DATA REQUIREMENTS DESCRIPTON

(Based on JSC-STD-123)
	1a. DRD Title:

Weekly Service Report
1b. Data Type: 2
	2.  Date of Current Version
7/07/08
	3.  DRL Line Item No.
10
	RFP/Contract No.

NNJ08225419R/
NNJ09JA02B

	4. Use  (Define need for, intended use of, and/or anticipated results of data)

The information obtained on this report is used to assist NASA in verifying services received from Contractor employees per Task Orders. 
	5.  DRD Category

      __  Technical

      _X Administrative

      __  SR&QA



	6.  References (SOW, Clause, etc.) 

SOW 2.0
	7.  Interrelationships (e.g., with other DRDs)


8.   PREPARATION INFORMATION:  

FREQUENCY OF SUBMISSION:  Submit within 5 working days after the subject week and at least 5 working days before the submittal of the monthly invoice containing charges for the subject week. 

FORMAT:   Excel Spreadsheet (submitted electronically or hard copy)
FIRST SUBMISSION DATE:  Notice to Proceed (NTP)
COPIES/DISTRIBUTION:  

· AH8/Contracting Officer’s Technical Representative (1)

REMARKS:  

The report shall be in a table format and include at a minimum the following information in vertical columns across the page:
(a) NASA organization code 

(b) Employee Type (skill category level)
(c) Indicate permanent, temporary, or part-time
(d) Regular Hours worked
(e) Holiday leave hours
(f)  Excused company leave hours (annual, sick, etc.)
(g) Overtime hours worked
(h) Holiday hours worked

(i)  Name of NASA person requesting overtime work and date requested

Each row shall contain the above information for each Contractor employee in order by employee position identification label.
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