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DRL IDENTIFICATION

a.
Title - Enter nomenclature descriptive of activity to which the DRL pertains, such as project, contract, statement of work, or request for proposal.

b.
Contract/RFP Number - Enter contract number or RFP number, if applicable.

c.
Date - Enter DRL preparation date as follows:  Month-Day-Year.  Subsequent modification dates may also be entered in this block.

LINE ITEM IDENTIFICATION
1.
Line Item No. - Number line items sequentially, 1 through 999.

2.
DRD Title - Enter DRD title from block 1 of JSC Form 2341.

3.
Frequency - Enter frequency of submittal code as follows:

	Code Description
	Code Description
	Code Description

	AD
	As Directed
	DD
	Deferred Delivery
	RD
	As Released

	AN
	Annually
	EOGFY
	End of Government Fiscal Year
	RT
	One Time and Revisions

	AR
	As Required
	MO
	Monthly
	SA
	SemiAnnually

	BE
	Biennually (Every other yr.)
	OT
	One Time
	TY
	Three Per Year

	BM
	Bimonthly (Every other mo.)
	PV
	Per Vehicle
	UR
	Upon Request

	BW
	Biweekly (Every other week)
	QU
	Quarterly
	WK
	Weekly

	DA
	Daily
	
	
	
	


4.
As-Of Date - If reports are of a recurring nature, give as-of date (cutoff date and due date:  e.g., 15/1 indicated input cutoff date of 15th and due date of 1st).  Amplify in Remarks, Item 9, if necessary.

5.
First Submittal - Enter Month/Day/Year of initial submittal.  If calendar date is not scheduled, enter number of days preceding or following event to which data requirement is related (e.g., 90 days prior to launch).  Amplify in Remarks, Item 9, if necessary.

6.
Copies - Complete 6a and 6b as specified below.

a.  Type - Enter code as follows:

	Code
	Definition
	Code
	Definition

	PRINT
	Printed Copies
	ELECT
	Electronic copy through Email

	REPRO
	Reproducible Copy
	OTHER
	Explain Remarks, Item 9

	MIXED
	Combination of Other Codes
	
	


b.  Number - Enter number of copies required opposite each type of copy furnished.

7.
Data Type - Check the appropriate data type.  Additional detail needed to clarify types or define subtypes may be added in block 9, REMARKS.

(1)
Written Approval - Data requiring written approval by the NASA OPR before implementation into procurement or development program.

(2)
Mandatory Submittal - Data submitted to NASA for coordination, information, review, and/or management control.

(3)
Submittal upon Request - Data prepared and retained by respondent to be made available to requiring organization upon request.

8.
DISTRIBUTION - List current codes or addresses and names of organizations which are to receive copies of documents generated under the DRD.  If more than one copy is required, so  indicate in parenthesis by recipient's name.  Continue on a blank sheet if necessary.

9.
REMARKS - Enter in this space.

a.  Reference to specific work statement paragraph as applicable to explain relationship of data to task.

b.  Additional submittal information, if necessary.

c.  Comments which explain an entry made in any block of the DRL.

d.  OPR for a specific DRD, if different from contract COTR.

	a.  Title of Contract, Project, SOW, etc.
	b.  Contract/RFP No.
	c.  DRL Date/Mod Date

	Security Support Services Contract 
	RFP 9-BJ3-T40-1-08P
	01-31-01

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	1   SA-1-1
	Safety and Health Plan, DRD-SA-1-1
	RT
	See Block 9
	See Block 9
	
	Mixed
	7 + 2

	
	
	
	
	
	
	

	7.  Data type:
	X
	(1) Written approval
	
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	Contracting Officer (Original); COTR (1 hard copy); JSC Occupational Safety Branch (1 hard copy, 1 electronic); JSC Occupational Health Officer (1 hard copy); JSC Emergency Preparedness Office (1 hard copy); JSC Environmental Services Office (1 hard copy); JA Safety Manager (1 hard copy, 1 electronic)
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	2   SA-1-2
	Roster of Terminated Employees, DRD-SA-1-2
	AN
	See Block 9
	See Block 9
	
	Mixed
	1 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	JSC Occupational Health Officer (1 hard copy, 1 electronic)
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	3   SA-1-3
	Safety and Health Program Self Evaluation, DRD-SA-1-3
	AN
	Sep 30
	9/30/02
	
	Mixed
	2 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	JSC Occupational Safety Branch (1 hard copy, 1 electronic)

JSC Occupational Health Officer (1 hard copy)
	See DRD for details.


	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	4   SA-1-4
	Monthly Statistical Information, DRD SA-1-4
	MO
	10th
	5/10/02
	
	Mixed
	1 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	JSC Occupational Safety Branch (1 hard copy, 1 electronic)
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	5   SA-1-5
	Hazardous Materials Inventory, DRD SA-1-5
	AN
	Sep 30
	9/30/02
	
	Mixed
	1 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	JSC Occupational Health Officer (1 hard copy, 1 electronic)
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	6  SA-1-6
	Log of Occupational Injuries and Illnesses, 

DRD SA-1-6
	AN
	See Block 9
	02/15/03
	
	Print
	2

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	JSC Occupational Safety Branch (2 hard copies)
	See DRD for details.


	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	7   SA-1-7
	Hazard Abatement Notices and Plans, DRD SA-1-7
	AR
	See Block 9
	See Block 9
	
	Elect
	3

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	JSC Occupational Safety Branch (1)

JSC HATS (1)

JSC Facility Manager (1)
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	8   SA-1-14
	Monthly Safety and Health Metrics, DRD SA-1-14
	MO
	10th
	5/10/02
	
	Elect
	5

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	JSC Occupational Safety Branch (2 electronic)

JSC Occupational Health Officer (1 electronic)

COTR (1 electronic)

JA Safety Manager (1 electronic)
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	9   SA-1-15
	Safety and Health Lessons Learned, DRD SA-1-15
	See Block 9
	See Block 9
	See Block 9
	
	Elect
	3

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	
	(2) Mandatory Submittal
	X
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	JSC Occupational Safety Branch (1 electronic)

COTR (1 electronic)

JA Safety Manager (1 electronic)
	See DRD for details.


	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	10   AN-1-1
	Subcontracting Report, DRD AN-1-1
	SA
	See Block 9
	See Block 9
	
	Elect
	2

	7.  Data type:
	X
	(1) Written approval
	X
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	CO 

Small Business Specialist
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	11   AN-1-2
	 Quality Control Plan, DRD AN-1-2
	AR
	See Block 9
	See block 9
	
	Mixed
	See Block 9

	7.  Data type:
	
	(1) Written approval
	X
	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	CO (See DRD)
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	12   AN-1-3
	Functional Metrics, DRD AN-1-3
	MO
	5th
	5/5/02
	
	Mixed
	1+ 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	COTR (1 hard copy and 1 electronic)
	See DRD for details.


	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	13   AN-1-4
	 Wage/Salary and Fringe Benefit Data, DRD AN-1-4
	AN
	 April 5
	At start of contract
	
	Mixed
	2 + 2

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	CO (1 hard copy and 1 electronic)  
JSC Labor Relations Officer (1 hard copy and 1 electronic)
	 See DRD for details.


	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	14   AN-1-5
	Notification of Potential Labor Dispute and Contingency Strike Plan, DRD AN-1-5
	AR
	
	
	
	Print
	2

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	CO (1 hard copy)

JSC Labor Relations Officer (1 hard copy)
	 See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	15   AN-1-6
	Recycled Materials Reporting, DRD AN-1-6
	 QU
	See Block 9 
	See Block 9
	
	 Mixed
	1 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	 JSC Environmental Office (1 electronic and 1 hard copy)
	 See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	16   AN-1-7
	Supporting SOP’s of JSC Emergency Preparedness Plan, DRD AN-1-7
	AN
	See Block 9
	See Block 9
	
	Mixed
	1 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	CO (1 electronic and 1 hard copy)
	 See DRD for details.

	
	
	
	
	
	
	


	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	17   AN-1-8
	NASA Form 533, DRD AN-1-8
	See Block 9
	See Block 9
	See Block 9
	
	Print
	4

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	Cost Accounting (1 hard copy)

CO (1 hard copy)

Budget Analyst (1 hard copy)

COTR (1 hard copy)
	See DRD for details for 533 M and Q.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	18  AN-2-1
	Security Reporting Requirements, DRD AN-2-1
	AR
	See Block 9
	See Block 9
	
	Print
	See DRD

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	COTR (Electronic and hardcopy)

 
	 See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	19  AN-2-2
	Security Standard Practice Procedure (SPP), DRD AN-2-2
	AR
	See Block 9
	See Block 9
	
	Mixed
	5 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	COTR (1 hard copy and 1 electronic)

Security Office Chief (1 hard copy), Industrial Security Specialist (1 hard copy), CO (1 hard copy), Safety, Reliability, and Quality Assurance Office (1 hard copy). 
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	20   AN-2-3
	Training Plan, DRD AN-2-3
	See Block 9
	See Block 9
	See Block 9
	
	Mixed
	1 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	COTR (1 electronic and 1 hard copy)
	See DRD for details.


	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	21  AN-2-4
	Work Schedules, DRD AN-2-4
	MO
	See Block 9
	See Block 9
	
	Mixed
	5 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	COTR (1 electronic and 1 hard copy)

JSC Security (1 hard copy)

EOC (1 hard copy)

COD (2 hard copies)
	 See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	22   AN-2-5
	Post/Special, General Orders, and Operational Procedures, DRD AN-2-5
	OT
	See Block 9
	See Block 9
	
	Mixed
	1 + 1

	
	
	
	
	
	
	

	7.  Data type:
	X
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	 COTR (1 electronic and 1 hard copy)
	See DRD for details.

	
	
	
	
	
	
	

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	23   AN-2-6
	Reports IAW Post Orders and Functional Areas/Task, DRD AN-2-6
	AR
	See Block 9
	See Block 9
	
	Mixed
	2 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	COTR (1 electronic and 1 hard copy)

JSC Security Office (1 hard copy)
	See DRD for details. 

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	24   AN-2-7
	EOC/EDC Procedures and Functional Metrics, DRD AN-2-7
	AR
	10th
	See Block 9
	
	Mixed
	2 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	COTR (1 electronic and 1 hard copy)

EOC Manager (1 hard copy)

 
	 See DRD for details.


	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	25   AN-2-8
	Locksmith Plan/Schedule, DRD AN-2-8
	RT
	See Block 9
	See Block 9
	
	Mixed
	1 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request

	
	
	
	
	
	
	

	
	8.  Distribution (Continue on a blank sheet if needed)
	9.  Remarks

	
	COTR (1 hard copy and electronic) 
	See DRD for details.

	1.  Line item no.

              
	2.  DRD Title
	3.  Frequency
	4.  As-of-Date
	5.  1st subm. date
	6.  Copies
	a.  type
	b. number

	26   AN-2-9
	Desk Procedures for CAA/Badging/Customer Service, Physical Security Spt, and Technical Spt, DRD AN-2-9
	RT
	See Block 9
	90 days after contract start
	
	Mixed
	1 + 1

	
	
	
	
	
	
	

	7.  Data type:
	
	(1) Written approval
	X

	(2) Mandatory Submittal
	
	(3) Submitted upon request
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	1. DRD Title


	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Safety and Health Plan
	1/01 (replaces 

5/00 version)
	SA-1-1
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Establishes Safety, Health, and Environmental Compliance Plan for contractors providing support to JSC organizations

***The Office of Primary Responsibility for this DRD is the JSC Safety, Reliability, and Quality Assurance Office

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	
	Administrative
	X
	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	NPG 8715.3 (as revised); JPG 1700.1 (as revised)
	See block 8. below

	8.  Preparation Information (Include complete instructions for document preparation)


Frequency of submission.  Initial submission with the proposal.

Distribution.  After the plan is approved by NASA, the Contracting Officer will retain the plan in the contract file.  The Contractor shall send additional copies to each of the following:

COTR (1 hard copy)

JSC Occupational Safety Branch (1 hard copy, 1 electronic copy)

JSC Occupational Health Officer (1 hard copy)

JSC Environmental Services Office (1 hard copy)

JSC Emergency Preparedness Office (1 hard copy)

JA Safety Manager (1 hard copy, 1 electronic copy)

Subsequent revisions to the plan.  Review the plan annually or as directed by the CO.  The plan shall be updated to meet the latest OSHA, JSC, and VPP requirements.  Provide a copy of the updated plan with the changes highlighted to the distribution list above by April 1st of each contract year.  If no changes are required after the annual review, notify the individuals in the distribution list in writing to that affect.

Other deliverables. The requirements for this plan as detailed in the instructions on plan content below include instructions for specific reports and data to be submitted to the Government.  These instructions are to be included in the plan and represent contractual commitments by the Contractor to provide this information.

Format: 

1. 
Cover page - to include as a minimum the signatures of Contractor's project manager and designated safety official; NASA COTR; JSC Occupational Safety Branch; JA Safety Manager; and the NASA Contracting Officer.  Other signatures may be required at the discretion of the Government.

2. 
Table of Contents.  See content below.

3. 
Body of plan - as required.  Contractor’s format is acceptable but should be aligned with the elements of the content below.

4. 
When preparing its plan, the Offeror/Contractor is expected to review all the items below and tailor its plan accordingly.  The plan will clearly identify those resources to be provided by the Contractor and proposed resources to be provided by the Government.  This review and supporting rationale is to be made available to the Government as part of this plan.  It can be documented as a checklist or outline, inserted directly in the body of the plan, or in any format developed by the Contractor that clearly conveys the results of this review including the basis for any underlying assumptions.

5. 
Authority: FAR 52.223-1 through -5, -10; NFS 1823.70, 1852.223-70, 1852.223-73.

6.       The offeror must address all content items referenced in the body of this DRD.  Negative or Not Applicable responses are acceptable for areas of performance that are not required to execute the requirements of the Statement of Work.

Content:

1. Management Leadership and Employee Participation

1.1 
Policy: Provide the Contractor’s safety, health, and environmental compliance policy statement with the plan.  Compare the Contractor’s policy statement with those of NASA and OSHA and discuss any differences.

1.2 
Goals and Objectives.

1.2.1 Describe specific annual safety and health goals and objectives to be met.  Discuss status of safety program using the “Performance Evaluation Profile” as safety performance criteria.  Describe the Contractor’s approach (including milestone schedule) to achieve and maintain level five of the Performance Evaluation Profile in all areas.

1.2.2 Describe methods to be used, if any, to improve on the Lost Work Day Case (LWDC) frequency rate, the OSHA Recordable Case (ORC) frequency rate, and LWDC severity rate requirements in CLIN 1.6.1.

1.2.3 Describe Environmental Goals & Objectives to be met for the following:

1.2.3.1 Affirmative Procurement (Purchase of Environmentally Preferable Materials IAW Executive Order)

1.2.3.2 Hazardous Materials Handling/Purchasing/Reduction/Replacement

1.2.3.3 Incorporating Environmental Requirements in Subcontracts

1.2.3.4 Participation in JSC Recycling

1.3
Management Leadership.  Describe management’s procedures for implementing its sustaining commitment to safety, health, and environmental compliance through visible management activities and initiatives including a commitment to exercise management prerogatives to ensure workplace safety and health.  Describe processes and procedures to making this visible in all contract and subcontract activities and products.  Include a statement from the project manager or designated safety official indicating that the plan will be implemented as approved and that the project manager will take personal responsibility for its implementation.

1.3.1
Employee Involvement.  Describe procedures to promote, implement, and sustain employee (e.g., non-supervisory) involvement in safety, health, and environmental compliance program development, implementation and decision-making.  Describe the scope and breadth of employee participation to be achieved so that approximate safety and health risk areas of the contract are equitably represented.  Describe methods to be used to obtain employee buy in and address the behavioral aspects of safety.

1.4
Assignment of Responsibility.  Describe line and staff responsibilities for safety and health program implementation.  Identify any other personnel or organization that provides safety services or exercises any form of control or assurance in these areas.  State the means of communication and interface concerning related issues used by line, staff, and others (such as documentation, concurrence requirements, committee structure, sharing of the work site with NASA and other contractors, or other special responsibilities and support).   As a minimum, the Contractor will identify the following:

1.2.4 Safety Representative - identify by title the individual who will be trained and certified in accordance with JPG 1700.1 to be responsive to Centerwide safety, health, environmental, and fire protection concerns and goals, and who will participate in meetings and other activities related to the JSC Safety and Health program.

1.2.5 Company Physician/Occupational Injury/illness case manager - identify a point of contact who is responsible for the transfer or receipt of company medical data and who will be the primary contact for the company in the event any employee suffers a work related injury or illness (such as the company physician) by name, address, and telephone number to the JSC Clinic, mail code SD22.  This will facilitate communication of medical data to Contractor management.  Prompt notification to the JSC Occupational Health/ Clinic shall be given of any changes that occur in the identity of the point of contact.

1.2.6 Building Fire Wardens - provide a roster of fire wardens (their names, telephone numbers and pagers, and mail codes).  Contractor fire wardens are needed to facilitate the JSC fire safety program, including coordination of related issues with NASA facility managers and emergency planning and response officials and their representatives.  Fire wardens will be trained in accordance with JPG 1700.1.

1.2.7 Designated Safety Official - identify by title the official(s) responsible for implementation of this plan and all formal contacts with regulatory agencies and with NASA.

1.5
Provision of Authority.  Describe consistency of the plan for compliance with applicable NASA and JSC requirements and contractual direction as well as applicable Federal, State, and local regulations and how compliance will be maintained throughout the life of the contract.

1.6
Accountability.  Describe procedures for ensuring that management and employees will be held accountable for implementing their tasks in a safe, healthful, and environmentally compliant manner.  The use of traditional and/or innovative personnel management methods (including discipline, motivational techniques, or any other technique that ensures accountability) will be referenced as a minimum and described as appropriate.

1.7

Program Evaluation.  The program evaluation consists of:

1.2.8 Participation in a Performance Evaluation Profile (PEP) survey at the request of the Government.        

             The PEP survey will be scheduled and administered at the discretion of the Government.

1.2.9 A written self-evaluation report to be delivered by Sept 30 of each year.  The self-evaluation shall follow the VPP program evaluation report format found in OSHA TED 8.1, Revised Voluntary Protection Programs (VPP) Policies and Procedures Manual, Appendix H, "Format for Program Evaluation Report".

1.2.10 Miscellaneous Reports.  The Contractor will acknowledge the following as standing requests of the Government and to be handled as described below.

1.2.10.1 Material Safety Data.  The Contractor shall prepare and/or deliver Material Safety Data for hazardous materials brought onto Government property or included in products delivered to the Government.  This data is required by the Occupational Safety and Health Administration (OSHA) regulation, 29 CFR 1910.1200, “Hazard Communication”, EPA “Emergency Planning and Community Right-to-Know (EPCRA, ref. 40 CFR 302, 311, 312); and the Texas Department of Health (TDH, ref. Chapters 505-507 of the Health and Safety Code), and Federal Standard 313 (or FED-STD-313), “Material Safety Data, Transportation Data and Disposal Data for Hazardous Materials Furnished to Government Activities”, as revised.  One copy of each MSDS will be sent upon receipt of the material for use on NASA property to the JSC Central Repository, Occupational Health and Test Support, Mail Code SD13, along with information on new or changed locations and/or quantities normally stored or used.  If the MSDS arrives with the material and is needed for immediate use, the MSDS


shall be delivered to the Central Repository by close of business of the next working day a

after it enters the site.

1.3 Government Access to Safety and Health Program Documentation.  The Contractor shall recognize in its plan that it will be expected to make all safety, health, and environmental documentation (including relevant personnel records) available for inspection or audit at the Government’s request.  Electronic access by the Government to this data is preferred as long as Privacy Act requirements are met and Government safety and health professionals and their representatives have full and unimpeded access for review and audit purposes.  For Contractor activities conducted on NASA property, the Contractor will identify what records it will make available to the Government in accordance with the Voluntary Protection Program criteria of OSHA as implemented in JPG 1700.1, “JSC Safety and Health Handbook”, as revised.  For the purpose of this plan, safety, health, and environmental compliance documentation includes but is not limited to logs, records, minutes, procedures, checklists, statistics, reports, analyses, notes, or other written or electronic document which contains in whole or in part any subject matter pertinent to safety, health, environmental protection, or emergency preparedness.

1.4 Review and Modification of Safety Requirements.  The Contractor may be requested to participate in the review and modification of safety requirements that are to be implemented by the Government including any referenced documents therein.  This review activity will be implemented at the direction of the NASA Contracting Officer’s Technical Representative in accordance with established NASA directives and procedures.

1.5 Procurement.  Identify procedures used to assure that procurements are reviewed for safety, health and environmental compliance considerations and that specifications contain appropriate safety criteria and instructions. Set forth authority and responsibility to assure that safety tasks are clearly stated in subcontracts.

1.6 Certified Professional Resources.  Discuss your access to certified professional resources for safety, health, and environmental protection.  Discuss their roles in motivation/awareness, worksite analysis, hazard prevention and control, and training.

2. Worksite Analysis:  Hazards shall be systematically identified through a combination of surveys, analyses, and inspections of the workplace, investigations of mishaps and close calls, and the collection and trend analysis of safety and health data such as: records of occupational injuries and illnesses; findings and observations from preventive maintenance activities; reports on hazardous substance spills and inadvertent releases to the environment; facilities related incidents related to partial or full loss of systems functions; etc. Hazards identified by any of the techniques identified below shall be ranked and processed in accordance with JPG 1700.1. All hazards on NASA property, which are immediately dangerous to life or health, shall be reported immediately to the Occupational Safety Office.  All safety engineering products that address operations, equipment, etc., on NASA property will be subject to JSC SR&QA review and concurrence unless otherwise waived by the JSC Occupational Safety Office.

2.1
Industrial Hygiene.  Describe your industrial hygiene program and how it will be coordinated with the JSC Government provided resources for industrial hygiene.  In the event corporate resources are used to determine workplace exposures, copies of all monitoring data shall be provided to JSC Occupational Health within 15 days of receipt of results.

2.2
Hazard Identification. Describe the procedures and techniques to be utilized to compile an inventory of hazards associated with the work to be performed on this contract.  This inventory of hazards shall address the work specified in this contract as well as operations and work environments in the vicinity or in close proximity to contract operations.  The results will be reported to the Government in a manner suitable for inclusion in facilities baseline documentation as a permanent record of the facility.  Specific techniques to be considered include:

1.1.1 Comprehensive Survey – A “wall to wall” assessment of the work site including facilities, equipment, processes, and materials (including wastes – TNRCC/EPA solid and hazardous, radioactive, explosives, medical-infectious-biological).

1.1.2 Change (Pre-use) Analysis – Typically addresses modifications in facilities, equipment, processes, and materials (including waste); and related procedures for operations and maintenance.  Change analyses periodically will be driven by new or modified regulatory and NASA requirements.

1.1.3 Hazard Analysis – may address facilities, systems/subsystems, operations, processes, materials (including waste), and specific tasks or jobs.  Analyses and report formats will be in accordance with JSC 17773, "Preparing of Hazard Analyses for JSC Ground Operations."

2.3
Inspections.

2.3.1
Routine Inspections. Includes assignments, procedures, and frequency for regular inspection and evaluation of work areas for hazards and accountability for implementation of corrective measures.  The Contractor will describe administrative requirements and procedures for control of and regularly scheduled inspections for fire and explosion hazards.  The Contractor has the option, in lieu of this detail, to identify policies and procedures with the stipulation that the results (including findings) of inspections conducted on NASA property or involving Government furnished property will be documented in safety program evaluations or the monthly Accident/Incident Summary reports.  Inspections will identify:

a.
Discrepancies between observed conditions and current requirements, and 
b.
New (not previously identified) or modified hazards.

1.1.1 Protective Equipment.  Set forth procedures for obtaining, inspecting, and maintaining all appropriate protective equipment, as required, or reference written procedure pertaining to this subject.  Set forth methods for keeping records of such inspections and maintenance programs.

2.4
Employee Reports of Hazards – identification of methods to encourage employee reports of hazardous conditions (e.g., close calls) and analyze/abate hazards.  The Contractor will describe steps it will take to create reprisal-free employee reporting with emphasis on management support for employees and describe methods to be used to incorporate employee insights into hazard abatement and motivation/awareness activities.

2.5
Accident and Record Analysis.
2.5.1
Mishap Investigation – identification of methods to assure the reporting and investigation of mishaps including corrective actions implemented to prevent recurrence.  The Contractor will describe the methods to be used to report and investigate mishaps on NASA property and on Contractor or third party property.  The Contractor will describe its procedures for implementing use of NASA forms as specified in JPG 1700.1 and alternate forms used by the Contractor with emphasis on timely notification of NASA; investigation procedures; exercise of jurisdiction over a mishap investigation involving NASA and other Contractor personnel; follow up of corrective actions; communication of lessons learned to NASA; and solutions to minimize duplications in reporting and documentation including use of alternate forms, etc.  The Contractor will discuss its procedures for immediate notification requirements for fires, hazardous materials releases, and other emergencies.  The Contractor will include appropriate details to address the use of NASA Form 1627, “Mishap Report” (or equivalent), including 24-hour and ten-day mishap reports to the JSC Occupational Safety Branch, mail code NT2.  Note: the NASA Form 1627 is not attached since it is a three part carbonless form not conducive to reproduction.  This form can be obtained from JSC’s Printing Services. 

1.1.1 Trend Analysis – describe approach to performing trend analysis of data (occupational injuries and illnesses; facilities, systems, and equipment performance; maintenance findings; etc.). Discuss methods to identify and abate common causes indicated by trend analysis.  In support of site-wide trend analysis to be performed by the Government, the Contractor will discuss method of providing data as follows:

3
Hazard Prevention and Control:  Identified hazards must be eliminated or controlled.  In the multiple employer environment of the center, it is required that hazards including discrepancies and corrective actions be collected in a Center wide information system (Hazard Abatement Tracking System (HATS) for risk management purposes.  Describe your approach to implementing this requirement.

3.1
Appropriate Controls. Discuss approach to consideration and selection of controls.  Discuss use of hazard reduction precedence sequence (see JPG 1700.1).  Discuss approach to identifying and accepting any residual risk.  Discuss implementation of controls including verifying effectiveness.  Discuss scope of coverage (hazardous chemicals, equipment, discharges, waste, energies, etc.).  Discuss need for coordination with safety, health, environmental services, and emergency authorities at NASA.

3.2

Hazardous Operations and Processes.  Establish methods for notification of personnel when hazardous operations and processes are to be performed in their facilities or when hazardous conditions are found to exist during the course of this contract.  JPG 1700.1 will serve as a guide for defining, classifying, and prioritizing hazardous operations; 29 CFR 1910.119 will be the guide for hazardous processes.  Develop and maintain a list of hazardous operations and processes to be performed during the life of this contract.  The list of hazardous operations and processes will be provided to JSC as part of the plan for review and approval.  JSC and the Contractor will decide jointly which operations and processes are to be considered hazardous, with JSC as the final authority.  Before hazardous operations or processes commence, the Contractor will develop a schedule to develop written procedures with particular emphasis on identifying the job safety steps required.  NASA will have access on request to any Contractor data necessary to verify implementation.  For all identified operations or processes that may have safety or health implications outside contract operations, the Contractor shall identify such circumstances to the JSC Occupational Safety Branch and Occupational Health and Test Support Office who will provide additional instructions for further NASA management review and approval.

3.3
Written Procedures. Identification of methods to assure that the relevant hazardous situations and proper controls are identified in documentation such as inspection procedures, test procedures, etc., and other related information.  Describe methods to assure that written procedures are developed for all hazardous operations, including testing, maintenance, repairs, and handling of hazardous materials and hazardous waste.  Procedures will be developed in a format suitable for use as safety documentation (such as a safety manual) and be readily available to personnel as required to correctly perform their duties.

3.4
Hazardous Operations Permits.  Identify facilities, operations and/or tasks where hazardous operations permits will be required as specified in JPG 1700.1 such as confined space entry, hot work, etc.  Set forth guidance to adhere to established NASA JSC procedures.  Clearly, state the role of the safety group or function to control such permits.

3.5
Operations Involving Potential Asbestos Exposures.  Set forth method by which compliance is assured with JSC Asbestos Control Program as established in JPG 1700.1, as revised, and JPG 8800.1, “Asbestos Control Manual,” as revised.

3.6
Operations Involving Exposures to Toxic or Unhealthful Materials.  Such operations must be evaluated by the JSC Occupational Health Office and must be properly controlled as advised by same.  JSC Occupational Health Office must be notified prior to initiation of any new or modified operation potentially hazardous to health.

3.7
Environmental Operations & Activities

3.7.1
Operations Involving Hazardous Waste.  Identify procedures used to manage hazardous waste from point of generation through disposal.  Clearly identify divisions of responsibility between the Contractor and NASA for hazardous waste generated throughout the life of the contract.  Operations that occur on site at JSC, SCTF, or Ellington Field must be evaluated by the JSC Environmental Services Office and must be properly controlled as advised by same.  JSC Environmental Services Office must be notified prior to initiation of any new or modified operations, equipment, systems, or activities generating new hazardous wastes or where the chemicals change or there are volume increases of 25% or more on site at JSC, SCTF, or Ellington Field.

3.7.2
Operations Involving New or Modified Emissions/Discharges to the Environment.  Set forth methods for identifying new or modified emissions/discharges and coordinating results with the Environmental Services Office, mail code JA131.  Set forth a plan of procedures to conduct pollution prevention, waste minimization or source reduction/elimination of environmental pollution.  Address management and continuous improvement for the reduction of hazardous materials; substitution of non-hazardous or less hazardous materials for hazardous materials; proper segregation of hazardous wastes from non-hazardous wastes; and other methods described by NASA, EPA, GSA, and Executive Order recycled content/affirmative procurement purchases.  The JSC Environmental Office is the single point of contact for coordinating all JSC environmental permits.  Emphasis shall be placed on providing for sufficient lead time for processing permits through the appropriate state agency and/or the Environmental Protection Agency.

3.8

Baseline Documentation.  Discuss the Contractor’s responsibilities for maintaining facilities baseline documentation in accordance with JSC requirements.  The Contractor will implement any facilities baseline documentation tasks (including safety engineering) as provided in the Contractor's plan approved by NASA or as required by Government direction.

3.9

Preventive Maintenance.  Discuss approach to preventive maintenance.  Describe scope, frequency, and supporting rationale for your preventive maintenance program including facilities and/or equipment to be emphasized or de-emphasized.  Discuss methods to promote awareness in the NASA community (such as alerts, safety flashes, etc.) when preventive maintenance reveals design or operational concerns in facilities and equipment (and related processes where applicable).

3.10

Medical (Occupational Healthcare) Program.  Discuss the Contractor’s medical surveillance program and injury /illness case management to evaluate personnel and workplace conditions to identify specific health issues and prevent degradation of personnel health as a result of occupational exposures.  Discuss approach to Cardiopulmonary Resuscitation (CPR), first aid, and, return to work policies and the use of Government provided medical and emergency facilities for the initial treatment of occupational injuries/illnesses. 

3.11
Hazard Correction and Tracking.  Discuss your system for correcting and tracking safety, health, and environmental hazards with particular emphasis on integration with JSC’s Hazard Abatement Process (found online at http://wwwsrqa.jsc.nasa.gov/hats/).  This includes the following:
1.1.1 Personnel Awareness of Hazards.  Discuss your approach to communicate unsafe conditions and approved countermeasures to your employees.  Discuss your approach to communicating such conditions to the Government and other contractors whose personnel may be exposed to such unsafe conditions.  Discuss communications with facility managers.  Discuss use of the NASA Lessons Learned Information System for both obtaining lessons from other sources and as a repository for lessons learned during performance of the contract.

1.1.2 Interim and Final Abatement Plans.  Describe how you will approach interim and final abatement of hazards.  Describe the role of your facility managers in abatement planning, implementation, and verification.  Describe how you will provide data to the JSC Hazard Abatement Tracking System for all hazards within Contractor-occupied facilities that are not finally abated (all interim and final abatement actions completed) within 30 days of discovery.  Discuss your approach to posting such plans using JSC Form 1240, “JSC Notice of Safety or Health and Action Plan”, or equivalent.  Discuss compatibility of your system with JSC’s.

3.12
Disciplinary System. Describe your system for ensuring safety and health discipline in your personnel (including subcontractors).  Describe your approach to modifying personnel behaviors when personnel are exhibiting discrepant safety and health performance.

3.13
Emergency Preparedness.  Discuss approach to emergency preparedness and contingency planning which addresses fire, explosion, inclement weather, environmental spill /releases, etc.  Discuss compliance with 29 CFR 1910.120 (HAZWOPER) and role in JSC Incident Command System (see JPG 1700.1 for details).  Discuss methods to be used for notification of JSC emergency forces including emergency dispatcher, safety hotline, director’s safety hotline, etc.  Discuss establishment of pre-planning strategies through procedures, training, drills, etc.  Discuss methods to verify emergency readiness.

4
Safety and Health Training:  Describe the Contractor's training program including identification of responsibility for training employees to assure understanding of safe work practices, hazard recognition, and appropriate responses for protective and/or emergency countermeasures, including training to meet Federal, state, and local regulatory requirements.  In doing so, the Contractor will factor parallel requirements found in other mandates such as environmental protection [example: 29 CFR 1910.38 for emergency action plans and fire prevention plans versus EPA Resource Conservation & Recovery Act  (RCRA) for Emergency Planning and Community Right-to-Know (EPCRA).]  Describe approach to identifying training needs including traceability to exercises such as job safety analyses, performance evaluation profiles, hazard analyses, mishap investigations, trend analyses, etc.  Describe approach to training personnel in the proper use and care of protective equipment (PPE).  Discuss tailoring of training towards specific audiences (management, supervisors, and employees) and topics (safety orientation for new hires, specific training for certain tasks or operations).  Discuss approach to ensure that training is retained and practiced.  Discuss personnel certification programs.  Certifications should include documentation that training requirements and physical conditions have been satisfied (examples include physical examination, testing, and on-the-job performance).  Address utilization of JSC safety and health training resources (such as asbestos worker training/certification, hazard communication, confined space entry, lockout/tagout, etc.) as appropriate with particular emphasis on programs designed for the multiple employer work environment on NASA property.  All training materials and training records will be provided to NASA, and other Federal, state, and local agencies for their review upon request. If the Contractor wishes to train their personnel in any regulatory mandated training, an agreement will be secured with JSC Occupational Safety Branch and Occupational Health and Test Support office prior to beginning training.  The agreement will ensure that safety and health training resources available from NASA are utilized where appropriate and to ensure that Contractor-supplied training is in agreement with JSC safety and health processes.
	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Roster of Terminated Employees 
	1/01 (replaces 5/00 version)
	SA-1-2
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Identify personnel terminated by Contractor.  

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	x
	Administrative
	X

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	
	

	8.  Preparation Information (Include complete instructions for document preparation)


Scope: Send to the JSC Occupational Health Officer, no later than 30 days after the end of each contract year or at the end of the contract, whichever is applicable.  At the Contractor’s discretion, the report may be submitted for personnel changes during the previous year or cumulated for all years. Information required:  

1.1.1.1.1 Date of report, Contractor identity and contract number.

1.1.1.1.2 For each person listed, provide name, social security number, and date of termination. 

1.1.1.1.3 Name, address, and telephone number of Contractor representative to be contacted for questions or other information.

Frequency:  Report is due annually after start of contract.

Distribution:  One hard copy and one electronic copy to the JSC Occupational Health Officer. 

References:  None

Maintenance:  Annually updated.

	1.  DRD Title


	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Safety and Health Program Self Evaluation
	01/01 (replaces 02/06/95 version)
	SA-1-3
	NAS9-01055

	4.  USE (Define need for, intended use of, and/or anticipated results of data)

	Self evaluation of Contractor's safety and health program performance.

	5.  DRD Category:  (check one)
	
	Technical
	 
	Administrative
	X
	SR&QA

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	JPG 1700.1 (as revised)
	.

	8.  Preparation Information (Include complete instructions for document preparation)


1.
The Contractor shall conduct an annual self-evaluation of its safety and health program as required by its safety and health plan.

2.
Information required:

2.a.
The internal assessment of safety and health program effectiveness during the report period (i.e., the previous year) indicating the status of goals or objectives previously established and areas of strength and weakness in Contractor safety program performance.

2.b.
Safety and health concerns and resolutions relating to JSC operations which may have been identified during the report period.

2.c.
Unresolved safety and health concerns relating to JSC operations which the Contractor feels merit attention of JSC safety and health management.

2.d.
The goals and objectives of the Contractor safety and health program for the next report period.

2.e.
  An analysis of the Contractor's performance in each of the 32 Voluntary Protection Program sub-elements as found in the Federal Register of July 24, 2000 (available at the following link):

http://www.osha-slc.gov/FedReg_osha_data/FED20000724A.html
3.
Action plans shall be attached for identified problem areas. Action plans shall include schedule for periodic progress reports to the Government.  Frequency of status reports shall be agreed to by the Government and the Contractor for each problem area.

4. Format to be as specified in OSHA TED 8.1, "Revised Voluntary Protection Programs (VPP) Policies and Procedures Manual", Appendix H (Program Evaluation Report), Attachment 2 (VPP Onsite Evaluation Format for Safety and Health Programs) for a STAR work site which is found at the following link:

http://www.osha-slc.gov/OshDoc/Directive_data/TED_8_1A.html 
5.
Report due September 30th of each year.  One hard copy and one electronic copy to the JSC Occupational Safety Branch and one hard copy to the JSC Occupational Health Officer.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Monthly Statistical Information
	1/01 (replaces 5/00 version)
	SA-1-4
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Monthly loss control metrics



	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	x
	Administrative
	X

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	
	

	8.  Preparation Information (Include complete instructions for document preparation)


The Contractor shall prepare and deliver monthly statistical information as specified on JSC Form 288, Statistical Information Contractor Safety and Health Program.  Negative reports are also required monthly.  Report due date is the 10th day of the month following each month reported.  Report to be delivered to the JSC Safety, Reliability, and Quality Assurance Office through the Occupational Safety Branch by fax to 281-483-3801 or electronically as instructed by representatives of the Occupational Safety Branch.

Frequency:  Monthly.

Distribution:  One hard copy and one electronic copy to the JSC Occupational Safety Branch. 

References:  None

Maintenance:  Monthly – due 10th of each month.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Hazardous Materials Inventory 
	1/01 (replaces 5/00 version)
	SA-1-5
	RFP9-BJ32-T63-0-24P

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	The Contractor shall compile an inventory report of all hazardous materials it has located on Government property.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	x
	Administrative
	X

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	
	

	8.  Preparation Information (Include complete instructions for document preparation)


The Contractor shall compile an inventory report of all hazardous materials it has located on Government property not less than annually, and which is within the scope of 29 CFR 1910.1200, “Hazard Communication”; and Federal Standard 313 (or FED-STD-313), “Material Safety Data, Transportation Data and Disposal Data for Hazardous Materials Furnished to Government Activities”, as revised. The call for this annual inventory and instructions for delivery will be issued by the JSC Occupational Health and Test Support Office, mail code SD13.  This information shall use the format used by JSC for chemical inventory compilation to provide the following:


a.
The identity of the material (product no., chemical, manufacturer, and NSN as available);


b.
The location of the material by building, room and area/cabinet no.;


c.
The quantity of each material normally kept at each location (number of containers, container size, type container, unit of measure, conversion factor, storage temp & pressure, physical state/form, specific gravity, total pounds);  


d.
Peak quantity stored

e. Actual or estimated rate of annual usage of each chemical

f.
JSC MSDS number

Frequency:  Inventory Report is due annually, when requested by the JSC Occupational Health Officer.

Distribution:  One hard copy and one electronic copy to the JSC Occupational Health Officer. 

References:  None

Maintenance:  Annually updated

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Log of Occupational Injuries and Illnesses 
	1/01 (replaces 5/00 version)
	SA-1-6
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Annual summary of occupational injuries and illnesses.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	x
	Administrative
	X

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	
	

	8.  Preparation Information (Include complete instructions for document preparation)


For each establishment on and off NASA property that performs work on this Contract, the Contractor shall deliver to the Government a copy of its annual summary of occupational injuries and illnesses (or equivalent) as described in Title 29, Code of Federal Regulations, Subpart 1904.5.  Copy of all summaries as required above under Contractor’s cover letter.  If Contractor is exempt by regulation from maintaining and publishing such logs, equivalent data in Contractor’s format is acceptable (such as loss runs from insurance carrier) which contains the data required by JSC Form 288.  Data shall be compiled and reported by calendar year and provided to the Government within 45 days after the end of the year to be reported (e.g., not later than February 15 of the year following.)

Frequency:  Summary Report is due annually before February 15 of each calendar year.

Distribution:  Two hard copies to the JSC Occupational Safety Branch. 

References:  None

Maintenance:  Annually updated.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Hazard Abatement Notices and Plans 
	1/01 (replaces 5/00 version)
	SA-1-7
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Identification of hazards to be eliminated or controlled.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	x
	Administrative
	X

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	
	

	8.  Preparation Information (Include complete instructions for document preparation)


Maintain a database of hazards identified in contractor occupied facilities and provide Interim and final abatement plans.  Process is found on line at :http://wwwsrqa.jsc.nasa.gov/HATS/.  Contractor to maintain data base of all hazards identified in contractor occupied facilities and provide plans for correction of all hazards that have not been corrected within 30 days of discovery.  Provide data to the JSC Hazard Abatement Tracking System for all hazards that are not finally abated (all interim and final abatement actions completed) within 30 days of discovery.  Post such plans using JSC Form 1240, “JSC Notice of Safety or Health Hazard and Action Plan.”  Maintain the status of abatement plans (schedule changes, action item completion) and forward any updated plans to the Contracting Officer.

Frequency:  Plans are due as required for hazards unabated after 30 days.  Reports to CO for unabated hazards after 45 days.  Provide updates when changes made to plans or items mitigated.  

Distribution:  Form 1240 - One electronic copy to the JSC Occupational Safety Branch, one electronic copy to the JSC HATS System (initial entry and updates) and one electronic copy to the Facility Manager of the facility with hazard.  Notification to CO for items over 45 days.

References:  None

Maintenance:  Updated as hazards are not mitigated within 30 days and changes to status are complete.  Database is available to the CO upon request.  

	1. DRD Title


	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Monthly Safety and Health Metrics
	01/2001
	SA-1-14
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Establishes selected Safety and Health Program metrics

***The Office of Primary Responsibility for this DRD is the JSC Safety, Reliability, and Quality Assurance Office

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	
	Administrative
	X
	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	
	DRD SA-1-1

	8.  Preparation Information (Include complete instructions for document preparation)


Frequency of submission.  Monthly by 10th of month following month being reported.

Distribution.  

JSC Occupational Safety Branch (2 electronic copies)

JSC Occupational Health Officer (1 electronic copy)

Contracting Officer’s Technical Representative (COTR) (1 electronic copy)

JA Safety Manager (1 electronic copy)

Format: Excel spreadsheet or in tables compatible with MS Word.

Definitions. Refer to JPG 1700.1 and OSHA requirements for definitions of terms below.

Content.

I. Management Commitment and Employee Involvement.

	Date of Management

Safety Committee Meeting
	Type/Title of Meeting
	No. of Managers attending
	No. of Supervisors attending
	No. of Non-Supervisory personnel attending

	This month
	Year to date
	
	
	This month
	Year to date
	This month
	Year to date
	This month
	Year to date

	
	
	
	
	
	
	
	
	


Include copies of minutes 

	No. of Employee Safety Meeting
	Type/Title of Meeting
	No. of Employees attending
	No. of Managers/Supervisors attending

	This month
	Year to date
	
	
	This month
	Year to date
	This month
	Year to date

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Include copies of minutes

II. Worksite Analysis.  Refer to JPG 1700.1 for definitions of terms.

	Division
	No. of Hazard Analyses
	No. of Job Safety Analyses
	No. of Routine Inspections

	
	Required
	Performed
	Required
	Performed
	Required
	Performed

	
	This month
	Year to Date
	This month
	Year to Date
	This month
	Year to Date
	This month
	Year to Date
	This month
	Year to Date
	This month
	Year to Date

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	


III. Hazard Prevention and Control - hazards below were found during routine and special inspections, close calls, mishap investigations, etc., and require correction.

	No. of Hazards found
	No. of Hazards closed <30 days
	No. of Hazards open <30 days
	No. of Hazards open >30 days
	No. of Hazards closed >30 days
	No. of JF1240s in place

	Prior to month
	This month
	Year to date
	Prior to month
	This month
	Year to date
	
	Prior to month
	This month
	Year to date
	Prior to month
	This month
	Year to date
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Attach copies (electronic acceptable if sent by e-mail) of JF 1240's including monthly updates. Mark JF 1240's where abatement has been completed as closed.

IV. Safety and Health Training - List courses specific to safety and health (such as Hazard Communication, Confined Space entry, HAZWOPER, system safety, job safety analysis, etc.) Do not include job proficiency course work where safety is an issue (such as radiography, welding, painting, etc.)

	Course Title
	No. to be Trained
	No. Trained
	On Schedule

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	1. DRD Title


	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Safety and Health Lessons Learned
	01/2001
	SA-1-15
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Obtains Lessons Learned from Contractor for possible publication in NASA Lessons Learned Information System (LLIS)

***The Office of Primary Responsibility for this DRD is the JSC Safety, Reliability, and Quality Assurance Office

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	
	Administrative
	X
	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	
	DRD SA-1-1, paragraphs 2.5.1 and 3.11.2

	8.  Preparation Information (Include complete instructions for document preparation)


Criteria for Selecting Lessons Learned. Uncommon insight arising from any event or observation that will benefit from sharing with a larger community of interested parties.  Lessons learned are intended to prevent recurrence of undesirable events and to allow NASA and its team members to capitalize to the greatest extent practical on unique successes.

Frequency of submission.  30 days after triggering event or 30 days after mishap investigation or hazard analysis/evaluation is completed.

Distribution.  

JSC Occupational Safety Branch (1 electronic copy including photographs, drawings, etc., in web-ready format such as HTML or JPG)

Contracting Officer’s Technical Representative (COTR)  (1 electronic copy)

JA Safety Manager (1 electronic copy)

Content:
Subject - one line subject of the lesson.

Lesson Learned - usually one sentence that describes insight gained.

Description of Event - narrative of what happened.

Recommendations - may be an action plan, suggestion, etc., that was adopted at event source.

Supporting documentation - as needed to give clear picture of lesson (photographs, illustrations, drawings, etc.).

Contact name and e-mail address (for follow up by Government prior to publication of lesson).

Definitions. Refer to NASA LLIS at http://llis.gsfc.nasa.gov/ for definitions of terms used.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Quality Control Plan
	11/1/01
	AN-1-2
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Establishes management techniques and documentation that assures full compliance with contract requirements.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	X

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)     Section J-G and
	7.  Interrelationships - All performance requirements,

	FAR 52.246-5


	checks, tasks, system verification, and management assignments.  assignment.  



	8.  Preparation Information (Include complete instructions for document preparation)


Scope:  The Quality Control Plan shall be in accordance with FAR 52.246-5, and Section C, Annex 1.  The Quality Control Plan is to be submitted with the Contractor's proposal.  The plan shall be approved by the CO concurrent with Contract award.   Wherever the term “product” occurs it also means service. 

Format:  The plan format shall match the elements of the ANSI/ISO/ASQC Q9001 – 2000 standard

Contents: The plan shall address each element of the ANSI/ISO/ASQC Q9001 – 2000 standard and the additional requirements identified below.

Maintenance:  All changes and updates to the plan shall be submitted in accordance with Section C, Annex 1.

Distribution:  Provide 8 copies of the plan with submission of proposal and 5 final copies within 15 days of any approved change or plan updates.

Additional Requirements

Identify the methods, procedures, and controls you will use to ensure the quality, quantity, and timeliness of the required contract requirements.  Explain how you will monitor, measure, and analyze each.  Provide evidence that you have the resources necessary to support the operation and monitoring of these methods, procedures, and controls.

Describe how you will provide continual electronic access to all QC process documentation, such as, but not limited to, work methods, standard operating procedures, quality manual, and corrective action tracking system.

Explain how you will monitor, measure, and control the quality of products produced by the Contractor and Subcontractor.  Explain how you will ensure that products, which do not conform to product requirements, are identified and controlled to prevent their unintended use or delivery.

Explain how you will monitor and measure any cross-utilization of personnel to assure that contract products and services will not be negatively affected. Describe your techniques, procedures, and mechanisms to ensure quality output despite schedule and/or priority pressures.  Describe mechanisms for the identification of substandard output due to schedule and/or priority pressures.

Describe in detail how you will identify, correct, and prevent quality control problems with contract deliverables, without government notification or intervention.

Describe in detail the responsibilities of individual employees, supervisors, and management for ensuring quality output.  Identify your Quality Control Manager, designated alternate, their responsibilities, and their authority for the overall management of the program.

Provide documented information of how personnel performing work affecting product quality are competent as a result of appropriate education, training, skills, and experience.  In addition, explain the QC system you will use to monitor and maintain this level of personnel competency required during the duration of the contract.

Describe the tool, or tools, you shall use to effectively measure customer satisfaction for all areas of the contract requirements.  In addition, explain how your tool(s) will capture customer satisfaction metrics across all annexes given the unique contract requirements across each.

Explain how you shall establish and implement the inspection or other activities necessary for ensuring that purchased product meets specified purchase requirements 

Describe your responsibilities and requirements for planning and conducting audits (internal and external), and for reporting results and maintaining records.  Provide a schedule, including subjects, of your internal audits for year 1 of the contract.   

Show how nonconformities and any subsequent actions taken, including concessions obtained, shall be identified, recorded, maintained, and subsequent action will be taken to minimize.

Provide and explain your schedule, including milestones, outlining your plan on accomplishing ANSI/ISO 9001 – 2001 certification within one year of the contract award date.

Describe how your QC Plan will effectively support and address all the elements of ANSI/ISO/ASQ Q9001 – 2000.

Explain how you will continually improve the effectiveness of the quality control program through the use of your quality system, quality policy, quality objectives, audit results, analysis of data, corrective and preventive actions and management review.

Explain how you will incorporate corrective actions identified by the Government into your corrective action system.

Describe in detail your company’s bonus or incentive program, if used, and discuss methods for implementing if on this contract.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Functional Metrics
	11/1/01
	AN-1-3
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Establish SOW functional performance metrics and document trends.  Ensure compliance with contract requirements.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12); data elements are to be reported and maintained in Microsoft Excel.

B.  Frequency of submission:  The Monthly Functional Metrics Report and electronic access are due by the 5th day of each month for the previous months data.  The Contractor shall continuously maintain electronic on-line access to the most recent data required in this DRD.  

C.  Authorization/Distribution:  The Contractor shall submit one electronic and one hard copy of the Monthly Functional Metrics to the COTR.  The Contractor and COTR shall jointly agree on the format of data and reporting, as well as the type of monthly briefing required.  Minor changes in format and content shall be expected from time to time to improve use, application, and meaningfulness of metrics.  

D.  Content:   

1.  The Contractor shall plan, implement, accomplish, and submit all metric requirements in this DRD for all designated functional requirements.  Functional requirements include all work requirements specified in Section C of the contract.  The metric and reporting requirements are in addition to other metrics, on-line electronic data, reports, and submittals that are required in Section C.  

2.  The Contractor shall evaluate these metric data and take all steps necessary for the improvement of any required performance, quality, and/or efficiency that the Contractor fails to meet.  The evaluation and its effectiveness shall assure the COTR full and total compliance with the contract requirements.  

3.  The Contractor shall use the suggested format attached to this DRD.  The Contractor may propose and include metrics they deem meaningful for inclusion.

4.  The Contractor shall provide a monthly briefing to JSC security personnel and key contractor personnel on the status of contractor progress/metrics, problems, and approaches, solutions or corrective action suggested for resolving various problems/issues.

5.  The Contractor shall maintain and provide Government electronic on-line access to the back-up detail data that supports all DRD requirements.

E.  Maintenance:  The monthly functional metrics and briefing charts shall be archived and/or maintained electronically to be made available to the Government 30 days prior to contract completion.

	SECURITY SUPPORT SERVICES METRICS (DRD AN-1-3)




	1.  DRD Title


	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Wage/Salary and Fringe Benefit Data
	11/1/01
	AN-1-4
	NAS9-01055

	4.  USE (Define need for, intended use of, and/or anticipated results of data)

	The Wage/Salary and Fringe Benefit Data will be used by the NASA Contracting Officer and the Labor Relations Office to provide the necessary data for submittal of Standard Form (SF) 98, Notice of Intention to Make a Service Contract and Response to Notice, to the Department of Labor, and to assist in the monitoring of Service Contract Act compliance.



	5.  DRD Category:  (check one)
	
	Technical
	X

	Administrative
	
	SR&QA

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	
	FAR 52.222-41

	8.  Preparation Information (Include complete instructions for document preparation)


DISTRIBUTION:  Per Contracting Officer’s letter.

INITIAL SUBMISSION:  Contract start.

SUBMISSION FREQUENCY:  Annually (90 days prior to anniversary date).

DATA PREPARATION INFORMATION:

SCOPE:  The Wage/Salary and Fringe Benefit Data shall be submitted by the contractor, and any subcontractors which are subject to the provisions of the Service Contract Act, to the Contracting Federal Agency.  In accordance with FAR regulations 22.1007 and 22.1008, the Contracting Officer is required to submit a SF 98 to the Department of Labor, Wage and Hour Division.

APPLICABLE DOCUMENTS:  None

CONTENTS:  The Wage/Salary and Fringe Benefit Data shall contain the data included in the enclosed DRD forms, titled “Wage/Salary Rate Information”, “Fringe Benefit for Service Employees”, and “Fringe Benefits per Collective Bargaining Agreement”.  The Wage/Salary Rate Information shall contain a listing of all exempt and nonexempt labor classifications working on the contract.  Separate forms should be utilized for classifications working in different geographic areas and for each subcontractor.  Wage determination numbers, appropriation labor organization names, and subcontractor names, must be reflected.  All nonexempt labor classifications must be matched to wage determination classes or to CBA classifications for represented classes.  Annotate exempt or nonexempt and union or nonunion.  The current hourly rates should reflect the actual lowest and highest paid employees, along with a computed average rate.  State the number of employees working in each category.  Separate Fringe Benefit forms should be completed for nonrepresented classifications and for each separate CBA.  A separate form must be completed for the prime and each subcontractor.  Three copies of each Collective Bargaining Agreements are required.

FORMAT:  The Wage/Salary and Fringe Benefit Data should be in a format substantially the same as enclosed with this DRD. (Forms 2, 3, and 3A)

MAINTENANCE:  Changes shall be incorporated as required by change page or complete reissue.

DRD CONTINUATION PAGE



FORM 2

WORK SHEET FOR SF-98 DATA

WAGE RATE INFORMATION


        WAGE





      CURRENT

CONTRACTORS LABOR  
DETERMINATION
EXEMPT OR
UNION OR
HOURLY
MYE NO 

     CLASSIFICATION        
CLASSIFICATION
NONEXEMPT
NONUNION
  RATE
   OF EMPL

Illustration of required data:

Project Manager
Not Required

E


N

 $25.00

1

Supervisor
Not Required


E


N

 $20.00

1

Electrical Engineer
Not Required


E


N
$16.50 - $20.00

3

Technician, Jr.
Elect Tech Main 1

N


U
$12.78 - $15.50
12

Technician, Sr.
Elect Tech Main II

N


U
$18.20 - $20.00
  4

Secretary
Secretary I


N


N
$11.11 - $12.50
  2

File Clerk
General Clerk I

N


N

  $ 8.29
  1

Clerical Data Entry
Word Processor I

N


N
 $ 9.25 - $10.90


Submit data in the above illustrated format for all labor classifications used, or planned to be used, on this contract.  All contract labor classifications must be matched to wage determination classes listed in CBA’s represented classes or classes shown in WD 94-2516 for nonrepresented classes.


        WAGE





      CURRENT

CONTRACTORS LABOR  
DETERMINATION
EXEMPT OR
UNION OR
HOURLY
MYE 

NO 

     CLASSIFICATION        
CLASSIFICATION
NONEXEMPT
NONUNION
  RATE
  OF EMPL

DRD CONTINUATION PAGE

FORM 3

Page 1 of 2

FRINGE BENEFITS PER COLLECTIVE BARGAINING AGREEMENT

For period from ___________________________ to ___________________________

Contractor:

Contract Number:

Number of employees in bargaining unit ____________________

Total number of employees on contract ____________________

1. Shift Differential:  (Describe any pay over and above base rates for 2nd, 3rd, weekend, or other shifts.)

2. Health and Welfare Items and Other Fringe Items:  (Indicate whether or not coverage is provided to employees and state current average hourly cost per employee covered by a Collective Bargaining Agreement.)

                                                                            Coverage


Average

                      Item 

      Provided                     Hourly Cost

                                 

     (Yes or No)

a. Life Insurance

b. Accidental Death

c. Disability

d. Medical and Hospital

e. Dental

f. Retirement Plan

g. Savings/Thrift Plan

h. Sick Leave

i. Tuition

j. Other (Describe)

TOTAL

DRD CONTINUATION PAGE

FORM 3

Page 2 of 2

1. Paid Absences:



Service Requirement


Days per Year

a. Vacation

b. Holiday

c. Sick Leave

d. Jury Leave 

e. Funeral Leave

f. Military Leave

g. Other (Describe)

1. Severance Pay:  (Briefly describe terms and amounts.)

2. Other Fringe Benefits:  (Describe any other fringe benefits not included above, and show average hourly cost.)

3. Premium Pay:  (Discuss all premium pay provisions not previously shown on this form.)

______________________________________________________              ___________________

Signature of Company Representative                                                              Date

DRD CONTINUATION PAGE

FORM 3A




Page 1 of 1

FRINGE BENEFITS FOR SERVICE EMPLOYEES

For period from ___________________________ to ___________________________

Contractor:

Number of nonexempt employees on contract: ____________________

Total number of employees on contract: ____________________

1. Health and Welfare Items and Other Fringe Items:

(Indicate whether or not coverage is provided to employees and state current average hourly cost per service employee.)



     Coverage


Average

                      Item 

      Provided                     Hourly Cost
a.  Life Insurance

b.  Accidental Death

c. Disability

d. Medical and Hospital

e. Dental

f. Retirement Plan

g. Savings/Thrift Plan

h. Sick Leave

i. Tuition Reimbursement

j. Other (Describe)

1. Paid Absences



Service Requirement

Days per Year

a. Vacation

b. Holidays

c. Sick Leave

d. Jury Leave

e. Funeral Leave

f. Military Leave

g. Other (Describe)

_____________________________________         ____________________

Signature of Company Representative                       Date

	1.  DRD Title


	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Notification of Potential Labor Dispute and Contingency Strike Plan
	11/1/01
	 AN-1-5
	NAS9-01055

	4. USE (Define need for, intended use of, and/or anticipated results of data)

The Notification of Potential Labor Dispute and Contingency Strike Plan will be used by the NASA Contracting Officer and the Labor Relations Office to facilitate the coordination of activities between the contractor and the affected NASA operational directorates to ensure that necessary steps are taken to prepare for any potential strike situations and to prevent the disruption of work.

	

	5.  DRD Category:  (check one)
	
	Technical
	X

	Administrative
	
	SR&QA

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	
	FAR 52.222.1

	8.  Preparation Information (Include complete instructions for document preparation)


INITIAL SUBMISSION:  Contract start.

DATA PREPARATION INFORMATION:

SCOPE:  (1)  A Notification of Potential Labor Dispute shall be submitted 45 days prior to the expiration of any collective bargaining agreement and/or at the first indication of potential labor unrest which could delay the timely performance of the contract.  (2)  A Contingency Strike Plan shall be submitted 45 calendar days prior to the expiration of any collective bargaining agreement covering employees working under this contract for the prime and any subcontractors and/or immediately following any indication of potential labor unrest.

APPLICABLE DOCUMENTS:  None

CONTENTS:  The Notification of Potential Labor Dispute shall describe the situation which has the potential of impacting the timely performance of the contract and describe the corrective action initiated.  Notification should be made prior to the expiration of collective bargaining agreements, prior to any significant changes to existing working conditions or pay practices, or any situation which could impact the performance of the contract through labor unrest.  The Contingency Strike Plan shall describe the contractor’s plan for assuring the timely performance of the work under this contract during a strike or work stoppage situation.  As a minimum, contents should include: information on implementation of the strike plan, a pre-strike checklist for managers and supervisors, a description of how critical work will be performed, phone numbers of key management personnel, and standards of conduct policies during the strike.

FORMAT:  Contractor format is acceptable.

MAINTENANCE:  Changes shall be incorporated as required by change page or complete reissue.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	 Recycled Materials Reporting

	11/1/01

	AN-1-6
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Provide data on the quantities of recycled materials used as required by EO 13101 and NASA and JSC Affirmative Procurement.



	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	Xx
	Administrative
	
	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


Scope:  Track and report the purchase of recycled materials include the cost of each item purchased or the constraints for purchases that did not meet the affirmative procurement requirements. Report waivers requested and number of waivers approved. 

Frequency:   
Submit report quarterly with a compilation by fiscal year.  Compare current fiscal year with previous fiscal year results.

Distribution:  
One hard copy and one electronic to JSC Environmental Office 

Format: 
 Excel spreadsheet.

References:  
EO 13101 



NPG 8830.1



NASA and JSC affirmative procurement

Maintenance:  Updated quarterly. 
	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Supporting SOP’s of JSC-05900, “JSC Emergency Preparedness Plan”

	11/1/01

	AN-1-7
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Develop plan for providing support for JSC-05900 and SOP’s as required.  This is an OSHA requirement and the Contractor shall have a plan in place that outlines their responsibilities in the event of an emergency.




	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	x
	Administrative
	X

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


Scope:  Develop a plan to support activities on SOP’s identified in JSC-05900 and participate in annual reviews of the plan to identify and document improvements and required changes.  The plan is to parallel the Center’s plan and the Contractor shall maintain, update, and implement the plan in response to emergencies on site.

Frequency:  Plan is due to CO 30 days after contract start for review and approval and yearly in April thereafter.

Distribution:  One hard copy and one electronic copy to the COTR. 

Format:  Per the following outline presented in the Center’s plan.

Details:    JSC-05900.

References:  JSC-05900

Maintenance:  Annually updated.
	1.  DRD Title
	
	|2.  Date of current
	|3.  DRL Line Item No.
	|RFP/Contract No.
	
	
	

	NASA Form 533 
	|     version.
	
	AN-1-8
	
	|NAS9-01050
	
	
	

	
	|  11/1/01


	|   

|
	|   

|
	
	
	

	
	
	
	
	
	
	

	4.  Use (Define need for, intended use of, and/or anticipated results of data)
	
	|5.  Category:  Check one
	
	
	

	To collect costing data
	|__ Technical
	
	
	

	
	|X__ Administrative
	
	
	

	
	|__SR&QA
	
	
	

	
	
	
	
	

	6.  References (Optional)
	
	
	7.  Interrelationships (e.g., with other DRD's)
	
	
	

	  NPG 9501.2 (latest version)
	NFS 1852.242-73
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	8. Preparation Information –  


	
	
	
	


Scope:

The NASA Form 533 (NF533) reports provide data necessary for the following:

1.  Projecting costs and hours to ensure that dollar and labor resources realistically support project and program schedules.

2.  Evaluating contractors' actual cost and fee data in relation to negotiated contract value, estimated costs, and budget forecast data.

3.  Planning, monitoring, and controlling project and program resource

4.  Accruing cost in NASA's accounting system, providing program and functional management information, and resulting in liabilities reflected on the financial statements.

Cost is a financial measurement of resources used in accomplishing a specified purpose, such as performing a service, carrying out an activity, acquiring an asset, or completing a unit of work or project.  NPG 9501.2 identifies the cost reporting requirements for a contract.

The NF533 reports are the official cost documents used at NASA for cost type, price re-determination, and fixed price incentive contracts.  The data contained in the reports shall be auditable using Generally Accepted Accounting Principles.  Supplemental cost reports submitted in addition to the NF533 shall be reconcilable to the NF533.

For contracts, which have multiple schedules, a summary NF533 is required to provide a cumulative from inception cost for the contract, regardless of schedule.

Frequency:

The due dates for the NF533M and NF533Q reports are outlined in NPG 9501.2.  The following is a summary of the NF533 due date requirements.

NF533M
Due not later than 10 working days following the close of the contractor's monthly accounting period.

NF533Q
Due not later than the 15th day of the month preceding the quarter being reported.

The due dates reflect the date the NF533 reports are received by personnel on the distribution list, not the date the reports are generated or mailed by the contractor.  It is critical that the NF533 reports are submitted in a timely manner to ensure adequate time for NASA to analyze and record the cost into the NASA accounting system. All data should be provided electronically in Microsoft Excel format.  Timeliness shall be determined by the time the electronic submission arrives at the Cost Accounting Office, however, at least one signed hardcopy submission shall still be required.

Distribution:

LF6
Cost Accounting (1 electronic copy and 1 hard copy with original signature)


BJ
Contracting Officer (1 electronic copy and 1 hard copy with original signature)

LI3
Budget/Program Analyst (1 electronic copy and 1 hard copy)

JA
COTR (1 electronic copy and 1 hard copy)

Format:

The reporting requirements outlined in this DRD shall include the following enclosed deliverables:

A) NF533M and Q roll up summary for the entire contract (Format A)

B) NF533M and Q subtotal for Phase In (Format A-1)

C) NF533M and Q subtotal for Annex 1 (Format A-2 – Base + Options)

D) NF533M and Q subtotal for Annex 2 (Format A-3)

E) NF533M and Q subtotal for Annex 3 (Format A-4) 

F) Supplemental report showing cost by task/delivery order for Annex 3 (Format A-5)

The NF533M forms are shown in the above.  The NF533Q forms can be found in NPG 9501.2.  

The enclosed sample formats, Format A to A-5 are examples of the proposed structure and format of the NF533 for this contract and are intended to closely though not exactly represent the final version.  

Details:

NASA is required by law to maintain accrual accounting, which requires cost to be reported in the period in which benefits are received, without regard to time of payment. Examples of accrual accounting for common cost elements reported on the NF533 follow:

Cost Element

Labor

Reported to NASA as hours are incurred.

Equipment & Materials

Generally reported to NASA when received and accepted by the (commercial off the shelf) contractor.

Manufactured Equipment

Defined as any equipment that is produced to specific requirements that make it useless to anyone else without rework.  Cost should be reported to NASA as the equipment is being manufactured.  The straight-line method for estimating accrued costs or the use of supplemental information obtained from the vendor are acceptable methods used to calculate the cost accrual amount.

Leases

Reported to NASA using a proration over the life of the lease.

Travel

Reported to NASA as costs are incurred.

Subcontracts

Actual and estimated costs reported by prime contractors shall include subcontractors' incurred costs for the same accounting period.  Where subcontract costs are material, they should be separately identified on NF533 reports.  The prime contractor shall include in the total cost of each subdivision of work the accrued cost (including fee, if any) of related subcontractor effort.  Subcontractors should, therefore, be required to report cost to the prime contractor, using the accrual method of accounting.  If the G&A and fee reported by a subcontractor are at the total subcontractor level, these costs shall be allocated to specific sub-divisions of work.  Data submitted by the subcontractor should be structured similar to the prime contractor's NF533 to enable the prime contractor to properly report to NASA.  For Firm Fixed Price subcontracts with a contract value greater than $500,000, the prime contractor is required to document the methodology used to generate the sub-contractor costs reported and provide this information to the Contracting Officer and Center Deputy Chief Financial Officer (Finance).

Unfilled Orders


Reported as the difference between the cumulative cost incurred to date and amounts obligated to suppliers and subcontractors.

Fee

Should be accrued as earned using a consistent and auditable method to determine the amount.  For example: an acceptable method would be to use historical data to determine the amount to accrue each month.  Fee should be reported on the NF533 following the "Total Cost" line.  Award fee shall be reported by the following categories: Base Fee, Fee Earned, Interim Fee, Provisional Fee, Potential Additional Fee, and Total Fee.  If any of the above fee categories do not pertain, they should not be included in the NF533.

Prompt Payment Discounts

Cumulative cost reported to NASA should be the full-incurred cost.  The prompt payment discount amount taken should be reported as a separate line item on the NF533 below the cumulative cost amounts for the contract.

Other Information

Uncompensated overtime hours worked should be reported on NF533 reports as a separate line item or in the footnotes.

Column 7b (planned cost incurred/hours worked for the month) and 7d (cumulative planned cost incurred/hours worked) of the NF533M represent the negotiated baseline plan for the contract.  There may not be a relationship between the estimates provided in columns 8 of the NF533M to columns 7b and 7d.  Columns 7b and 7d represent the legally binding contract negotiated baseline plan plus all authorized changes.

Short and long-term cost estimates, which include all data entered in columns 8 and 9a on the NF533M and NF533Q reports, shall be based on the most current and reliable information available. 

Prior period cost adjustments should be reported in column 7a and 7c of NF533M and column 7a of the NF533Q with a footnote discussing the reasons for and amounts of the adjustments

Baseline NF533

An initial NF533 report is required in the NF533Q format to be used as a baseline for the life of the contract.  The initial (baseline) NF533Q report shall be submitted by the contractor within 30 days after authorization to proceed has been granted.  The initial report shall reflect the original contract value detailed by negotiated reporting categories and shall be the original contract baseline plan.  In addition to the initial (baseline) report, monthly NF533 reporting shall begin no later than 30 days after the incurrence of cost.

Monthly NF533 reporting is no longer required once the contract is physically complete, provided the final cost report includes actual cost only (no estimates or forecasts). The contractor shall continue to submit monthly NF533 reports as long as estimates for the following period are included.  If the final cost of a contract changes after the submission of the "final" contractor cost report, the contractor shall submit a revised NF533 report in the month the cost change is recognized.

	DRD Title  


	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Security  Reporting Requirements
	11/1/01
	AN-2-1
	NAS9-01050

	4. Use (Define need for, intended use of, and/or anticipated results of data)

Identifies reporting requirements to JSC Security which affect the contractor’s facility and/or personnel and also ensure compliance with applicable NASA and DOD security regulations involving industrial, information, personnel, and administrative/program security.



	5.  DRD Category:  (check one)
	
	Technical
	X
	Administrative
	
	SR&QA

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	See paragraph E.


	

	8.  Preparation Information (Include complete instructions for document preparation)


A. All reports shall be typewritten and submitted as required below.

B. The Contractor shall develop a drug screening program which requires initial testing prior to hiring, annual testing, random testing, and/or testing for cause for all non-U.S. employees, employees with personnel security clearances, and employees participating in the NRP, PRP, and/or IT special programs at JSC.

C. The Contractor shall provide the following information, in writing (reports, letters, notification), in accordance with the security regulations identified as applicable documents in paragraph E of this DRD.

 1.   Industrial, Information, & Personnel Security

       1.1  Visit request letters for cleared employees.

       1.2  Annual renewal visit request letters for cleared employees.  

1.1  Changed conditions affecting the contractor’s facility security clearance (i.e., OODEP’s-Officers,   

       Owners, Directors, and Executive Personnel; FOCI-Foreign Ownership, Control, or Influence, etc.).

1.2  Change in a cleared employee’s status and/or employee participating in special access programs such as the Mission Critical Space Systems Personnel Reliability Program (PRP), NASA Resource Protection (NRP) Program, and Information Technology (IT/AIS) Security Program (i.e., name, marital status, citizenship, death, termination of employment or clearance, different position or work assignment or relocation, employee becomes a representative of a foreign interest, etc.

1.3   Adverse information reports on all non-US employees, employees with personnel security clearances, and employees participating in the NRP, PRP, and/or IT programs at JSC (i.e., criminal activity, psychological counseling, positive drug testing results, alcohol abuse/ DUI/DWI, etc.).

1.4  Copies of any written reports submitted to the FBI regarding information coming to the Contractor's attention concerning actual, probable, or possible espionage, sabotage, or subversive activities at any of the Contractor’s locations.

1.5  Security Violations or Incidents including, but not limited to, the following:

1.5.1 Any loss, compromise, or suspected compromise of classified information, foreign or domestic, 

           shall be reported as follows:

   1.7.1.1  Initial report – information obtained during the contractor’s preliminary inquiry that 

                confirms a loss, compromise, or suspected compromise of any classified information has 

                occurred.

1.5.1.1 Final report – information based on the completed investigation which contains all employee data and relevant facts pertaining to the employee(s) primarily responsible for the incident; statement of corrective action taken to preclude a recurrence; any disciplinary action taken against the responsible employee(s); and specific reasons for reaching the conclusion that loss, compromise, or suspected compromise 

                    occurred or did not occur. 

1.5.2  Reports of any “ACI” (Administratively Controlled Information) and/or “FOUO” (For Official Use

          Only) information released outside a Contractor's facility, except to NASA representatives.

1.5.3  Suspicious contacts -- efforts by any individual to obtain illegal or unauthorized access to export 

          controlled data, and all contacts by employees with JSC special program access with known or 

          suspected intelligence officers from any country, or any contact which suggests that the 

          employees concerned may be the target of an attempted exploitation by the intelligence services 

          of another country.

1.5.4  Security equipment vulnerabilities, disposition of classified material terminated from 

          accountability, and/or unauthorized receipt of classified material.

     2.  Administrative/Physical Security:

     In compliance with established internal procedures, the Contractor Facility Security Officer (FSO) or security manager shall submit a "Contractor Termination Letter" to the JSC Security Office for each affected employee which includes the return of the referenced property or certification that the following Government property was returned or destroyed and/or program participation was canceled:

1.6 Badge(s)

     2.2
CAA (Controlled Access Area) Card(s)

     2.3
Decal(s)

     2.4
Key(s) 

     2.5
Employee's Participation in Reserved Carpool Program 


   (Identify reserved carpool space number) _________

     2.6
Employee's Participation in PRP, NRP, and/or AIS

     3.  Other Reportable Incidents (Information Required):

     3.1
Felonies committed by Contractor personnel. 

     3.2   Espionage or Sabotage. 

1.7 Bombing incidents at Contractor facilities, or threats which severely impact contract or Center activities.

1.8 Actual demonstrations/strikes (in or outside JSC gates) or planned demonstrations or strikes where violence involving Contractor personnel is threatened.  

     3.5
Workplace violence (shootings or other violent acts).

3.6   Any type of incident occurring on NASA/JSC property which results in the death of a person.

1.9 Security-related incidents in which the media has become involved and negative publicity is expected.

1.10 An adverse event in an automated systems environment that would be of concern to NASA management due to potential public interest, embarrassment, interruption to computer/network services or protective controls, damage, disaster, discovery of a new vulnerability, etc.

1.11   Threats against NASA property and personnel.

      3.10  Threats that impact NASA missions.

3.11  Any other type of incident that might have security implications.

C. The requested information (reports, letters, notification) identified in this DRD shall be delivered to the 

       Chief, JSC Security Office, unless otherwise directed by the COTR.

D. Applicable Documents

       1.  NPG 1620.1, NASA Security Procedures and Guidelines

       2.  JSCM 1600, JSC Security Manual

       3.  SMD 500-9, Personnel Security Screening

       4.  DOD 5220.22-M, National industrial Security Program Operating Manual (NISPOM)

	1. DRD Title  


	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Security Standard Practice Procedure (SPP)
	11/1/01
	AN-2-2
	NAS9-01055

	4. Use (Define need for, intended use of, and/or anticipated results of data)

The SPP serves as the Contractor’s standard practice procedures and identifies/ensures that requirements for the quality of the Contractor’s performance are integrated within the Contractor’s project planning efforts.

	

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	
	Technical
	X
	Administrative
	
	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	DOD 5220-22-M; NPD 1600.2, NPG 1620.1, 

JMI 1600.1, JHB 1600.3, and JSC Security Management Directives
	

	8.  Preparation Information (Include complete instructions for document preparation)


A. Format:  Electronically Microsoft Windows compatible, Font=12

B.     Frequency of submission:  Prior to contract start -- one time only with revisions.

C. Authorization:   The SPP shall be approved by the Contractor’s key personnel representing industrial, information, physical, and personnel security.  The SSP shall be submitted for approval by the JSC Industrial Security Specialist.  Other signatures may be required at the discretion of the Government.

D. Distribution:  The Contractor shall provide one electronic and one hard copy to the COTR of the completed SPP and to each of the following:

1. JSC Security Office Chief  (1 copy) 

2. JSC Industrial Security Specialist (1 copy)

3. CO (1 copy)

4.    JSC Quality Assurance, Reliability, and Safety Office  (1 copy)

C. Preparation:  The SPP and any annexes or appendices shall be written in accordance with ISO Standards/formats and shall reference and comply with all applicable security requirements documents to include, but not limited to, NASA/JSC policy directives and/or unique/common work instructions (i.e., NPD’s, NPG’s, JPD’s, JMI’s, JHB’s, JPG’s, SMD’s, Executive Orders, CFR’s, etc.)  In addition, the Contractor shall prepare this document in a format, which accommodates the specific instructions, checklists, forms and reporting required to perform security functions throughout JSC.  At the discretion of the Government, the entire SPP, or any portion thereof, may be integrated within appropriate JSC documentation.

D. Subsequent revisions to the SPP:  The Contractor may revise the SPP at any time to reflect security requirements and accepted practices, or at the direction of the Government.   Revisions or deviations are subject to Government review and approval.

E. SPP Content:

1. Provide specific instructions for the performance of all security functions unique to all JSC facilities, secure areas, classified information, access control and perimeter integrity and/or reference applicable appendices to the SPP.

2. Detail techniques and tasks performed to provide sufficient information and direction to cleared employees, personnel participating in JSC special programs (NRP, PRP, IT, and foreign nationals), security personnel, and other JSC employees necessary to ensure the safeguarding of classified/sensitive information, export-controlled data, and physical assets.

3. Provide specific instructions for reporting and investigating realized or suspected security breaches, vehicle accidents, theft, sabotage, loss, or espionage.

4. Provide specific instructions for disposing of classified/sensitive waste and materials directed to be destroyed or in accordance with applicable security directives.

5. Provide specific instructions for security clearance processing, employee in-processing, and visitor control.

6. Provide specific instructions for planning new or revised security programs as applicable to JSC operations and itinerate JSC projects.

7. Provide contingency plans for access to secure containers, areas, and facilities in the event of incapacitation or absence of primary access authorized personnel.

8. Detail provisions for firearms control and qualification. 

H.  The SPP and any subsequent revisions shall be archived and/or maintained electronically to be made available to the Government 30 days prior to contract completion.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Training Plan
	11/1/01
	AN 2-3
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Comprehensive training plan that identifies lesson plans, curriculums, and certifications for all contract security personnel and functional areas.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12)

B.  Frequency of submission:  Prior to contract start with annual updates.

C.  Authorization/Distribution:  The Contractor shall submit one electronic and one hard copy of the initial 

training plan and annual updates for approval by the COTR.  Other signatures may be required at the discretion of the Government.  

D.  Content:  The Contractor shall submit a training plan with annual updates for all security personnel to include, but not limited to, the following:

1.  Specific lesson plans and curriculums for each functional area.

2.  Plans or curriculums that show compliance with SOW requirements identified in Section C, Annex 2 

3.  Plans or curriculums that ensure that all security personnel receive a detailed overview of all Contractor post/special orders, general orders, operational procedures, desk procedures, and NASA JSC security management directives and/or other Government regulations is provided for all security personnel as applicable.

4.  A list of all equipment and computer systems/applications and training requirements that also include safety precautions to be provided for security personnel handling equipment, computers, vehicles, weapons, etc.

5.  Training schedule to include course(s) duration and/or a detailed breakdown of classroom and practical application/OJT training hours for all security personnel (i.e., names of employees, specific dates, times, and hours of training per subject, etc.).

6.  Description of the process to be implemented, accomplished, and maintained to schedule, trace, track, record, and report all training received/completed and methodology to be used when an employee fails the required written examination, test, and/or certification.

E.  Maintenance:  The training plan, annual in-service training plan, and any subsequent revisions shall be archived and/or maintained electronically be made available to the Government 30 days prior to contract completion.
	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Work Schedules
	11/1/01
	AN 2-4
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Identifies work schedules and staffing requirements for all contract functional areas which reflect monthly forecasting and any changes as a result of special events, contingencies, overtime requirements, etc.  Work schedules are required no later than the first calendar work day of each month and daily to reflect any proposed changes.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12)

B.  Frequency of Submission:  The initial work schedule for all security personnel shall be submitted prior to contract start.  Thereafter, work schedules are required no later than the first calendar work day of each month and daily, or as required below, to reflect any proposed changes.

C.  Authorization/Distribution:  The Contractor shall submit one electronic and one hard copy of all work schedules for approval by the COTR.  Other signatures may be required at the discretion of the Government.  The Contractor shall also distribute one hard copy to JSC Security and the EOC/EDC.

D.  Content:  The Contractor shall provide the following:

1.  An initial work schedule and monthly work schedules that identify staffing requirements, the specific hours 

to be worked per day for each post, function, and/or task, and the names of employees assigned.  

2.  An initial on-call contingent list of all part-time security personnel and monthly forecasting/updates which provide a plan/schedule describing how these employees will be utilized.

3.  Written plans/schedules for special events (e.g., Missions, Open House, Ballunarfest, VPP, Inspection Day, etc.) describing staffing support per each post, function, and/or task which include specific duties to be performed 10 days prior to each special event and 5 days prior to each mission for review/approval by the COTR.

4.  Proposed changes to the monthly work schedules shall be submitted as daily work schedules indicating any overtime requirements at least 72 hours prior to the times and/or staffing requirements being changed/revised.

E.  Maintenance:  All work schedules, lists, plans, any subsequent revisions shall be archived and/or maintained electronically to be made available to the Government 30 days prior to contract completion.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Post/ Special Orders, General Orders, and Operational Procedures
	11/1/01
	AN 2-5
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	These orders and procedures identify the specific task requirements for all roving patrols and fixed posts, as well as those general or administrative requirements applicable to all contract security personnel.



	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12)

A. Frequency of submission:  One time only (with revisions).  These documents shall be reviewed/updated/revised 

and in place 90 days after contract start.

C.  Authorization/Distribution:  The Contractor shall submit one electronic and one hard copy of Post/Special Orders, General Orders, and Operational Procedures for review/concurrence by the COTR prior to implementation.  Other signatures may be required at the discretion of the Government.

D.  Content:  The Contractor shall provide the following:

1.   All documents shall reference all applicable NASA JSC security requirements documents and/or other regulatory documents as required.

2.  Post/Special Orders that provide detailed instructions and guidance for those duties to be performed by security personnel assigned to fixed posts, new/temporary posts, and roving patrols.

3.  General Orders that provide an overall description of procedures to be followed by security personnel to include, but not limited to, techniques to ensure polite, courteous, and professional customer service, uniforms, bomb threat/emergency evacuation procedures, etc.  These orders shall also provide procedures to be followed for the performance of functions which are not unique to a specific post.

4.  Operational Procedures that provide general guidelines for all security personnel that include, but not limited to, administration, fiscal management, inventory/control/maintenance of supplies, property, and equipment (radios, keys, pagers, firearms, etc.), disciplinary and grievance process, and a reward/award system.

E.  Maintenance:  The orders and procedures identified above and any subsequent revisions shall be archived and/or maintained electronically to be made available to the Government 30 days prior to contract completion.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Reports IAW Post Orders and Functional Areas/Task
	11/1/01
	AN 2-6
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	These reports provided detailed information pertaining to security incidents, emergency responses, accidents, violations, and any other reportable security offenses.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12), typewritten, or printed.

B.  Frequency of submission:  These documents shall be submitted as required and/or stated below.

C.  Authorization/Distribution:  The Contractor shall submit one electronic copy to the COTR and one hard copy of these documents to the COTR and JSC Security and/or other designated officials as stated below.

D.  Content:  The Contractor shall provide the following:

1. Security Incident Summary Reports -- JSC Form 959 must be completed and include, but not limited to, the "who, what, when, where"; mail code, organization, or address; telephone numbers and points of contact; and any other pertinent information.  These reports shall be submitted to the JSC Security Chief no later than 7:30 a.m. on the following work day.  

2. Flash Reports -- These reports shall include a short synopsis of any emergency incident or situation such as bomb threat, fire alarms, hazardous spills; evacuation, ambulance runs, work place violence response, theft, etc.; date and time; and follow-up activities such as the time emergency response terminated or disposition.  These reports shall be submitted via e-mail within 2 hours after the event or incident and required distribution shall include the JA/COD Director and Deputy Director, COTR, and all members of JSC Security.

3.  Accident Reports – JSC Standard Form 91 and 94 must be completed and include, but not limited to, the "who, what, when, where"; mail code, organization, or address; telephone numbers and points of contact; and any other pertinent information.  These reports and the film used to photograph the vehicle(s) involved in the accident shall be submitted to the JSC Security Chief at the end of each shift or no later than 7:30 a.m. on the following work day.  

4.  Reports of Surveys (FM 598) and Reports of Investigation (ROI Form 158) -- Reports of surveys are provided to JSC Security as a result of loss or suspected theft of Government property and will be provided to the Contractor upon receipt.  Investigations shall be conducted upon request or receipt of the reports of surveys or reports of suspected thefts, workplace violence, vandalism, etc.  The interviews and reports/forms shall be completed within 2 weeks of receipt of assignment to include, but not limited to, the "who, what, when, where, how much (approximate value) and any other all pertinent data.  In some cases, the completion of these reports may take up to 30 days, but only with approval by the COTR.  The reports of surveys and/or ROI’s shall be submitted to the JSC Security Chief who will serve as the final authorizing official and sign these reports and advise the Contractor of any other required distribution.

5.  Close Call Reports -- These reports are forwarded to JSC Security by the Center Close Call Administrator.  The Contractor shall ensure that these reports are investigated and written responses submitted within 3 days of receipt of close call assignment to the JSC Security Chief for final approval and/or as specified by the Center organizations.  The reports may include, but are not limited to, safety, pedestrian, and traffic improvements or changes needed or identified in the close calls.  In addition, the Contractor shall submit any required forms or work requests and track accomplishments of required improvements or changes resulting from the close call reports and maintain quarterly metrics in chart forms (pie charts, etc.) to reflect close call trends.

6.  Vehicle Inspection Reports -- These reports be completed as required and include, but not limited to, the "who, what, when, where"; mail code, organization, or address; telephone numbers, identification/return of any confiscated evidence, and any other pertinent  information.  These reports shall be submitted to the JSC Security Chief at the end of each shift or no later than 7:30 a.m. on the following workday.  

7.  Daily Security Gate/Events Logs  - These forms/logs shall contain information, instructions, and disposition pertaining to, but not limited to, suspended drivers, escort requirements, and/or special events, large meetings, or visit information provided by the JSC Gilruth Center or Public Affairs Office which require no badging requirements.  The forms/logs shall be submitted to JSC Security, COTR, EOC/EDC, and Contractor Badging Supervisor no later than 6 a.m. on the following work day.  The Contractor Badging Supervisor shall ensure that all security gates receive copies of these logs no later than 6 a.m. on the following work day.

8.  Other miscellaneous reports include Badge Check Reports, Daily/Loss Injury Reports, and/or Activity Reports.  These reports/forms must be completed and include, but not limited to, the "who, what, when, where"; mail code, organization, or address; telephone numbers and points of contact; and any other pertinent information.  These reports shall be submitted to the JSC Security Chief at the end of each shift or no later than 7:30 a.m. on the following work day.  

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	EOC/EDC Procedures and Functional Metrics


	11/1/01
	AN 2-7
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	The documents/requirements listed below are required to fully evaluate the Contractor’s performance to respond to emergency situations at the JSC, EF, and the SCTF.  



	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12), typewritten, or printed.

B.  Frequency of submission:  These documents shall be submitted as required and/or stated below.

C.  Authorization/Distribution:  The Contractor shall submit one electronic copy to the COTR and one hard copy of these documents to the COTR and the EOC Office Manager as stated below.

D.  Content:  The Contractor shall provide detailed procedures to ensure compliance with Sections 5 and 6 of JSC 23456A for mission support and all other EOC/EDC responsibilities IAW the documents listed below which include, but not limited to, the following:

1.  JSC Security Management Directives (600 series)

2.  Space Shuttle Program Contingency Action Plan for JSC - JSC 14273

3.  Hurricane/Severe Weather Plan -- JSC 18180

4.  National Space Transportation System Emergency Mission Control Center (EMCC) 

     Activation Procedures -- STDN 508.21

5.  Emergency Preparedness Plan -- JSC 05900

6.  Mission Readiness Security Plan

E.  Maintenance:  The EOC/EDC procedures and any subsequent revisions shall be archived and/or maintained electronically to be made available to the Government 30 days prior to contract completion.

F.  Reserved

G.  Requirements

1.  The Contractor shall complete each of the documentation listed below.  Each document shall have the information identified in the data listed and be in or similar in format as provided earlier in the TRL as a document sample.  Each document will have a particular due date for submittal to the CO and to the Manager, EOC. Submittal shall be in a hard copy and as a Word or Excel file.  The Word and Excel files shall be compatible with current versions of Government software and transfer to the Government shall be by email through the JSC LAN connection  

2.  Daily Submittals:  Daily document submittals are due to the CO and to the EOC Manager by 9 a.m., Monday through Friday.  Daily document submittals for Friday, Saturday, and Sunday are due on Monday.

2.a
Emergency Response Report:  An Emergency Response Report shall be completed for each “Toned” out emergency situation that is communicated to the Dispatch Center.  Data Requirement; location, time of event, time of each response, type of emergency and all information related to the type of emergency.  Each Emergency Response Report shall have a Computer Aided Dispatch (CAD) “Event Chronology” attached. 

2.b
EOC Sequence of Events Log Time Line:  A EOC Sequence of Events Log Time Line shall be completed for each “Toned” out emergency situation that is communicated to the Dispatch Center.  Data Requirement; location, time of event, time of each response, type of emergency, communication channel number, in-coming and out-going calls, communicator and message transmitted.  

2.c
Events Register:  An Events Register shall be completed for all dispatching functions and emergency situations that occurred during a daily 24-hour period.  The Events Register shall be generated by the CAD input documentation and submitted in report form.  Data Requirement; event location, time, responding units and time, event type (fire, medical, security, etc.), event code, number of events.

2.d
Number of Events by Type:  A Number of Events by Type shall be completed for all emergency situations that occurred during a daily 24-hour period.  Data Requirement; event type (fire, medical, security, etc.), event code, number of events.  

2.e
EDC Discrepancy Tracking Report:  A EDC Discrepancy Tracking Report shall be completed for all equipment failures, anomalies, or identified system operating discrepancies that occurred during a daily 24 hour period.  Data Requirements: system that failed, equipment identification number, nature of the failure, and additional information related to the non-operation of the equipment.

The Contractor shall complete each of the documentation listed below.  Each document shall have the information identified in the data listed and be in or similar in format as was provided during the RFP stage in the Technical Reference Library (TRL) as a document sample.  Each document will have a particular due date to submit to the Contracting Officer and to the Manager, Emergency Operations Center (EOC).  Submittal shall be in a hard copy and as a Word or Excel file.  The Word and Excel files shall be compatible with current versions of Government software and transfer to the Government shall be by email through the JSC LAN connection  

3.  Monthly Submittals:  Monthly document submittals are due to the COTR and to the EOC Manager by 9 a.m., on the 10th of each month or the first Monday after the 10th. Reference EDC Metrics.
3.a  EOC Monthly Report:  An EOC Monthly Report shall be completed for all dispatch situations that occurred 

      during the month from the first through the last day of the month.  Data Requirement: event type (fire, 

      medical, security, etc.), and number of events.  

3.b  Emergency Response Metric:  An Emergency Response Metric Chart shall be completed for each “Toned” 

       out emergency situation that is communicated to the Dispatch Center.  Data Requirement: type of 

       emergency (fire, medical, security, etc., building location, date, security response time, FPS response time,

       medical response time, Houston Fire Department response time, and which units responded to the call.  

3.c  EOC Emergency Responses (Non-Security):  An Emergency Response Metric Chart shall be completed for 

       each “Toned” out non-security emergency situation that is communicated to the Dispatch Center.  Data 

       Requirement: type of emergency (fire, medical, hazard alarms, chemical spills, etc.), number of specific  

       emergency type and the past monthly averages for each type of emergency.

3.d   EOC Emergency Responses – JSC Resources:  An Emergency Response Metric Chart shall be for each 

       “Toned” out emergency situation that is communicated to the Dispatch Center.  Data Requirement: type of 

        emergency (fire, medical, security), number of specific emergency type, and the past monthly averages for 

        each type of emergency.  

3.e   Maximum 911 Response Time – On-Site:  An Emergency Response Metric Chart shall be completed for 

       each “Toned” out emergency situation that is communicated to the Dispatch Center that requires a 911 call 

       for Houston Fire Department (HFD) fire or medical response.  Data Requirement: type of emergency (fire, 

       medical, etc.), number of specific emergency type, and the past monthly averages for each type of 

       emergency. 

3.f   EOC Calls Received (Phone and Radio):  An EOC Metric Chart shall be completed for each emergency and 

       non-emergency call that is communicated to the Dispatch Center.  Data Requirement: type of call (EOC 

       calls, emergency calls, ext. 33333 misuse calls, daily average of calls, etc.), number of each specific type of 

       call, and the past monthly averages for each type of call.  

3.g  EOC Dispatch for Vehicle Incidents:  An EOC Metric Chart shall be completed for each vehicle incident call 

       that is communicated to the Dispatch Center.  Data Requirement: type of call (vehicle incident, hit and run 

       incident, vehicle injury incident, etc.), number of each specific type of vehicle incident and the past monthly 

       averages for each type of call..

3.h  EOC Security Related Emergencies:  An EOC Metric Chart shall be completed for each security related 

       emergency call that is communicated to the Dispatch Center.  Data Requirement: types of call (security 

       alarms, bomb threat, workplace disturbance, etc.), number of each specific type of security call, and the past 

       monthly averages for each type of call.  

3.i   Security Alarm Response Time:  An EOC Metric Chart shall be completed for each security alarm that is 

       communicated to the Dispatch Center.  Data Requirement: number of security alarm received, average 

       response time for all received alarms, and the past monthly numbers and for a three-month period.  

3.j   EDC Door Open/Close Requests:  An EOC Metric Chart shall be completed for each door open/close 

      request that is communicated to the Dispatch Center.  Data Requirement; number of door open/close     

      requests received, average response time for all door open/close received, number of door open/close 

      responses that fall between 0 to 5 minutes, 6 to 10 minutes, 11 to 15 minutes, 16 to 20 minutes and above 

      20 minutes.  

3.k  EOC Dispatcher Training Status Report:  A monthly Dispatcher training report shall be completed for each 

      Security Officer that is assigned duty as an EOC Dispatcher.  The Dispatcher Training Status Report shall be 

      complete and identify any and all training that each Dispatcher has received.  The Dispatcher Training Status 

      Report shall comply with JSC-36268 EOC Dispatcher/Supervisor Certification Guide.  

3.l   EDC AR’s/DR’s Summary:  A monthly EOC dispatch equipment anomaly and discrepancy report shall be completed.  Data Requirements: the report shall list all Anomaly Reports (AR) and Discrepancy Reports (DR) that were written during the month.  The AR/DR Summary Report shall also provide data on all open AR’s and DR’s and on all AR’s and DR’s that were closed during the month.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Locksmith Plan/Schedule
	11/1/01
	AN-2-8
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	The Locksmith shall provide the below plans, work schedule, and metrics report as required.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12), typewritten, or printed.

B.  Frequency of submission:  Prior to contract start -- One time only (with revisions).

C.  Authorization/Distribution: The Contractor shall submit one electronic and one hard copy of the locksmith schedule for approval by the COTR.  

D.  Content:  The Contractor shall provide the following:

1.  Plan that provides detailed instructions and guidance for changing out approximately 1,000 non-Primus cylinders to Primus cylinders.

2.  Work schedule that identifies hours to be spent per week to ensure completion of this task within the first 2 years of the contract without incurring overtime costs and ensuring compliance with SOW requirements identified in Section C, Annex 2 and/or routine/required duties as described in SMD 500-16. 

3.  Requirement for a weekly activity report to be submitted to the COTR, which includes metrics.

E.  Maintenance:  The locksmith plan/schedule, activity reports, and any subsequent revisions shall be archived and/or maintained electronically to be made available to the Government 30 days prior to contract completion.
	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Desk Procedures 
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	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Provides detailed instructions and guidelines for those security personnel assigned to perform the following duties:  CAA/badging/clearances, customer service, physical security support, and technical support.



	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12)

B.  Frequency of submission:  One time only (with revisions).  These documents shall be in place 90 days after contract start.

C.  Authorization/Distribution:  The Contractor shall submit one electronic and one hard copy of these Desk Procedures reference all applicable NASA JSC security requirements documents and/or other regulatory documents for review/concurrence by the COTR prior to implementation.  Other signatures may be required at the discretion of the Government.

D.  Content:  The Contractor shall provide the following:

1.  Procedures that provide detailed instructions and guidelines for clerical/administrative operations for  

     Buildings 1, 30, and 110, to include, but not limited to, the following: 

a.  Compliance with SMD’s 500-7, 500-10, 500-11, 500-12, 500-15, and 500-16

b.  Compliance with applicable reporting requirements identified in DRD AN-2-6

c.  Compliance with Section of 3.6 of JSC 23456 for the Building 30 badge operation 

     during all missions.  (Ensure that copies of the Mission Readiness Security Plan, Space 

     Shuttle Program Contingency Action Plan--JSC 14273, and any applicable revisions are 

     maintained in the Building 30 Badge Office at all times during all missions)

d.  Requirement for a weekly activity report that includes metrics

2.  Procedures that provide detailed instructions and guidelines for those physical security support duties to 

     include, but not limited to, the following:

a.  NRP/physical security survey reports IAW Chapter 7, paragraph 7.4, of NPG 1620.1, JMI 1620.1, and/or   

     applicable revisions  which shall be submitted to JSC Security  within 2 weeks of initial survey.

b.  Weekly perimeter fence inspection reports which include, but not limited to, date, time, results of inspections,    

     and  suggestions/recommendations if required.

c.  Reports or forms resulting from attendance at design reviews/meetings to discuss building upgrades and/or    

      renovations and pre-construction briefings as requested or directed by JSC Security.

d.  Investigations and close call reports IAW DRD AN-2-6 and SMD 500-17.

e.  Security education/awareness briefings for NASA and contractor personnel located at all JSC facilities.     

     These briefings shall be conducted IAW SMD 500-11 to include, but not limited to, chart preparation, dry   

     runs, attendance sheets, and file/database maintenance.

f.  Mission Support:

(1) Conduct crew briefings for support to be provided during crew departure, crew return, and other 

       support as required.  

    (2)  Obtain crew family support information from CB/Flight Crew Operations Directorate support 

           contractor for each mission, and compile/prepare document entitled "JSC Security VIP 

           Protection Program--Astronaut Family Support Information" which shall include bios of crew 

           members, maps/directions to crew residences, and specific security support information for 

           families during missions.  

     (3)  Conduct surveillance checks of crew residences at least once per week during launch and landing.  

     (4)  Provide crew residence maps/directions to local law enforcement agencies (Constable-Precinct 8, 

           HPD, etc.) and coordinate similar requirements.

     (5)  For inclusion in the Mission Readiness Security Plan, prepare an overview of mission, names & 

            titles of crew members, flight number, type/purpose of mission, duration of mission, dates/times 

            for crew departure/launch/.landing, and any other pertinent information); letter/document 

            entitled "Mission Security Support Services Contractor Assignments and Work Schedules" 

            (specific buildings, locations, designated time periods, etc.) for all security personnel  which shall 

            include, as a  minimum, fixed posts, roving patrols, posting of security officers needed to support 

            crew training and health stabilization program requirements, reserved parking requirements for 

            key NASA/JSC officials and crew members while in quarantine, crew residence surveillance 

            checks during launch and landing, contacts with other law enforcement agency personnel for 

            support as required, building 30 MCC access requirements, continuous security checks of 

            designated buildings/adjacent parking lots, and vulnerable area security support requirements 

            IAW Section 3 of JSC 23456.   This letter/document shall be signed by the Contractor Project 

            Manager and submitted on Contractor letterhead to the JSC Security Chief and COTR for 

            review/concurrence 10 days prior to each mission IAW DRD AN-2-10.

      (6)  Attend all JA/COD mission readiness coordination meetings and assist the JSC Security 

             Mission Coordinator as directed/requested by the COTR.

      (7)  Provide chart presentation and brief JSC security personnel and key security contractor 

             personnel for each mission (significant occurrences/requirements) no later than 3 days after 

             Mission Readiness Security Plan is approved/signed.

  g. Coordination with the Medical Sciences Division of the Space and Life Sciences 

      Directorate to identify requirements needed for implementation of the Health Stabilization 

      Program.

  h. Other miscellaneous assignments such as traffic management duties (appeals/suspensions)     

      IAW SMD 500-5 and assistance/support to be provided, as requested, for special events, lunar sample 

       inventories, civil/criminal warrants or subpoenas being served at JSC, etc. 

  i.   Compliance with any other applicable reporting requirements identified in DRD AN-2-6.

  k.  Requirement for a weekly activity report which includes metrics.

3.  Procedures that provide detailed instructions and guidelines for technical support duties to include, but 

     not  limited to, the following:

a.  Mailouts, filing, and/or database entry requirements in support of the following JSC security programs:    

      personnel security, industrial security, information security, and foreign nationals.

b.  Compliance with SMD’s 500-6, 500-8, 500-9, and 500-13, as applicable.

     c.  Compliance with applicable reporting requirements identified in DRD AN-2-6.

     d.  Requirement for a weekly activity report which includes metrics.

E.  Maintenance:  The Desk Procedures and any subsequent revisions shall be archived and/or maintained electronically to be made available to the Government 30 days prior to contract completion.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Mission Readiness Security Plan


	11/1/01
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	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Identifies detailed schedules, tasking, staffing, and performance requirements for all scheduled missions.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12)

B.  Frequency of submission:  No later than 10 days prior to each scheduled mission for approval by the COTR (with revisions).  Approved/signed document distributed no later than 5 days prior to each scheduled mission (with revisions).

C.  Authorization/Distribution:  The Contractor shall submit one electronic and one hard copy of the Mission Readiness Security Plan for review by the JSC Security Mission Coordinator, concurrence by the JSC Security Chief, and approval by the COTR.  Required distribution for the approved/signed plan shall include the COD Director and Deputy Director, COTR, and all members of JSC Security.  

D.  Content:  The Mission Readiness Security Plan shall include, but not limited to, the following:

1.  Overview of the specific mission IAW DRD AN-2-9.

2.  Mission Security Support Services Contractor Assignments and Work Schedules prepared IAW DRD AN-2-9.

3.  Health Stabilization Report/Plan IAW DRD AN-2-11.

4.  JSC Security VIP Protection Program--Astronaut Family Support Information prepared IAW DRD AN-2-9.

5.  Schedule for MCC Viewing Room Access during launch and landing.

6.  JSC Security Matrix, Checklist/Action Items, and Security Duty Officer (SDO) Responsibilities During Shuttle  Missions and prepared by the JSC Security Mission Coordinator.

7.  Proposed changes to the mission work schedules shall be submitted as daily work schedules to the COTR indicating any additional staffing and/or overtime requirements at least 72 hours prior to the scheduled mission.  The same distribution identified in C above shall apply to the approved change document.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Health Stabilization Plan


	11/1/01
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	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	Identifies detailed crew health stabilization security requirements for all scheduled missions.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12)

B.  Frequency of submission:  No later than 12 days prior to each scheduled mission  (with revisions). 

C.  Authorization/Distribution:  The Contractor shall submit one electronic and one hard copy of the Health Stabilization Plan for approval by the COTR.  The approved/signed plan shall be included in and distributed with the Mission Readiness Security Plan IAW DRD AN-2-10 no later than 10 days prior to each scheduled mission (with revisions).

D.  Content:  The Contractor shall provide procedures, work schedules, and responsibilities for following:

1.  Issuance of Primary Contact badges to persons approved by the Occupational Medicine Clinic personnel IAW JSC 22538, Health Stabilization Program for the Space Shuttle Program.

2.  Posting of security officers needed to support crew training and health stabilization program requirements  -- uniformed security officers (roving patrols) normally serve as escorts during the specified time period to limit access to the flight crew while in quarantine IAW JSC 22538.

3.  Reserved parking required as close as possible to primary work areas for crewmembers while in quarantine IAW JSC 22538.

4.  Any other security requirements IAW JSC 22538.

5.  Proposed changes to the health stabilization plan shall be submitted as daily work schedules to the COTR indicating any additional staffing and/or overtime requirements at least 72 hours prior to the scheduled mission.  The same distribution identified in C above shall apply to the approved change document.

	1.  DRD Title
	2. Current Version Date
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Physical Fitness Plan
	11/1/01
	AN-2-12
	NAS9-01055

	4.  Use (Define need for, intended use of, and/or anticipated results of data)

	The Contractor shall provide the plan described below with their proposal and it will be included as part of the contract in Section J, Attachment A.

	
	
	
	
	
	
	

	5.  DRD Category:  (check one)
	

	Technical
	X

	Administrative
	

	SR&QA

	
	
	
	
	
	
	

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRD’s) (Optional)

	

	


	8.  Preparation Information (Include complete instructions for document preparation)


A.  Format:  Electronically (Microsoft Windows Compatible; Font=12), typewritten, or printed.

B.  Frequency of submission:  With RFP and as modified.

C.  Authorization/Distribution: Plan to be submitted with RFP as part of the Section L requirements and final copies will be included in Section J, Attachment A.  Changes during the life of the contract will be submitted to the CO. 

D.  Content:  The Plan shall include details of the Contractor’s program to ensure that security officers and physical security support personnel are physically capable of performing their assigned duties.  The plan shall provide assurances that all security officers and physical security support personnel are capable of performing duties involving moderate to arduous physical exertion and shall be able to withstand exposure to unusual or inclement weather conditions prior to assignments.  The plan must include some level of physical examination.  The level of physical examination must be defined in the plan. 

E.  Maintenance: Updated as needed.
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