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with FAR 4.804-2(b), the contracting of-
ficer shall complete the form.

1804.804-5 Procedures for closing out
contract files.

(a) When the contracting office re-
tains contract administration
(excluding acquisitions under the sim-
plified acquisition threshold), the con-
tracting officer must comply with FAR
4.804-5(a) by completing NASA Form
1612, Contract Closeout Checklist, and
DD Form 1593, Contract Administra-
tion Completion Record.

(b) To comply with FAR 4.804-5(b),
the contracting officer must complete
NASA Form 1611 or DD Form 1594, Con-
tract Completion Statement, except
for acquisitions under the simplified
acquisition threshold.

[61 FR 40539, Aug. 5, 1996, as amended at 65
FR 31102, May 16, 2000]

1804.805 Storage, handling, and dis-
posal of contract files. (NASA sup-
plements paragraph (a))

(a) See NPG 1441.1C, Records Reten-
tion Schedules.

[61 FR 40539, Aug. 5, 1996, as amended at 64
FR 5620, Feb. 4, 1999]

1804.805-70 Review, separation, and

retirement of contract files.

(a) Upon determination of contract
completion under the procedures out-
lined in 1804.804, each office shall re-
move the official contract files from
the active file series, mark each file
folder with ‘“‘Completed (Date)”’, and
place the folder in a completed
(inactive) contract file series. Separate
series should be established for con-
tracts of $25,000 or less and for con-
tracts of more than $25,000, to facili-
tate later disposal. Any original or offi-
cial file copies of documents contained
in duplicate or ‘‘working’” contract
files shall be removed and placed in the
appropriate official file; any remaining
material in the duplicate or ‘“working”’
file shall be destroyed immediately or
segregated and marked for early dis-
posal.

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

1804.7002

(1) Are obsolete or superseded docu-
ments relating generally to the con-
tractor (e.g., documents no longer per-
tinent to any aspect of a contractor’s
current or future capability, perform-
ance, or programs, and documents re-
lating to a contractor that is no longer
a possible source of supplies, services,
or technical assistance) and dispose of
the documents as authorized in
1804.805; or

(2) Pertain only to completed con-
tracts. Place those files that are not
routine in nature in inactive files for
later disposal, and immediately dispose
of routine documents as authorized in
NPG 1441.1C, Records Retention Sched-
ules.

[61 FR 40539, Aug. 5, 1996, as amended at 64
FR 5620, Feb. 4, 1999]

Subpart 1804.9—Taxpayer
Identification Number Information

1804.904 Reporting payment informa-
tion to the IRS.

Each NASA installation, that has its
own employer identification number,
may elect to report to the IRS pay-
ments under purchase orders and con-
tracts for merchandise and other ex-
empt bills.

[64 FR 1528, Jan. 11, 1999]

Subpart 1804.70—Transfer of
Contracting Office Responsibility

1804.7000 Scope of subpart.

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

1804.7001 Definition.

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

1804.7002 Approval of transfer re-

quests.

(a) The approval authority for re-
quests to transfer a contract is the offi-
cial in charge of the cognizant Head-
quarters program office or designee.
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