

(vi) A COR delegation remains in effect throughout the life of the contract unless
canceled in writing by the cognizant contracting officer or at any level above that contracting
officer. The contracting officer may modify the delegation only by issuance of a new delegation
canceling and superseding the existing delegation. The COR and his or her immediate
supervisor are responsible for promptly notifying the contracting officer when the COR has a
change in station, duty assignment, or leaves Government service.

(vii) With the exception of delegations made to construction contract CORs to
issue emergency on-site change orders, NF 1634 shall not be used to authorize a COR to initiate
procurement actions or in any way cause a change to the contract or increase the Government's
financial obligations. When delegating the COR authority to issue emergency on-site change
orders, the contracting officers shall specify in NF 1634 a not to exceed limitation on this authority.
In no event shall the limitation exceed $25,000.

(viii) Each COR shall acknowledge receipt and accept the delegation by signing
the original delegation letter and returning it to the contracting officer. The contracting officer
shall file original of the COTR delegation letter in the applicable contract file. Copies of the
signed COR delegation letter shall be distributed to the COR, the contractor, and each cognizant
contract administration office. Acknowledgment and distribution for terminations of COR
delegations and COR delegations which revise authority, duties and responsibilities shall follow
the same rules.

[PN 19-13]
1801.602-3 Ratification of unauthorized commitments.

(b) Policy. Individuals making unauthorized commitments may be subject to
disciplinary action, and the issue may be referred to the Office of Inspector General.

(c)(7) The authority in FAR 1.602-3 may be exercised only when--
(A) The Government employee who made the unauthorized commitment,

or his/her supervisor, if appropriate, initiates a procurement request in accordance with
1804.7301.
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(B) The procurement request and/or accompanying documentation
identifies the individual who made the unauthorized commitment, and includes a statement
signed by the individual that explains why normal acquisition procedures were not followed,
explains why the firm was selected, lists other sources considered, describes the work, and
estimates or states the agreed price. If the Government representative who made the
unauthorized commitment is no longer available, appropriate program personnel shall provide
the information described in this paragraph.

(C) The procurement request is submitted through the director of the
cognizant program office at the contracting activity, or comparable official. In the procurement
request, the director shall describe measures taken to prevent the recurrence of the unauthorized
commitment.

1801.603 Selection, appointment, and termination of appointment.
1801.603-1 General.

The NASA Administrator delegates the authority to appoint source selection officials,
contracting officers, contracting officer representatives, and other procurement officials to the
Assistant Administrator for Procurement, who redelegates this authority to the procurement
officer on a non-delegable basis, except for the appointment of the contracting officer
representative. However, for a procurement action $500 million or greater, or otherwise
designated by the Senior Procurement Executive, the Senior Procurement Executive retains the
authority to appoint the source selection official.

[PN 18-15, PN 20-02, PN 21-01]

1801.603-2 Selection.

In addition to the selection criteria in FAR 1.603-2, the appointing official shall also confirm that
there is a valid organization need.

[PN 21-07]

1801.603-3 Appointment.

(b) Delegations of procurement authority to other than GS-1102 and GS-1105 personnel
shall be in accordance with the NASA Procurement Career Development and Training Policy.

(c) Contracting officers shall be appointed in accordance with Appendix D of the NASA
Procurement Career Development and Training Program Policy Handbook.

(d) The procurement officer shall submit requests for approval to appoint an individual
as a contracting officer in occupational job series other than GS-1102 and GS-1105 using the
“Enterprise Contracting Officer Warrant Nomination (Non-GS-1102/1105)” template to the
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Acquisition Career Manager for approval by the Assistant Administrator for Procurement prior
to appointment.

[PN 21-07]
1801.604 Contracting Officer’s Representative (COR).

1801.604-70 Federal Acquisition Certification for Contracting Officer’s Representatives
(FAC-COR) Requirements.

(1) These requirements apply to all individuals appointed as CORs and alternate
CORs on NASA contracts, including Phase 11 and Phase III awards made under NASA's Small
Business Innovation Research (SBIR) and Small Business Technology Transfer (STTR)
Programs. These requirements do not apply to CORs on Phase I SBIR or Phase I STTR awards.

(2) The following certificates, if issued in accordance with FAI certification
requirements, by another civilian agency, are equivalent to a FAC-COR certificate at NASA:

(i) FAC-COR Certifications

(i1) Federal Acquisition Certification in Contracting (FAC-C) Level I or
above; or

(i11) Federal Acquisition Certification for Program and Project Managers
(FAC-P/PM) Mid-Level.

(3) An individual with a FAC-COR certificate does not necessarily meet the
requirements for the FAC-C Level I or the FAC-P/PM mid-level/journeyman.
(4) Individuals with equivalent certificates who will be appointed as CORs must:

(1) update their profile in Cornerstone on Demand (CSOD) to reflect
NASA as their agency of employment; and

(i) inform their Center Training Coordinator and the Acquisition Career
Manager (ACM) in the Headquarters Office of Procurement that they have updated their agency
of employment to NASA.

(5) COR Certification Requirements

(1) To earn Level I FAC-COR Certification, individuals must complete an
8-hour self-paced COR online training, available via CSOD.

(i1) To earn Level I FAC-COR certificate, individuals must have 1 year
of previous COR experience and complete 40 hours of basic COR training approved by the
ACM. NASA training approved by the ACM is available under the NASA Shared Service
Center’s Agency-wide COR Training Blanket Purchase Agreement (BPA), and via CSOD.

(ii1)) To earn Level III FAC-COR Certification, individuals must have 2
years of previous COR experience and complete 60 hours of training; which includes the 40 hour
Advance COR Workshop and the 20 hour Program Management Basics course, available via
CSOD.

(6) Continuing Education. CORs must maintain their skills currency through
continuing education.

(1) To maintain Level I FAC-COR Certification, CORs are required to
earn 8 hours of continuous learning points (CLPs), within their two-year continuous learning
period.
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(i1) To maintain Level I FAC-COR Certification, CORs are required to
earn 40 CLPs, within their two-year continuous learning period.

(ii1)) To maintain Level IIT FAC-COR Certification, CORs are required to
earn 40 CLPs, within their two-year continuous learning period.

(7) Supervisors remain responsible for working with CORs to identify those
activities and opportunities of greatest benefit to the professional development of an individual.
The training, professional activities, education and experience that are used to meet the
continuing education requirements must be job related.

(i) ACM approved training is available under NASA Shared Service
Center’s Agency-wide COR Training BPA, and via CSOD.

(i) The FAI FAC-COR website provides additional guidance on training
that will meet CLP training requirements.

(8) A FAC-COR certification will expire if the continuing education
requirements are not met and the individual will no longer be eligible to be a COR.

(9) FAC-COR training, both basic and continuous, will be tracked in CSOD.
CORs are responsible for ensuring they meet the continuous learning requirement and that their
learning history is accurate.

(h) Contracting officer’s responsibilities.
(1) The contracting officer shall verify that the proposed COR has a FAC-COR
Certification before signing NF 1634.
(1) The contracting officer must take into consideration the appropriate

FAC-COR Level needed to protect the government's interest. The contracting officer must
consider the risk and complexity associated with the acquisition, including contract type, in order
to determine the appropriate level of FAC-COR coverage. The contracting officer should consider
the following in determining the appropriate level of FAC-COR certification:

(A) Level I - This level of COR is generally appropriate for simple,
low-risk contract vehicles, such as supply contracts and orders.

(B) Level II - This level of COR is generally appropriate for contract
vehicles of moderate to high complexity and risk, including both supply and service contracts.

(C) Level I1II — This level of COR is generally appropriate for the
most complex, critical risk, and mission critical contracts within the agency.

[PN 21-03]
Subpart 1801.7—Determinations and Findings

1801.707 Signatory authority.

Signatory authority for determinations and findings (D&Fs) is specified in the FAR or the NFS
text for the associated subject matter. The NASA Administrator may make any of the D&Fs that
may be made by the Senior Procurement Executive or by a contracting officer.

1801.770 Legal review.
Each D&F, including class D&Fs, shall be reviewed by counsel for form and legality before
signature by the approving authority.
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PART 1802
DEFINITIONS OF WORDS AND TERMS

1802.000 Scope of part.

Commonly used words and terms are defined in FAR Subpart 2.1. This Part 1802 gives NASA-
specific meanings for some of these words and terms and defines other words and terms
commonly used in the NASA acquisition process.

Subpart 1802.1—Definitions
1802.101 Definitions.
“Administrator” means the Administrator or Deputy Administrator of NASA.

“Contracting activity” in NASA includes the NASA Headquarters installation, the NASA Shared
Services Center, the NASA Management Office, Information Technology Procurement Office,
and the following field installations: Ames Research Center, Armstrong Flight Research Center,
John H. Glenn Research Center at Lewis Field, Goddard Space Flight Center, Lyndon B.
Johnson Space Center, John F. Kennedy Space Center, Langley Research Center, George C.
Marshall Space Flight Center, and John C. Stennis Space Center. A major program that may
have contracts at multiple field centers may also be considered a “contracting activity.”

[PN 18-15]

“Head of the agency” or “agency head” means the Administrator or Deputy Administrator of
NASA.

“Head of the contracting activity (HCA)” means the procurement officer of the buying location,
except in the following situations:

Procurement Activity Assigned HCA*
NASA Shared Services Center (NSSC) OP Director of the Procurement Strategic
contracts Operations Division**

NASA Management Office (NMO) contracts | NMO Director
Human Exploration and Operations Mission | OP Director of the Procurement Strategic
Directorate (HEOMD) contracts Operations Division**

Procurement officers shall coordinate HCA activities with designated individuals within the
Office of the Center Director in accordance with field installation procedures. The Office of
Procurement Director of the Procurement Strategic Operations Division shall coordinate HCA
activities with NSSC and HEOMD.

* HCA Functions for major programs can be delegated as part of the ASM process.
** Until the OP Director of the Procurement Strategic Operations Division is permanently
backfilled, the Deputy Assistant Administrator for Procurement will serve as the HCA.
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[PN 18-15, PN 20-02]

“Procurement Portfolio Manager” means the business advisor responsible for providing timely
and definitive guidance and support to Centers, Mission Directorates, Mission Support Offices,
and Enterprise Requirements Managers on procurement issues and actions on assigned
procurement portfolios.

[PN 21-01]

“Procurement officer” means the chief of the contracting office, as defined in FAR 2.101.

“Senior Procurement Executive” means the Assistant Administrator or Deputy Assistant
Administrator for Procurement, Office of Procurement, NASA Headquarters.
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PART 1803
IMPROPER BUSINESS PRACTICES
AND PERSONAL CONFLICTS OF INTEREST

Subpart 1803.1—Safeguards
1803.101 Standards of conduct.

1803.101-1 General.

The statutory Federal conflict of interest prohibitions codified at 18 U.S.C. section 208 and their
application to NASA personnel are discussed in the Standards of Ethical Conduct for Employees
of the Executive Branch, 5 CFR Parts 2635, Subpart D, and 2540. All NASA personnel involved
in acquisitions shall become familiar with these statutory prohibitions. In addition to criminal
penalties, the statutes provide that transactions entered into in violation of these prohibitions are
voidable (18 U.S.C. section 218). The regulatory impartiality restrictions issued by the U.S.
Office of Government Ethics (OGE) are provided in 5 CFR Part 2635, Subpart E. All NASA
personal involved in acquisitions shall become familiar with these regulatory restrictions.

1803.101-2 Solicitation and acceptance of gratuities by Government personnel.
Any suspected violations shall be reported promptly to the Center’s Office of Inspector General.

1803.104 Procurement integrity.

1803.104-1 Definitions.
"Agency ethics official" means for Headquarters, the General Counsel and the Associate General
Counsel for General Law, and for each center, the Chief Counsel.

1803.104-4 Disclosure, protection, and marking of contractor bid or proposal information
and source selection information.

(a) Government employees serving in the following positions are authorized access to
proprietary or source selection information, but only to the extent necessary to perform their
official duties.

(1) Personnel participating in source evaluation board (SEB) procedures (see
1815.370) or personnel evaluating an offeror's or bidder's technical or cost proposal under other
competitive procedures, and personnel evaluating protests.

(i) Personnel assigned to the contracting office.

(i11) The initiator of the procurement request (to include the official having
principal technical cognizance over the requirement).

(iv) Small business specialists.

(v) Personnel assigned to counsel's office.

(vi) Personnel assigned to the Defense Contract Audit Agency and contract
administration offices of the Department of Defense.
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(vii) Personnel responsible for the review and approval of documents in
accordance with the Procurement Administrative Lead Time Tracking procedures in subpart
1807.71.

(viii) Other Government employees authorized by the contracting officer.

(ix) Supervisors, at any level, of the personnel listed in paragraphs 1803.104-
4(a)(i) through (viii).

(x) Duly designated ombudsman.

(c)(1) The originator of information that may be source selection information shall
consult with the contracting officer or the procurement officer, who shall determine whether the
information is source selection information. NASA personnel responsible for preparing source
selection information as defined in FAR 2.101 shall assure that the material is marked with the
legend in FAR 3.104-4(c) at the time the material is prepared.

(i1) Unless marked with the legend "SOURCE SELECTION INFORMATION —
SEE FAR 2.101 and 3.104," draft specifications, purchase descriptions, and statements of work
are not considered source selection information and may be released during a market survey in
order to determine the capabilities of potential competitive sources (see FAR Subpart 7.1). All
documents, once released, must remain available to the public until the conclusion of the
acquisition.

[PN 21-01]
1803.104-7 Violations or possible violations.

(a)(1) The procurement officer is the individual designated to receive the contracting
officer's report of violations.

(b) The head of the contracting activity (HCA) or designee shall refer all information
describing an actual or possible violation to the installation's counsel and inspector general staff
and to the Senior Procurement Executive.

(f) When the HCA or designee determines that award is justified by urgent and
compelling circumstances or is otherwise in the interest of the Government, then that official
shall submit a copy of the determination to the Senior Procurement Executive simultaneous with
transmittal to the Administrator.

1803.104-70 Restrictions on NASA personnel participating in proposal evaluations or
selection decisions.

For acquisitions of any dollar value, an employee may not participate in procurement planning or
the formulation of a procurement strategy, including Procurement Strategy Meetings, or in a
proposal evaluation or selection decision if the employee would not be in compliance with
statutory U.S. Government ethics requirements, the impartiality regulations issued by U.S. Office
of Government Ethics (OGE) at 5 CFR 2635, Subpart E, or any other applicable U.S.
Government ethics requirements. Participants should contact a NASA ethics official in their
local Office of the General Counsel, or in the case of NASA Headquarters an ethics official in
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the Headquarters Office of the General Counsel, for advice on the application of these
provisions.

[PN 19-09]
Subpart 1803.2—Contract or Gratuities to Government Personnel

1803.203 Reporting suspected violations of the Gratuities clause.
Any suspected violations of the clause at FAR 52.203-3, Gratuities, shall be reported to the
installation's Office of Inspector General.

Subpart 1803.3—Reports of Suspected Antitrust Violations
1803.303 Reporting suspected antitrust violations.

(b)(1) When offers are received that, in the opinion of the contracting officer, indicate
possible antitrust violations, the contracting officer shall report the circumstances to the General
Counsel, NASA Headquarters, through the Headquarters Office of Procurement, Procurement
Strategic Operations Division. Reports should not be submitted automatically but only when
there is reason to believe the offers may not have been arrived at independently. These reports
shall be submitted with conformed copies of bids or proposals, contract documents, and other
supporting data, and shall set forth—

(A) The noncompetitive pattern or situation under consideration;

(B) Purchase experience in the same product or service for a reasonable
period (one or more years) preceding receipt of the offers under consideration, including unit and
total contract prices and abstracts of bids;

(C) Community of financial interest among offerors, insofar as it is
known;

(D) The extent, if any, to which specification requirements or patents
restrict competition;

(E) Any information available about the pricing system employed in
offers believed to reflect noncompetitive practices; and

(F) Any other pertinent information.

(i) Evidence of practices that, in the opinion of the General Counsel, NASA
Headquarters, may violate the antitrust laws shall be forwarded to the Attorney General of the
United States (see FAR 3.303).

(d) The contracting officer shall submit the identical bid report required by FAR
3.303(d) to Headquarters Office of Procurement, Procurement Strategic Operations Division.
The report shall include the reasons for suspecting collusion. The Headquarters Office of
Procurement, Procurement Strategic Operations Division shall forward a copy to the NASA
Office of the Inspector General.

Subpart 1803.5—Other Improper Business Practices

1803.502 Subcontractor Kickbacks.
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Contracting officers shall report suspected violations of the Anti-Kickback Act in accordance
with 1809.470.

Subpart 1803.6—Contracts with Government Employees or
Organizations Owned or Controlled by Them

1803.602 Exceptions.

The Senior Procurement Executive has been delegated the authority to authorize an exception to
the policy in FAR 3.601. The Senior Procurement Executive has redelegated this authority to the
heads of contracting activities (HCAs) for individual actions in the aggregate of $100,000 and
below, inclusive of follow-on acquisitions, with concurrence by the HCA's Office of Chief
Counsel. All requests above the HCA's authority shall be forwarded to the Senior Procurement
Executive for approval.

Subpart 1803.7—Voiding and Rescinding Contracts
1803.704 Policy.

(a) The Senior Procurement Executive has been delegated authority to void or rescind
contracts when there is a final conviction for violation of 18 U.S.C. chapter 11, 201-224
(Bribery, Graft and Conflicts of Interest) relating to them.

1803.705 Procedures.

(a) Procurement officers shall make reports to the Senior Procurement Executive. The
Senior Procurement Executive is responsible for the actions, notices, and decisions required by
FAR 3.705(c), (d), and (e).

Subpart 1803.8—Limitation on the Payment of Funds
to Influence Federal Transactions

1803.804 Policy.

(b) Procurement officers shall forward one copy of each Disclosure of Lobbying
Activities (SF-LLL) furnished pursuant to FAR 3.803 to the Headquarters Office of
Procurement, Procurement Strategic Operations Division. The original shall be retained in the
contract file. Forms shall be submitted semi-annually by April 15th for the six-month period
ending March 31st, and by October 15th for the period ending September 30th.

1803.806 Processing suspected violations.

The Senior Procurement Executive is the designated official to whom suspected violations of the
Act shall be referred. The suspected violations should be reported through the cognizant
Headquarters Office of Procurement, procurement portfolio manager.
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Subpart 1803.9—Contractor Employee Whistleblower Protections

1803.900 Scope of subpart.
This subpart applies to NASA instead of FAR subpart 3.9.

(a) This subpart implements 10 U.S.C. 2409 as amended by section 846 of the National
Defense Authorization Act for Fiscal Year 2008 (Pub. L. 110-181), section 842 of the National
Defense Authorization Act for Fiscal Year 2009 (Pub. L. 110-417), and section 827 of the
National Defense Authorization Act for Fiscal Year 2013 (Pub. L. 112-239).

(b) This subpart does not apply to any element of the intelligence community, as defined
in 50 U.S.C. 3003(4). This subpart does not apply to any disclosure made by an employee of a
contractor or subcontractor of an element of the intelligence community if such disclosure—
(1) Relates to an activity or an element of the intelligence community; or
(2) Was discovered during contract or subcontract services provided to an
element of the intelligence community.

1803.901 Definition.

“Abuse of authority”, as used in this subpart, means an arbitrary and capricious exercise of
authority that is inconsistent with the mission of NASA or the successful performance of a
NASA contract.

1803.903 Policy.

(a) Policy. 10 U.S.C. 2409 prohibits contractors or subcontractors from discharging,
demoting, or otherwise discriminating against an employee as a reprisal for disclosing, to any of
the entities listed at paragraph (b) of this section, information that the employee reasonably
believes is evidence of gross mismanagement of a NASA contract, a gross waste of NASA
funds, an abuse of authority relating to a NASA contract, a substantial and specific danger to
public health or safety, or a violation of law, rule, or regulation related to a NASA contract
(including the competition for or negotiation of a contract). Such reprisal is prohibited even if it
is undertaken at the request of an executive branch official, unless the request takes the form of a
non-discretionary directive and is within the authority of the executive branch official making
the request.

(b) Entities to whom disclosure may be made:

(1) A Member of Congress or a representative of a committee of Congress.

(2) The NASA Inspector General or any other Inspector General that has
oversight over contracts awarded by or on behalf of NASA.

(3) The Government Accountability Office.

(4) A NASA employee responsible for contract oversight or management.

(5) An authorized official of the Department of Justice or other law enforcement
agency.

(6) A court or grand jury.
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(7) A management official or other employee of the contractor or subcontractor
who has the responsibility to investigate, discover, or address misconduct.

(c) Disclosure clarified. An employee who initiates or provides evidence of contractor
or subcontractor misconduct in any judicial or administrative proceeding relating to waste, fraud,
or abuse on a NASA contract shall be deemed to have made a disclosure.

(d) Contracting officer actions. A contracting officer who receives a complaint of
reprisal of the type described in paragraph (a) of this section shall forward it to legal counsel and
to the NASA Inspector General.

1803.904 Procedures for filing complaints.

(a) Any employee of a contractor or subcontractor who believes that he or she has been
discharged, demoted, or otherwise discriminated against contrary to the policy in 1803.903 may
file a complaint with the Inspector General of NASA.

(b) A complaint may not be brought under this section more than three years after the
date on which the alleged reprisal took place.

(c) The complaint shall be signed and shall contain—

(1) The name of the contractor;

(2) The contract number, if known; if not known, a description reasonably
sufficient to identify the contract(s) involved;

(3) The violation of law, rule, or regulation giving rise to the disclosure;

(4) The nature of the disclosure giving rise to the discriminatory act, including
the party to whom the information was disclosed; and

(5) The specific nature and date of the reprisal.

1803.905 Procedures for investigating complaints.

(a) Unless the NASA Inspector General makes a determination that the complaint is
frivolous, fails to allege a violation of the prohibition in 1803.903, or has been previously
addressed in another Federal or State judicial or administrative proceeding initiated by the
complainant, the NASA Inspector General will investigate the complaint.

(b) If the NASA Inspector General determines that a complaint merits further
investigation, the NASA Inspector General will—
(1) Notify the complainant, the contractor alleged to have committed the
violation, and the head of the Agency;
(2) Conduct an investigation; and
(3) Provide a written report of findings to the complainant, the contractor alleged
to have committed the violation, and the head of the Agency.
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(c) The NASA Inspector General—
(1) Will determine that the complaint is frivolous or will submit the report
addressed in paragraph (b) of this section within 180 days after receiving the complaint; and
(2) Ifunable to submit a report within 180 days, will submit the report within the
additional time period, up to 180 days, to which the person submitting the complaint agrees.

(d) The NASA Inspector General may not respond to any inquiry or disclose any
information from or about any person alleging the reprisal, except to the extent that such
response or disclosure is—

(1) Made with the consent of the person alleging reprisal;

(2) Made in accordance with 5 U.S.C. 552a (the Freedom of Information Act) or
as required by any other applicable Federal law; or

(3) Necessary to conduct an investigation of the alleged reprisal.

(e) The legal burden of proof specified at paragraph (e) of 5 U.S.C. 1221 (Individual
Right of Action in Certain Reprisal Cases) shall be controlling for the purposes of an
investigation conducted by the NASA Inspector General, decision by the head of the Agency, or
judicial or administrative proceeding to determine whether prohibited discrimination has
occurred.

1803.906 Remedies.

(a) Not later than 30 days after receiving a NASA Inspector General report in accordance
with 1803.905, the head of the Agency shall determine whether sufficient basis exists to
conclude that the contractor has subjected the complainant to a reprisal as prohibited by
1803.903 and shall either issue an order denying relief or shall take one or more of the following
actions:

(1) Order the contractor to take affirmative action to abate the reprisal.

(2) Order the contractor to reinstate the person to the position that the person held
before the reprisal, together with compensatory damages (including back pay), employment
benefits, and other terms and conditions of employment that would apply to the person in that
position if the reprisal had not been taken.

(3) Order the contractor to pay the complainant an amount equal to the aggregate
amount of all costs and expenses (including attorneys' fees and expert witnesses' fees) that were
reasonably incurred by the complainant for, or in connection with, bringing the complaint
regarding the reprisal, as determined by the head of the Agency.

(b) If the head of the Agency issues an order denying relief or has not issued an order
within 210 days after the submission of the complaint or within 30 days after the expiration of an
extension of time granted in accordance with 1803.905(3)(i1), and there is no showing that such
delay is due to the bad faith of the complainant—

(1) The complainant shall be deemed to have exhausted all administrative
remedies with respect to the complaint; and

(2) The complainant may bring a de novo action at law or equity against the
contractor to seek compensatory damages and other relief available under 10 U.S.C. 2409 in the
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appropriate district court of the United States, which shall have jurisdiction over such an action
without regard to the amount in controversy. Such an action shall, at the request of either party to
the action, be tried by the court with a jury. An action under this authority may not be brought
more than two years after the date on which remedies are deemed to have been exhausted.

(c) Whenever a contractor fails to comply with an order issued by the head of agency in
accordance with 10 U.S.C. 2409, the head of the Agency or designee shall request the
Department of Justice to file an action for enforcement of such order in the United States district
court for a district in which the reprisal was found to have occurred. In any action brought under
this paragraph, the court may grant appropriate relief, including injunctive relief, compensatory
and exemplary damages, and reasonable attorney fees and costs. The person upon whose behalf
an order was issued may also file such an action or join in an action filed by the head of the
agency.

(d) Any person adversely affected or aggrieved by an order issued by the head of the
Agency in accordance with 10 U.S.C. 2409 may obtain judicial review of the order's
conformance with the law, and the implementing regulation, in the United States Court of
Appeals for a circuit in which the reprisal is alleged in the order to have occurred. No petition
seeking such review may be filed more than 60 days after issuance of the order by the head of
the agency or designee. Review shall conform to chapter 7 of title 5, United States Code. Filing
such an appeal shall not act to stay the enforcement of the order by the head of an agency, unless
a stay is specifically entered by the court.

(e) The rights and remedies provided for in this subpart may not be waived by any
agreement, policy, form, or condition of employment.

[PN 18-11]

1803.907 Classified information.
Nothing in this subpart provides any rights to disclose classified information not otherwise
provided by law.

1803.970 Contract clause.
Use the clause at 1852.203-71, Requirement to Inform Employees of Whistleblower Rights, in
all solicitations and contracts.

Subpart 1803.70—IG Hotline Posters

1803.7000 Policy.

NASA requires contractors to display NASA hotline posters prepared by the NASA Office of
Inspector General on those contracts specified in 1803.7001, so that employees of the contractor
having knowledge of waste, fraud, or abuse, can readily identify a means to contact NASA's IG.
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1803.7001 Contract clause.
Contracting officers must insert the clause at 1852.203-70, Display of Inspector General Hotline
Posters, in solicitations and contracts expected to exceed $5,000,000 and performed at contractor
facilities in the United States.
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1804.1602
1804.1603
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1804.7000
1804.7001
1804.7002
1804.7003

1804.7003-1
1804.7003-2
1804.7003-3
1804.7003-4
1804.7003-5
1804.7004

1804.7004-1
1804.7004-2

SUBPART

SUBPART

SUBPART
1804.7301

1804.71
1804.72

1804.73

UNIFORM USE OF LINE ITEMS
Policy

UNIQUE PROCUREMENT INSTRUMENT
IDENTIFIERS

Identifying the PIID and supplementary PIID.

Procedures.

TRANSFER OF CONTRACTING OFFICE
RESPONSIBILITY

Scope of subpart.

Definition.

Approval of Transfer Requests.

Responsibilities of the contracting officer of the
transferring installation.

Coordinations.

File inventory.

Notifications.

Transfer.

Retention documentation.

Responsibilities of the contracting officer of the receiving

installation.
Pre-transfer file review.
Post-transfer actions.

RELEASE OR POSTING OF DOCUMENTS
RESERVED

PROCUREMENT REQUESTS
General.
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PART 1804
ADMINISTRATIVE MATTERS

Subpart 1804.1—Contract Execution

1804.103 Contract clause.

The contracting officer shall include the clause at FAR 52.204-1, Approval of Contract, in
solicitations, contracts, and supplemental agreements that require higher level approval. For
actions requiring Headquarters approval, insert "NASA Senior Procurement Executive" in the
clause's blank space.

1804.170 Contract effective date.

"Contract effective date"” means the date agreed upon by the parties for beginning the period of
performance under the contract. In no case shall the effective date precede the date on which the
contracting officer or designated higher approval authority signs the document. Costs incurred

before the contract effective date are unallowable unless they qualify as precontract costs (see
FAR 31.205-32) and the clause prescribed at 1831.205-70 is used.

[PN 18-11]
1804.171 NASA Contract Writing System.

(a) The NASA Contract Writing System (NCWS) is NASA’s comprehensive agency tool
that supports contract writing and administration, workload management and data reporting. For
any new award above the micropurchase threshold (including, but not limited to, any purchase
order, task order or delivery order), all NASA personnel shall use NCWS, except for: (1) BPA
call orders and purchase orders where purchase card is the paying mechanism, (2) training
expenditures made using Standard Form 182, (3) emergency acquisitions in accordance with
FAR Part 18, and (4) contracts awarded before the date that NCWS becomes fully operational.
For those items identified in (1) through (4) of this section, any necessary contract administration
and closeout for that award shall be performed in NASA’s Core Financial module (CF).

(b) Centers shall obtain the approval to administer any award in the agency contract
writing system, if it was originally awarded in another system, from the Headquarters Office of
Procurement, Procurement Strategic Operations Division, and Headquarters Office of the Chief
Financial Officer.

Subpart 1804.2—Contract Distribution

1804.202 Agency distribution requirements.

In addition to the requirements in FAR 4.201, the contracting officer shall distribute one copy of
each R&D contract, including the Statement of Work, to the NASA Center for AeroSpace
Information (CASI), Attention: Acquisitions Collections Development Specialist, 7115 Standard
Drive, Hanover, MD 21076-1320.
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1804.203 Taxpayer identification information.

Instead of using the last page of the contract to provide the information listed in FAR 4.203,
NASA installations may allow contracting officers to use a different distribution method, such as
annotating the cover page of the payment office copy of the contract.

Subpart 1804.4—Safeguarding Classified Information within Industry
1804.402 General.

(b) NASA security policies and procedures are prescribed in NPD 1600.2, NASA
Security Policy; NPR 1620.2, Physical Security Vulnerability Risk Assessments; NPR 2810.1
Security of Information Technology; and NPD 2810.1, NASA Information Security Policy.

1804.404-70 Contract clause.

The contracting officer shall insert the clause at 1852.204-75, Security Classification
Requirements, in solicitations and contracts if work to be performed will require security
clearances. This clause may be modified to add instructions for obtaining security clearances
and access to security areas that are applicable to the particular acquisition and installation.

1804.470 Security requirements for unclassified information technology (IT) resources.

See PCD 15-03D for further guidance related to NFS Deviation Clauses 1852.239-73 and
1852.239-74.

1804.470-1 Scope.

This section implements NASA's acquisition requirements pertaining to Federal policies for the
security of unclassified information and information systems. Federal policies include the
Federal Information System Management Act (FISMA) of 2002, Homeland Security Presidential
Directive (HSPD) 12, Clinger-Cohen Act of 1996 (40 U.S.C. 1401 et seq.), OMB Circular A-
130, Management of Federal Information Resources, and the National Institute of Standards and
Technology (NIST) security requirements and standards. These requirements safeguard IT
services provided to NASA such as the management, operation, maintenance, development, and
administration of hardware, software, firmware, computer systems, networks, and
telecommunications systems.

1804.470-2 Policy.

NASA IT security policies and procedures for unclassified information and IT are prescribed in
NASA Policy Directive (NPD) 2810, Security of Information Technology; NASA Procedural
Requirements (NPR) 2810, Security of Information Technology; and interim policy updates in
the form of NASA Information Technology Requirements (NITR). IT services must be
performed in accordance with these policies and procedures.
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1804.470-3 IT security requirements.

(a) These IT security requirements cover all NASA awards in which IT plays a role in
the provisioning of services or products (e.g., research and development, engineering,
manufacturing, IT outsourcing, human resources, and finance) that support NASA in meeting its
institutional and mission objectives. These requirements are applicable when a contractor or
subcontractor must obtain physical or electronic access beyond that granted the general public to
NASA's computer systems, networks, or IT infrastructure. These requirements are applicable
when NASA information is generated, stored, processed, or exchanged with NASA or on behalf
of NASA by a contractor or subcontractor, regardless of whether the information resides on a
NASA or a contractor/subcontractor's information system.

(b) The Applicable Documents List (ADL) should consist of all NASA Agency-level IT
Security and Center IT Security Policies applicable to the contract. Documents listed in the ADL
as well as applicable Federal IT Security Policies are available at the NASA IT Security Policy
Web site at: http://www.nasa.gov/offices/ocio/itsecurity/index.html.

1804.470-4 Contract clause.

(a) Insert the clause at 1852.204-76, Security Requirements for Unclassified Information
Technology Resources, in all solicitations and awards when contract performance requires
contractors to—

(1) Have physical or electronic access to NASA's computer systems, networks, or
IT infrastructure; or

(2) Use information systems to generate, store, process, or exchange data with
NASA or on behalf of NASA, regardless of whether the data resides on a NASA or a contractor's
information system.

(b) Parts of the clause and referenced ADL may be waived by the contracting officer if
the contractor's ongoing IT security program meets or exceeds the requirements of NASA
Procedural Requirements (NPR) 2810.1 in effect at time of award. The current version of NPR
2810.1 is referenced in the ADL. The contractor shall submit a written waiver request to the
Contracting Officer within 30 days of award. The waiver request will be reviewed by the Center
IT Security Manager. If approved, the Contractor Officer will notify the contractor, by contract
modification, which parts of the clause or provisions of the ADL are waived.

Subpart 1804.5—Reserved

[PN 18-15]
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Subpart 1804.6—Contract Reporting
1804.604 Responsibilities.

(c) Centers shall perform statistically-valid comparisons of FPDS data to contract files to
support the submission of the procurement officer Certification of Procurement Data
Submissions to FPDS, the FPDS Data Element Template Accuracy Rate Results and the FY
FPDS Data Quality Report Details.

(1) Policy:

(A) All reportable Center actions must be entered into FPDS. On or
about April 15", the Headquarters Office of Procurement, Procurement Strategic Operations
Division will provide the Centers with the templates for their certification documents. The
Headquarters Office of Procurement will randomly select actions (excluding grants) for data
validation and verification from records in the system and provide a list of actions to each Center
on or about April 15" and October 15" of each year. Each center shall identify a primary focal
point and one alternate for FPDS data verification and validation responsibility. The focal point
is responsible for establishing and coordinating the center’s review process and ensuring that
reviews comply with the requirements of this section and the OFPP mandate for independent
review of contract actions against the contract file. The focal point shall also ensure that
certifications are provided to the Headquarters Office of Procurement, Procurement Strategic
Operations Division on or before the December 15" due date each year unless the Director,
Headquarters Office of Procurement, Procurement Strategic Operations Division establishes
another suitable due date. Focal point and/or alternate changes shall be promptly provided to the
Headquarters Office of Procurement, Procurement Strategic Operations Division.

(B) The focal point shall ensure that the most current copy/version of the
Center’s Data Quality Plan is provided to the Headquarters Office of Procurement, Procurement
Strategic Operations Division. For definitions and procedures for the verification and validation
of FPDS data as well further information regarding Center Data Quality Plans, refer to the
NASA FPDS Guide. The NASA FPDS Guide provides agency-wide guidance for NASA-
specific data reporting in FPDS.

[PN 18-08]
Subpart 1804.8—Government Contract Files
1804.802 Contract Files.

(f) The official contract file is as depicted in FAR 4.801 through 4.803 for files
containing the records of all contractual actions. All official contract files (including, but not
limited to, all documents whether they originated from the Government or the contractor) shall
be stored as follows:

(1) All new NCWS awards shall be stored electronically in the NCWS system.
(2) All pre-NCWS awards may continue to be stored either electronically in the
system of origin, or in paper format, but not in both.
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(g) Any exceptions to the requirements described in this section shall be approved by the
Headquarters Office of Procurement, Procurement Strategic Operations Division before filing
the documents.

1804.802-70 Handling of classified material.

When a contract is unclassified, classified material relating to that contract shall be maintained in
a separate file folder and container, and the unclassified folder shall be marked to indicate the
location of the classified material. The front and back of each folder containing classified
material shall be marked with the highest classification assigned to any document in the folder.

1804.803 Contents of contract files.
1804.803-70 Format and Checklist.

(a) For contract files stored in NCWS. Contracting officers shall store contract file content in
accordance with the folder structure included within NCWS.

(b) For paper or electronic contract files not stored within NCWS. Contracting officers shall
organize contract file content in accordance with the file structure established on the version of
the NASA Form (NF) 1098, Checklist for Contract Award File Content, which was in effect at
the time the procurement was initiated. Contracting officers shall ensure that a completed copy
of the NF 1098 is contained in the paper or electronic contract file.

1804.804 Closeout of contract files.
See Appendix B, for further contract closeout procedures.

1804.804-2 Closeout of the contracting office files if another office administers the
contract.

(b) Upon receiving the NASA Form 1611 or DD Form 1594, Contract Completion
Statement, from the contract administration office and complying with FAR 4.804-2(b), the
contracting officer shall complete the form.

1804.804-5 Procedures for closing out contract files.

See PCD 20-05 for further guidance related to FAR 4.804-5.
See PCD 13-02 for further guidance related to FAR 4.804-5.

(a) When the contracting office retains contract administration (excluding acquisitions
under the simplified acquisition threshold), the contracting officer must comply with FAR 4.804-
5(a) by completing NASA Form 1612, Contract Closeout Checklist, and DD Form 1593,
Contract Administration Completion Record.
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(b) To comply with FAR 4.804-5(b), the contracting officer must complete NASA Form
1611 or DD Form 1594, Contract Completion Statement, except for acquisitions under the
simplified acquisition threshold.

1804.805 Storage, handling, and disposal of contract files.

(a) For additional information and procedures for handling, storing, and disposing of
contract files see NPR 1441.1, NASA Records Management Program Requirements and NRRS
1441.1, NASA Records Retention Schedules.

1804.805-70 Review, separation, and retirement of contract files.

(a) Upon determination of contract completion under the procedures outlined in
1804.804, each office shall remove the official contract files from the active file series, mark
each file folder with "Completed (Date)", and place the folder in a completed (inactive) contract
file series. Separate series should be established for contracts of $25,000 or less and for
contracts of more than $25,000, to facilitate later disposal. Any original or official file copies of
documents contained in duplicate or "working" contract files shall be removed and placed in the
appropriate official file; any remaining material in the duplicate or "working" file shall be
destroyed immediately or segregated and marked for early disposal.

(b) Each office shall review contractor "general" files (i.e., a file containing documents
relating generally to a contractor rather than a specific contract) at least once annually and
remove documents that—

(1) Are obsolete or superseded documents relating generally to the contractor
(e.g., documents no longer pertinent to any aspect of a contractor's current or future capability,
performance, or programs, and documents relating to a contractor that is no longer a possible
source of supplies, services, or technical assistance) and dispose of the documents as authorized
in 1804.805; or

(2) Pertain only to completed contracts. Place those files that are not routine in
nature in inactive files for later disposal, and immediately dispose of routine documents as
authorized in NPR 1441.1, NASA Records Retention Schedules.

Subpart 1804.9—Taxpayer Identification Number Information

1804.904 Reporting payment information to the IRS.
Each NASA installation, that has its own employer identification number, may elect to report to
the IRS payments under purchase orders and contracts for merchandise and other exempt bills.

Subpart 1804.10—Uniform Use of Line Items
1804.1001 Policy

(c) The contracting officer should coordinate with Agency, Center and other program
office finance offices, as appropriate, when structuring the contract line item(s).
[PN 19-13]
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Subpart 1804.16—Unique Procurement Instrument Identifiers
1804.1602 Identifying the PIID and supplementary PIID.

(a)(5)(1) Modifications to letter contracts shall be numbered in accordance with FAR
4.1603(b)(2). Except for termination notices, modifications shall be effected by the use of
Standard Form 30, Amendment of Solicitation/Modification of Contract.

(i1) Definitive contracts superseding letter contracts shall retain the same
contract number as that originally assigned to the letter contract. Actions definitizing letter
contracts are considered modifications and shall be assigned modification numbers in accordance
with paragraph (a)(5)(i) of this section.

1804.1603 Procedures.

(a) All PIIDs for all new NASA awards shall be 13 digits in length. Letter contracts
shall be numbered in accordance with the requirements for the definitive contract expected to
result from the letter contract.

(a)(3) For intragovernmental transactions, NASA shall use the letter, “T” for the ninth
digit of the PIID. Intragovernmental transactions are, for example, requests to other Government
agencies to furnish supplies or services. Intragovernmental transactions do not include awards
by NASA to fulfill requests from other agencies. For Broad Agency Announcements (BAAs),
NASA Research Announcements (NRAs), and Announcement of Opportunities (AOs), NASA
shall use the letter, “N” for the ninth digit of the PIID.

(a)(4) NCWS automatically assigns the 10" digit for all transactions processed in
NCWS. However, some transactions are not processed in NCWS. It is necessary to ensure
differentiation between PIIDs assigned to transactions processed in NCWS and PIIDs assigned to
transactions processed outside of NCWS to meet Federal Procurement Data System (FPDS)
reporting requirements. If NCWS automatically assigns the PIID to these transactions, use of
letters in the 10" digit is not required. When transactions are processed outside of NCWS, the
following letters must be used in the 10" digit of the PIID:

E — Emergency acquisitions made in accordance with FAR Part 18,
Emergency Acquisitions.

H — Training expenditures made using the Standard Form 182,
Authorization, Agreement and Certification of Training.

W — Procurement actions using the purchase card as the method of
payment.

(a)(5) Illustration of PIID. The following illustrates two properly configured NASA
PIIDs:
(1) PIID 80GSFC17C0001 would be a GSFC action signed in FY17. It
would be the first one issued at the Center, and the action type would be a contract.
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80 GSFC 17 C 0001

| | | | |
NASA GSFC FY17 Contract Serial No. 1

(i) PIID 80MSFC17PW001 would be a MSFC action signed in FY'17.
This action would be the first one issued at the Center, and the action type would be a purchase
order, done outside of NCWS using the purchase card as a method of payment. Had the

purchase order (with or without the purchase card as a method of payment) been prepared within
NCWS, the last four digits would have been 0001 instead of WO0O1.

80 MSFC 17 P A\ 001

| | | | | |
NASA MSFC FY17 Purch Order Purch Card Payment Serial No. 1

Subpart 1804.70—Transfer of Contracting Office Responsibility

1804.7000 Scope of subpart.
This subpart contains policies and procedures applicable to the transfer of contracts between
NASA installations.

1804.7001 Definition.

"Transfer of a contract," as used in this subpart, means that process whereby a contract and all
future responsibility for a contract held by one installation are transferred or reassigned in
writing to another installation.

1804.7002 Approval of Transfer Requests.

(a) The approval authority for requests to transfer a contract is the official in charge of
the cognizant Headquarters program office or designee. Requests for approval shall be
submitted by the director of the transferring installation after receiving the concurrence of the
director of the receiving installation. Concurrence of the NASA Associate Deputy Administrator
is also required for a transfer where an installation's roles and missions may be affected.

(b) Approval of a program transfer by the cognizant Headquarters official constitutes
approval to transfer program-related contracts.

(c) Approval of the transfer of institutional related services above the simplified
acquisition threshold has been obtained through Mission Support Future Architecture Program
(MAP) Office of Procurement and Office of Small Business Program Transformation Project
MSC decisions.
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1804.7003 Responsibilities of the contracting officer of the transferring installation.

1804.7003-1 Coordinations.
The contracting officer of the transferring installation shall take the following steps before
transferring the contract:

(a) Agree on a plan and schedule with the contracting officer of the receiving installation
for transferring contract responsibility and contract files.

(b) Coordinate with the following offices:

(1) Financial Management Office, to determine the contract financial records to
be transferred and the method, timing, and dollar amount of such transfers.

(2) Technical (Engineering and Project) Office, to determine the status of any
outstanding engineering changes.

(3) Reliability and Quality Assurance Office, to determine status and method of
transferring the reliability and quality assurance functions.

(4) Industrial Property and Facilities Office, to determine the method of
transferring the Government property records.

(5) Transportation Office, to determine the status of bills of lading furnished the
contractor.

(6) Security Office, to determine whether any classified material is outstanding
and whether special precautions are necessary during the transfer process.

(7) Other organizational elements, to determine the status of any other actions
such as new technology, materials reports, PERT, and safety.

1804.7003-2 File inventory.

The contracting officer of the transferring installation shall prepare an inventory of the contract
file. This inventory shall also include a separate listing of all outstanding requests for contract
administration assistance issued to other Government agencies, indicating the name and address
of the agency office, functions requested to be performed, estimated cost of the services, and
estimated reimbursement due the administration agency for the services yet to be performed for
each requested function. Copies of this inventory shall be provided to the contracting officer of
the receiving installation.

1804.7003-3 Notifications.

The contracting officer of the transferring installation shall provide written notification of the
planned transfer to the contractor and all agencies performing or requested to perform
administration services.

1804.7003-4 Transfer.

(a) Upon completion of the actions described in 1804.7003-1 through 1804.7003-3, the
contracting officer of the transferring installation shall issue a letter to the contractor, agencies
performing contract administration functions, contracting officer representatives, and the
contracting officer of the receiving installation. This letter shall provide notification of the
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transfer date, termination of appointment of the contracting officer's representatives, and the
name, mailing address, and telephone number of the contracting officer of the receiving
installation.

(b) After issuing the letters described in 1804.7003-4(a), the contracting officer of the
transferring installation shall send the contract file to the contracting officer of the receiving
installation with a letter transferring contract responsibility. This letter shall contain a provision
for acceptance of the responsibility for the contract and its related files by the contracting officer
of the receiving installation.

1804.7003-5 Retention documentation.

The contracting officer of the transferring installation shall retain for permanent file a copy of the
approvals and concurrences required by 1804.7002, the transfer acceptance letter of the
contracting officer of the receiving installation, and any additional documents necessary for a
complete summary of the transfer action.

1804.7004 Responsibilities of the contracting officer of the receiving installation.

1804.7004-1 Pre-transfer file review.

The contracting officer of the receiving installation shall review the contract, letters of request,
actions in process, and other related files and to request corrective action, if necessary, before the
official transfer of the contract. This review may be waived by written notification to the
contracting officer of the transferring installation.

1804.7004-2 Post-transfer actions.
The contracting officer of the receiving installation shall—

(a) Provide the contracting officer of the transferring installation written acceptance of
contract responsibility and receipt of the contract files;

(b) Inform all offices affected within the installation of the receipt of the contract;

(c) Appoint new contracting officer's technical representatives, as necessary;

(d) Issue a contract modification to provide for the administrative changes resulting from
the transfer action (e.g., identifying offices responsible for performing contract administration
and making payment and the office to which vouchers, reports, and data are to be submitted);

(e) Provide copies of the contract documents to affected installation offices; and

(f) If appropriate, supplement the letter of request to the Government agency providing
contract administration services to reflect the changes resulting from the transfer action. The

supplement may terminate or amend an existing contract administration support arrangement or
may request support in additional areas.
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Subpart 1804.71—Release or Posting of Documents

1804.7101 Policy.

It is the responsibility of all involved in the acquisition process, who have access to contractor
proprietary or otherwise sensitive non-public data to handle such data in an appropriate manner
to prevent the unauthorized disclosure of sensitive and/or proprietary contractor information or
data.

1804.7102 General.

Contractor proprietary or other sensitive non-public data can be inappropriately released by
mistakenly providing a contractor’s financial or technical proprietary data to another contractor,
inadvertently exposing or allowing access to sensitive internal agency information or export
controlled data, or releasing documents which contain metadata during a competitive
procurement. Because of the potential negative impact of these inadvertent disclosures of
contractor proprietary or otherwise sensitive non-public data on the integrity of the procurement
process, great care must be taken in the handling of this data to prevent the unintentional
disclosure of contractor proprietary or other sensitive non-public data.

1804.7103 Procedures.

Contracting officers shall complete the electronic document posting checklist prior to any
documents or files being uploaded, released, transmitted, or posted to an internet accessible
location. Exempted documents include Agency level directives posted to the NODIS library or
other policy documents available through the Federal Register.

Subpart 1804.72—Reserved
Subpart 1804.73—Procurement Requests
1804.7301 General.

(a) The procurement request (PR) is known as a “purchase requisition” (requisition) and
is developed in NASA’s Integrated Enterprise Management Program/Core Financial Module
(CF). In order for a requisition to be sent forward for action, CF requires that several
coordinations be obtained first. However, there are additional required coordinations at the
Agency level and sometimes at the Center level. The initiator of the requisition or technical
representative is responsible for obtaining those additional coordinations. NASA Form (NF)
1707, Special Approvals and Affirmations for Requisitions, must be used to document additional
coordinations. The completed NF 1707 and any additional special approvals or affirmations
required must be electronically attached to the requisition in CF and shall include the name of the
approver and date approved. The contracting officer shall include a copy of the completed NF
1707 and any additional special approvals or affirmations in the appropriate NCWS electronic
contract file folder. The procurement office shall not accept a requisition until all required
coordinations have been documented. The NF 1707 is not required for within scope actions for
which special approvals and affirmations have previously been obtained.
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(b) Except in unusual circumstances, the contracting officer shall not issue solicitations
until the contracting officer receives an approved certification that funds are available. However,
the contracting office may take necessary actions, up to the point of obligation of funds, before
the acceptance of the requisition certifying that funds are available only when—

1. Such action is necessary to meet critical program schedules;

2. Program authority has been issued and funds to cover the acquisition will be
available prior to the date set for contract award or contract modification;

3. The procurement officer authorizes such action in writing before solicitation
1ssuance; and

4. The solicitation includes the clause at FAR 52.232-18, Availability of Funds.
The clause shall be deleted from the resultant contract.

2015 EDITION (Thru PN 23-02) 1804-14



NASA Federal Acquisition Regulation Supplement

Part 1805—Publicizing Contract Actions

SUBPART
1805.101

SUBPART
1805.205
1805.207
1805.207-70

SUBPART
1805.303
1805.303-70
1805.303-71

1805.303-72

SUBPART
1805.402
1805.403

SUBPART
1805.502

SUBPART
1805.7001

1805.4

PART 1805

PUBLICIZING CONTRACT ACTIONS

TABLE OF CONTENTS

DISSEMINATION OF INFORMATION
Methods of disseminating information.

SYNOPSES OF PROPOSED CONTRACT ACTIONS
Special Situations.

Preparation and transmittal of synopses.

Synopses of Architect-Engineer Services.

SYNOPSES OF CONTRACT AWARDS

Announcement of contract awards.

Definitions.

Actions requiring NASA Headquarters public
announcement or Administrator Notification of a
Significant Contract Action (ANOSCA)
Announcement (PA).

Procedures.

RELEASE OF INFORMATION
General public.
Requests from Members of Congress.

PAID ADVERTISEMENTS
Authority.

NASA Strategic Sourcing Repository
General

2015 EDITION (Thru PN 23-02)

1805-1



NASA Federal Acquisition Regulation Supplement

Part 1805—Publicizing Contract Actions

PART 1805
PUBLICIZING CONTRACT ACTIONS

Subpart 1805.1—Dissemination of Information
1805.101 Methods of disseminating information.
(b)(4) For NASA policy regarding paid advertisements, see 1805.502.
Subpart 1805.2—Synopses of Proposed Contract Actions

1805.205-70 Special situations.

In accordance with NPD 5000.2, Small Business Subcontracting Goals, a Sources Sought Notice
shall be posted for a minimum of 10 business days for proposed contract actions that exceed $50
million. The posting requirement is optional for proposed contract actions of $50 million or less.

1805.207 Preparation and transmittal of synopses.

(c)(10) The description of the duration of the contract period shall include the basic
contract and any option period, including the period permitted by FAR 52.217-8, Option to
Extend Services.

(c)(15) Notices for non-competitive solicitations, including non-competitive follow-on
actions to contracts initially awarded utilizing full and open competition, shall provide sufficient
information regarding the proposed requirement to allow potential sources to determine whether
they possess the requisite capabilities and to make an informed business decision regarding
whether to respond.

1805.207-70 Synopses