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FOREWORD

Recently enacted legislation—the Office of Federal Procurement Policy Act and the Chiet
Financial Officers Act—has focused attention on the expenditure of Government funds at
all levels of the Federal Government. In response, the U.S. Nuclear Reguiatory Commis-
sion (NRC) has focused more attention in the areas of finance and contracting than ever
before. The Office of Nuclear Reactor Regulation (NRR) has responded by updating and
upgrading its internal procedvres for finance and contracting and by properly aligning
contracting responsibilities with contracting authority.

In October and November 1991, NRR held training courses on procurement that were
presented to more than 300 managers end technical staff involved with contract admin.
istration. The course will continue to be presented on an as-needed basis. The NRR tech-
nical assistance procedures in this manual are an extension of the training cour. ¢ and are
intended to further the goal of the Director of NRR t¢ improve NRR's contract manage-
ment capability
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GLGSSARY

This glossary defines terms used in the context of the NRR technical assistance proce-
dures in this manual. These definitions may diffec from, but are consistent with, those
found in the NRC manual chapters or directives.

Advance rocurement Plan (APP): See “Procurement Plan "

Allotment: ‘Tne portion of funds allocated to an NKR office from the agency's apportion-
ment as received from the Office of Management and Budget (OMB).

Apportionmeni. Funds distributed by OMB that are available fcr obligation by the NRC.

Appropriation: An authorization by an act of Congress that allows the NRC to obugate
funds and to make payments out of the Treasury for congressionally approved purposes.

Available Funds (as part of the budget): Budgeted funds allocated to a division, branch,
or project less funds obligated.

Available Funds (under a specific contract): The amount of funds obligated to the con-
tract less any incurred costs.

Budget: Th: amount of funds (fiscal resources) allotted to NRR to obtain technical assis-
tance. Within NRR, this budget allotment for technical assistance is allocated largely to
the technical divisions.

Budget Cycle: The period of time for which a budget is developed (2.g., S-year budget
cycle). The term can also refer to a specific period of time when NRR is preparing o1
updating its budget for the next budget cycle.

Budge* and Reporting (B&R) Classification Number: A series of 10-digit numbers used
o associate budgeted (appropriated) funds with specific program arcas and program cle-
ments. The NRC uses the classification system to formulate the budget and control fiscal
resources. The system is discussed fully in Section 2.8.2 and Appendix D of this manual.

Carryover Funds: The amount of obligated, unexpended funds remaining within a finan-
cial identification number (FIN) at the end of the fiscal year. These funds, which were not
costed during the fiscal year, are carried over into the new fiscal year within the same FIN
for continuation of the work.

Certification of Funds: The act of committing budgeted funds to a contract (FIN), ensur-
ing that there are sufficient uncommitted or unobligated funds to be obligated within the
appropriate B&R classification.

Certifying Official: The individual authorized 1o certify (commit) funds on behalf of
NRR. This authority is delegated from the Director, NRR, to the Chief, Planning and
Resource Analysis Section of the Planning, Program and Management Support Branch,
by NRR Office Letter No. 101
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Designating Official: The individual who speciiies what wo < is to be contracted; specifi-
cally, the individual who signs NRC Form 400, “Request for Procurement Action
(R1™PA)," for commercial contracts and NRC Form 173, “Standard Order for DOE
Work,” for DOE work orders. Within NRR, the division directors are the designating
officials by delegation from the Director, NRR

Disposition of Deliverable: A description of how the product(s) and service(s) received
from the contractor are actually used by NRR, not how they are intended to be used.

DOE Work Order: See “Work Order.”

Financial Identification Number (FIN): A six-digit number that represents the lowest
level of detail to which NRC funds are obligated. On financial documents, the sixth digit
designates the fiscal year for which those funds were appropriated (e.g., A2352-2, for
fiscal year 1992). Each FIN can be associated with only one B&R number. For DOE work
orders, the FIN is also the contract number,

Financial Plan (FIN Plan): The compilation of projects at the FIN level with a specific
allocation of funds that total the NRR's, a division's, or a branch's allocation of funds for
the fiscal year. The FIN plan is a compilation of a division's project identification summa-
ries (PIDSs).

FIN Plan Change: Sce “Reprogramming of Funds.”

Five-Year Plan (FYP): An NRC budget document used as a management tool, It docu-
ments the agency's comprehensive and systematic assessment of the goals, objectives,
planning assumptions, and implementation strategies for the agency's programs. It is used
to determine the agency's resource needs for the stated S-year period. The FYP provides
the basis for future budget submissions to OMB and the Congress

Forward Funding: The obligation of funds in one fiscal year that will be carried over into
the next fiscal year to fund ongoing contracts.

Funding Action: See “Commitment of Funds,” “Deobligaiion,” “Obligation’Obligated,”
“Redirection of Funds,” and “Reprogramming of Funds.”

Funds Available: Se~ “Available Funds "

Independent Cost Estimate: A detailed cost estimate by specific expenditure type [eg.,
labor, overhead, G&A (general and administrative), travel] expected to be incurred by the
contractor for performance of work on a specific contract or task order. The independent
cost estimate is prepared by the project manager and the technical monitor for each new
or modified contract or task order (or modification that involves a change in the level of
effort or other cost factors).

Inspection Report Number: The number assigned by NRR or the region to a plant-
specific inspection that is used to track that inspection; an inspection report number iden-
tified in each statement of work and subsequent contractor deliverable that involves an
inspection. This number is also used to account for license fee recoverable costs.

Interagency Agreement: A contract between two Government agencies. Interagency
agreements, other than the one with DOE, are arranged through NRC's Division of Con-
tracts and Property Management (DCPM)
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Negotiation: Discussions conducted between the NRC and a contractor (or potential
contractors under a competitive solicitation), aimed at arriving at a mutual agreement
(contract or task order) on the statement of work and cosis. Successful negotiations
should lead to an award that is most advantageous to the NRC,

Obligation/Obligated: The culmination of the process when a legal liability is incurred to
pay funds from an appropriation for a specified period (period of performance). Funds
are obligated when a contract document originated by the NRC is accepted and counter-
signed by the contractor and subsequently logged into the Civision of Accounting and
Finance ledger account.

Operating Plan: A compilation of objectives and planned accomplishments and the re-
sources required to achieve them. The plan is developed on the basis of goals and other
planning assumptions contained in the NRC's Five-Year Plan. An office operating plan
documenis planned accomplishments at a level of detail lower than the NRC's Five-Year
Plan. Operating plans can also be created at the division level, at the branch level, and by
the regions.

Principal Investigator (PI): The lead contractor employee responsible for accomplishing
the work assigned under a contract. The Pl is usually the counterpart of the NRC technical
monitor and a key person on the contract and/or task order.

Procurement Plan: A requirement imposed on offices by NRC Manual Chapter $101 that
identifies and lists proposed or potential contract actions to be processed by the Division
of Contracts and Property Management. The initial plan is due by August 1 of each year,
and an updated plan is due by February 1 of the following year. The procurement plan is
also known as the advance procurement plan (AFPP).

Program Area: A group of major programs that make up an office's mission. Each
program area describes specific types of activities in a manner that provides a basis for

formulating budgets and for controlling and measuring actual and budgeted performance.
NRR'’s program areas are listed in Appendix I} as part of NRR's B&R classification

Program Element: The leve! of detail below the program area. Each program element
describes an office’s programs and mission (i.e., the elements of a program area). NRR's
program elements are listed in Appendix D as part of NRR's B&R Classification.

Program Review: A planned and systematic review by NRC management of a contrac-
tor’s performance. Program reviews are usually conducted at the contractor's facility. All
contracts, or selected major contracts, are reviewed in detail technically, financially, and
contractually,

Program Support Funds: An office's allotment used in direct support ¢f its mission for
NRR. The allotment supports programs listed in the office’'s B&R classification (NRR's 1s
shown in Appendix D).

Progress Review: A planned and systematic internal review of an NRR organization’s
(division or branch) financial plan on a set, periodic basis (usually quarterly). All con-
tracts are reviewed in detail technically, financially, and contractually. The performance
of the staff in monitoring the work can also be evaluated during these reviews

Project: A planned undertaking described at a level of detail below that of a program
clement. A project emtails a well-defined and attainable objective aimed at accomplishing
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a prioritized and appr( - ed planned accomplishment. A project can be a contract to which
a FIN is assigned.

Project Identification Summary (PIDS): A management planning tool principaily used
to identify planned accomplishments to be contracted out and the allocation of budgeted
funds to those specific contracts, projects, or task orders. From the PIDS, the financial
plan for an organization (dvision or branch) is formulated, changed, processed, and ap-
proved by line management. The PIDS is also used to identify and communicate other
information related to a contract, project, or task order. The {ormat of a PIDS and the
instructions for preparing it are given in Appendix 1.

Project Manager (Technical Assistance): The person assigned the responsibility for
overall management of a contract. For commercial contracts and interagency agreements
(other than that with DOE), the project manager is also referred to as the “project offi-
cer.” The responsibilities and limitations of the project manager are described in Appen-
dix L. See also “Contracting Officer's Technical Representative (COTR)."”

Purchase Order (Small Purchase): A contract used primarily to procure supplies and
nonpersona! services when the total amount involved i+ less than $25,000.

Redirection of Funds: The exchange of funds budgeted (and available for commitment
and obligation) between program elements of the same program area. Program offices
have the authority to make exchanges without higher level authorization. In NRR, division
directors have this authority.

Reprogramming of Funds: The exchange of budgeted funds between two program areas
(to utilize funds in a program area for purposes other than those contemplated at the time
of appropriation). These exchanges, within set limits, are approved by the Office of the
Controller after justification by the program offices.

Request for Procurement Action (RFPA): NRC Form 400 used to mitiate and request
processing of procurement actions from the Division of Contracts and Property Manage-
ment.

Request for Proposal (RFP): A document that solicits contractors and, in the case of
competitive solicitations, prospective contractors (offerors) to submit a proposal based on
specific, defined requirements

Reserve: Available NRR-budgeted funds that are not allocated to a specific division, bu
are held for unanticipated, vnplanned, or emergency use. Reserve funds are usually held
in each program area.

Scope of Work: This terms refers, in sum, to the specific techaical requirements, leve! of
effort, period of performance, key personnel, and any other items that may affect the
costs of the contract or task order.

Statement of Work (SOW): The document that describes all of the pertinent aspects of
work required of a contractos to obtain particular deliverables or services, and the pa-
rameters associated with the contructor's performance. Appendix G contains the guide-
lines for preparing statements of work
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LIST OF ABBREVIATIONS

ADP automatic data processing

APP advance procurement plan

B&R budget and reporting

CFR Code of Federal Regulations

COTR contracting officer's technical representative
DCFM Division of Contracts and Property Management
DOE Department of Energ)

DRIS Division of Reactor Inspection and Safeguards
EDO Executive Director for Operations

FAC# Federal Advisory Committee Act

FIN financial identification number

FY fisca! year

FYP Five-Year Plan

G&A general and administrative

ILPB Inspection and Licensing Program Branch
IRM Office of Information Resources Management
LrM licensing project manager

MBLR monthly business letter report

MOLU memorandum of understanding

MOV motor-operated valve

NRC Nuclear Regulatory Commission

NRR Office of Nuclear Reactor Regulation

oC Office of the Controller

OFPPA Office of Federal Procurement Policy Act
OMB Office of Management and Budget

Pl principal investigator

PIDS project identification summary

PM project manager

PMAS Progran: Management, Policy Development and Analysis Steff
PMSD Planning Program, and Managemen Support Branch
PRAS Planning and Resource Analysis Section
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1 INTRODUCTICN

The mission of the U. §. Nuclear Regulatory Comemission's (NRC's) Office of Nuclear
Reactor Regulation (NRR) is to regulate the commercial nuclcar power industry to ensure
public health and safety. From the overall prospective of the Federal Government, how-
ever, this is a narrow focus, In addition to accomplishing liis or her specific agency mis-
sion, each GovernmeM manager has a broader charter and more extensive responsibilities
to maintain the Governtgnt's overall best interest. These responsibilities have been legis-
lated through the Federal Managers' Financial Integrity Act oi 1982.

Through legislative means, personnel and monetary resources are authorized and allo-
cated to accomplish the NRC's mission. Laws and regulations prevent or mitigate the loss,
waste, unauthorized use, or misappropriation of fiscal resources. In using the Govern-
ment's resources, each Government manager must foster fair and open competition, pre-
vent unfair competitive advantage, and spend resources to implement programs consistent
with fiscal authorizations

With respect to contracting, Federal laws govern how contractors are selected end con-
tracts awarded and administered. Although it is time consuming to adhere to these laws
and the processes involved in fulfilling them, negative repercussions result from violating
them. Conflicts may arise between efficient use of approved resources to accomplish the
agency mission and the need to adhere to rules and regulations to support the broader
Government goals. For example, it may appear more efficient to contact a contractor you
know can do a job and start the work the next day than to take the time to evaluate
competitive proposals before awarding a contract. Consequently, managers and staff at all
levels must gain a working knowledge of the rules and regulations that pertain to the
fiscal resources under their purview.

This document prescribes procedures for the administration of technical assistance con-
tracts in NRR. These procedures help ensure NRR personnel do not vieiate established
legislative mandates while accomplishing the mission. Following the guidance in this
document should assist in preventing violations (unintentional or otherwise), while en-
hancing the efficiency and effectiveness of technical assistance resources used in the
intended manner.

1.1 Technical Assistance Procedures: Background and Purpose

NRR uses “technical assistance” as an informal name to refer to program support funds
and the process used to obtain the services of contractors to support its mission. Other
terms pertinent to and used in these procedures are found in the “Glossary,” which ap-
pears at the beginning of this document.

Technical assistance, then, 1s another resource that management uses to accomplish its
work. Like staff resources, technical assistance must be managed and controlled. Success-
ful achievement of the objectives of a technical assistance contract correlates directly to
the quality of staff management and oversight provided.

The contract administration function for project management will continue to be central-
ized in NRR, rauch like the hicensing project management function. It resides in the
Technical Assistance Management Section ({TAMS) of the Planning, Program, and

December 1691 }~1 NUREG/BR-0101



‘ .

Management Support Branch (PMSB). The term “project manager™ (PM) refers to the
TAMS PM. What is basically being changed is the authority for contract management
from the Chief, TAMS, to division directors in accordance with a policy change issued in
a memorandum by the Executive Director for Operations (EDO) on May 20, 1991. Ap.
pendix A contains a copy of this memorandum. In essence, the function of designating
official for procurement actions processed by the Division of Contracts and Property Man-
agement (DCPM), Office of Administration, and the function of issuing authority for
work orders placed with the Department of Energy National Laboratories can be dele-
gated to the division director level, with no power of further delegation.

This document provides formal technical assistance procedures to be implemented by all
NRR managers and staff associated with contract management

1.2 Purpose and Organization of This Manual
1.2.1 Purpose

The principal purpose of this procedures manual is to provide NRR managers and staff
with a quick reference that can be used to facilitate the administration of technical assis-
tance contracts. Thess procedures are intended to make the NRR staff aware of the iegal
requirements and limits that pertain to ¢ontract management so that no one incurs un-
wanted liabilities.

Compliance with these procedures will help ensure that the following objectives arc at-
tained:

e  Managers and staff are aware of the authonities and responsibilities involved with techni-
cal assistance contracting.

o A formal process is implemented by which fiscal resources are used in the manner i
which they were authorized.

e  Trchnical assistance is managed in a manner that ensures that the maximum services and
products are obtained at reasonable costs.

e  The distribution of roles and responsibilities between NRR's technical divisions and the
PMSB staff is clearly identified to maximize etficiency and minimize misunderstandings,

» A clearly auditable record of procurement actions exists.

These procedures are intended to serve as an operating guide rather than to address all
the laws, regulations, and policies related to contracting.

1.2.2 Organization

For organizational purposes, the NRR technical assistance procedures have been divided
into five phases as discussed in Sections 2 through 6. These phases are (1) the organiza-
tion phase (which includes the wuthorities and responsibilities in NRR), (2) the planning
phase, (3) the execution phase, (4) the contract monitoring phase, and (5) the cc wractor
evaluation phase. The planning, execution, and control (monitoring and evaiuation}
phases are depicted in flow charts given in Appendix B. Section 7, “Bibliography,” con-
tains specific references that provide official agency regulations, policy, and procedures

The Technical Assistance Project Maonuger's Handbook contains detailed instructians to as
signed PMSB personnel on how to prepare and process specific contract actions
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2 THE CRGANIZATION PHASE

2.1 General: Organizational Authorities and Responsibilities

The lines of authority for contracting are different from those of the normal organiza-
tional chain of command. They also differ when contracting with the Department of En-
ergy (DOZE) and with commercial contractors through the Division of Contracts and Prop-
erty Management (DCPM). The lines of authority in relation to the technical monitor are
the following:

Organiza(ional Lines Contracting Lines of Authority

of Authority Commercial (DCPM) DO
Chairman/EDO Chairman/EDC Office director
Office director Director, DCFM Associate director
Deputy office director Contracting officer Division director
Associate director Designating official Project manager®
Division director Project manager® Technical monitor
Deputy division director Technical monitor

Branch chief
Section chief
Technical monitor

Contracting authority consists of the power to enter into a binding contract on behalf of
the NRC. The authority to place work with the DOE National Laboratories derives from
the Energy Reorganization Act. From this law, the DOE/NRC Memorandum of Under-
standing (MOU), which has been in effect since February 28, 1978, was developed. Im-
plementin®  ais MOU is NRC Manual Chapter 1102, in which authority for placement of
work wi'"  OE is delegated 1o NRC office directors. NRR Office Letter No. 101, “Delega-
tion wighature Authority,” delegates this authority to NRR division directors with no
powei of further delegation. This satisfies the directive of May 20, 1991, from the Execu-
tive Director for Operations (EDO), found in Appendix A. The authority for contracting
with DOE is exercised by signing NRC Form 173, “Standard Order foir DOE Wuark,"
which appears in Appendix C

For interagency agreements with Federal agencies other than DOE and for commercial
contracts, the contracting authority resides with the contracting officer in DCPM. Within
the NRR contracting process, the division directors serve as the designating officials and
sign NRC Form 400, "Request for Procurement Action,” which appears in Anpendix (
Contracting authority for commercial contractors and Government agencies other than
DOE is discussed in NRC Manual Chapter 5101

The authority for contracting pu.tains to

e the work requirements (the technical scope of the contract)

e the level of effort and other factors that affect the ceiling cost

e the penod of performance

*In NER. ihe¢ project manager s designated by and réporia 1o the Chief, TAMS

December 1991 2-1 NUREG/BR-01(1)



e  key personnel assigned to the contract
e subcontracts
e conflict of interest

Only individuals having the zuthority for contracting can modify or otherwise change ai,
of these items on any contract or task order.

2.2 Authority for Contracting: NRR Division Directors
2.2.1 Division Directors as Designating Officials

For contractor sources obtained through DCPM, division directors serve as designating
officials by signing NRC Form 400 or NRC Form 34 (see Appendix C) and have the
following authoritics and responsibilities with respect to designating the work, specifically,
ensuring that the work is

e  consistent with the Five-Year Plan or other approved management directive

e consistent with the NRR budget and reporting (B&R) classification, see Section 2.8.2
and Appendix D

e prioritized in accordance with ihe NRR priority ranking system. see Appendix E
e given a technical assignment control (TAC) or inspection report number

e justified to be contracted out (under a commercia! task ordering type contract), see Ap-
pendix F

e assigned to an appropriate contractor (if a task order)
e properly described in a statement of work, see Appendix G

2.2.2 Division Directors as Issuing Authority

For DOE work orders, in addition to the above, division directors have the following
authorities and responsibilities as issuing authority:

issue requests for proposals (RFPs)

sign NRC Form 367, “DOE Source Selection Justification,” see Appendix H

sign NRC Form 173 to authorize the work, see Appendix C

make determination findings on organizational conflict of interest

determine the acceptability of subcontractors

approve and authorize modifications, that is, changes to work scope and deliverables,
level of effort and other cost factors, period of performance, and kev personnel

2.2.3 Other Division Director Authorities and Responsibilities
Other related authorities and responsibilities of division directors consist of

e approving the project identification summary (PIDS) and the division’s financial plan,
see Section 3.2 and Appendix |

e approving regional requests for technical assistance, see Section 3.3
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presenting projects to the Semor Cuntract Review Board, see Section 4.2.5

approving contract and task order proposals that are more than 15 percent over the
onginal independent cost estimate, see Section 4.5.4

redirecting funds within a program area, see Section 2.8.4

recommending the reprogramming of funds between program areas, see Section 2.8.4
conducting quarterly progress reviews, see Section 6.3

performing contr-y or proyram reviews with each contractor that has been assigned
work valued at approximate y $1.5 million or more, see Section 6.5

2.2.4 Contracting Authority When More Than One Division Is Affected

Whenever a contract action that pertains to more than one division has to be processed, a
lead division director will be selected. The principal criterion is to select the director of
the division that has the greatest amount of activity and funding associated with that
project. The associate office director over those divisions will make any necessary final
determination.

To keep the occurrence of the abov» situation to @ minimum, it is advisable to limit the
scope of a contract to a specific division.

2.3 Other Line Management Responsibilities

Each manager is responsible for developing (at his or her level), implementing, and prac-
ticing sound management controls, as stipulated in Section 2 of the Federal Managers’
Financial Integrity Act of 1982

The objective of management controls as defined in the law is to provide management
with reasonable assurance of the following:

Obligations and costs comply with applicable law.

Assets are safeguarded against waste, loss, unauthorized use, or misappropriation.
Revenue and expenditures are properly rendered and accounted for.

s & @& @0

Programs are efficiently and effectively carried out in accordance with law and manage-
ment policy.

Management controls pertaining to technical assistance contracting encompass accepted
measures that reasonably ensure that funds are safeguarded against waste, loss, unauthor-
ized use, or misappropriation. These controls can vary with the management style of each
manager.

Effective means of implementing effective management controls is through adherence to
the following management practices.

e  Preplan so as to preclude contracting on an “emergency” basis when the potential for
waste and abuse s greatly increased.
o Conduct progress reviews as discussed in Section 6.3 and Appendix J.

e  Review monthly business letter reports,

»
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Document converyations (e.g., those pertaining to understandings, agreements, and ac-
tion items) and place this documentation in the official contract file.

Select qualified and knowledgeable pe:sonnel to serve as technical monitors as dis-
cussed in Section 3.1.8.

o  Select personiel who are free from personal conflict of interest and are knowledgeable
of ethical considerations as discussed in Section 3.1.11,

¢  Ensure that contracts are monitored according to the procedures set forth herein and
that the performance of technical monitors is evaluated as discussed in Section 3.1.10
and using the guidelines given in Appendix K.

o Enswe that costs are expended and vouchers are paid according to the procedures set
forth herein (see Section 5.8),

e  Ensure that deliverables are received and used in the intended manner and, conversely,
that contracts or task orders for which the deliverables are no longer needed are termi-
nated in a timely and efficient manner to minimize losses.

2.4 Division of Responsibility for Contract Managemeni Between
NRR Divisions and Technical Assistance Management Section:
Responsibilities of the Project Manager and the Technical
Monitor

The responsibilit’ :s for contract management are intentionally divided between the Tech-
| nical Assistance Management Section (TAMS) and the INRR divisions. (Conceptually, this

division is similar to the divis'an of responsibility between the technical divisions under
the Associate Director for Inspection and Technical Assessment and the project director-
ates under the Associate Dire “or for Projects.)

Separation of the contract management function has internal control benefits. It institutes
“checks and balances™ and promotes sound accountabil.ty features in that project manag-
ers (PMs) have contract management as their primary responsibility, while the technical
monitors (TMs) focus primarily on the technical attributes of the work. Nonetheless, the
| rolc of the two positions may at times be misunderstood or conflict. To help explain the
| role of the PM and the T™, one must first understand that within the context of contract-
ing authority (see Section 2.1), the contracting officer (or issuing authority in the case of
DOE work) designates a person to act as the contracting officer’s technical representative
(COTR). This is but one function, and in NRR it is split between the PM and the TM;
however, the PM retains ultimate responsibility. The PM, therefore, has overall manage-
ment responsibility for a contract and certain other responsibilities that are part of that
position as specified in NRC Manual Chapter 1102 and NRC Bulletin 1401-2. for DOE
work orders and in NRC Manual Chapter 5101 for interagency agreements other than that
with LOE and for commercial contracts. These agency regulations also specify that the
PMs may require support from other persons in carrying out their responsibilities. These
persons are referred to as “technical monitors.” In NRR, technical monitors are responsi-
ble for monitoring the contractor’s performance and progress and ensuring the quality of
services and of the products.

Ap; :ndix L contains a copy of NRC Bulletin 1471 2, “Project Management Responsibility
for Goods or Technical and Research Services Acquired Under DOE/NRC Memorandum .
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these responsibilities are performed jointly by the project managers and the technical
monitors. The summary list that identifies these respective responsibilities is contained in
Appendix L.

. of Understanding,” which identifies the responsibilities of the project managers. In NRR,

To ensure effective use of technical assistance, the PM and the TM must work as a team.
The procedures set forth herein establish the relative roles of the organizations with a
focus on the responsibilities of the technical divisions.

A TAMS PM is assigned to each NRR contractor to manage NRR's work efforts placed
with the contractor. A list of ass’ d PMs is published periodically. If the PM is not
known, the Chief, TAMS, should be contacted.

2.5 Lead Project Manager Responsibilities

A TAMS PM will be designated as the lead PM for a technical division that has assigned
technical assistance resources. The responsibilities of the lead PM are as follows:

e  assisting the division in developing its financial plan, including assisting the division staff
in interpreting the instructions for preparing the project identification summary (PIDS)
and in preparing the PIDS

e serving as the TAMS point of contact for managers and staff, including

- responding to procurement issues and questions of a generic nature

- gathering and preparing procurement and financial data of a generic nature apph-
. cablc to the division or a branch of that division

- assisting managers and staff in sclecting the most appropriate source (contractor)
for the proposed work

e  assisting in the corduct of the divisions’ quarterly progress reviews by assembling status,
financial, and otner information for the branch chief and others

2.6 Authority and Responsibilities of the Chief, Technical Assistance
Managemem Section

The Chief, Technical Assistance Management Section (TAMS) of the Planning, Program,
and Managemeat Support Branch (PMSB), will concur in all contract actions to attest that
ali pertinent legal and administrative issues have been satisfactorily, appropriately, and
correctly addressed.

The Chief, TAMS, has the authority to designate the project manager. Other responsibili-
ties of the Chief, TAMS, are 10

e serve as NRR's cognizant and principal point of contact for procurement actions involy-
ing other offices and agencies and the commercial sector

e recommend NRR procurement policies and procedures

e pian, organize, coordinate, and administer techmcal assistance for NRR

e monitor. evaluate, and take action to correct contractor performance (technical, finan-
. cial, administrative)
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and ISSESS 11 division financial plans

cirectors and Deputy Director, NRR

Authority and Responsibilities of the Chief, Planning and
Resource Analysis Section

\uthority and Responsibilities for Certifying the Availability of
Funds Within the Budget and Reporting Classification




(1) ensuring that the total allotment to NRR does not exceed the amount available, or
otherwise violates the terms of the approved allutment

(2) ensuring that the funds allocated to a specific program area and program element
are used for contractor work that pertains to accomplishment of NRR efforts in that
program area and program element

In the first case, the certifying officer must ensure that an overcommitment of funds does
noy occur because an overcommitment of funds that leads 10 an overobligation of funds is
a violation of the Anti-Deficiency Act, and personnel having the delegated authority to
certify funds may be held pers wnally liable.

In the second case, funds may be available, but they may not be in the proper budget and
reporting classification. For example, a division may have sufficient funds allocated to it,
overall, but ther. may not be sufficient funds in a particular program area or program
element in which the work is classified. In these situations, a redirection of funds or
reprogramming of funds must be processed, as explained in Section 2.8 4,

2.8.2 Budget and Reperting Classification Structure

The allotment of funds by the Office of the Controller is based on financial plans devel-
oped by the individual program offi’ 8. The financial plan is an apportionment of the
NRC allotment ty program area. Though set by NRR management on the basis of the
objectives planned for that program area through the budget process, the funding amount
for each area has limitations as explained in Sections 2.8.4 and 2.8.5. In accounting
terminclogy, categorization of funds by program areas is referred to as the "budget and
reporting (B&R) classification.” This is the source of the B&R number used on contract
documents. Each 10-digit B&R number (XXX-XX-XX-XX-X) specifies the following
components:

A Last digit of ihe fiscal year (e.g., 2 for fiscal year 1992)
XX Office (e.g., 20 for NRR)
XX Program support (i.e., 19 for technical assistance)
XX Program area (e.g., 11 for reactor 'wensing)
XX Program element (e.g., 01 for power reactor applications)
X Detail (not used by NRR)
The fiscal vear 1992 B&R classification for NRR can be found in Appendix D. The B&R
classification may change by fiscal year if changes are made to the program area defini-

tions. The current B&R classification can be found in Part Il of the appendix to NRC
Manual Chapter 1301.

2.8.3 Financial Identification Number

The funding of contracts within the B&R classification is further complicated by the intro-
duction of the financial identification number (FIN). The FIN is the lowest level at which
funds are officially accounted for in the NRC accounting system. Each FIN can have only
one B&R number associated with it. That 15, only one type of work (program area and
program element combined) can be assigned to a FIN. Use of a FIN is restricted to a
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great  “xtent when used in contracting with DOE Nationa! Laboratories where the FIN is
the cu~ . t number. Yherefore, each DOE contract can contain only one type of work
definea :, e program element.

Project managers obtain FINs. Detailed guidance on the ass'anment of FINs is included in
the Technical Assistunce Project Manager's Handbook.

L84 Reprogremming and Redirection « Funds

The level of funding aliotted to each B&R program area cannot be exceeded or changed at
the office level without prior approval from Se Office of the Controller. If a division's
available funds are not in the B&R classification (program area and/cr program element)
required for the work to be performed, the division director must submit a memorandum
to the Chief, TAMS, requesting that divisicn funds be transferred from one program area
to another (i.¢., reprogrammed) or transferred from one nrogram clement to another (ie
redirected). Section 5.7 contains the procedures for accomplishing these transfers.

If the transfer of funds between program areas (reprogramming) cannot be accomplished
with existing NRR funds (office level), TAMS will initiate a financial plan change for
approval by the Office of the Controller before the funding action may be processed. This
request is coordinated by the Chief, TAMS, and processed by the Chief, PRAS. Depend-
Mg on the circumstances, it may take up to 1 month for the Ofiice of the Controiler to
process a financial plan change, thereby increasing the lead time required 1o complete
contrz:t funding actions dependemt on reprogramming. Procedures for accomplishing this
type of transfer of funds are specified in Section 5.7.3

Division dire; ors have the authority to transfer funds oetween or among program ele-
ments within the same program. area, & swated in Section 2.2.3. Procedures for accom-
plish:ng this type of transfer of funds are specified in Section 5. 7.2

288 Carrvover Funds

Funds appropriated 10 NRC are referred to as “no year funds” in that they may be kept
and used until they are fully expended. (Some Federa! agencies are appropriated funds
that expire at the end of the fiscal year if they are not obligated in the fiscai year in which
they were appropriated.) However, the Executive Director for Operations {EDO), through
the Office of the Controller (OC), has imposed restrictions on the use of funds allotted to
the program offices afte. the close of the fiscal year .1 which they were allotted to the
program offices.

Once funds allotted to a program office during a fiscal year are carried over imo the next
uscal yer r, or other subsequent fiscal year (referred 1o as “carryover funds”), their status
falls imqo three categories:

(1) Unaobligated funds that are carried over into the next fiscal year are “lost” 1o the
program offices; that is, they automatically revert to OC for use as directed by the
EDO.

(2) Ohbligated, unexpended funds carricd over into the next fiscal year, or other
subsequent fiscal year, may be used for their intended purpose (that is. in keeping

)

with the B&R classification as discussed in Section 2.8.2) until they are expended
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However, contractual limitations, such as the expiration o' the contract or task order
and the scope of the contract or task order, restrict the expenditure of those funds
(See note below.)

(3)  Obligated, unexpended funds carried over into the next fiscal year, or other subsequent
fiscal year, that are subsequently deobligated automaucally revert 1o OC for use as di-
rected by the EDO. '

Note:  Funds are obligated for a specific FIN. They can only be transferred between
FINs by deobligation/ obligation actions. Therefore, earryover funds cannot be
transferred between FINS because once they are deobligated (after the end ot
the fiscal year in which they were aliotted), they sutomatically revert to OC.

Funds may be transferred between FINs only during the £scal year in which
they were allotted.

See also NRR funding policy on carryover funds explained in Scction 4 5.8
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3 THE PLANNING PHASE

31 Background Information
LiY General

runds for technical assistance sre approved by Congress based on justified need to ac
somplish the agency mission. In addition, certain laws and regulations have been enacted
10 ensure that technical assistance contracts are properly awarded and administered,
" hese mandates include the Federal Managers' Financial Integrity Act, which requires
agencies to have internal controls and procedures in place 10 reasonably ensure that tech-
nical assistance funds are safeguarded against waste, loss, unauthorized use, or misappro.
priation. Such regulations and procedures act as checks and balarces and will ai times
tterfere with the timely and expedient use of technical assistance funds. However, they
mrinimize the risks associated with the expenditure of funds gnd are, therefore, integral
and important parts of the process. The keys (0 efficict and successful contracting are
widerstanding the processes and their attendam laws and regulations and abiding by
them.

MRR's technical assistance preject management function under the Technical Assi: .ance
Management Section (TAMS) of the Planning, Program, and Management Support
Branch (PMSB) was established to provide contract management support beginning with
the source selection process |ie.. selecting the ost appropriate source(s} of technical
services), contir sing through contraci execution, and ending with contract closeout. The
respansibilities of the wechnical assistance project manager are profiled in this procedures
inanual (see Section 2.4 and Appendia L). However, the Technical Assistance Project Mun-
ager’s Handboek more fully describes the duties and functions of the project manager and
provides detailed procedures for contract administration in NRR by the projact manager

312 Budget Formulation

Budgets are normally formulated for a S-vear period two fiscal years before the beginning
of that period (i.e., the budget for fiscal yvears 1994 through 1998 is formulated in fi-cal
year 1992) At this stage, the budget is prepare] at the program area level principally by
vhe PMSB staff and upper management with input from division management. While
formulating the outyear budgets (e.g, those for fiscal years 1995 through 1999), the
technical divisions focus on updating their budpet allocations at the project level for the
upcoming fiscal vear. This involves development of the financial plan described in Sec.
tion 3.2

112 Contracting Sources
Technical assistance is available 1o NRR through the following two sources
(1)  Depatment of Energy (DOE) through which the NRC accesses the National Labora-

wores

(2)  Division of Contracts and Property Management through which the NRC contracts with
commercial firms, universities, and Government agencies other than DOE [commercial
firms include small and disadvantaged businesses. referred 1o as “Section 8.4, (of the
Small Business Act) firms™)
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Despite the need to accomplish the work in the mosi timely manner and by the most
economic means, the principle underlying Government mandate is that all qualified and
interested contractors must be given equal opportunity to compete for the work. There.
fore, advance rianning plays a major role in obtainin contractor assistance.

3.1 4 Justification of Use of Contraciors

The Inspector General has stipulated that NRC program offices document the need for
use of a commercial contractor to perform specific wark before placing each task order
To imp'ement this requirement, NRC Bulletin §101-8, “Justification of the Use of Con-
ractor Employees Under Task Order Contracts,” was issued. A copy of this bulletin can
be found in Appendix F.

Designating officials must ensure that the use of contractor employees rather than NRC
personnel is justified before a task ordering type contract is established. NRC Bulletin
5101-8 provides the procedures by which designating officials certify that the justification
for the use of a contractor continues to be valid when a task order is placed.

Proceaurally, NRR division managers are to ind zate the need for use of a contractor for
all work that is to be contracted on the project identification summary (PIDS), using the
criteria in NRC Bulletin $101-8. See Appendix I, which contains the PIDS and instruc.
tions for completing it. When a commercial task order is to be execvted, the project
manager will place on NRC Form 400 the justification for the use of a contractor from the
PIDS. The division director, however, is responsible for attesting to the validity and cor-
rectnesy of that justification.

L1LE Inproper Use of Contractors: Personal Services

The NRC 1as determined as a matter of policy that services rendered in the context of an
employer-employee relationship will be obtained through the personnel appointment proc-
ess. Division managers, technical monitors, and project managers are responsible ‘or
using contractors as independent sources for accomplishing the work identified in the
statement of work The use of contractors in a personal way, that i1s, forming an
employer-eraployee relationship, or one that fosters such a relationship, is prohibited
Simply stated, personal services cortracts (i.e, those that result in establishing an
employer-employee relationshin) a.e illegal. The Executive Director for Operations
(EDO) addressed personal services in his memorandum of May 20, 1991, which is con-
tained in Appendix A. In many instances, however, it can be difficult 1o distinguish be-
tween personal and nonpersonal services. Though NRR technical assistance is used to
support acco nplishment of the mission, contractiag cannot be used to circumvent person-
nel hires or personnel ceiings. The issue here is not necessarily supplementing NRR
personnel resources but rathe:r the mamner in which contractors are used.

Broad criteria for identifying personul services have been established on the basis of
decisions of the Comptroller General. Appendix M contains guidelines to assist in distin-
guishing between personal and nonpersonal services. Division directors are responsible
for reviewing the manner in which the services of a contractor are being carried out and
for ensuring that the services are nonpersonal. The associate director will make the final
determination in the event of any conflict betwe « the Chief, TAMS, and the division
director concerning the applicability of these guiocanes fur procurement actions placed
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Competitive Contracts

In acenrdance with the Office of Federal Procurement Policy Act, former Government
employees who have served as procurement officials on a particular competitive procure-
ment action cannot perform work on a resulting contract for 2 years from the last day of
anv involvement in the procurement action prior 1o award. (See Appendix N for the defi
nition of procurement official and other information pertaining to the referenced act.)
Therefore, if a former NRC employee had not served as a procurement official on a
competitive procurement action, he or she may work without restriction ¢n contracts
awarded competitively.

318 Selection of Staff Personnel: Technical Monitors
L1811 General

Division managers are responsible for selecting and designating staff personnel to serve
as technical monitors (TMs) on individua! technical assistance contracts or task orders.

Technical monitor responsibilities and limits of authority are discussed in Section 2.4 and
F-*ed in Appendix L.

More than one techical monitor may be assigned to a contract or task nrder. If more than
one technical monitor is assigned, the statement of work must clearly state the areas of
responsibility of each technical monitor so that the contractor knows from whom and in
what areas to take technical direction. Unless the technical monitor's supervisor or higher
manager is listed as a TM, he or she is not avthonzed to give technical direction directls
to the contractor, unless he or she is acting for the technical monttor. In such cases, the
project manager and the contractor should be informed

Changing or adding a technical monitor, even temporarily, does not result in a contract or
task order mudification. Rather, such a change is referred to as “technical direction™ and
1s confirmed in writing to the contractor by the project ,nanager.

As NRC employees, technical monitors have other titles such as reactor sysiems engineer,
reactor inspector, or mechanical engineer. In the regions, some employees may have addi.
tional titles such as team ieader. Regardless of their NRC titles, when assigned 1o monitor
the work of a contractor, employees (other than project managers) will be designated as
technical monitors and will use that title for purposes of defining their role under the
contract

3.1.8.2  Technical Monitar Qualifications

To ensure that the contractor will receive proper technical direction and guidance in a
timely manner, division managers should select a staff member 1o serve as a rechnical
monitor on the basis of

(1) the technical qualifications of the staff member in the technical area of the contract
(2) the workload of the staff member

{3) the experience of the staff member in contract administration and the formal train-
ing he or she has received

(4) the interpersonal skills and ability of the staft member to communicate both oraliy and
in writing
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commercial procurement process. Specifically, during the procurement process,* a pro-
curement official*® is prohibited from

o  disclosing proprietary or source selection information regarding the procurement to any
unauthorized individual

e soliciting or accepting future employment or business opportunitics from a competing
contractor (up to 2 years after terminating NRC employment)

e soliciting or accepting money or anything of value from a competing contractor

Violation of the iaw's information-disclosure provisions carries criminal as well as civil
and administrative penalties. Information regarding this act can be found in Appendix N.

3.2 Development and Approval of the Division Technical Assistance
Financial Plan

321 General

The major steps and timeframes for developing the division's financial plan can be found
in Appendix O. The corresponding flow chart can be found in Appendix B

3.2.2 Office-Level Call for Project Identification Summary and Financiil Plan

In the latter part of May, the NRR Deputy Director will ask for each division's technical
assistance financial plan by memorandum. The division's technical assistance allocation,
instrucuons for preparing the project identification summary (PIDS) if revised from those
contained herein, and any other guidance will be issued with the call for the PIDS and
financial plan. TAMS will provide the updated financial status of current projecis

3.2.3 Preparing the Project Identification Summary

A PIDS is required for all new contracts or task orders and for any existing contracts or
task orders that require additional funding. For task ordering type contracts, DOE or
commercial, for which the specific task orders are not known, one PIDS can be prepared
This PIDS should identify the expected number of task orders and the average budget for
each task order that arnounts to the available funding. Uf there are both known and un-
known task orders under a task ordering type ccntract, a PIDS shouid be prepared for
those that are known, and one should be prepared for the balance of the funding using the
guidance stated above

For modifications to contracts and 1ask orders that require changes to a branch's financial
allocation or the division’s financial plan during contract administration, see Section £ 7.

Appendix 1 contains the PIDS and the instructions for completing i Dae instruction for
developing a budget for a contract or task order follows.

Procedures for developing a division's financial plan are given in Section 3.2 4

e

S ——
*The procurement process is the period boginning with the development, prepatation  and lssusnce of & commerelal
procuwrement solicitation, including the wriling of the starement of work, and concluding with the award. wodificatian
or extension of & centagt

**A procutement officlal is any agency emplovee persosially and subistantially invoived in prepatmng o approvitig the ad-

vance procuroment plans and the stelemen! of work and participating in e soutce evalunlion process |1 ¢ . serving as 4
meniber of 8 source evalualion pane! (SEP)

T wial, ¢ { .
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325 Review of Project Identification Summaries by Associate Directors

The Planning, Program, and Management Support Branch (PMSB) will analyze and com- .
pile the PIDSs for review by the associate directors in early August

PMSB will review the PIDSs for

e  consistency with the Five-Year Plan and directives issued by the Director, NRR, and the
executive team that supports the Five-Year Plan

e  deviations among the program areas from those that were originally included in the NRR
budget

¢ financial correctness and completeness in accordance with the allocation provided to the
divisions

TAMS will compile the PIDSs for each division as follows:
By Program Area:

PIDS Title (by program ¢, ment)  Amount Branch Contractor

Subtotal (program area)
Division Total

Summary (Towals) by Contractor

Contractor Total Funds

Associate directors will review their divisions' PIDSs and make necessary adjustments
with the divisions so that each division's financial plan will be completed by the middle of
August.

32.6 Office-Level Review

The NRR goal is to have an apprcved financial plan (i.e., a summary of each approved
PIDS by program area and program element and project) by the end of August. The NRR
Leputy Director will approve and issue the NRR Finincial Plan, which shows the appor-
tionment to each division,

This schedule should allow sufficient time for developing the statements of work ca ap-
’ proved contracts and task orders, issuing requests for proposals, evaluating and negotiat-
| ing the proposals, and preparing the funding documents and other contract documents
| before the beginning of the new fiscal year. Drafting of the statements of work should
| begin after approval of the PIDS by the division director, with due consideration given to
l when the work must begin to meet mission requireiments.
|
|
|
|
|

This schedule is also consistent with the sequirement in NRC Manual Chapter §101 that
program offices develop and submit an advance procurement plan by August 1 of each
year. The EDO has emphasized this requirement in his memorandum of May 20, 1991
(see Appendix A).

NUREG/BR-0101 3-8 December 1991

e T T N N P A ere |




lechnical Assistance in Support of the Regions




133 Execution

Althcugh funding levels for regional technical assistance may be included in the divisions’
financial plans, regions must request and coordinate specific technical assistance require-
ments with the appropriate division, as discussed in Section 3.3.1. TANS is not responsi-
ble for coordinating and processing such requests directly from the regions. That is,
TAMS will process only contract actions requested for the regions by division directors,
following the procedures in Section 4.1

Guidelines to assist the regions in develeping input to or providing the draft statement of
work are given inn Appendix G. Regional personnel should be mindful of the timeframes
required to process the procurement actions found in Appendix P.
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4 THE EXECUTION PHASE

The processes described in Section 4.1 are impiemented ance the statenent of work has
been approved.

4.1 Initiation of Contract Actions
4.1.1 Geners!

As a general ruie,® contract actions are iritiated by the division starf. These actions may
consist of
o new DOE contract

modification: t0 a DOE contract

new commercial contract

~  cominercial contract over $25,000

- commerciz] contract modification

= small and dis¢ dvantaged business [referred to as “Section 8.a. (of the Small Busi-
ness Act) firni") contract over $25,004

-~ commercial noncompetitive (¢.g., sole source) contract®®
- new purchase c:der ($25,000 and less)
~«  small and gisadvantaged business (Section B.a, firm)

«=  Other
¢ new task order
- DOE

- commercial

- other Federal ageicy
e task order modificauon
e purchase order modification

The project manager may request the technical monitor or his or her management 1°
initiate contract actions (¢.g. modifications), but the division director must ultimately ap-
prove the contract action. The division director requests that a contract action be proc-
essed by sending a memorandum to the Chief, Technical Assistance Management Section
(TAMS). The sample format in Appendix Q, or the equivalent, may be used. It is impor-
tant that the following items are addressed:

(1) Type of Action: If a modification, provide a brief description of what is to be modi-
fied and why.

(2) Timing: When the contract action must be in place. There are three timing classifi-
cations:

*Projes! maoagers may initial: & contrac! action duting penormance of work as a resull of mieractions with the conirac-
10, Such action will normally be extension of the period of performance or indrease in Tunding

**For policy guidance on the use of sole source procurements, se¢ NRC Manuu! Chapter $101 and the memarandum of
May 20, 1991, from (he Executive Director for Operations, which s given in Appencis A
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o  Urgent: Actions that require immediate action—those that must be in place in
less than five working days. The start date must be specified. The detailed
justification must explain the urgency, which must be based on serious exi-
gency with potential safety implications.

e  Prompt: Actions that require some exigency but are not emergencies—those
that must be in place within ten working days. The start date must be specified.
The justification must explain the exception to the routine processing proce-
dures. The lack of prior planning will not be considered an exception warrant.
ing delay in the processing of other planned actions. Requests for prompt ac-
tions cannot be processed as expeditiously as urgent actions (e.g., oral authori.
zations), but TAMS will take all other means available to expedite the process.
ing of the action (e.g., immediate attention, faxing of documents)

¢  Routine: Actions that will be processed in the normal timeframe, with due
consideration given to the workload of the project manager and other personnel
that must be involved [e.g., certifying official, Division of Contracts and Prop-
erty Management personnel (DCPM)]. Indicate the timeframe in which the con.
tract or task order should be in place. This timeframe must be generally consis-
tent with the typical timeframes provided for the three most frequently used
procurement processes discussed in Section 4.6 and depicted in Appendix P,
Actions to modify a contract or task order take approximately the same amount
of time as the initial action. In addition to the typical timeframes for the con
tract actions presented in Section 4.6 and in Appendix P, the followir_ informa.
tion pertaing to other types of contract award actions:

- A small purchase wi'l take an average of approximately 30 working days
from receipt of a funded requisition (NRC Form 34)

- A Section 8.a. contract will take about 60 to 90 working days from re.
ceipt by DCPM of a funded request for procurement action (RFPA)
(NRC Form 400)

- A noncompetitive contract will take approximately 60 to 75 working days
from receipt by DCPM of a funded RFPA

4.1.2 Need for the Work

Other than for establishing task ordering type comuacts, actual work requirements must
be available before the authorization of work. The statement of work may be prepared in
anticipation of the issuance of a contract or task order, but negotiations with the contrac-
tor should not be conducted and work authorization will not be given until actual work
requirements exist. One indication that this requirement is met is satisfactory completion
of the “NRC-Furnished Materials” section of the statement of work in accordance with the
guidelines for preparing statements of work found in Appendix G. This section is properly
completed when a date is given showing when the document, report, or other material was
sent (or will be sent) to the contractor, or when the material is expected to arrive at the
contractor's facilities
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4.1.3 Developing the Statement of Work

Once the project identification summary (PIDS) for a contract or task order has been
approved, the statement of work (SOW) can be developed Coordination, if applicable,
outlined in Section 4.2, may be performed simultancously or after the SOW is prepared.
Formal coordination usually occurs after the SOW is prepared.

Ultimate responsibility for the contractual adequacy of the SOW rests with the project
manager (PM); however, the PM and the technical monitor (TM) share responsibility for
developing the SOW. The TM is responsible for the technical adequacy of the work re.
guirements. He or she should (raft input to the SOW using the guidance found in Appen-
dix G, which contains the format, instructions, and guidelines for preparing the SOW for
the following:

o task order for DOE National Laboratories or commercial cont ctors
e non<ask ordering type contract
e task ordering type contract for DOE National Laboratories or commercial contractors

TMs should prepare as much input to the SOW as they can. However, on more complex
efforts, the T™ and the PM should work together so that both can come to an understand-
ing of the work to be performed and each other's role in administering the contract of
task order.

4.1.3.1  Estimating the Leve! of Effort and Developing the Independent Cost Lstimate

An independent cost estimate will be developed for each new contract, task order, or
modification that involves a change or potential change in costs, repardless of the amount
The PM is responsible for developing and preparing an independent cost estimate; details
are given in the Technical Assistance Project Manager's Handbook. However, the independ-
ent cost estimate is only as good as the assumptions used for developing the level of effort
and other cost factors such as travel. At this stage, rough estimates used to develop the
budget estimate for the Pi S need 1o be fine<tuned. Accordingly, a level of effort 1s to be
developed for each task under the “Work Requirements and Schedule” section of the
statement of work, and, if applicable and pracuicable, for each subtask. All travel must be
succinctly identified, as well as any other factors that might affect costs,

Although the T™ is primarily responsible for developing the level of effort and determin.
ing the amount of travel and other factors that pertain to costs, the PM should understand
and support the bases and assumptions for these estimates

4.1.3.2  Processing Site Access Authorizations for Contractors
4.1.3.2.1 General

The requirement for contractor employees to access facilities at nuclear power plant sites
shoulc ' ¢ specified in the “Technical and Other Special Qualifications Required” section
of the statement of work. The type of access, escorted or unescorted, should also be
specified

If the requirement for contractor access 10 the site arises after the contract or task order 1
in place, the requirements delineated below also apply
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§1.36  Federal Advisory Comiaittee Act Requirement

The Federal Advisory Committee Act (FACA) applies when a group not composed en-
urely of Federal employees is organized 1o provide consensus adviee® 1o a VFederal
agency. This rule applies to peer reviews, workshops, and other organized efforts aimed
at providing consensus advice to a Federal Agency, in this case the NRC.

Sometimes the question arises whether tasking @ contractor 10 organize a group that will
provide such advice also falls under the FACA. When a contractor is tasked to provide a
report** to the NRC based on advice provided to the contractor by a group that is inde-
pendently constituted by the contractor, the FACA may uot apply. However, the more
involved the NRC becomes in constituting the group (e.g , by selecting its members), the
more likely the FACA will be found to apply. In addition, the more active the NRC is in
setung the agenda fo. the group and directing its meetings, the mors likely the FACA will
be held to apply. If an NRC employee attends a deliberative meeting of the group, even
though the NRC employee observes the deliberations silently, there may be at least the
appearance that the group is providing advice to the NRC, rather than the contractor

This is not 10 say that the NRC may not task a contractor to constitute a group, or assist in
constituting a group, to give consensus advice directly to the NRC. However, in this ¢itu-
ation the group will be considered 10 be an advisory committee subiect to the FACA

These issues may arise when a peer review of workshop i1s requested of a contractor. In
such instances, legal counsel should be sought when developing the statement of work or
evaluating the contractor's proposzl. Additional guidance can te found in NRR Office
Letter Yo, 703, “Federal Advisory Committee Act (FACA) Requirements.”

4.1.3.7  Paperwork Reduction Adt Requirement

If a contract or task order involves information-coliection efforts that affect 10 or more
respondents (e.g., licensees, vendors), the Paperwork Reduction Act applies. In this re-
gard, the procedures in NRR Office Letter No. 802, "Procedures for ldentfying the Need
for and Obtaining and Using OMB Clearances,” musi be followed. For additional infor.
mation on this subject, contact the Chief, Administrative Section, Planning, Program, and
Management Support Branch (PMSB), Program Management, Policy Development, and
Analysis Staff (PMAS)

4.2 Other Reviews and Approvals Before Procurement Actions Are
Implemented

4.2.1 General

Before a procurement action is implemented, specific types of coordination, reviews, and
approvals, as discussed in the following sections, may be necessary. A fully developed

- — e e —— e

*The FACA dows not apply 10 the provigion of ingdividual advice, even when sevelal persons provide such advicg. 1 i
the consensus aspest thal brings the FACA inte pley

*eenerally, such reports should be dn writing because thal provides a clenrer record of the naare of the transaction
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in by the other program offices (the Office of Nuclear Regulatory Research, the Office of

Nuclear } ‘erial Safety and Safeguards, the Office for Analysis and Evaluation of Opera- .
tional Data, the Office of Information Resources Management, and the Office of Admin-

istration) to prevent unnecessary duplication of effort. (Task orders are not subject 1o this
requirement.) This function is performed by the TAMS PM by means of a memorandum

to the other prograin offices requesting their concurrence or comments or both. Prior
coordination by the technical monitor or his or her management is advised when a poten-

tial exists for duplication of effort. The PM will place concurrences received from other

program offices in the official contract file.

4.2.5 Reviews by the senior Contract Review Board

In addition to the above reviews, new contracts and major modifications valued at more
than $750,000 annually or $2 million or more over a 3-year period must be reviewed and
approved by the Senior Contract Review Board (SCRB). The charter of the SCRB, which
identifies the contents of the SCRB package, is contained in the Technical Assistance Project
“‘anager's Handbook. ™ 1¢ TAMS PM is responsible for preparing the SCRB package and
for obtaining input from and concurrence of the TM and division management.

The division director responsible for the contract will make the presentation at the SCRB
meeting. For contracts that involve more than one division under an associate director,
the associate director, or a selected lead division director, will make the presentation.
Anendance at the SCRB meeting should include all personnel who will be involved with
the administration of the contract.

SCRB approval must be obwained before submitting the request for procurement action o
(NRC Form 400) for the project to the Division of Contracts and Property Management

for processing. However, a r2quesi for proposal may be sent to DOE for preparation of a

proposal by a National Laboratory, but no work may be authorized until SCRB approval is

obtained.

4.2.6 Chairman Approval

Commercial procurement 7 ztions valued at $3 million or more must be approved by the
Chairman. However, any commercial procurement action that exceeds $750,000 and in-
volves a tori~ on the Commission's priority list or involves a topic that is not covered by
the Five-Year Plan shall be submitted to the Chairman for approval. The required Com-
mission paper will be prepared by the Division of Contracts and Property Management
with technical input from NRR

4.3 Approval of the Statement of Work and Other Contract Actions

The division director is responsible for approving ali contract actions including the state-
ment of work. These actions may be approved using forms, memoranda, or letters, as
follows:
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e Block &, for the signature of the assigned PM
e Block 7, “Imermediate Approval,” 1o be signed by the responsible branch chief
¢ Block 8, “Final Approval,” to be signed by the responsible division director

4.5 Request for Proposal, Negotiations on the Proposal, and
Evaluation of the Proposal

451 General
The discussion in this section pertains to the following types of contracting actions:

new DOE work order, or modification thereto

DOE task order, or modification thereto

commercial task order, or modification thereto

purchase order, or modification thereto

interagency agreement, other than that with DOE, and modification thereto

small and disadvantaged business contract (referred to as a “Section £.a. contract”),
or r - Jification thereto

¢ noncompetitive contract, after the justification is approved, and modification thereto

. & ® = = =

The selection of a new commercial contractor is a long and involved process, taking from

6 10 9 months. This process is discussed in the Technical Assistance Project Manager's

Handbook and is not pertinent 1o these procedures. However, a flow chart depicting the .
process for selecting a commercial contractor can be found in Appendix B

For a commercial task order, it is not permissible ior the T™ (or the TM's management)
to contact the poteatial contractor before the contractor receives the request for proposal,
Even after the proposal is received by the contractor, the contact must be coordinated by
the contract administrator in the Division of Contracts and Property Management
(DCPM).

Such a restriction does not apply to the DOE National Laboratories as long as the contacts
are limited to inquiries pertaining to the availability of personnel to perform the work in
e timeframe required by the NRC. There are two reasons for having limited discussions
with the DOE National Laboratory personnel: (1) not to bias the National Laboratory's
| posal and (2) to avoid misunderstandings that could lead the National Laboratory 10
begin work without proper authorization.

4.52 Preparing the Reguest for Propossl

The PM is responsible for completing the request for proposal (RFP) package after the

statement of work has been prepared. Among other variables, the forms and format will

differ depending on whether the work will be assigned to a National Laboratory or to a

commercial contractor, and whether the REP is for a new contract or a task order undet
1 existing contract. The Technical Assistance Project Manager's Handbook provides the
Aailed procedures for preparing the specific types of RFP packages.
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The procedures for processing financial plan changes discussed in Section > / apply if
funds beyond those budgeted are required

It is not necessary to use the proposal evaluation foim referenced above for DOE task
orders. If it is not used, however, the T™M, and ultimately the PM, must document tne
results of the negotiations, whether or not changes were made to the draft SOW and
esumated costs. Such documentation should be ...ade on the form “Communication Re-
cord” fm;nd in Appendix V, or the equivalent, anc will become part of the NRR official
contract file.

The PM is responsible for ensuring that a copy of the final contract or task order is
provided 1o all personnel who are involved in the procurement action

45410 Evaluating Proposed Subcontractors

A subcontractor(s) is usually approved as pe:t of the original proposal and resultant con.
tract, If a subcontractor(s) is required by the prime contractor after a contract is in place,
the prime contractor must provide the follswing information for NRC review and approval
as part of the task order proposal or oo atract modification proposal:

¢ identification of the subcontracic:

o description of the specific services to be provided by the subcontractor

¢ proposed subcontractor costs (total)

o information required to evalaate the potential for organizational conflict of interest

4.54.2  Organieationa) Conflict of s Interest Considerations

The potential for orgarization.!® conflict of interest is reviewed and evaluated as part of
the proposal evaluation process. The burden for identifving potential conflict of interest
and supplying appropriate information rests with the contractor. NRR, in consultation with
the Office of the General Counsel when necessary, determines if an organizational con-
flict of interest exists

Organizational conflict-ofanterest determinations cannot be made on generic bases but
rather by applying sound judgment on a case-by-case basis. Two basic principles apply 1o
organizational conflict-of-interest determinations

¢ s the contractor placed in a situation where its judgment may be biased” For
example,
« 18 the contractor reviewing its own work”?
= Isthe contractor doing the same or similar work for the industry (including DOLE)?

o s the contractor placed in a situation where it may have or gain a competitive advan-
tage’

Organizational conflict-of-interest determinations are not always easy to make. It is not
the intent of these procedures 1o discuss or explain the conflict-of interest provisions.

YOrganisational periainy 10 NRE contracie with crganiantions and tior with the emplavecs of those prganizavions. Therelon
sonflies of intorest i Wentified as pon ol the organichlion wnd enly indirecily the employees af Dial ofganisation
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Rather, it is 10 sensitize the staff 10 its existence and raise it as an area that requires
attention. Legal counsel should be sought if any potential for or_ anizational conflict of
interest exists. For additional information and examples, the NRC regulations governing
organizational coflict of interest should be consulted.

f organizational conflict of interest exists, or appears to exist, provisions exist for obtain-
ing a waiver if (1) the work needs to be done and no reasonable alternative exists, and (2)
the conflict can be reasonably mitigated or managed. All waivers must be approved by the
NRC Executive Director for Operations.

4.5.5 Financial Management

The amount of funding obligated to each contract or task order will be guided by the
following three criteria:

(1) Contracts and Task Orders Valued at $100,000 or More That Can Be Completed
Within the Fiscal Year They Are Initiated: Generally, a contract or task order val-
ued at $100,000 or more that is started and completed within a single fiscal year will
be funded, initially, at approximately 70 to 80 percent of the cost ceiliig. The
amount of initial funding will also depend on the contractor's proposed spending
plan (see Section 4.1.3.3). A review of the spending rate will be conducted at mid-
year, and the balance of funds will be authorized if the actual spending rate matches
the projected spending rate Funds will be deobligated if they are not commensurate
with the projected spending rate.

(2)  Countracts and Task Orders That Extend into the Next Fiscal Year: For contracts
and task orders that cross into fiscal years by more than 3 months, a 2« to 3-month
carryover funding level is the targeted amount, This carryover climinates the possibility
of work stoppage resulting from complete exhaustion of current yerr funds at the end of
the fiscal year, Yet, it obviates cacessive carryover funds that inay be underutilized or
can lead to wastetul use of fiscal resources.

(1) Contracts and Task Orders Expected To Be Completed by the First Quarter of the
Next Fiscal Year: If the work extends into *he next fiscal yvear, but i1s expected 1o be
completed within the first quarter, the funds required to complete the work can be
authorized from current year allocations, if there are sufficient budgeted funds to do
50,

4.6 Major Steps and Timeframes for Processing The Three Most
Frequently Used Procurement Processes

Although seven methods for obtaining technical assistance are noted in Section 4.5.1,
most of NRR technical assistance is obtained through three principal processes. These are
listed below along with a brief explanation of the process. Appendix P provides a sum-
mary of the major steps ana umeframes for these three processes. The corresponding
flow charts that depict the detailed steps for each process can be found in Appendix B.

(1) New DOE Contract: This process involves sending a statement of work (SOW) to

DOE and requesting a proposal. The DOE National Labe-atory prepares a proposal
using NRC Form 189, “Project and Budget Proposal £ WRC Work,™ which is then
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submitted through DOE to the NRC for review and approval. A copy of NRC Form

189 can be found in Appendix C. The PM and the TN evaluate the proposal using .
the proposal evaiuation form shown in Appendix U, or the equivalent, and conduct
nep-Lat'ons as necessary. Once negotiations are successfully completed and docu-

mented, and the proposal evaluation form is signed by the T and PM, an NRC

Form i73 is prepared by the PM to fund and authorize the work. A copy of NRC

Form 173 is shown in Appendix C. This process requires

e an SOW with monthly business letter report (MBLR) anc other pertinent re-
quirements (e.g., ADP stipulations) (see Appendix G)

¢ 2r independent cost estimate
¢ an NRC Form 367 (see Appendix H)

a request for proposal (RFP) letter, which includes proposal content, from the
Chief, TAMS, 10 DOE

e a proposal (NRC Form 189) from DOE (see Appendix C)
e & proposal evaluation form (see Appendix U)
.
.

an NRC Form 173 signed by the division director (see Appendix C)
a letter to DOE from the Chief, TAMS, transmitting NRC Form 173

(2)  Task Order Under a DOE Work Order: This process is used when a task ordering
type contract is in place with a DOE National Laboratory. This process commences
when the PM sends a draft SOW to the National Laboratory following the proce- .
dures estabiished in the contract. Guidelines for preparing a task order SOW are
| provided in Appendix G. The contents of the SOW, especially the level of effort,
[ are negotiated as necessar’’ with the DOE National Laboratory program manager
| and/or principal investigator. After agreement is reached, the results must be docu-
’ mented.* The SOW is finalized and the PM issues a letter, containing the authorized
ceiling cost and the SOW, under his or her signature after concurrence by the divi-
sion director, authorizing the National Laboratory to begin work. This letter is coun-
tersigned by the DOE Na.ional Laboratory program or project manager and returned
to the PM. This process requires

Appendix G)
e an independent cost estimate

e the ,orm “Communications Record” (see Appendix V), or the proposal evalu-

' e an SOW with any specific provisions not covered in the basic contract (see
|
|
| : .
| auon form (see Appendix U)

\

?

e a transmittal letter to the National Laboratory from the PM

| (3)  Task Order Under a Commercial Contract: This process is used when a task order-
| ing type contract is in place with a commercial contractor or a Federal agency other

O S—
*To document the resulis of these negotiations (and for any other discussion with contractors o with the s1aff within NKR
NRC, DOE, or elsewhere), the form “Communication Record, ™ given in Appendix V. ot ihe equivalent, oan be used

Optionilly, the proposal eviluation lorm found 1n Appoendis U, or the equivalen!, may b Uied 10 document Ihese negolia .
Hone
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than DOE. This process commences when an NRC Form 400 is approved by the

. division director and t* - smitted to the Division of Contracts and Property Manage.
ment (DCPM) along with a finalized statement of work and an independent cost
estimate. DC™M sends an RFP 1o the contractor. The contractor then submits a
proposal, which is evaluated and documented by the PM and the T™. Negotiations
are conducied through DCPM as necessary. The proposal, or any revisions to it by
the contractor as a result of negotiations, is approved® by the T™ and the PM using
the form in Appendix U, or the equivalent. DCPM conducts final negotiations with
the contractor on any open items and authorizes the contractor to begin work. This
process requires

¢ an SOW (see Appendix G)
e an independent cost estimate

e an NRC Form 400 (see Appendix C) signed by the division director, with the
Chief, Planning and Resource Analysis Section, certifying the availability of
funds

¢ a transmittal *tter from the Chief, TAMS, 10 DCPM
e & request for proposal from DCPM to the contractor
¢ @ proposal from the contractor

¢ aprerosal evaluation form (see Appendix L)

. . a defimuzeation letter from DCPM to the contractot

Note that naving a task order in place, particuluarly with a commercial contractor,
does not permint the staff 10 contact that contractor to discuss new work or expansion
of ongoing work that may be out of scope, that is, bevond the objective(s) of the
contract. In addition 1o the reasons given previously, discussions of new work may
violate the Office of Federal Procurement Policy Act. Appendix N cortains informa-
ton pertaining 10 the applicability of this law when new proposed contracted efforts
are being developed

It the cosi priposi! x more then 15 peroemt of NRE & fndependent gost estiniale, the division director must tonksr in
&pprovel of the proposal
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§ THE CONTRACT MONITORINC 2HASE
5.1 General

There is a direct correlation between the success of o contract and task order and the
amount of interaction between the NRC staff and the comractor's staff. While a well-
written statement of work (SOW) significantly minimizes prot s, close and frequent
communication enhances the success rate and, ulumately, the usefulness of the products
to the NRC

In addition to oral communications with the contractor concerning the monitoring of the
work and providing technical guidance, technical menitors (TMs) will be closely involved
with reviewing the folluwing contractor products:

technical reports and other deliverables for quality, accertability, and timeliness

monthly business letter reports for information on the status of the work, the
progress with respect to costs, resolution of dentified problems, and quality 1o re.
flect proper documentation on the status and accomplishments

¢ vouchers for reasonableness, appropriateness, and correctness, including, as appli-
cable, reportable licensee fee recoverable costs

5.2 Good Contract Monitoring Practices

The frequency of contact between the T™ and the principal investigator (Pl) and other
contractor staff depends on the level of effort and amount of activity, On active contracts
and task orders, T™Ms should typically contact their respective Pls concerning the status of
the work no less than once a week The greater the level of effort and activity, the more
contact there should be,

If the T™™ will be out of the office for more than 1 week, the section chief (o the T™M's
immediate supervisor) will either perform the contract monitoring function or designate
someone eise in the TM's absence. Regardless of who is assigned. it is the responsibility
of the section chief to ensure that the monitoring function is periormed. For prolonged
absences of the T, the project manager (PM) and the Pl should be told who will be
performing the TM's monitoring function

Sound contract monitoring practices include the following

o Do not assume the contractor has full knowledge of the contract requirements; take
the time necessary to ensure that the contractor understands the work in the same
way that you do.

e  Whenever possible, hold “kickoff" meetings to go over ali aspects of the SOW.

o  Check and verify what the contractor is saving; ask for samples or detailed descrip-
tion of work in progress

o  Read the contractor reports and provide timely feedback

o  Call the contractor’s attention to contract requirements that are not being met and
seck the contractor's voluntary commitment to remedy failure, document results and
understandings reached using the form “Communication Record” shown in Appen-
dixn V
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publications or presentations. Modifications to accomplish this must be approved by the
division director using the procedures in Section 5.6

If the contractor requests permission to publish or present the paper, the division director
shall take one of the following actions:

e approve the material as submitted

® approve it subject to the revisions suggested by the NRC
e disapprove it

In any event, the NRC may disapprove or ¢ elay publication or presentation of papers
on information subject to Commission approval that has not been ruled on or that has
been disapproved. However, once a contractor report or other deliverable is accepted
by the NRC, the contractor is free to publish or present that information without ex-
pressed NRC a, groval, unless i, contains proprietary or other restricted information.
The cost for preparation, publication, and presentation is solely the responsibility of the
contractor. Professional ethics would dictate, however, that the contractor acknowledge

that funding support was provided by the NRC, but the contractor is not required to do
s0.

All papers and articles submitted for publication or presentation must include the follow-
ing disclaimer:

This report was prepared as an account of work sponsored by an agency of the
U.S. Government. Neither the U.S. Govesnment nor any agency thereof i any
of its employees, makes any warranty, exprissed or implied, or assmes any
legal liability or responsibility for any informiation, apparatus, product, or proc-
ess disclosed in this report, or represents that its use by such third party would
not infringe privately owned rights. The views expressed in this paper are not
necessarily those of the NRC.

When the contractor is granted NRC approval *u submit articles and papers to an outside

organizauon for publication in a copyrighied work, the article or paper must be accompa-
nied by the following statement

The submitted manuscript has been authored by a contractor of the U.S. Gov-
ernmet under Contract No. _ (use FIN for DOE work orders). Ac-
cordingly, the U.S. Government has a nonexclusive, royalty-free license to pub-
lish or reproduc: the published form of this contribution, or allow others to do
s0, for the U.S. Sovernment purposes.

Detailed NRC guidance and information on the publication of contractor reports are con-

tained iz Management Directive 3.8, “Unclassified Contractor and Grantee Publications
1 the NUREG Series.”

As a general rule, final contractor reports are submitted to the project manager for place-
ment in the official file (or NRC central files). If the report is to be published in the
NUREG series as 2 NUREG/CR report, the camera-ready copy is to be submitted to the
Director, Division of Freedom of Information and Publications Services, for printing and
distribution. The NRC Form 426A submitted by the contractor is approved by the NRR
Division Director by signing i. Block 8.b.
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5.4 Contract Monitoring: Unacceptable Practices

. Unacceptable practices include the following:

e Overmonitoring, which can become a serious problem:

TMs must not instruct, supervise, or attempt to control co.sractor efforts io the
point where this results in contractor performance of work that is beyond that
specifically authorized in the statement of work (SOW). Even the appearance of
unauthorized direction to the contractor when none was intended can lead to
contractor claims or other problems. Excessive involvement of the T™ in the
day-to-day conduct of the contract and vask order, or comments on perform.
ance that are too strongly or improperly worded, can interfere with the contrac-
tor's performance.

Although NRR emphasizes frequent cortact with the contractor, T™s must avoid
excessively frequent contacts so as to preclude the appearance of a personal
services contract or the actual use of the o ‘ractor to provide personal services.

e  Assigring work outside the scope of the contract or task order such as

authorizing changes to the level of effort on specific tasks and subtasks
requesting more technical reports than are called for in the SOW

changing the type, amount, and distribution of technical reports or other
deliverables specified in the SOW

approving additional travel at the request of either the contractor or manage-
ment

changing the amount, type, and location of any travel specified in the SOW

¢hanging schedules and milestones 10 the extent that the overall period of per-
formance is extended

e  Requesting that contractor personnel be changed, added, or deleted from the contract
or task order

e Contacting of the contractor by unauthorized personnel within or outside the TM's
supervisory chain of authority for the purpose of providing technical direction, or
holding other unauthorized discussions

e  Approving contractor development of papers aad articles, and the travel to a presen-
tation of such at conferences, based on the contractor’'s work that has not been ac-
cepted by the NRC

Oral requests by the TM (or the T™'s management) for formal or informal reports includ-
ing “quick-look™ reports and any other preliminary reports not specified in the statemeni
of work are prohibited. Similarly, requests for meetings with the contractor at any location
not specified in the statement of work are prohibited. If they are required, these reports
and these meetings as well as any ¢ ¢r type of changes discussed above can be obtained

Section 5.6

. or arranged for through a contract modification processed through and by the PM. See

”
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5.5 Contract Monitorirg: Communications with Contractors
5.5.1 General

Any communication between the TM and the contractor is limited to that autl
the SOW (i.e., the scope of work, level of effort, and period of performanci
sion of new or un?,u;n:lrd wWurk 18 neither appropriate nor am thorized. Disc

this nature initiated by the contractor should be referred to the PM imined

\ 4

contract or task order in $?'.M¢ Wwith a commercial contractor does not allow tl

the TM's management to have open communications with the contractor o
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e  The technical monitors will transmit under their signatures NRC-furnished materials
and NRC comments on contractor draft technical reports.

e The project managers will transmit under their signatures technical direction to the
contractor or confirmation of technical direction. (For commercial contracts and
interagency agreements other than that with DOE, a copy will be provided to the
Division of Contracts and Property Management, which maintains the official file for
these contracts.)

e The division directors will transmit under their signatures any commendation or
praise, constructive criticism of the contractor's performance, and approval or disap-
proval of papers and articles. The project manager must be on concurrence for all
such written communications with the contractor. Appendix T provides a matrix of
the persons signing and/or concurring in letters, memoranda, and forms.

5.6 Modifications to Contracts and Task Orders

S.u.1 General

Moadifications sometimes take on an unwarranted negative connotation because they re-
quire changes to what has been planned and contracted. But, in fact, modifications better
a project, correcting some unplanned deficiency. What 1s undesirable, however, is neglect-
ing to process a modification when one is needed, hoping the problem or potential prob-
lem will somehow disappear. This is rarely the case; if not addressed the problem usually
worsens

Modifications are required whenever there is a change to the

technical scope of work
level of effort or other aspects affecting the overall cost ceiling
period of performance

key personnel, including the NRC project manager. (Note, however, a change in T™M
does not necessitate a formal change to the contract or task order; rather, it should
be documented by the PM as a change in technical direction.)

The most serious of the above modifications is @ change in scope that increases costs,
§.6.2 Procedures
§.6.2.1 Initiating Modification Action

As a general rule. contract and task order modifications are initiated by the organization
(contractor or NRC) that requires the modification. For example, if the contractor cannot
complete the work within the period of performance stated in the contract or task order,
the contractor should initiate action to extend the period of performance. This i1s the case
even if NRC has caused the problem; for example, it has delaved in getting the required
information or materials (e.g., additional information from the licensee, comments on a
draft report) to the contractor. Another example may occur when the contractor cannot
complete the work within the authorized cost ceiling, tor instance, when the level of effor:
is underestimated, or the contractor believes new or revised effort 18 reguired to properly
accomplish the desired results. The burden to initiate action rests ¢n the contractor, even
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§.6.2.4 Processing Modifications

The administrative processing of contract or task order modifications may be similar 1o
starting a new contract or task order. Once the PM and the T™M have agreed on the action
required to modify the contract or task order, the TM will initiate the memorandum re-
questing the processing of a contract action (referenced in Section 4.1 and found in Ap-
pendix Q). The justification contained in the memorandum transmitting the modifiation,
or as an enclosure thereto, should sufficiently detail the need and basis for the modifica-
tuon. The major steps and schedules referenced in Section 4.6 and found in Appendix P
apply.

£.7 Modifications to a Division's Financial Plan: Processing
Modifications That Require Additional Funding: Adding New,
Unanticipated Contracts or Task Orders to the Financial Plan

£.7.1 General

If the T™, in consultation with the PM, believes that additional funds are warranted, the
T™ will prepare a revised or annotated project identification summary (PIDS) indicating
the changes. In somie cases, the contractor's proposed modification includes the cost pro-
posal. In other cases, the T™ will develop the level of effort using the procedures in
Section 4.1.3.1.

Major reasons for cost increases include the following:

e  The contractor may recommend revised or additicnal work requirements needed to
successfully complete the contract or task order.

e The original level of effort may have been underestimated by the NRC and the con-
tractor

¢ Additional work may be required by the NRC,

The NRC and the contractor must take two actions when a modification involves addi-
tional funds:

(1) Recognize the situation before a cost overrun occurs (that is, when spending rates
exceed planned spending rates or when the percent of costs against all obligated
funds is in the 80- to Y90-percent range)

(2) Take action to preclude the cost overrun (that is, detai! ‘he changes, get a proposal,
establish a schedule, negotiate the changes, and docuinent).

Division management must make a decision concerning the requested modification. It
division management decides to approve the funds, the T™M will prepare the transmittal
memaorandum requesting tie processing of a contract action (found in Appendix Q) indi-
cating the source of funds. This may involve the markup of one or more PIDSs if other
projects are affected. There are four possible scenarios for changing or adding funds to
contracts or task orders. These are discussed in the following sections

The following procedures also apply to new, unplanncd contracts and task orders that
were not identified in the finar~ial plan

December 1991 =9 NUREG/RR-0O101



&5 0 Iy
R N 9 ’ 3 R s ¢ 3 "
8.7.2 Actions Requiring the Redirection of Fands
} g pay . , \
01 . ,
' ’ t ' it t !
! ! il {
N ‘\. 3 §¢ At ¥ iy 4 t) { '} 4 j \'|‘~
5.7.3 Actions Requiring the Reprogramming of Funds
1 ) » and { rer v ! $ } )
y 1 y ' ramn v fi11 { 11 A ’ { ) '
tity t 1 far ree ' ™11 ' + I f '
,' | { » :‘ vy » : L 1 ’ vr ' »
y 4 y " } ] \
Lhe memorandum containing this information is sent 1o the Chiel, TAMS
tor processing through the associate direct
4 ACTLo! Regull ng the Iransf of Funds Between Diy n
through ¢ associate direct
- ' ( 15 K g Adcdit Fund Ahoy the Divi \] v !
)
\ tnrouen thie 1S5 te dirt

5.8 Voucher Processing

o.8.1 !((“,’v-'-t:\n"‘.".;e
y : g
4 % . 4




R T T Py M

e e e o

5§8.2 Voucher Review Requirements

Vouchers must be reviewed for reasonableness 1o ensure that work performed aad pro-
gress are commensurate with the costs being billed, An ancillary responsibility 18 to re-
view the composite items of the voucher for appropriateness and correciness. These
terms are defined below.

o Reasonableness: For a cost to be reasonable, it must be of a type that is generally
recognized as ordinary and necessary for the conduct of busmess or the perfermance
of the contract. It must also be 1in an amount that would refiect the judgment of a
reasonably prudent person in the conduct of @ competitive business. In the context of
the review of vouchers, reasonableness is judged in terms ef progress nf the work for
the cosis being rharged.

e  Appropriateness: Foi a cost to be appropriate and allowable, it taust be either a
direct cost specifically incurred for performance of the work or an indirect cost that
benefits several aspects of the operation or is ncoessary fur tie overall conduct of the
business. For example, travel costs should appear only wnens approved travel has
been taken by the contractor.

e Correctuess: The costs should adi up to the amount claimed, subtotal and total.
§8.3 " cense Fee Recoverable Costs

Certifving to the reazonableness of vouchers takes on an even greater significance when
the vouchers concern collection of fes for licensing services pursuant to Pans 170 and
171 of Title 10 of the Code of Federal Regulations. For technical assistance, these costs are
collected by technical assignment contrel (TAC) and inspection report numbers. Thus, the
importance of vsing these numbers on each contract action to which license fee recover-
able costs apply.

5.8.4 LOE Youcher Processing

Unlike commercial contractors, the DOE Mational Laboratories do not submit a aetailed,
ite- ized voucher. Rather, the detailed backup 7 r *he DOE voucher 1s the mo.ahly busi-
ness letter report (MELR). The actual voucher, submitted at the FIN (financial identifica-
tion number) level, is sent to TAMS approximately 2 to 3 months, sometimes longer, after
the month in which the costs were incurred.

Since the MBLR ior the DOE National Laboratories represents the equivalent, in detail, of
the commercial contractor's voucher, it plays an even more important role than simply
providing status and fiuancial information. Consequently, it is essential that the MLBR be
thoroughly reviewed for reasonableness, appropriateness, and correctness.

The MBLR will be distributed to management and staff as specified in the “Distribution”
section of the MBLR. Shortly after its rec=ipt, the PM will generate a transmittal memo-
randum to the responsible T™ similar to the one shown in Appendix W. The transmittal
memorandum may contain general review guidance that is pertinent to a particular con-
tractor's voucher processing practices. In general, though, not all costs are billed in the
month they were incurred. This is typically the case for travel, materials, and subcontrac-
tor costs. Therefore, it is advisable to keep the MBLRs in chronological order in one
location for easv reference from month to month
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e  The billing period will be the same as that for the MBLR.

e License fee recoverable costs will be an attachment to and made part of the voucher
rather than the MBLR.

5.8.6 Timely Review of Vouchers

The transmittal memorandum for both DOE National Laboratory vouchers and vouchers
processed through DCPM will contain a requirement for review within five working days
from the date on ithe memorandum requesting review.

For commercial contracts, vouchers that are correct must be paid within 30 d= s, or NRC
ray have to pay an interest penalty. To ensure sufficient time for processine by TAMS,
DCPM, and the Office of the Controller, the turnaround time of five worki.g days must
be adhered to. Further, to ensure compliance with the Prompt Payment Act (se¢ instruc-
tions on NRC Form 292, contained in Appendix X), the contract administrator should be
notified of a problem or deficiency within two calendar days.

Branch chiefs will be notified of delays that are more than five working days beyond the
expected due date.
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6 THE CONTRACTOR EVALUATION PHASE

6.1 General

Although contractor performance is evaluated continually during the contract monitoring
phase, the following sections address the more formal evaluation processes.

6.2 Evaluation of Contractor Performance and Deliverables
6.2.1 Purpose

It is sound management practice to evaluate the contractor’s performance at the comple-
tion of & contract or task order. This practice provides for the following:

e Informing higher lev.is of management of the contractor's performance and the
disposition and use of the products or services.

e Management control by ensuring that the products or services received meet an
objective as originally planned.

e Checks and balances in the management of the contract or task order. One form of
checks and balances occurs because of the ioint responsibility of the project manager
(PM) and the technical monitor (TM). Another occurs when the TM and the T™M's
supervisor and higher management evaluate the products or services received against
the funds expended.

e An auditable paper trail for review by persons or organizations, such as the Inspec.
tor Generol, charged with that responsibility

o Keeping track of 2 contractor’s overall performance for future reference in placing
work with that contractor

6.2.2 Procedures

Normaily hetween 2 and 4 months after a contract or task order is completed, and usuilly
after all costs have been billed, the PM will initiate a request for the TM's evaluation of
the contractor's performance and disposition o1 the products or services. Appendix Y
contains a sample memorandum requesting the TM's evaluation. Appendix Y aiso con-
tains the contractor evaluation form to be completed by the TM and a sample transmittal
memorandum by which the evaluation form is returned to the PM

The evaluation factors listed on the contractor evaluation form are defined as follows:

e Availability of Qualified Personnel: The ability of the contractor o provide the
number and type of qualified personnel specified in the statement of work (SOW)
and resulting proposal; the ability of the contractor to make these personnel available
when required to successfully .neet the objectives of the SOW

¢  Reliability and Responsiveness: The reliability and dependability of the contractor
to comply and follow through witli the requirements of the SOW, technical direction
provided during performance of the work, and other terms and conditions of the
contract; the responsiveness of the contractor in regard to interpreting the work re-
quirements correctly and staying within the bounds of the contract or task order; the
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ability of the contractor to make adjustments when changes were required with mini-
mum impact on performance and accomplishments.

o Timeliness: The ability of the contractor to meet scheduled milestones and to make
adjustments to schedules when changes out of its control were required; the ability of
the contractor to perform the work and attain the objectives of the SOW within the
oiiginal period of performance (excluding extensions beyond the contractor's con-
trol).

¢ Cost Effectiveness: The ability of the contractor to manage the work, materials
(including travel and automatic data processing requirements), and its staff {(direct
and indivect labor) to the extent that the work is perforraed and the cbjectives of the
contract or task order are met within obligated funds or overall cost ceiling of the
contract or task order. (This excludes any changes and maodifications that are beyond
the contractor’'s control.) The ability to keep costs to a minimum when a cost in-
crease was required.

¢  Quality of the Deliverables: The acceptability and usefulness of the reports or other
deliverables (e.g., software) as a direct result of the quality of the contractor's ef-
forts; the ability of the contractor to meet or exceed the specifications of the
deliverables required in the SOW in terms of type of report and its content, style,
format, distribution, and any other requirements specitied in the SOW.

{ne transmittal memorandum and the evaluation form should be completed and returned
to the PM through the TM's section chief and branch cnief within 30 working days from
the date of the memorandum. A copy is to be provided to the division director and the
deputy division director.

The Technio.l Assistance Project Manager's Hundbook provides detailed procedures on con-
tractor closeout after receipt of the TM's evaluation

6.3 Division Technical Assistance Progress Review Meetings

6.3.1 Purpose

The division quarterly progress review meeting 15 @ management tool for use by higher
management 10 assess the progress, status, and use of technical assistance, and to make
course corrections as appropriate. Quarterly progress reviews provide for the following

e an opportunity for higher management involvemen' in the contract process to assess
the effective use of resources and make changes whan necessary

e checks and balances between the director and other levels of management to evalu-
ate the value of the products and services being obtained for the funds expended

e evaluation of management and staff performance in contract administration
6.3.2 Procedures
The division director will conduct quarterly meetings to review division progress and use

of technical assisiar.ce resources. For plarning purposes, these meetings will be scheduled
during the latter part of the following months
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December:  Regular progress review.

March: In addition to the progress review, this meeting will involve developing input
to NRR's midyear technical assistance review.

June: In addition to the progress review, this meeting will focus on contract ac-
tions required until the end of the fiscal year and on funding allocations for
the upcoming fiscal year.

September: In addition to the progress review, this meeting will focus on a review of
actions required for the beginning of the upcoming fiscal year.

The latter part of the month should allow sufficient time for the staff to receive and digest
the latest status information from the contractors’ monthly business ietter reports. Presen-
tations should he made by the branch chief and should follow the outline contained in
Appendix J. TMs and their secticn chiefs will attend the meetings. The lead PM for the
division will be responsible for coordinating the meetings and providing information not
readily available from sources other than the Technicai Assistance Management Section
(TAMS). The lead PM will attend the meetings, take notes on majcr items of discussion
and decisions made, and issue a meeting summary to the division director that contains a
summary of the results and the outstanding action items: what is to be done, by whom,
and when. The Chief, TAMS, and the Chief, Flanning, Program, and Management Sup-
port Branch (PMSB), will be informed of the meetings and one or both will attend

6.4 Midyear Review
6.4.1 Purpose

The NRR midyear review of technical assistance affords yet another opportunity for man-
agement involvement at a higher organizational level. It provides for another level of
checks and balances and management control at the office level.

6.4.2 Procedures

A memorandum calling for the midyear review will be issued by the associate directois in
the middle of March in each fiscal year. This memoranaum will be prepared by the Chief,
TAMS.

For planning purposes, the review of each division's status and use of technical assistance
will be conducted during the middie of April. These reviews will be coordinated by the
Chief, TAMS, with assistance from the lead PMs for their divisions. The outline for con-
ducting the review will be part of the call for the midyear review; it will generally cover
the areas shown in Appendix Z.

Division directors will present the midyear review to the associate director. The Chief,
PMSB, the Chief, TAMS, the Chief, Planning and Resource Analysis Section (PRAS), the
lead PMs for their divisions, and other PMSB staff, as appropriate, will attenc The lead
PMs will take notes of major items of discussion and decisions for their di.isions and
issue a meeting summary to the associate director that contains a summary of the results
and the outstanding action items: what is to be done, by whom, and when

Each associate director is to provide an overall assessment of the results of the midyear
review to the executive team.
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UNITED STAYES
NUCLEAR REGULATORY COMMISSION
WASHINGTON. D L. 20688

"-S_v 20, 1991
MEMORANDUM FOR: Those on Aitached List
FROM: James M, Taylor
Executive Direct
ior Operations
SUBJECT: CONTRACT MANAGEMENT

The Office of Manzgement and Budget recently instructed federal agencies tc
place greater emphiasis on contract aaministration Additinnally, recent
internal reviews of our contracting practices indicate:a need for NRC
managers and staff to exercise renewed vigor in carrying out their contract
management responsibil’*fes. To that end, | encourage each of you to take
a personal interest in the way commercial contracts and DOE laboratory
agreements are managed within your organization, particularly the role of
the Project Officer 1 am convinced that we can effect needed improvements
in our contracting program by focusing on the following ureas:

Procurement Planning and (antro!

Sound contract management begins with development of weli-conceived advance
procu’ ment plans and milestone schedules. To assure the success of our
contracting program, we must devo.: greater management attention to these
two areas.

A1l Advance Procurement Plans (APP) should forecast procurement activity
for 12-month periods, 1.e., contract actions that you plan to initiate over
the next twelve months., To avoid unnecessary noncompetitive extensions L¢
existing contracts, particular attention should be given to early
submission of contract requests for recurring contract needs. You should
plan to submit requests for competitive awards at least 6 months befure the
existing contract is due to expire. You should also encourage your staff
to establish early contact with the Divi.ion of Contracts and Property
Management (DCPM) [0 disCuss your specific program needs and to establish &
firm date for submissien of each procuremen’ action. Once the procurement
action is received in DCPM, the assigned coniract negotiator will meet with
your staff to jointly develop a detailad milestone schedule. You should
instruct your staff to give priority to this proc2ss and to achere to
established procurement milestone schedules.

To snsure that contract actions receive appropriate management review, you
should not establish the Designating Official (DO) for procurement actions
below the level of Division Director. In addition, you should ensure that
the DO signs al) Requests for Procurement Actions (NRC Forw 400's)
including any requests to issue Task Orders under individual contracts.




Thuse on Attached List o May 20, 198)

(ompetition

In Ju'ly of last year, 1 instructed the Competition Advocate to begin
reviewing all justifications for proposed sole source procurements over
$2,500 for technical and consulting services. In addition to this review,
program offices are required to make a technical certification as part of
the justification for using other than full and open competitive procrdures
for proposed noncoupetitive actions over $10,000. Effective immediziely,
these technical certifications are to be made by the DO.

Personal Services

A ?crsonal services contract is characterized by the employee-employer
relationship it creates between Government and contractor personnel. Use
of commercial contracts to acquire such services is prohibited by the
Federal Acquisition Regulation. Fersonal services relationships oftentimes
are created not by the express terms of a contract L by the way the
contract is administered. These types of relationshigs can impair a
Project Officer's ability to make independent assesswents of contractor
performance and may lead to improper releate of procurement information.
Therefore, you should ensure that staff interaction with contractor
personnel is in compliance with contract terms, and does not create 2

personal services relationship.

invoice Analysis and Payment

Recent reviews of the payment process within NRC indicate a need or
increased diligence in the analysis and proces:ing of contractor invoices
received for paywent. Project sfficcrs must review contractor invoices to
provide reasonable assurance to the Contraccing Officer that cests billed
are commensurate with work performed. Project Officers oftentimes wait
until an invoice is received before initiating their review of contractor
performance. In other instances, Project Officers have felt compelled to
recomnend paynent based on very limited information in order to comply with
the time frames prescribed by the Prompt Payment Act. Neither of these
practices is appropriate. To avoid unnecessar{ delays in the payment
process, Project Officers should routinely employ rigorous contract
surveillance and enforcement mechanisms so that performance problems car be
identified and addressed wel)l in advance of invoice receipt. Project
Officers should be familiar with contract performance requirements, and
should utilize monthly progress reports, spending plans and technical
review meetings as tools to assess technical performance and costs.




Procurement Training

Of course, the key to competent contract management 15 formal acguisition
training for Project Officers and their supervisors, DCPM, through the
Office of Personne), offers two acquisition courses. These courses are
mandatory for individuals with contract management responsibilities withir
your organization. Therefore, you should assure that all project officers
attend the courte, “"Acguisition for Project Officers,” and that their
supervisors attend the course, “Acquisition for Supervisors and Managers of
Project Officers." Each course is presented approximately seven times «acl
year

| have asked the Director, DCPHM, to keep me informed of any problems
encountered as & result of poor proclrement planning BY {mproper actiions by
Project Off{cers™ n the'management of contracts and DOE laboratory
agreements,  When the situation warrants, I wil) suspend or terminate
projects which are mismanaged.

1f you have any questions, please contac* tdward L. Halman, Director, DOPM,
at 452-4347,

»‘ . o & B
JAMEes . Yd;)?'

Axecutive Director
b - for [!I‘,(n' ations
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. s - ’: INITED STATES
% g ; NUCLEAR REGULATORY COMMISSION
. % J, WASHINGTON D C 20886
'o.t' AUG 19 1‘91
MEMORANDUM FOR: NRR Division Directors
FROM: Frank F. Gillespie, Director

Progran Management, Policy Development
and Analysis Staff
Office of Nuclear Reactor Regulation

SUBJECT: COGNIZANT DIVISION DIRECTOR SIGNATURE ON
PROCUREMENT ACTIONS

The enclosed EDO's memorandum of May 20, 1991, requires that
procurement actions {for either commercial contracts or DOE National
Laboratory work, including task orders, be signed by the
Designating Official (no lower than the Division Directcr)
cognizant for the action. To date, the Chief TAMS/PMAS has signed
these actions.

On August 8, 1991, a meeting was held vith the Director, ADM and
the Director DCPM/ADM to discuss alternative ways to satisfy the
EDO's directive that would result in having each NRR Division
Director sign the procurement forms. Proposed alternatives were
not found to be acceptable to the Director DCPM/ADM., Consequently,
effective immediately, all contract actions, i.e. the NKRC Form 400
for conaercial contracts and Interagency Agreements (other than for
DOE), the NRC Form 173 for DOE work, and task order reqguests ror
these contructor sources reguire the cognizant NRR Division

Director's signature, TAMS will continue to prepare the
appropriate paperwork and will forward it to you through your
manaYement channel. The Chief, TAMS/PMAS will concur on all

contract actions prior to your signature. TAMS will be responsible
for assuring that reasconable and consistent coriracting procedures
are followed. Office procedures will be issued in the next few
weeks, which wilJl further delineate the process,

Questions concerning this matter should be referred to Walt Schwink

on X21262. 7
g C I\
rank P. Gillelpi , "birector
Program Managemept, Policy Development
and Analysis aff
Office of Nuclear Reactor Regulaticn
Enclosure:
As stated

. cc: T. Murley F. Miraglia
W. Russell J. Partlow
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PHASE Il OPTION 2. ASSIGNMENT TO A DOE LAB UNDER TASK ORDER
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PHASE Il OPTION 4. OBTAIN ANEW COMMERCIAL CONTRACTOR
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PHASE Il: OPTION 5a. SMALL PURCHASE CONTRACT
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POLICIES AND PRACTICES GOVERNING
NRC LONG-RANGE PLANNING, BUDGET
FORMULATION, AND RESOURCE MANAGEMENT

~HANDRBOOK 4.2  FART 111
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SUMMARY

Office of Nuclear Reactor Regulation
Frogram Support
Reactor Licensing = Application
Reviews and Inspections
Pover Reactor Applications and
Inspection
Review of Standardized Reactor
Design Applications
Review of Other~-Than-Pover-«Reactor
Applications
Review of Reactor License Renewal
Applications
Ipprovenents to Regulations
Reactor Operations and Accident
Management Reviews
Reactor Performance Evaluation
Evaluation of Licensee Performance
and Maintenance
Reactor Accident Management
Evaluation
Human Performance in Reactor Safety
Human Performance Evaluation
Licensing and Examination of Reactor
Operators
Reactor Operations and Safeguards
Inspections
Region~Based Inspections
Specialized Inspections
Operating Reactor License Maintenance
and Regulatory Improvements
Licensing Activities Safety
Evaluations
Regulatory Improvenents
Travel (Persons-Regular;
Reixbursable Work
Reimbursable Work (Federal Agencies)
Reimbursable Work (Non-Federal
Parties)

Approved:

October 1,

1991 (NRR) il



POLICIES AND PRACTICES GOVERNING
NRC LONG-RANCE PLANNING, BUDGET
FORMULATION, AND RESOURCE MANAGEMENT

EANDROCK 4.2 PART 111

220 00 00 00 0O OFFICE OF NUCLEAR REACTOR REGULATION

The Office of Nuclear Kkeactor Regulation (NRR) implenments
regulations, and develops and implements policies, programs and
procedures for all aspects of reactor licensing and inspection,

<0 1% 00 00 O PROGRAM SUPPORT

L

Includes all obligations, payments and ccsts incurred by other
Federal agencies, contractors, and other organizations in
direct support of the programs in NRR as fol .ows:

220 19 11 00 o0 REACTOR LICENSING =~ AFPLICATION REV.. WS
AND INSPECTIONS

Includes technical assistance for activities to ensure that
nuclear power plants and nonpower reactors are designed and
constructed properly and are ready for safe operation. Also
includes tachnical assistance related to the preparation of
future licensing activities.

220 1% 11 01 0 POWER REACTOR APPLICATIONS AND INSPECTIONS

Includes technical assistance for accomplishing reviews of
power reactor construction permit and operating license
applications. Also includes: effort that msy have generic
applicabllity but is directly referenced or directly used in
a Safety Evaluation Report(s) (SER) or Supplemental SER such
that the need for the effort is *“driven by" the SER
milestone(s) requirement for an application(s) currently under
active review; technical assistance related to evaluating a
utility's readiness to proceed to the next major milestone in
the construction and pre-operational testing processes; and
analytical services for environmental monitering, and
contractor technical support to NRC Regional Off 'es for
inspection activities. In addition, includes technical
assistance related to TMI-related activities.

220 19 11 03 O  REVIEW OF STANDARDIZED REACTOR DESIGN
APPLICATIONS

Includes technical assistance for design certification reviews,
reviews of applications for standardized reactor designs, and
reviev of standardized requirements or concepts.

12 (NRR) Approved: Cctober 1, 1991
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REACTOR OPERATI
REVIEWS

Includes technical assistance for activitlies

reactor and licensee performance with its principal |
sperational safety. Also includes technical assista:
activities designed to ensure that adequate protective neasures
an and will be taken in the event of a radiclogical energency
and that licensees personnel are adequately prepared to respoenc
t reactor accidents

REACTOR PERFORMANCE EVALUATION

! ludes technical assistance fc¢

associated with the initial respons

follow=up safety reviews assoclated with

experienced problems, dasign investigatic generic
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aSssessnher studles, and operating experience eva.uation




POLICIES AND PRACTICES GOVERNING
WRC LONG=RANGE PLANNING, BUDGET
FORMULATION, AND RESOURCE MANAGEMENT

220 1% 12 03 o EVALUATION OF LICENSEE PERFORMANCE
AND MAINTENANCE

Includes technical assistance related to Systematic Assessnment
of Licensee Performance (SALP) reviews, evaluation of planz
procedures, and quality assurance programs. Also includes
technical assistance for assessing the effectiveness of
existing maintenance practices and proposed industry
initiatives.

220 1% 12 i g REACTOR ACCIDENT MANAGEMENT EVALUATION

Includes techni al assistanca for the development of guidance
On conducting operations under severe accident conditions.

220 19 13 o0 o HUMAN PERFORMANCE IN REACTOR SAFETY

Includes technical assistance for activities to ensure that
traired and qualified ocperating perscnnel interact in an
environment that ensures that their ability to prevent or
respond to accidents is not compromised.

220 19 13 01 o HUMAN PERFORMANCE EVALUATION

Includes technical assistance in the menitoring and evaluation
of industry initiatives in the training area as well as the
technical resolution of identified man-machine interface issues
assoclated with control rooms.

220 1% 13 02 o LICENSING AND EXAMINATION OF REACTOR
OPERATORS

Includes technical assistance for: the development and
administration of written, oral, and simulator testing for
licensing of Reactor Operators and Senior Reactor Operators;
certification of training facility persconnel ; and
requalification of Reactor and Senior Reactor Operators.

€20 19 14 00 0 REACTOR OPERATIONS AND SAFEGUARDS
INSPECTIONS

Includes technical assistance for activities to ensure that
licensees operate nuclear power plants safely in accordance
w.th NRC regulations. Also includes technical assistance to
evaluate activities designed to deter, detect and protect
against threats, radiclogical sabotage and theft or diversion
of special nuclear materials. The primary focus of this
Support is on plant operations and maintenance.

14 (NKR) Approved: October 1, 1991
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i@ technl ] assistance for specialiied expaurtise
ATeAS 0 } AN electrical ard pechanica engineer
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powver reactcrs aerial radiological S ays envirnnnenta
ponitoring at reactor sites, and other independel nfirnatory
analyses and measuresnents Alse includes tech! Al assistance
t inspect and evaluate the \pplerartation o1 energe
preparedness regulations at DoOwer rea tors and ¢t nduct
regu.latcry effectiveness revievs and reactor safequards
inspecrLionrs
¥ 19 4 SPECIALIZED INSPECTION
al jes technical assistance for several cypes of spe Alige
inspect ns suct 8 Safety System Functional I1rspact
afat ystam itage Modif'cation Inspections perational
jafety Tean Inspections, and Vendor Inspections

‘ 19 % PERATING REACTOR LICENSE MAINTENANCIE
AND REGULATORY IMPROVEMENT!

neludes technical assistance for activities ¢ ensure that
ties maintainr adegquate levels of protectior

public health and safety by compieting the reguiatory actions
necessary to correct inadegquacies in plant design and operat)

that are identified from: evaluation of operating experience
and unanticipated events, rescolution of safet) issues

inspection findings, and NRC~sponsored safety rerearch

22( A9 . ) . LICENSIN CTIVITIES SAFETY EVALUATION!

r

Includes teciinical assisiance for evaluating licensing
activities , both licensing actions and other licensing TASKS
that are plant-specific or that impact multiple operatis
reactors (ampendments, exenptions relief requests License
modifications, 2.206 petitions, and topical reports

22C 19 18 04 O REGULATORY IMPROVEMENTS
Includes technical assistance for the integration of operatir
experience and implementation of NRC policlies on techr al
specifications severe a {dents and safety goals in the
regulatory base




POLICIES AND PRACTICES GOVERNING
NRC LONG~RANGE PLANNING, BUDGET
FORMULATION, AND RECOURCE MANAGEMENT

HANDBOCK 4.2 PART 111 .

220 21 10 00 O TRAVEL (PERSONS~REGULAR)

Includes all obligations, payments, and costs for domestic
travel for transportation of persons, subsistence of travelers,
and incidental traval expenses in accordance with the Federal
Travel Regulations and Appendix 1501, These costs &re
chargeable directly to NRC, Specifically includes
(a) commercial transportation charges, rental or charter from
commercial sources of passenger-carrying moter vehicles,
trains, buses, vessels, and airplanes for transportation of
persons, and expenses incident to the operation of such rented
or chartered conveyances (rentals of all passenger-carrying
motor vehicles from commercial sources are included, even
though they may be used incidentally for transportation of
things): and (b) mileage allovances for use of privately-owned
vehicles and related charges vhich are specifically authorized
(such as ferry fares and tolls) and mass transportation and
taxi fares (including tips) whether in connec*ion with local
travel or travel avay from a designated post of duty. Excludes
rental of passenger-carrying motor vehicles from Government
motor pools.

Includes all obligations, payments, and costs incurred for
foreign travel between permanent duty station and foreign
destination and return. Hovever, when temporary duty .s
perforned at a U.S. stopover en route to or from a foreign
destination, the pertinent one-way costs of the trip betwvean
the permanent duty station and the stopover are charged to
domestic travel. Such temporary duty at a U.S. stopover must
be shown on the Travel Authorization (NRC=279) under remarks
(item 27) as necessary for and not just incidental to the
toreign trip.

220 60 00 00 O REIMBURSABLE WORK

Includes all obligations, payments, and costs incurred under
reimbursable agresnents vith other Federal agencies and cutside
parties in which NRC provides such goods or services.

220 60 01 00 o REIMBURSABLE WORK (FEDERAL AGENCIES)

220 60 02 00 O REIMBURSABLE WORK (NON-FEDERAL PARTIES)

i6 (NRR) Approved: October 1, 1991
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March 24, 1989

MEMORANDUM FOR Frank J, Miraglia, Associate Director for
Inspection and *ochnical Assessment

Dennis M, Crutchfield, Acting Associate Director
for Specia) Projects

Steven A, Vargs, Acting Associate Director
for Projects

Frank P, Gillespie, Director
Frogram Management, Policy Development
and Aralysis Staff ;

FROM : Thomes £, Murley, Director
Office of Nuclear Reactor Pegulation
SUBJECT: PRIORITY RANKING SYSTEM FOR REVIEW EFFORTS « REVISION )

This revision, Revision 1, to the KRR work priority ronking system, which was
fssued originally on April 29, 1988, provides guidance on how work requests
from other Offices should be prioritizec for action, Comments on the proposed
Revision ) were solicited “rom the NRP Divisions as well as NMSS, RES, AECD
end OSP-«the primary Offices from which NRF recefves wo'k requests, *ho
Cumments recefved were integreted into this reviston, Substantive changes to
the previous version are delineated by vertica! lines in the right margins,

To allow more effective mansgement of our technical resources, & uniform work
priority ranking scheme is being used through NRR, This rank‘ng system uses

¢ priority herarchy which will be used by management to establish completion
schedules and staff assignments, While the priority ranking system was
developed primarily for use in the Yicensing action process, 1t encompasses
most expected activities, sv that work requests eare considered within the broad
scope of all resource demands,

Both Projects (ADP) and Technica)l (ADT) wil) apply the enclosed priority system,
Projects will indicete the appropriate priority on all work requests transmitting
new work to the technical branches, Although work maintained for review within
Projects normally does not require a8 work request, the PM shall prioritize aM)
work efforts, The Project Manager Report (PMR) will be modified so that the

PM can indicate the appropriate priority code for al) Yicensing actions, This
new prioritizetion scheme is required for all work in NRR,

Work originating in Offices other thar NkR will be received b( the resporsible

NRR interface organizetion (see Externa) Interfaces Section, “"NRE Management
and Operctions Policies" and Table 1| below)., The priority of the work will be

get:rm1nod by the interface organizatior using the examples provided in
nclosure 1.



Multiple Agdressees 2

In those cases in which the NPP interface organization is the Program
Management, Policy Development and Analysis Staff (PMAS), the work will be
performed within PMAS to the extent practicable (notwithstanding the priority
examples given in Enclosure 1) in order to minimize the adverse resource
fmpact on the KRR 1ine orgarfzations, Ilterations with the line orosnizations
will be limited to only those that are recessary to complete the work, PMAS
will obtain the concurrence of the Yine organization as appropriate for work
originating fn Offices other than KRR which 1t performs,

1t 15 impractica) or {nappropriate for the work to be performed in PMAS,
PMAS will work with the appropriate line organization in delineating the scepe
of work to be completed by that organization and, using the exampies provided
in Enclosure 1, 1%ts priority,

TAELE 1

EXAMPLES OF NRR WORK ORIGINATING IN OTHER OFFICES

NRR
Originating Interfacing
Sybinct Office Organization

Events assessments AEOD DOEA
Diognost!c inspections AEOD DR1S
Performance indicater progranm AEOD OLPQ
Overa)) coordination RES PTSH
Advanced LwRs RES DREP
Safeguards NMSS DRIS
Weste fssues NMSS PTSE
Dry spent fuel storage NMSS PTSE
Power reactor decommissioning NMSS DREP

The NRP Allegition Review Board will also utilize the priority ranking system,
In accordance with NRR Office Letter 1003, "Management of Allegations,” dated
July 1, 19BE, the Board s responsible for the assignment of allegations to
NER organizations and for approva) of specific allegation resolution plans to
be implemente! by those organizations.

!!”i fgr R!n w_ﬁchgme

The prioritization scheme utilizes safety significance, operationt 1impact end
Commission statutcry responsibilities in assigning priority. The ranking scheme
defines four citegories which are described generally below, alony with @
corresponding resvurce a'locetion, Enclosure 1 delineates specific examples

of work which fall into each category., It should be noted that the examples
contained in Enclosure | are part of & 1iving document, The Executive Team
will periodi:ally provide direction, either verbally or in writing, to the
Division Directors concerning relative work priorities which wil) supersede the
examples in Enclosure 1. Additfonally, management may declare a set priority
fgr actions on & single plant, {f desired, due to unusual circumstances at the
plant,

1
:
|
|
l
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Addressees

Also, low priority work may temporarily be assfgned & higher priority at
management's discretion to ensure schedules are achieved, For exemple,
management's initiative to reduce the backlog of licensing actions focuses
attention or lower priority fssues and effectively raises their priority to a
higher level., Finally, in establishing priorities, consideration should be
given to the licensees' assessment of their needs for their various requested
actions and the resident inspectors'/regiona) offices' views on those needs,
For example, ¢larification of the intent of technica) specifications could be
important in ensuring the exact intent or meaning of the technica!
specification is met,

PRIORITY 1: Significant sefety concerns which require immediate action or
response to issues which have demonstrated very high risk
significence.

Actions needed to prevent plant shutdown, allow restart or
prevent significant derate, when required action could not have
been anticipated in & more timely manner by utility or vendor,

Issues where 1'omediate actions neeced for compliance with statutory
and judicia) requirements or Commission directives. Includes

suth activit us as response to court orders, EDO/Congressional
tickets, supoort for hearings, and response to 2,206 petitions,

Resource Allocaticr for Priority 1

Immediate resources will be allocated, Short response jobs will be
accommocated as rapidly as possible,

PRIOKITY 2: Significant safety fssues which require near-term staff
evalyation,

Activities needed to determine the safety significance/generic
significance of an operating event,

Actions needed to support continued plant operation or
evaluation of necessary modifications or enhancements.

Plant-specific resolution of very significent generic topics
which have been ldentified as matters of high risk significance.

Topica! Report reviaus which will have extensive applicatior in
the short-to-mid term, and whose application results in a
significant safety benefit.

Licensing reviews where SER preparation {s needed within €
months to prevent impact on CP, OL, PDA, or FDA {ssuance,

RRRIGE =t Bh i A LRt o T 2 e S




Multiple Addressees 4

Resource Allocation for Privrity 2

The assignients will receive sufficient resources of ADT personnel ard
contractors to complete the 1ssue in & timely manner, consistent with the
demanc: of priurity 1 assignments, Generally, the review schedule will result
ina roview perfod frum 3 to 6 menths, theugh longer schedules may be necessary
for texks tnvolving significant licensee/vendur interaction,

PRIOK LT Important issues (potentially of moderate safety significance)
which require staff action uver the long term,
Support fur generic 1ssue resolution and multiplent acticns,
Topical report reviews which will have wide referenceability
in the short«to-mid term and for which an application uffers
operatiunal or economic benefit,

Technica) Specification changes not needed to correct & safety
problen or support continued plant operation or prevent derate.

Lung-term license reviews, including naval and non-power
reactor evaluations,

Resource Allocations for Prigrity 3

Technical resources will be allocated consistent with the demunas of priority

1 #nd ¢ tasks., Schedule slippages may cccur due to development of higher
priority assignments, but will be minimized via use of countractors and Regional
resources. The review schedule typically will be 4 months or longer,

PRLOKITY 4: Issues not directly impacting plant safety.

e e ——

Administrative tech spec changes.

Topical report reviews with 1imited referenceability or safety
benefit,

Actions on generic and confirmatory items with relatively low
safety impact,

Resource Allocation for Priurit! 4

ADT technical branches will schedule resources as available from the Jenands
of priority 1, 2, and 3 assignments, FReview schedules by technical branches
will typicelly be 6 months or longer on priurity 4 assignments as the work
will be utilizeo tc accommodate aveilable slots of reviewer time, Schedule
slippages will Yikely occur un priority & assignments due to requirements of
higher priority work, but repeated rescheduling should be nminimizec to the
extent practical. It is envisioned that because of the 1ittle safery signifi-
cance associated with priority & items, the scope an¢ deptr of review effort
should be minimized, Periodically management will review pricrity 4 items to
determine 1f the work effort should be continued or eliminated,







Multiple Addressees 3

For review of multiplant actions (MPAs), priorities and review schedules wil)

be determined by the designated lead reviewer and lead Froject Marager, The use
of work request forms 1s not necessary for individue) plants within an MPA, The
leac reviewer t41] ensure thet 2 uniform priority 1s established when myultiple
review branches are necessary for a given MPE, §ho lead Project Manager wil)
work with the individua) plant Project Managers to fnsure that the appropriste
review priority 1s entered for a)) plants in the RITS/PME data base for their
assigned MPAs, Unique design features or special ‘reumstances at certain plants
may result in non-uniform review priorities within _ specific MPA,

The prioritizetion scheme 18 not meant to be 8 rigid framework, Some assignments
mey not fa)) within the categories described, Allocation of resources, however,
will be guided by the principles inherent in our prioritizetion process. That
18, 1ssues of greatest safety significance and cperationa! fmpact will be
prioritized high, as wel) as those areas which the Commission has fdentified

as of importance, In the near future, our computerized licensing action

tracking systems will be modified to include the prioritizatior scheme to

a1low management monitoring of the program.

Ngg1f1gcg19ns to Schedules

The following procedure wil’l be used to document modifications to schedules or
priorities for al) plant.specific work requests under review by the technical
branches. This irclydes the backlog of work in process before this program .
wes implemented. The plant PM {5 to be kept informed of any necessary

schedular or priority adjustments prior to the expiration of the original
negotiated schedule. !f the changes are due to competing priorities of other
work assigned to the technical review branch, the reviewer will route a

revised work request through his/her management to the PM, Before the request
fs routed for concurrence, the PM and the reviewer should informeily negotiate
the schedule. If an accentable alternative cannot be negotiated, the issue
shall be elevated for higher level management review, If the changes sre due

to reasons under contro’ of the PM or licensee, the P¥ will fnitfate the
transmitte) of a revised work requect Lo document the change, For minor
schedule nltppcges of no more than approximately ) month, the PM may determine
that transmitte) of a revised work request 1s unnecessary 1f he/she has received
timely notification of an acceptable schedule change from the assigned reviewer
and reviewer's mansoement., Project Managers and ADT staff should make al)
possible efforts to estabiish realistic schedules so that multiple schedule
changes are avoided.

For multiplant fssues, schedule and priority discussions should be held between
the lead PM and lead reviewer, The lead PM is responsible for informing
plant-specific project menagers of schedule or priority changes in & timely
manner $o they can update their PMP appropriately, Quarterly, the lead PM and
Tesd reviewer will issue a summary report of their multiplant activities,

AP Review .

Projects hat assumed review responsibility for some amendment applicetions and
other action ftems recuiring review, Depending upon the issue and the







CNCLOSURE )
CXAMPLES OF ACTIONS/ISSULS
WITHIN EACH PRIORITIZATICON CATEGORY

Priority 1 « MIGH PRIORITY, IMMEDIATL ACTIONS/ISSUES

1.

]1.
12,

Note:

Operating plant safety as..ssments of very high significance including:
8. event analysis of & serfous opereting incident

b, BAW plant reassessment

€. Part 21 reports of high safety significance

Bulletin development

10 CFR 50,54(f) letter development

Team inspection (AIT/11T/0871/Specral Inspection) support

Activities directly related to problem plant restart decisions

Emergency Technica!l Specification reviews where necessity coule not have
been enticipated in & more timely manner

£gu1pment modifications required to ensure continued safe operation
1f there 1s a sforificant safety concern, such as ATWS modifications

Exemption requests necessary to allow restart or to prevent unneccssary
resctor shutdown or significant derating of operating plants

EDO/Congressional ticket ftems

Support for court and Licensing Board hearing and response to inter-
rogatories and 2.206 petitions

Incident Pesponse Center Support

Technica) support for Temporary Watvers of Compliance or Safety
Evaluations Reports for license amendments for actions to prevent
unneces.ary reactor shutdowns or startup delays or significant derating
of the plant, 1f such action would potentially have a safety impact

ACRS/Commigsion Briefings

Technical Support for orders or 50.54(f) letters consistent with safety
significance

Resolution of inspection or RER team findings with high safety or
safeguards significance

Items such as 2, 4, 8, 11, 13, and 15 do not necessarily involve ADP
assignment or tracking, but are inc'uded for perspective on work
priority.



Prigrity 2 « HIGH PRIORITY, SHORT.TERM ACTIONS/ISSUES

‘i

10,
1.

13,
14,
15,
1€,
17.

Safety Evaluation Reports and Technica) Specifications for NTOL activities
Safety evaluations necessary for restart support event assessmeny

Evaluation of changes required as @ result of operating events, inspection
findings, and significant Part 21 reports

Revisws of responses to 10 CFR 50.54(f) letters/bulleting, f potentially
safcty significant

Assistance to Regions (1f safety significant) including:
¢. Inspection team support '

b. Consultation

¢. Task Interface Agreements

BWR piping degradation and repair reviews and evaluations
Erosion/corrosion evaluations

Mejor safety, emergency planning, or safeguards 1ssues

Rediologice) reviews for new or unigue major modifications or equipment
repairs

Technical Specification Improvement Program
Standerd plant reviews

Relosd reviews which result in Technical Specification changes, which are
necessary to assure no reduction in safety margins

Multiplant issues of high safety significance

Emergency Opereti~g Procedure Reviews from a plant-specific perspective
Support for enforcement action other than orders

Emergency Operating Procedure Reviews Yrom a vendor perspective

Review of proposed resolution (prioritization) of US!s and GSis




Priority 3 « MODERATE PRICRITY, LONG-TERM ACTIONS/15SUES

1.

o

1.
12.
13,
14,

18.

16,
17,
18,
19.
20,
21,

Licensee Qualification to perform Plant Safety Analyses
GOC+4 leak-before<break reviews

Myltiplant actions not priority ¢

Surveillance progrom review

BWR 1GSCC longeterm progoram review

BWE feedwater nozz ¢ cracking, lung-term program revisions
Vent and purge valve operability

Non«power reactor 1ssues, 1f safety significant

Vite) equipment and vita) arew reviews

Change: necessary to satisfy orders, license conditions or regulations
effecting numerous plarts 1f change has moderate safety significance

Spent fuel poo) expansion reviews not meeting priority 1 or Z requirements
Piping as<built/design nonsconformance reviews

Participation in ASME, ANS], and EL7 Code and Standards activities

Code Topica) Report reviews which are required to demonstrate compliance
with the regulations, or provide opero!!Lg TTeaibi14ty /economic benefit
and are expected to have wide reference ability

Examples:

a. Codes necessary to support cross-vendor reload

b. Haeddam Neck conversion to zircaloy clad fue!

¢, LOCA wodels for UP] plants

Safety-significant problems with Offsite Dose Calculation Manual (ODCM)
or Rediologice) Effluent Technica) Specifications (RETS)

Decommissioning efforts
Regulatory Guide 1.97 Reviews
Steam generator replacement
Waste fssues

FTOL Conversions

Long term follow up of events which are not of high safety significance



'

3,
32,

Priority 4 - LOW PRIORITY ACTIONS/1SSUES

Support on high priority generic fssues

1
Severe accident policy fmplementation
Proposed regulatory changes '
Review and evaluation of conteinment integrity fssues

Pressurized Thermal Shock review and eveluation

Significant contro) room habitability fssues

Seismic hazard characterization

Advanced reactor plant reviews

Inservice inspection and testing program implementation and relief
requests not sffecting continued operstions or restart

Hydrogen Control Keviews

Plant license renewa! effort relateo to lead plant reviews '

Issues not included above, including

8.

10,

1.

Technica)l Specification relief requests that are in essence "relief” from
current requirements (exclud g those that involve unnecessary reactor

shutdowns or plent derating)

BAW therma) hydraulics testing '
Power upgrade proposals

Plant 1icense renewals

Changes 1~ core operating 1imits only to increase margin and not
associated with the Technica) Spe cetion Improvement Program

lucreased surveillance intervals, unless safety benefit

Larger acceptable operating bands for equipment needed only to provide
operationa) flexibility

Code reviews which are neede¢ only to improve operating flexibilfty
Turbine missile reviews

ASME Code case reviess for ORs

Review of effluent reports
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ENCLOSURE 2

Dete Prepared

Requested Target Date

. WORK REQUESTY

0 « Branch Chie?, Branch _ !
THRU o Director, FD
FROM; _ « Project Mangger, PO Mai) Stop
TAL/TITLE:

Jescription of Review Reguested

Priority:* Rases for Priority:

Plesse tndicete your scceptance of the Work Peauest snd Target Date by Sig ature and
Assignment of Reviewer(s), Work Packige should be retained by r!vievor(s?.

Priority Determination Acceptable: Yes No Alternative Priority
. Target Date Acceptable:® Yes ___ No ___ Alternative Target Date:
' siened Reviewer(s) Phone _
“ Phone

Sectior Chief Signature Date

Branch Chief Signature Date

Return to plant P¥ within § working days of receipt

If & reviston tc previously approved schedule:
New completion date or New priority

Reeson for revision

Section Chief Approval: Branch Chief Approvel:

¥Weview schedules for the 4 priority cetegories are novmally:
Priority 1 Immeciate assignment of resources
Priority 2 Mear term action

Priority 3 Long term action
Priority & Resource dependent action
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b, Work to be performed is for a one-time
investigation or emergency which could not be
anticipated and staff are not asvailable to
complete the work within desired time frame,

¢. Intentional duplication is necessary to draw upon
independent, impartial expertise tc verify results
previously obtained.

d. Unigue facilities are needed but not available to
NRC staff,

The justification shall be attached to the Form NRC
400, "Request for Procurement Action," and submitied
to the Division of Contracts and Property Management,
Office of Administration,

Before issuing any request for a task order, the
Designating Official shall ensure that the use of a
contractor is necessary and consistent with the
Justification developed for the basic contract, This
will be accomplished by the following written
statement, signed by the Designating Official, and
submitted with the request to issue a task order:

"1 have reviewed the 'Justification for a Task
Order Contract' that was prepared for the basic
contract and have ensured that acquiring
contractor support for this task is consistent
with that justification.“

p - 8 \ 7 //7
), CRLIP e
4 : y OIF

Office of Administration




GUIDELINES FOR PREPARING STATEMENTS OF WORK
FOR NRR TASK ORDERS



GUIDELINES FOR PREPARING STATEMENTS OF WORK
FOR NRR TASK ORDERS

Follow the format of the statement of work (SOW) in terms of the sequence of
sections and paragraphs provided below.

(Items that appear in bold are actual parts of a statement of work; other
information constitutes instruction.)

statement of Work For
Task Order No. XX Under FIN L XXXX
(Include Contract No. for commercial contracts)

Title: |} Be succinct but descriptive

Froject Manager: } Name and telephone ; ikber
Technical Monitor(s): ) Name(s) and telephone number(s)

TAC or Inspection Report Number: |} Must be on each SOW
KRR Priority Number: } Must be on each SOW

BACKGROUND

Summarize the matters or issues for which the work is to be contracted.
Provide sufficient information to allow a disintercsted third party to gain a
basic knowledge of the matters or issues to be addressed anc the reasons the
matter or issue needs to be addressed. Identify or reference reports to be
reviewed (such as licensee submittals and topical reports). If applicable,
describe how the product(s) will be used in the regulatory process. Tue
background paragraph should flow naturally and logically into the objective.

QBJECTIVE

Clearly and concisely describe the end results to be obtained from the contrac-
tor that will be used by the staff to address the malters or issues described
in the background statement. The objective is what products the contractor
will deliver, not what the staff will do with the product. Compiete the
following sentence:

The objective of this task order is to obtain the technical expertise of
(insert contractor name) to assist the staff. ..

fur example, "...in performing an inspection of XXXXX facility and documenting
the results," or "...in reviewing the licensee's submittal with respect to ...
recommending whether or not the licensee's position is acceptable."

TECHNICAL AND OTHER SPECIAL QUALIFICATIONS REQUIRED

State the number and types of specialists required keeping in mind that the
contractor is responsible for selecting and proposing its employees, nat NRC.
If applicable, state the need for availability of the contractor's pérsonnel
such as full-time, part-time, or intermittent. Be as descriptive as possible
concerning any specialized experience required to complete the work. Specify
whether site access or unescorted site access will be required.



Insert the following paragraph:

It is the responsibility of the contractor to assign technical
staff, employees, subcontractors, or specialists who have the
required educational background, experience, or combination thereof
to meet both the technical and roiulatory objectives of the work
specified in this SON. The NRC will rely on representations made
by the contractor concerning the qualifications of the personnel
assigned to this task order including assurance that all informa-
tion contained in the technical and cost proposals, including
resumes, is accurate and truthful,

WORK_REQUIREMENTS AND SCHEDU.E

Describe the tasks and subtasks to be performed in a clear and succinct manner
and at a level that lends itself to a development of a reasonable schedule. As
a genera) rule, a reasonable schedule is one in which there is at least one
milestone per month, and not less than one milestone in @ two-month period.

A milestone does not have to be a deliverable, although such milestones are the
easiest to monitor. Milestones can be established based on

time (e.g., after XX weeks),
quantity (e.g., after completing three site audits), or
. percent completion (e.g., after completion of each 25% of the task)

Technical progress reports (interim reports), which provide more detailed
technical information than the monthly business letter reports, should be used
to monitor tasks for which no deliverables are due for an extended period (that
is, two months or more). For work that involves travel, use trip reports as
milestones.

Unless a specific scheduled date is essential to the completion of a specific
task or subtask, establish scheduled timeframes rather than specific due dates,
as follows:

two weeks from initiation of work on this task order

three weeks after completion of Task 1

one week atter the trip or meeting

two weeks after receipt of NRC comments on the draft roport.

As a general rule, write the tasks and subtasks in a colunoar "nrmat with the
tasks and subtasks in the first column and the corresponding s..edule in the
second column, as shown below:

Task Completion Schedule

L
2+ 5 WLC,

Describe the work requirements in a manner that will provide a third party
(e.g. DCPM contract administrator) with a basic knowledge of what will be done
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and how it will be accomplished within the level of effort and schodule
established.

Although separate SOW sections address deliverables, including reporting
requirements and travel, the "Work Requirements and Schedule" section must

address preparation of the deliverables (such as reports) and travel associated

with a task or subtask, as follows:
Task Completion Schedule

3. Prepare a technical evaluation
report (TER)

a. Prepare report. Four weeks after receipt of

licensee's responses to request

for additional information

b. Travel to NRC Headquarters to Within one week after
discuss the draft. completion of Task 3.a

¢. Incorporate NRC comments and Three weeks after the
prepare the final TER. meeting (Task 3.b)

If the work requirements cannot be described to the level stated above, or if a
schedule cannot be established, the work is not ready for contracting. In this

case, do not prepare the task order until these elements can be established.

LEVEL OF EFFORT

The following section should be completed:

The leve! of effort is estimated at  professional staff (hours,
days, weeks), apportioned among the tasks (between, if only two) for
planning purposes:

Task Level of Effort (hrs.days,wks)

1,
- J
.
Tota) 77T (hrs,days . wks.)

PERIOD OF PERFORMANCE (Optiona! for DOE task orders)

for task orders placed at the DOE National Laboratories, a formal period of
performance for a task order is optional, the period of performance in the
basic contract governs.

For commercial task ordering type contracts, complete the sentence:

The period of performance is projected tobe = (days,
weeks, months) from initiation of work.
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other types of reports listed above are transmitted as or under th.
cover of a technical letter report.

. Specify the format and content of each report, as well as related sections
such as the Abstract, Executive Summary, Refrrences, and any appendices.
Reference the contract number (for commercial contracts), financial
identification number (FIN), task order number, and technical assignment
control (TAC) or inspection report number,

. If draft reports are required, state how many iterations are expected.

. 1f the report will include proprietary or other sensitive information,
indicate how this information will be handled.

NOTE: Unless otherwise specified, address all reports to the project manager.
The project mana?er is responsible for ensuring appropriate distribu-
tion. For example, a copy may have to be sent to the Document Control
Desk for incorporation into NUDOCS, unless it contain, information
exempted from public disclosure,

Presentation or publication in the open 1iterature of papers or data based on
reports already approved by the NRC for publication as final reports do not
require NRC approval. Conversely, the NRC must approve any document containing
predicisional or draft material before it may be released. Management Direc-
tive 3.8 (formerly NRC Manual Chapter 3202) provides further information. Re-
quests for NRC approval of such reports are to be forwarded to the project
manager for coordination and NRC approval.

MEETINGS AND TRAVEL

For any required travel, state the expected number of contractor trips, the
destinations and durations (number of days), and how many people are expected
to travel. Any foreign travel requirements must be similarly described.
(Procedures on the processing of foreign travel are discussed in the Technical

Assistance Project Manager’'s Handbook.)

Travel required to perfor: the wurk should be stated in the "Work Requirements
and Schedule" section of the SOW. The details, however, are to be provided in
this section.

List each trip separately.

1f no travel is anticipated or required to accomplish the stated work require-
ments, state "None" under this paragraph.

NRC-FURNISHED MATERIALS

Specify any reports or other documents, equipment, and other items that the
contractor will require to perform the work stated in the "Work Requirements
and Schedule" section.

The ideal 1s to send these materials along with the SOW when the request for
propo.al is issued and before discussions or negotiations are conducted. If
this is the case, so state in this section. Otherwise, state when the mater.-
als will be sent, or when they were sent if already ferwarded under separate
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cover. Also, state to whom the materials are to be addressed (the principal
fnvestigator, for example).

1f no NRC-furnished materials are required, state “None. "
OTHER APPLICABLE INFORMATION
License Fee Recovery

State whether the work coatained in the SOW is license fee recoverable by
completing the following sentence:

The work specified in this SOW is (is not) Ticense fee recov-
erable.

Specify any other information, undcrstanding(s), or assumptions of which the
contractor should be aware for successful performance of work.



cUIDEL- CPARTNG STATEMENTS OF WORK

FOR NRR TECHNICAL ASSISTANCE CONTRACTS

(Non-TAsk ORDERING TYPE)




GUIDELINES FOR PREPARING STATEMENTS OF WORK
FOR NRR TECHNICAL ASSISTANCE CONTRACTS
(Non-Task Ordering Type)

Follow the format of the statement of work (SOW) in terms of the sequence of
sections and paragraphs provided below.

(Items that appear in bold are actual parts of a statement of
werk; other information constitutes instruction.)

Statement of Work

Title: ) Be as descriptive as pessible.

FIN: } Obtained by the project manager

BAR Number: |} Obtained from the project identification summary
Project Manager: } Name and telephone number

Technical Monitor(s): | Name(s) and telephone number(s)

TAC Number: ) Must be on each SOW

NRR Priority Number: | Must be on each SOW

BACKGROUND

Summarize the matters or i1ssues for which the work is to be contracted.
Provide sufficient information to allow a disinterested third party to gain a
basic knowledge cof the matters or issues to be addressed under the contract
and the reasons why technical assistance is needed. Identify or reference
reports to be reviewed if applicable. Also, if appicable, describe how the
product(s) will be used in the regulatory process. The background paragraph
should flow naturally and logically into the objective.

OBJECTIVE
Clearly and concisely describe the type of end products that are expected to
be obtained from the contracted services. The ohjective is what products the

contractor will deliver, not what the staff will do with the products.
Complete the following sentence:

The objective of this contract is to obtain tecnnical expertise from (the
specific DOE National Laboratory) to assist the staff,..

For example,"... in developing inspection guidance that will help NRC inspec-
tors evaluate a nuclear power plant’s Software Quality Assurance Program and

determine its compliance with NRC requirements found in Appendixes A and B to
Title 10, Part 50, of the Code of Federal Regulations (10 CFR 50)."

TECHNICAL AND OTHER SPECIAL QUALIFICATIONS REQUIRED

State the type of specialists and any expertise desired, keeping in mind that
the contractor is responsible for selecting and proposing the number and type
of personnel that will best meet contract requirements. If applicable,
specify whether site access or unescorted site access will be reqguired.



Insert the following paragraph:

It is the responsibility of the contractor to assign technical
staff, employees, subcontractors, or specialists who have the
required educational background, experience, or combination there-
of to meet both technical and regulatory objectives of the work
specified in this SON. The NRC will rely on representations made
by the contractor concerning the qualifications of the perconnel
assigned to this contract including assurance that all information
contained in the technical and cost proposals, including resumes,
is accurate and truthful.

WORK REQUIREMENTS AND SCHEDULE

Describe the tasks and subtasks to be performed in a clear and succinct manner
and at a level that lends itself to development of a reasonable schedule. As
a general rule, a r2asonable schedule 1s one in which there 1s at least one
amilestone per month, and ~ot less than one milestone in a two-month period.

A milestone does not have to be a deliverable, although such milestones are
the easiest to monitor. Milestones can be established based on:

time (e.g., after XX weeks)
e quantity (e.g., after completing three site audits)
+ percent completion (e.g., after completion of each 20%¥ of the task)

Technical progresis reports (interim reports), which provide more detailed
technical information than the mwonthly business letter reports, should be used
to monitor tachks for which no deliverables are cdue for an extended period
(that is, two months or more). For work that involves travel, use trip
reports as milestones.

Unless a specific scheduled date is essential to the completion of a specific
task or subtask, establish scheduled timeframes rather than specific due
dates, as follows:

two weeks from initiation of work on this contract

three weeks after completion of Task 1

one week after the trip or meeting

two weeks after receipt of NRC comments on the draft report

T & = »

As a general rule, write the task and subtasks in a columnar format with the
tasks and subtasks in the first column and the corresponding schedule in the
second column, as shown below:

Task Completion Schedule
¥
o

Describe the work requirements in a manner that will provide a third party
with a basic knowledge of what will be done and how it wiil be accomplished
within the level of effort and schedule established.

Although separate SOW sections address deliverables, inciuding reporting
requirements and travel, the "Work Requirements and Schedule" section must



TASK Completion Schedule
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4.
*« ldentify the type of report to be prepared:

- Jechnical Evaluation Report (TER): This type of report is reguested
when a forma) report is required, but the distribution is lTimited., In
NRR, the TER is usually associated with "licensing actions" where the
staff’'s safety evaluation report (SER) will incorporate the TER by
reference.

- NUREG/CR Report: The most formal contractor report, a NUREG/CR report
is requested when there is a significant and important compilation of
information, when wide distribution of the report as a standalone
document is required, and when the staff believes the document will be
referenced frequently.

NUREG/CR reports require the completion and execution of NRC Form 26A,
NRC Form 426A is to be completed by the contraclor and sent to the
project manager for processing. For further information, refer to
Management Directive 3.8 (formerly Manual Chapter 3202). State that
NUREG/CR reports must be prepared in accordance with NUREG-0650,
"Publishing Documents in the NUREG Series."

- JIrip Report: 1In general, every trip for which results are not direct-
1y incorporated into either of the above reports, except for inspec-
tions and operator licensing examinations (see paragraphs below),
should be documented in a short, concise trip report.

- Technical Letter Report: A1l other reports, documents, and other
information including requests for additional information (RAI),

computer software, and inspection or operator license examination
inputs to be delivered by the contractor that do not fall under the
other types of reports listed above are transmitted as or under the
cover of a technical letter report,

e Specify the format and ger ral content of each report, as well as sections
such as the Abstract, Executive Summary, References, and any appendices,

» Ensure that the transmittal letter and cover page of each report cr other
deliverable (as appropriate) contain the financial identification number
(FIN), NRC technical assignment control (TAC) number or inspectior report
number, and facility name and docket number as applicable.

e If draft reports are required, state how many iterations are expected.

e 1If the report will include proprietary or other sensitive information,
indicate how this information will be handled.

NOTE: Unless otherwise specified, address all reports to the project manager.
The project manager is responsible for ensuring appropriate distribu-
tion. For example, a copy may have to be sent to the Document Control
Desk for incorporation into NUDOCS, unless it contains informaticn
exempted from public disclosure.

Presentation or publication in the open literature of papers or data based on
reports already approved by the NRC for publication as final reports do not
require NRC approval. Conversely, the NRC approves any document containing
predecisional or draft material before it may be released. Management Direc-






1. Utilization Management

It is not expected that (insert DOE National Laboratory) will be required to
purchase any equipment, including computer hardware or software, to perform
the work contemplated under this contract. However, {if equipment is required,
DOE or (insert DOE National Laboratory) shall conduct a utilization review of
DOE and other appropriate sources of not required, excess, and surplus proper-
ty before purchasing the equipment with NRC funds.

Property identified during this review that meets NRC contract needs shall be
transferred to this contract in 1ieu of purchasing now equipment.

2. Reports

The DOE shall monitor property assi?ned to this contract on a regular basis to
identify property that was not required that was purchased by the NRC under
the terms of the DOE/NRC Memorandum of Understanding (M0''). Property not
required shall be reported to NRC for utilization screening in accordance with
established procedures.

Before the closeout of this contract, a reconciliation report shall be pre-
pared by DOE or the DOE National Laboratory to identify available equipment
and material purchased with NRC funds. The report shall contain MOU property
description or nomenclature, manufacturer, model number, serial number,
quantity, acquisition cost, receipt date, conditions code, and property
identification number. 7he report shall also identify any active or contem-
plated NRR (or NRC) projects on which the MOU property could be used. If no
MOU property is assigned to the contract, DOE shall provide a negative report,
Any MOU property requiring special handling for security, nhealth, safety, or
other reasons shall be noted as part of ihe report. This report shall be
submitted as soon as possible after a decision regarding contract completion
or termination has been made, but not later than 60 days after the expiration
of the period of performance. The report shall be submitted to the NRC
project manager.
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This section should contain a clear, succinct discussion of the work performed
on each task order during the period. As a minimum, these discussions
should support the costs reported for the period. Wording such as "worked
on all tusks,” or "continued to work on Task 1.a." is not particularly useful and
reduces the effectiveness of the month'y report as a management tool and for
historical documentation.

Any travel taken during the reporting period shouid also be summarized in
this section of the report. Each travel summary should identify the persons
traveling, the duration of the travel, the purpose of the travel, and any work/
accomplishments not reflected elsewhere.

Problem/Resolution

- All problems encount2red during the period should be clearly and suc-
cinctly identified and stated. Then, the resolution or th proposed solu-
tion should be briefly described. It should be clearly evident, from &
reading of the description, who is responsible for solving the problem,
should it still exist at the time the report is writien.

- Notwithstanding the status of the problem at the time the MBLR is
v .itten, all problems should be recorded in the "Problem/Resolution’
section of the MBLR for documentation/historical purposes. If the
probilem still exists in a subsequent month, in whole or in part, it should
be described as it currently exists; otherwise, it should be deleted from
the report,

Problem or circumstances that require a change in the level of
effort/costs, scope, or travel requirements are to be described in the
MBLRs for documentation purposes but are to be dealt with separately
in & letter addressed and sent to the NRR project manager.

Plans for Next Period

Provide a brief description of the work to be performed/accomphished during
the next reporting period. 1f a milestone is expected to be completed during
the next report period, so state.



1. FINANCIAL STATUS

‘ Provide the total direct staff use and the amount of funds expended (costed) during
the period and towal cumulative year to date in the following categories:

Current To

Month = Date
a.  Direct Labor (hours)

(1) Management XX XX
(2) Technical XX XX
(3) Support XX XX

Total XX XX

Subcontractor hours XX XX

b.  Labor Costs

(1) Direct Labor Costs XX XX
(2) Indirect Labor Costs XX XX
(3) Proiect Management Cost

Subtotal XX XX

. ¢.  Qther Direct Costs

(1) Subcontractor/

Consultant Cost XX XX
{2) Material and

Services Costs XX XX
(3) Computer Usage Costs XX XX
(4) Travel

(a) Domestic XX XX

(b) Foreign XX XX

Total Travel XX XX

Subtotal Other Direct Costs XX XX

d.  G&A Costs XX XX
Total Reimbursable Costs XX XX

e. Fee XX XX

. Total Costs XX XX
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LICENSE FEE RECOVERY COST STATUS

Pursuant to the provisions of 10 CFR Parts 170 and 171 on fees, provide the total
amount of funds costed during the period and fiscal year to date for each task or
task assignment by facility or topical 1eport. The license fee recovery status report
shall be on a separate page as part of the MBLR for the FIN, and shall ve in the
format provided on Attachment 1,

There should be only one license fee recovery cost status table per FIN; unit num-
bers, e.g., Beaver Valley 2, should be identified for each facility included in each
table; the facilities should be sorted by docket number; and costs should be report-
ed as whole numbers rounded to the nearest dollar. For work that involves more
than one unit at the same site, each unit should be listed separately and the costs
should be split appropriately between the units. Common costs, as defined below,
shall be identified as a separate line item in the license fee recovery cost status
table each month. The total of the period costs reported in the license fee recov-
ery cost status table should equal the total of the period costs reported in the
"Financial Status" section. In the event the totals of the costs reporied in these two
tables are not equal, an explanation for the variance should be given as a footnote
to the license fee recovery cost status table.

Common costs are those costs associated with the performance of an overall pro-
gram that benefit all similar licensees covered under that program or that are re-
quired to satisfactorily carry out the program. Common costs include costs associ-
ated with the following: preparatory or startup efforts to interpret and reach
agrecment on methodology, approach, acceptance criteria, regulatory position, or
technical reporting requirements; efforts associated with the "lead plant” concept
that might be involved during the first one or two plant reviews; meetings and
discussions involving the above efforts to provide orientation, background knowl-
edge, or guidance during the course of a program; any technical effort applied 10 a
category of plants; and project management. At task completion or at the end of a
fiscal year, whichever occurs first, the cumulative common costs for the current
fiscal year shall be apportioned by the contractor to the affected plants using either
of the following methods: (1) equally to all plants worked on under the program
during the fiscal year, or (2) in proportion to the costs incurred during the fiscal
year for each of the plants worked on. The specific method to be applied will be
determined by the NRC project manager.

A monthly expense forecast will be prepared and included in the first MBLR and
updated as applicable, e.g., on a fiscal year basis or when there is a change in
funding authorization. The information is to be provided in a chart similar to that
shown on Attachment 2 and will include: the period, the planned monthly spend-
ing rate, the actual monthly costs, the planned gumulative spending rate, and the
actual cumulative spending rate. The cumulative planned monthly expenses rate
and the cumulative actual monthly expenses will be graphically plotted.

An expense variance greater than 15 percent must be explained in the "Problem/
Resolution” section.



Attachment |

. LICENSE FEE RECOVERY COSTS STATUS

FIN
TITLE

PERIOD

TAC  PERIOD  INSPECTION  FACILITY DOCKET REPORT ___ ___COSIS
NO. NG REPORT NO.  NAME NO. TITLE  CUMULATIVE FISCAL YR,

Common Costs
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GUIDELINES FOR PREPARING STATEMENTS OF WORK
FOR ESTABLISHING NRR TECHNICAL ASSISTANCE
TASK ORDERING TYPE CONTRACTS
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. TEC.NICAL AND OTHER SPECIAL QUALIFICATIONS REQUIRED

State the types of specialists required, keeping in mind that task orders will
specify the number and type of expertise required. Specify whether site
access or unescorted site access will be required.

Insert the following paragraph:

It is the responsibility of the contractor to assign technica!l
staff, employees, subcontractors, or specialists who have the
required educational background, experience, or combination thereof
to meet both technical and regulatory objectives of the work speci-
fied in this SON, The NRC will rely on representations made by the
contractor concerning the qualifications of the personnel assigned
to this task order including assurance that all information con-
tained in the technical and cost proposals, inzluding resumes.  is
accurate and truthful,

WORK_FEQUIREMENTS

In a broad and scoping manner, describe the work to be performed in the
technica) areas and disciplines or the NRR organizational responsibility
areas. Include the following sentence:

On an “as required” tasking basis, (specify the National Laboratory,
if DOE) will provide pecsonnel with technical expertise in the
areas of (state broad, scoping technical areas, such as nuclear
performance/reactor systems, materials technclogy, structural and
mechanical engineering, safety and risk evaluation, or systems
engineering technology) to perform the following type(s) of work.

Describe typical tasks in a general, scoping manner. However, state them in a
way that will provide 2 third party with basic knowledge of the type of work
that is to be done and the general way it will be accomplished.

If practical, use scheduled timeframes to make the contractor awari of the
type of schedules that are likely to be placed in the task orders. For
example, typical tasks for a licensing action task ordering type contract
could be scheduled as follows:

lasks Schedule Completion
1. Review and evaluate the licensee Four weeks after
submittal and prepare a request initiaticn of work

for additional information (RAI).
2. Review and evaluate the licensee's

RA] and prepare a technical

evaluation report (TER).

a. Prepare the draft report. Three weeks after
receipt of the RAI

b, Incorporate NRC comments and Two weeks after

. prepare the final TER. receipt of comments



Include the following sentence:

Work requirements and schedules will be specified in the individual
task orders issued in accordance with the procedures established in
the following section of this statement of work.

PROCEDUP®S FOk PLACING TASK QRNERS

Use the fo)llowing procedures to place task orders with the DOE National
L!bQ[‘tg!‘lg;

(1)

(2)

(3)

(4)

(%)

(6)

When the need for a task assignment arises, the NRC project manager and
the technical monitor will contact the laboratory's principal inve<tiga-
tor (or pro!'lm manager) to discuss the work requirements and det..mine
the availability of the personnel recommended by the laboratory. If
qualified personne! are available to perform the work, the parties will
reach agreement, in principle, on the level of effort and sched. »
required to complete the proposed task order. The NRC project manager
will provide a draft task order statement of work for discussion purpos-
es. In unique cases of long-term or complex task orders, a written cost
or technical proposa) may be requested to facilitate discussion and
negotiation of the proposed task order.

After reaching an agreement with the laboratory’s principal investigator
or program manager, the NRC project manager, will issue the task order in
writing to the (specific DOE National Laboratory) program manager. The
task order will include the agreed-upon statement of work and will state
the cost ceiling established to complete the task order.

Task orders will be numbered consecutively. Each task order will include
the NRC technical assignment control (TAC) or inspection report number
and NRR priority number.

Within ten working days after receipt of the task order, the DOE National
Laboratory program manager shall acknowledge receipt and acceptance of
the task order by si?ning the task order transmittal letter in the space
provided, and returning the original of the letter to the NRC project
menager. In the event that (insert the DOE National Laboratory) requests
a change in the agreed-upon scope, level of effort, cost, or schedule,
the (insert DOE National Laboratory) program manager shall initiate
discussions with the NRC project manager to reach a mutual agreement on
the change. The (insert DOE National Laboratory) program manager shall
make pen-and-ink changes to the task order transmittal letter, the state-
ment of work, or attachment thereto, to document any agreed-upon changes
bafore returning them to the NRC project manager.

In the event that a work scope or cost ceiling modification is required
after acceptance of the task order, the individual NRC project manager or
(DOE National Laboratory) principal investigator or project manager
requesting the change shall initiate contact with the other to reach
agreement. Any resulting modification will be confirmed in writing by
the per<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>