1804.601

sites should not duplicate any of the
files residing on the NAIS.

[66 FR 53546, Oct. 23, 2001]

Subpart 1804.6—Contract
Reporting

1804.601 Record requirements.

The Headquarters Office of Procure-
ment (Code HC) is responsible for meet-
ing the requirements of FAR 4.601,
based on installation submission of In-
dividual Procurement Action Reports
(NASA Form 507 series) data.

[61 FR 40539, Aug. 5, 1996, as amended at 63
FR 32763, June 16, 1998; 67 FR 50823, Aug. 6,
2002]

1804.602 Federal Procurement Data
System. (NASA supplements para-
graph (d))

(d) Code HC is responsible for re-
questing, obtaining, and reporting Con-
tractor Establishment Codes to the
FPDS.

[61 FR 40539, Aug. 5, 1996, as amended at 63
FR 32763, June 16, 1998; 67 FR 50823, Aug. 6,
2002]

1804.670 Individual Procurement Ac-
tion Report (NASA Form 507 series).
The Individual Procurement Action
Report and Supplements (NASA Form
507 series) provide essential procure-
ment records and statistics through a
single uniform reporting program as a
basis for required recurring and special
reports to Congress, Federal Procure-
ment Data Center, and other Federal
agencies. The preparation and utiliza-
tion of the NASA Form 507 series are
integral parts of the agencywide Finan-
cial and Contractual Status (FACS)
system. The Headquarters Office of
Procurement issues Procurement Infor-
mation Circulars (PICs) to—
(a) Identify the procurement actions
subject to reporting; and
(b) Provide instructions on prepara-
tion of the NASA Forms 507.

[67 FR 50823, Aug. 6, 2002]

1804.671 Committee on Academic
Science and Engineering (C.A.S.E.)
Report.

NASA Form 1356, C.A.S.E. Report on

College and University Projects, shall

be prepared for awards to nonprofit in-

48 CFR Ch. 18 (10-1-02 Edition)

stitutions of higher education or to
nonprofit institutions that are oper-
ationally affiliated or integrated with
an educational institution. Informa-
tion on this form is used to produce re-
ports required by the National Science
Foundation and to respond to inquir-
ies. Submission is required regardless
of instrument type (contract, grant,
cooperative agreement, or funded
Space Act agreement) and type of pro-
posal (solicited or unsolicited). Instruc-
tions appear on the form itself and con-
stitute the detailed guidance for prepa-
ration and submission. The form,
which is either included with the ac-
quisition package or initiated by the
contracting office, shall be completed,
reviewed, and promptly forwarded upon
award to the Headquarters Office of
Human Resources and Education (Code
FE).

[61 FR 40539, Aug. 5, 1996, as amended at 63
FR 32763, June 16, 1998]

Subpart 1804.8—Government
Contract Files

1804.802-70 Handling of classified ma-
terial.

When a contract is unclassified, clas-
sified material relating to that con-
tract shall be maintained in a separate
file folder and container, and the un-
classified folder shall be marked to in-
dicate the location of the classified
material. The front and back of each
folder containing classified material
shall be marked with the highest clas-
sification assigned to any document in
the folder.

1804.803 Contents of contract files.

1804.803-70 Checklist.

NASA Form 1098, Checklist for Con-
tract Award File Content, shall be used
as the ‘‘top page’’ in contract files.

1804.804 Closeout of contract files.

1804.804-2 Closeout of the contracting
office files if another office admin-
isters the contract. (NASA supple-
ments paragraph (b))

(b) Upon receiving the NASA Form
1611 or DD Form 1594, Contract Com-
pletion Statement, from the contract
administration office and complying
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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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