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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Contracts Department.

1.
PURPOSE

To fill the need for an internal management system which will insure that contractually required customer data and reports are accurately and effectively defined, scheduled, communicated and monitored.

2.
DEFINITIONS
2.1 Customer Data and Reports – any information and/or documentation which is to be submitted to the customer as the result of a specific contract requirement

2.2 Contract Data Checklist – an internal Advanced Sciences and Technologies, LLC (AS&T) document, issued by the Program Manager, which delineates by contract the title, schedule and status of all customer data and reports.

2.3 Contract Data Monitor – an internal AS&T’s document, issued by the Program Manager, which: (1) delineates by contract the title, and schedule of customer data and reports to be submitted during the next monitor period (usually 30 to 60 days); (2) provides a listing of any unsatisfied prior requirement(s).

3.
POLICY

Apply a formal data checklist and monitor system to all contracts except those which require only routine progress and financial reporting (see Section 5 – Exceptions). The Contract Manager determines whether the formal system or the exceptions shall apply.

4.
RESPONSIBILITIES AND PROCEDURES
4.1 The program manager will:
4.1.1 Analyze contract for required data and reports.

4.1.2 Integrate findings with the responsible Program and Contract Offices and publish a Contract Data Checklist to all concerned organizations.

4.1.3 Monitor quantitative compliance and report status to Program and Contract management and to performing managers by means of a Contract Data Monitor.

4.1.4 Maintain a history file of data and reports performance for use in contract closeout activities.

4.2 The Cognizant Program Office will:
4.2.1 Assign responsibility and provide implementing instructions for the preparation of required data and reports.

4.2.2 Verify that the submitted data and/or report fulfill the contractual requirement.

4.2.3 Transmit all approved financial and administrative data and reports to the customer.

4.2.4 Transmit all technical data and reports (or verify transmission) to the customer.

4.2.5 Maintain the official Division file and records so that complete compliance with all contract requirements can be substantiated.

4.2.6 Provide the Contracts Department with a copy of all transmittal letters.

4.3 The Contract Manager will:
4.3.1 Furnish the required contractual information to the Program Manager to enable them to prepare and keep current the Contract Data Checklist.
4.3.2 Maintain a file containing a copy of all transmittal letters.

5.
EXCEPTIONS
5.1 With the approval of the Contracts Manager, contract with only routine progress and financial reporting requirements do not require the formal monitoring procedures established above.

5.2 The Program Manager will:

5.2.1 Analyze contract for required data and reports and identify these requirements on a spreadsheet.

5.2.2 Establish his/her own checklist and follow-up system to monitor quantitative compliance with reporting requirements.

5.2.3 Transmit all approved financial and administrative data and reports to the customer.

5.2.4 Transmit to the customer all required data and reports.

5.2.5 Maintain the official Division file as noted in 4.2.5 above.

5.2.6 Provide the Contracts Department with a copy of all transmittal letters.
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