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copies of documents contained in dupli-
cate or ‘‘working’’ contract files shall
be removed and placed in the appro-
priate official file; any remaining ma-
terial in the duplicate or ‘‘working’’
file shall be destroyed immediately or
segregated and marked for early dis-
posal.

(b) Each office shall review contrac-
tor ‘‘general’’ files (i.e., a file contain-
ing documents relating generally to a
contractor rather than a specific con-
tract) at least once annually and re-
move documents that—

(1) Are obsolete or superseded docu-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

(2) Pertain only to completed con-
tracts. Place those files that are not
routine in nature in inactive files for
later disposal, and immediately dispose
of routine documents as authorized in
NHB 1441.1, NASA Records Disposition
Handbook.

Subpart 1804.70—Transfer of
Contracting Office Responsibility

1804.7000 Scope of subpart.
This subpart contains policies and

procedures applicable to the transfer of
contracts between NASA installations.

1804.7001 Definition.
Transfer of a contract, as used in this

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

1804.7002 Approval of transfer re-
quests.

(a) The approval authority for re-
quests to transfer a contract is the offi-
cial in charge of the cognizant Head-
quarters program office or designee.
Requests for approval shall be submit-
ted by the director of the transferring
installation after receiving the concur-
rence of the director of the receiving

installation. Concurrence of the Asso-
ciate Deputy Administrator (Code AI)
is also required for a transfer where an
installation’s roles and missions may
be affected.

(b) Approval of a program transfer by
the cognizant Headquarters official
constitutes approval to transfer pro-
gram-related contracts.

1804.7003 Responsibilities of the con-
tracting officer of the transferring
installation.

1804.7003–1 Coordinations.
The contracting officer of the trans-

ferring installation shall take the fol-
lowing steps before transferring the
contract:

(a) Agree on a plan and schedule with
the contracting officer of the receiving
installation for transferring contract
responsibility and contract files.

(b) Coordinate with the following of-
fices:

(1) Financial Management Office, to
determine the contract financial
records to be transferred and the meth-
od, timing, and dollar amount of such
transfers.

(2) Technical (Engineering and
Project) Office, to determine the status
of any outstanding engineering
changes.

(3) Reliability and Quality Assurance
Office, to determine status and method
of transferring the reliability and qual-
ity assurance functions.

(4) Industrial Property and Facilities
Office, to determine the method of
transferring the Government property
records.

(5) Transportation Office, to deter-
mine the status of bills of lading fur-
nished the contractor.

(6) Security Office, to determine
whether any classified material is out-
standing and whether special pre-
cautions are necessary during the
transfer process.

(7) Other organizational elements, to
determine the status of any other ac-
tions such as new technology, mate-
rials reports, PERT, and safety.

1804.7003–2 File inventory.
The contracting officer of the trans-

ferring installation shall prepare an in-
ventory of the contract file. This in-
ventory shall also include a separate
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listing of all outstanding requests for
contract administration assistance
issued to other Government agencies,
indicating the name and address of the
agency office, functions requested to be
performed, estimated cost of the serv-
ices, and estimated reimbursement due
the administration agency for the serv-
ices yet to be performed for each re-
quested function. Copies of this inven-
tory shall be provided to the contract-
ing officer of the receiving installation.

1804.7003–3 Notifications.
The contracting officer of the trans-

ferring installation shall provide writ-
ten notification of the planned transfer
to the contractor and all agencies per-
forming or requested to perform ad-
ministration services.

1804.7003–4 Transfer.
(a) Upon completion of the actions

described in 1804.7003–1 through
1804.7003–3, the contracting officer of
the transferring installation shall issue
a letter to the contractor, agencies per-
forming contract administration func-
tions, contracting officer representa-
tives, and the contracting officer of the
receiving installation. This letter shall
provide notification of the transfer
date, termination of appointment of
the contracting officer’s representa-
tives, and the name, mailing address,
and telephone number of the contract-
ing officer of the receiving installation.

(b) After issuing the letters described
in 1804.7003–4(a), the contracting officer
of the transferring installation shall
send the contract file to the contract-
ing officer of the receiving installation
with a letter transferring contract re-
sponsibility. This letter shall contain a
provision for acceptance of the respon-
sibility for the contract and its related
files by the contracting officer of the
receiving installation.

1804.7003–5 Retention documentation.
The contracting officer of the trans-

ferring installation shall retain for per-
manent file a copy of the approvals and
concurrences required by 1804.7002, the
transfer acceptance letter of the con-
tracting officer of the receiving instal-
lation, and any additional documents
necessary for a complete summary of
the transfer action.

1804.7004 Responsibilities of the con-
tracting officer of the receiving in-
stallation.

1804.7004–1 Pre-transfer file review.
The contracting officer of the receiv-

ing installation shall review the con-
tract, letters of request, actions in
process, and other related files and to
request corrective action, if necessary,
before the official transfer of the con-
tract. This review may be waived by
written notification to the contracting
officer of the transferring installation.

1804.7004–2 Post-transfer actions.
The contracting officer of the receiv-

ing installation shall—
(a) Provide the contracting officer of

the transferring installation written
acceptance of contract responsibility
and receipt of the contract files;

(b) Inform all offices affected within
the installation of the receipt of the
contract;

(c) Appoint new contracting officer’s
technical representatives, as necessary;

(d) Issue a contract modification to
provide for the administrative changes
resulting from the transfer action (e.g.,
identifying offices responsible for per-
forming contract administration and
making payment and the office to
which vouchers, reports, and data are
to be submitted);

(e) Provide copies of the contract
documents to affected installation of-
fices; and

(f) If appropriate, supplement the let-
ter of request to the Government agen-
cy providing contract administration
services to reflect the changes result-
ing from the transfer action. The sup-
plement may terminate or amend an
existing contract administration sup-
port arrangement or may request sup-
port in additional areas.

Subpart 1804.71—Uniform Acquisi-
tion Instrument Identification

1804.7100 Scope of subpart.
This subpart contains the procedures

for uniform numbering of NASA solici-
tations, contracts (including letter
contracts), purchase orders (including
requests to other Government agen-
cies), basic ordering agreements, other
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