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1.0 Purpose

This work instruction (WI) provides the requirements for processing procurements for Grants and Cooperative Agreements to be managed by the NASA IV&V Program.  This process is intended to be compliant with NASA Procedural Requirement (NPR) 5100.4B, Federal Acquisition Regulation (FAR) Supplement, and NPR 5800.1E, Grant and Cooperative Agreement Handbook.
2.0 Scope

This WI applies to NASA IV&V purchasing that operates in accordance with IVV 06, Purchasing, when the NASA IV&V Program is responsible for processing a new award as a Grant or Cooperative Agreement that will be managed by a NASA IV&V civil service employee.

3.0 Definitions and Acronyms
Official NASA IV&V roles and terms are defined in the Quality Manual.  Specialized definitions identified in this WI are defined below.
3.1 Grant

A Grant is a legal instrument used to accomplish a public purpose of support or stimulation by increasing basic knowledge and understanding in aeronautics, space, and other related fields.  A Grant provides financial assistance to a recipient and does not obligate the recipient to furnish supplies or services for payment.  However, the recipient is required to furnish an end product, which is a final report.
3.2 Cooperative Agreement

A Cooperative Agreement is a financial assistance instrument used to support or accomplish a public purpose authorized by federal statute, in which substantial involvement or collaboration is anticipated between the NASA IV&V Program and the recipient.

3.3 Procurement Package

The Procurement Package consists of all documentation required for the award of a Grant or Cooperative Agreement and is compiled by the Technical Representative.
3.1.1 Newly Awarded Procurement Package

For newly awarded Grants and Cooperative Agreements, the Technical Representative shall compile a Procurement Package consisting of the following:

· Cover letter

· Proposal cover sheet including Certification of Compliance

· Signed copy of submitted proposal

· Detailed budget including current year and all proposed out years

· Endorsed technical evaluation of the proposal

· Certification for Debarment, Suspension, and other Responsibility Matters

· Certification Regarding Lobbying

· Certification Regarding Drug-Free Workplace Requirements

· Statement of Collaboration (only applies to a Cooperative Agreement)

· Justification for acceptance of an unsolicited proposal endorsed by one level above the Technical Representative (only applies to unsolicited proposals)

· Copy of the letter notifying Principal Investigator (PI) of selection (only applies to solicited proposals)
· PI resume

· Purchase Request (PR) number

3.1.2 Multi-year Continuation Procurement Package

For a multi-year continuation of a previously awarded Grant or Cooperative Agreement, the Technical Representative shall compile a Procurement Package consisting of the following:

· Progress report
· Technical evaluation/recommendation for continuation
· Revised budget, if changed from the original budget when the Grant or Cooperative Agreement was awarded
· Justifications and other approvals, if changes affecting these requirements were made
· Additional language and requirements for award, if necessary
3.1.3 Augmentation of an Original Period of Performance Procurement Package

For an augmentation within the original period of performance of a previously awarded Grant or Cooperative Agreement, the Technical Representative shall compile a Procurement Package consisting of the following:

· Endorsed proposal for additional work

· A revised budget, if original budget has changed since the award of the Grant or Cooperative Agreement

· Technical evaluation and selection statement for additional work
3.4 Acronyms

	CIM
	Center Initiative Management

	FAR
	Federal Acquisition Regulation

	FRC
	Federal Records Center

	IEMP
	Integrated Enterprise Management Program

	IMS
	NASA IV&V Management System

	NPR
	NASA Procedural Requirement

	NSSC
	NASA Shared Services Center

	PI
	Principal Investigator

	PL
	Project Lead

	PR
	Purchase Request

	QM
	Quality Manual

	RMO
	Resource Management Office

	WI
	Work Instruction


4.0 Process Flow Diagram
The following diagram depicts processes described in this document, and the responsibilities and actions that shall be performed by process participants.
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After each grant/cooperative agreement award or modification, the Technical Representative shall verify that his/her grant/cooperative agreement is included and accurately described in the Contracts, Grants, and COTRs List, paying particular attention to the ending period of performance and subcontractors.  The list is located in the N:\COTR Deliverable Matrices\Lists – COTRs Contracts PRs directory on the shared drive.

5.0 Metrics
Any metrics associated with this WI are established and tracked within the NASA IV&V Metrics Program.

6.0 Records

The following records will be generated and filed in accordance with this WI and IVV 16, Control of Records, and in reference to NPR 1441.1, NASA Records Retention Schedules.
	Record Name
	Original
	Vital
	Responsible Person
	Retention Requirement
	Location

	Electronic Proposal
	Y
	Y
	Functional Lead
	Delete/destroy 6 years, 3 months after completion of grant/contract/agreement.  (5/37A)
	Shared Drive or CIM Tool

	Procurement Package
	N
	N
	Technical Representative
	Delete/destroy when no longer needed.  (8/102)
	Contracting or Grants Officer's filing system

	Procurement Package (Copy with Concurrence Sheet)
	N
	N
	Technical Representative
	Delete/destroy when no longer needed.  (8/102)
	Filing System

	PR (Internal)
	Y
	N
	Chief of Resource Management 
	Destroy after 2 years. (1/26)
	RMO Web Site

	PR (External)
	N
	N
	Chief of Resource Management 
	Destroy upon termination or completion (5/1F)
	IEMP

	Grant/Cooperative Agreement
	N
	N
	Technical Representative
	Delete/destroy when no longer needed.  (8/102)
	Filing System
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