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1. PURPOSE

This Organi zati onal Work Instruction (OAN) provides the
procedures for the processes of the Technol ogy Transfer
Departnment (TTD).

2. APPLI CABI LITY
This work instruction applies to all processes within the TTD
as detailed in Appendices A-H.

3. APPLI CABLE DOCUMENTS

CDO1- OW - 001 Custonmer and Enpl oyee Rel ati ons
Directorate Docunent Control Process

SBI R/ STTR El ectroni ¢ Handbook ( EHB)
URL (http://ehb2.gsfc.nasa.gov)

NPD 2210.1 Ext ernal Rel ease of NASA Sof t ware

NPG 2210.1 Ext er nal Rel ease of NASA Software

3.1 Reference Documents

MPG 1050. 2 Contract (Customer Agreenent) Review
MPG 1280. 4 MSFC Corrective Action System
MPG 1410.1 Docunment and Data Control for
Organi zati onal |ssuances
MPG 1440. 2 MSFC Records Managenent Program
MPG 2190. 1 MSFC Export Control Program
MPG 8715. 1 Marshal | Safety, Health, and Environnment al

(SHE) Program

MAN 1280. 2 MSFC Cust onmer Feedback System
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NPD 1050. 1 Aut hority to Enter into Space Act

Agr eenents
NPD 2091.1 | nventi ons Made By Governnent Enpl oyees
NPD 2092. 1 Royal ties and Ot her Paynments Received by

NASA from the Licensing of Patents and
Pat ent Applications

NPD 7500. 2 NASA Technol ogy Commerci ali zation Policy

NPG 1050. 1 Space Act Agreenents

NPG 1441.1 NASA Records Retention Schedul es

NPG 2092. 1 Di stribution of Royalties Received by NASA
From t he Licensing of Patents and patent
Application

4. DEFI NI TI ONS

AC - Agreenent Coordinator - TTD personnel assigned to
respond to a custoner request by generating required
Customer Agreenment (CA) docunentation and obtai ning
signhatures to execute the agreenent, or preparing,

coordi nati ng and sending a Letter of Regret (LOR) to the
cust omer.

Amendnment - A nutually agreed-to nodification of an

exi sting custonmer agreenent that changes the resources
(funding, |abor, or period of performance) required for
MSFC to supply the product/service according to the

exi sting requirenments. This requires a stop-work on the
subject CA until the anmendnment has gone through the
concurrence cycle and has been executed.

CA - Customer Agreenent. The signed agreenent between MSFC

and the custoner that establishes the requi rements for the
product or service and the necessary resources to
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acconplish the objectives of the CA. A CA can include
several types of Space Act Agreenents:

Rei mbur sabl e
— Partially
— Fully
Nonr ei mbur sabl e
— Menorandum of Under st andi ng ( MOU)
— Menorandum of Agreenment (MOA)

— Letter Agreenent with foreign custoners
(NASA Headquarters or Level |1 agreenents)

Funded
CaER - Custoner and Enpl oyee Rel ations Directorate/ CDO1
CAITS — Center-wi de Action Item Tracki ng System

CAT - Conmmercialization Assistance Team responsible for
revi ewi ng and di spositioning all MSFC comrerci al
assessnments. The teamincludes TTD, Patent O fice, and
Research Triangle Institute (RTlI) personnel.

CATL - Commercialization Assistance Team Lead is
responsi ble for coordinating all CAT team activities,
meeti ngs and commerci al assessment reviews.

COTR — Contracting O ficer’s Technical Representative.

CPL — Commercialization Project Lead. TTD personnel
responsi bl e for devel opi ng and i nplenmenting comrercialization
strategi es of NASA owned inventions and technol ogies. This

i ncludes responding to |icense inquiries, preparation of

| i cense agreenents, evaluating and negotiating |license
agreenents, and obtaining |icense agreenent approval.

Custonmer — Entities or individuals inherent within all TTD
processes, external or internal to MSFC (may include civi
servi ce enpl oyees and organi zati ons; private industries,
academ a, or other governnent agencies).

DCC — Docunent Control Custodian. The primary individual
responsi bl e for produci ng and mai ntaining the Master List
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for the TTD, and ensuring that copies or web addresses of
all Master List itens are readily avail abl e.

DE — Donestic exclusive |icense agreenent.
DN — Domestic non-exclusive |license agreenment.

ER - Enterprise Representative. The designated |ead

i ndi vi dual representing each Strategic Enterprise relative
to all SBIR and STTR i ssues. The ER s primary role is to
assure coordi nated enterprise responses in support of
SBI R/ STTR solicitation activities, and through their own
organi zational paths provi de oversight gui dance to assure
that inputs and recommendations to solicitations reflect
enterprise priority technol ogy needs.

Executive Director - The SBI R/ STTR Executive Director is
designated by the Adm nistrative Assistant of the code
with responsibility for these prograns. The Executive
Director is the Source Selection Oficial for both the
SBIR and STTR programs. The Executive Director’s role

i ncl udes strategic oversight responsibility and final
authority for these programs including program assessnent
and insuring proper and efficient conduct of the source
sel ecti on process.

FAR - Federal Acquisition Regul ation.
FE — Foreign exclusive |license agreenent.

Field Center SBI R/ STTR Program Manager - Each Field Center
desi gnat es Center SBI R/ STTR Program Managers. The rol e of
the Center SBIR/ STTR Program Manager is to adm nister the
SBI R/ STTR prograns at a Center

EN — Foreign non-exclusive |license agreenent.

I nvention — Any art, machi ne, manufacture, design, or
conposition of matter, or any new and useful i nprovenent
t hereof, or any variety of plant, that is or my be

pat ent abl e or protectable under the intellectual property
| aws of the United States or a foreign country.
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LE — Large Entity (large business).

Master List — Listing of approved CD30 ON’'s and al
appl i cabl e docunents that influence the work of the
Technol ogy Transfer Departnent.

MW - Marshal | Managenment Manual

MVS - Marshall Managenent System
MSFC - Marshal |l Space Flight Center.
N A - Not Applicable.

New Technol ogy Representative - Focal point for nmanagenent
of the New Technol ogy Reporting process, organizing and

I npl ementing an appropriate programto ensure that proper
reporting is made of all new technol ogi es and/ or

i nnovati ons devel oped by MSFC i nnovators or under any MSFC
contract for experinental devel opment. Ensures that MSFC
contractors conmply with provisions of the Federal

Acqui sition Regul ation pertaining to appropriate contract.
Process owner for new technol ogy reporting and rel ated
contract conpliance.

NFS — NASA FAR Suppl enent.

NTR - New Technol ogy Report. A disclosure of a new
technol ogy or innovation, e.g. inventions, discoveries,
processes, nmachi nes, manufactures, conposites of nmatter,
or conputer prograns (software). Technol ogi es and

I nnovations can al so be inprovenents to the af orenmenti oned
exanmpl es.

NTTS — NASA Technol ogy Tracking System An agency-w de
dat abase used to collect data and serve as a tool in the
adm ni stration of NASA's commerci al technol ogy program

QJT - On-the-Job Training.

OPR - Ofice of Primary Responsibility.
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OPRD - O fice of Primary Responsi bl e Designee. The

i ndi vidual within the Technol ogy Transfer Departnent
responsi ble for updating the current el ectronic version of
CD30- OW - 001 based on inputs fromthe CD30 Process Owners.
Responsi bl e for providing updated el ectronic docunents to
appropriate web personnel for posting with on-line | SO
docunents.

OW - Organizational Work Instruction.

PO - Process Owner. The TTD nenber assigned the
responsibility to assure that their assigned TTD process
activities conformto the MMM Responsi ble for

mai ntai ning their respective designated Appendix to this
OW which details the instructions for each uni que
process. Responsible for providing any changes to their
assi gned Appendix to the OPRD for official updates to
CD30- OW - 001.

QR - Quality Record. These are docunents maintained to
denmonstrate conformance to specified requirenents and
procedures, providing objective evidence of activities
performed or results achieved.

RN - Quality Record Nunber.
QS - Quality System

Records Custodi an - Individual responsible for nmaintaining
qual ity records.

SAA - Space Act Agreenent - An agreenent between MSFC and
a non- MSFC entity defined as an “other transaction” under
t he Space Act of 1958. These external custonmer agreenents
result in partnerships with diverse groups of people and
organi zations in order to meet w de-rangi ng NASA m ssion
and program requirenments and objectives. (See Custoner
Agreenment).

SAARF — Space Act Agreenment Request Form used in the
cust oner agreenment process.
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SB — Smal | Busi ness.
SBIR - Smal|l Business | nnovati on Research.

SBI R/ STTR Procurenent Manager - The O fice of Procurenent
desi gnates an SBI R/ STTR Procurenent Policy Manager. The
primary role is to assure that uniform and consi stent
procurenment policies are applied to the SBI R/ STTR program

SBI RF STTR Program Manager - The primary role and
responsi bility of the program manager is to provide the
agency-w de i nplenmentation and the day-to-day nanagenent
of SBI R/ STTR prograns. The program nmanager has
responsibility for all management areas of program

adm ni strati on.

SBI R/ STTR Subt opi ¢ Managers- Topi ¢ Managers desi gnate

Subt opi cs and Subt opi ¢ Managers in support of a topic from
appropriate Field Centers. The role of the Subtopic
Manager is to submt and manage high priority research
subt opi cs.

SBI RF STTR Topi ¢ Manager s- Each Field Center designates
Center SBIR/ STTR Topi c Managers with the approval of the
appropriate Enterprises. The role of the Topic Manager is
to submt and manage intercenter high priority research
topi cs and coordi nati on at subtopic |evels.

SRA — Software Rel ease Authority. |Individual responsible
for inplenenting MSFC s Software Rel ease Programin
accordance with NPD/ NPG 2210. 1.

SSO - Source Selection Oficial.

STTR — Smal | Busi ness Technol ogy Transfer.

SUA — Software Usage Agreenent. An agreenent specific to
the rel ease of NASA software, executed by the MSFC SRA.

Such agreenents are used to docunment the rel ease of NASA
software, and to provide usage stipul ati ons and any
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applicable restrictions to the recipients of NASA
sof t war e.

Tech Briefs — An official nonthly publication of NASA
featuring exclusive reports of innovations devel oped by
NASA and its industry partners/contractors that can be
applied to devel op new i nproved products and sol ve

engi neering or manufacturing probl ens.

TPOC — Techni cal Point of Contact

TSP — Techni cal Support Package. A docunent corresponding
to a Tech Brief article that explains a technology in
greater detail and provides points of contact for
guestions and/or licensing discussions.

TTD — Technol ogy Transfer Department/ CD30.

5. I NSTRUCTI ONS

5.1 TTD Processes. Instructions for each process summari zed
bel ow are detailed in Appendices A-H  Each process has a
desi gnat ed Process Owner (PO):

5.1.1 New Technol ogy Reporting- The identifying and
reporting of new technol ogi es and i nnovati ons devel oped by
NASA enpl oyees, contractors, grantees, and recipients of
cooperative agreenents (Appendix A).

5.1.2 Commercialization Assi stance- The process of
assessi ng NASA owned or funded inventions for comrerci al
potential; resolving intellectual property issues; and
i mpl emrenting formal commercialization strategies, facilitated
by the Commrercialization Assistance Team ( CAT) ( Appendi x B).

5.1.3Licensing of Patents- The process of managi ng the
i censing of NASA owned patents through active and passive
mar keti ng techni ques; negotiation and preparation of formal
i censing agreenents; and receipt of royalty fees for
appropriate distribution (Appendix C).
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5.1. 4 Sof tware Rel ease- The process of formally rel easing
NASA devel oped software (Appendi x D).

5.1.5External Custoner Agreenents- The process of
coordi nati ng custoner agreenents nmade with partners which nmay
i nclude industry, universities, governnment agencies, or other
NASA Centers for the purpose of advanci ng technol ogy and
t echnol ogy transfer (Appendi x E).

5.1.6 Smal | Busi ness | nnovati on Research (SBIR)/ Snal
Busi ness Technol ogy Transfer (STTR)- Managenent of the
SBI R/ STTR prograns, providing opportunity and incentive for
creative engineering and technol ogy-related small busi nesses
to conduct innovative, high-
ri sk research on inportant scientific and technical problens
(Appendi x F).

5.1. 7 New Technol ogy Reporting Contract Conpliance- The
organi zation and adm nistration of a process that ensures
contractual obligations pertaining to new technol ogy reporting
are being net by MSFC contractors in accordance with
appl i cabl e new technol ogy or patent rights clause (NASA
Federal Acquisition Regulation Supplenent 1852.227-70 or
1852.227-11) (Appendix Q.

5.1.8 Qutreach and Education- The process by which
information fromthe major TTD program el enents are
di ssem nated to the fullest extent possible (Appendix H).

5.2 Corrective Action. The PO for each process within TTD (or
t he desi gnated process coordinator) is responsible for
mai ntaining a dialog with custoners during their respective

activities. During such dialog, the POw Il have the
responsibility for acting upon comments and/or conplaints from
custoners. The POw Il have responsibility for determ ning

whet her the custoner is providing:
A Quality System Coment (e.g., formal conplaint,

observation, or conplinment) regarding a delivered product or
service; or
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A Non-Quality System Commrent (e.g., a negotiating tactic,
document revision recomrendation, typographical correction,
“red-line”, routine “thank-you”, etc.)

In the event a Quality System (QS) Comment is conmuni cated
directly or indirectly (e.g., via other cognizant CaER/ TTD
personnel) to the PO (or any TTD enpl oyee), the individual

receiving the comment will provide the evidence of the quality
comment (e.g., written comment fromthe customer, email, or a
written sunmary of tel ephone conversation/other verba
exchange) to the CD30 Manager who will in turn provide the
coment to the CD30 | SO Organi zati onal Representative. The
Organi zational Representative will maintain a hard copy of the
comment as a Quality Record and will enter the coment into

t he appropriate Center system (as defined in MSFC Quality
Comment System and MSFC Corrective Action Systen).

5.3 Preventive Action. The purpose of preventive action is to
assure organi zations inplenment a proactive approach to review
and analyze related information to determ ne if preventive
action is necessary, and to inplenent inprovenents and/or
changes to processes. Each PO is responsible for inplenmenting
a preventive action approach within their respective area.
Some exanpl es of preventive action within the TTD include the
conveni ng of CD30 eval uation teans who review the custoner
agreenent coordinati on and execution process to keep the
process current and mnim ze the anount of tine required to
execute a Space Act Agreenent (SAA). This activity occurs at

| east twi ce per year in accordance with CDO1- OWN-001. Anot her
exanple is the public website available to potential custoners
(civil service and contractor innovators |ocated at MSFC or
off-site) that provides information and procedure gui dance for
t he New Technol ogy Reporting process. The intent of
preventive actions such as these is to mnimze potenti al
customer conplaints due to a needed process change, or

unfam liarity with requirenments of a process.

6. NOTES
N A

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES
N A
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8. APPENDI CES, DATA, REPORTS, AND FORMS
Appendi ces A-H detail processes within the TTD.
- Appendi x A New Technol ogy Reporting

Appendi x B Comrerci alization Assistance
Appendi x C Licensing of Patents
Appendi x D Software Rel ease

Appendi x E External Custoner Agreenents

Appendi x F Smal | Business I nnovative Research/ Snal

Busi ness Technol ogy Transfer (SBIR/ STTR) Program
Appendi x G New Technol ogy Reporting Contract Conpliance
Appendi x H Qutreach and Educati on

9. RECORDS

Qual ity Records (QRs). Any record or related data furnishing
obj ective evidence of activities performed or results

achi eved.

9.3 RECORDS RETENTION. All Quality Records are maintained in
accordance with NPG 1441.1. The Records Pl an, MSFC Form 2441
requires information regarding Agency Filing Scheme (AFS)
Number, record custodian, record title, description, filing
arrangenent, and disposition. MSFC Form 2441’ s are naintai ned
as quality records for the Technol ogy Transfer Departnent.

10. TOOLS, EQUI PMENT, AND MATERI ALS
N A

11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

Every MSFC enployee is required to attend general |SO training
provi ded by CD20/ Enpl oyee and Organi zati onal Devel opment
Ofice. Special enployee training is required for individual
processes within the TTD. See MSFC Form 4333 “MSFC Trai ni ng
Requi rements Pl an”, approved by the CD30 Manager, for detail ed
training requirenents relevant to Technol ogy Transfer
Departnment processes. This Training Plan will be maintained
as a Quality Record to docunment the status/conpletion of

requi red special training.

12. FLOW DI AGRAM  See Fi gures A-H.
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Appendi x A

New Technol ogy Reporting

Process Oaner. Susan VWhitfield

New Technol ogy Reporting Process |Instructions.

1. New Technol ogy Representative PO receives new technol ogy
report/invention disclosure (NASA Form 1679 or
equi val ent) .

2. MFS- case nunber is assigned as part of NASA Technol ogy
Tracking System (TechTracS) entry. This nunmber is also
the Quality Record Number (QRN) and will appear on the
case folder. The entire case folder is deened a Quality
Record QR

3. Copies distributed as appropriate (e.g. Chief Counsel’s
O fice, Software Rel ease Authority, and Comrercialization
Assi st ance Team).

4. The QR is filed as appropriate. Depending on status of
di scl osure, the QR may be held in a staging area, i.e.
“in-process” area, before being placed in designated file
cabi nets. For exanple, while the disclosure is active in
the comercialization review assi stance cycle it wll be
filed with the commercialization assistance active
folders; if being published it will be filed with
publication cycle active files. These in-process files
are stored and |l abeled in the same general area as the
of ficial product QR filing cabinets and are nonitored by
the PO (New Technol ogy Representative) until all actions
are conplete. The purpose for holding the files
separately is to make the in-process files readily
accessible for frequent access (e.g. correspondence input
to the QR) and to help facilitate an orderly flow due a
hi gh nunmber of concurrent cycles (i.e. subprocesses within
t he New Technol ogy Reporting process) that may be taking
pl ace for each case (See Figure A).

5. Once all actions are conplete the QR will be placed in
nunerical order in the designated filing cabinet for
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future access as required.

6. The QR will be retained in this manner until retired or
destroyed in accordance with appropriate files
di sposition.

Qual ity Records. The New Technol ogy Reporting QRs are the new
technol ogy report/innovation disclosure case files and incl ude
the follow ng:

Initial new technol ogy report/innovation disclosure

(NASA Form 1679 or equival ent data package);

Al'l correspondence (e.g. fornms, emils, faxes,

menor anduns) related to the disclosure or any innovator

listed on the disclosure;

Any other related informati on as determ ned by the PO

File(s) Location. Bui |l di ng 4732/ Room 227-12
Records Custodian. Jill Stocks

Qual ity Record Nunbering System The nunbering system for al
QRs pertaining to the New Technol ogy Reporting process is as
fol |l ows:

A. Al new technol ogy reports/innovation disclosures (NASA
Form 1679 or equival ent) shall have in the upper right-
hand corner an official MSFC case nunber formatted as
“MFS- XXXXX-1" (QRN). The QR nunber is increnented in a
numeri cal order and is assigned by the New Technol ogy
Representative (PO using NASA TechTracsS.

B. A new technol ogy case file folder will be established with
the identical QRN

C. Included in this folder (QR) will be the disclosure noted
i n paragraph A., along with any rel ated correspondence
deemed appropriate (e.g. nenoranda, faxes, emails, forns,
etc.) pertaining to the disclosure or any known innovat or
of the technol ogy.

D. The case folder and the new technol ogy disclosure are the

only items required to have the QRN noted on the docunent.
All itenms included in the folder are part of the QR
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regardl ess of whether the QRN appears directly on the
docunent .

Quality Records and Docunents Retention Schedul es and
Di sposition.

The follow ng schedul e applies to those QRs directly rel ated
to the New Technol ogy Reporting process:

“MFS- XXXXX- 1" technol ogy case files will be retained for a
m ni mum of 3 years after received. After the 3 years have
el apsed, the files my be retired to a Federal Record
Center in accordance with NPG 1441.1. The case files may
be retained | onger for general -purpose use (e.g.

di ssem nation of technical information, historical
purposes). The files may be destroyed when 5 years ol d.
The retention schedule for QR s related to the New
Technol ogy Reporting process is considered the primary
retention authority for any rel ated process docunents
within the QR fol der.

NOTE: The Retention Schedul e provided in NPG 1441.1 for
records associated with this process (New Technol ogy
Reporting) are too constraining and are not conducive to the
processes of the departnent which are being carried out in
response to Agency objectives. Therefore, the above

di sposition instructions have been proposed (NASA Form 1418)
by the Process Omer and submtted to the MSFC Records Liaison
as a vehicle to provide inputs for updating the NPG 1441. 1.
Thi s proposed retention schedul e has been docunented on MSFC
Form 2441 and will be used until redirected by an updated NPG
1441. 1.
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Appendi x B

Commerci ali zati on Assi st ance

Process Omer. Samy Nabors

Commerci ali zati on Assi stance Process I nstructions.

1.

Comrerci ali zati on Assi stance Team ( CAT) receives new

t echnol ogy report/invention disclosure for review, or
patent for mai ntenance fee review each of which already
has an MFS case nunber assi gned.

The Commerci al i zation Assistance Team Leader (CATL) sends
the appropriate MFS cases to the NASA Technol ogy
Applications Team at Research Triangle Institute (RTI)
for review

RTI reviews each case for issues related to

comrerci alization including IP status and ownership

i ssues, devel opment status and commercial potential. RTI
provides the CATL a witten comercial assessnment report
with reconmmendati ons on commercialization including
publication, marketing, and maintenance fee paynents in

t he case of issued patents.

CAT reviews the RTI commercial assessnment report and
recommendations in a bi-weekly neeting. The teans
determ ne the disposition of all cases provided and
assigns specific action itens anong team nenbers.

| nventions and technol ogi es deened to have commerci al
potential nmove forward in the comercialization process
as CAT active cases. Cases identified as having |limted
or no commercial potential are inactivated. Active cases
are assigned a CPL from anong the CAT nmenbers. RTI also
assigns a comercialization project lead to work with
CPL. These two individuals work together to further
devel op and i nplement the comrercialization strategy for
the case. Commercialization elenments nmanaged m ght

i nclude: communication in the form of Technol ogy
Opportunity Announcenents (TOA), publications,
presentations at tradeshows, web-based denonstrations,

CHECK THE MASTER LI ST-VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE
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technol ogy briefings, targeted mailings, focus groups,

and ot her neans of marketing the technology. These tools
m ght be active or passive depending on the |evel of
potential. The CPL may coordinate with the Qutreach Team
as appropriate. The Patent Counsel sinultaneously begins
the patentability search and patent application

devel opnent .

Quality Records. The Commercialization Assistance QRs are the
commerci al assessnments of the invention disclosure/ new
t echnol ogy case files and include the foll ow ng:

Commerci al Assessnents of the invention disclosures

Any other related informati on as determ ned by the CATL

File(s) Location. Bui | di ng 4732/ Room 227-12
Recor ds Cust odi an. Jill Stocks
The Commrercial Assessnent requires a QRN. It shall be kept in

t he New Technol ogy Reporting case folders. Al other quality
records within the case folder are considered covered by the
fol der QRN regardl ess of whether the QRN appears directly on
t he docunent.

Qual ity Record Nunbering System The nunbering system for al
QRs pertaining to the Commercialization Assistance Team
process is as foll ows:

A. Al'l comrercial assessnents (or equivalent) shall be
nunmbered with an official MSFC case nunber formatted as
“MFS- XXXXX-1" (QRN). The QRN is increnented in a
numerical order that is related to the invention
di scl osure/ new technol ogy report and is assigned by the
New Technol ogy Representative using NASA TechTracS (See
Appendi x A). The QRN is also placed on the assessnent by
RTI

B. The comrerci al assessnment and rel ated docunentation w |
be filed in the new technol ogy/di scl osure case folder in
t he designated and identified area within the fol der.

C. I ncluded in this folder (QR) will be the commerci al
assessnment, along with any related correspondence (e.qg.

CHECK THE MASTER LI ST-VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE
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menor anda, faxes, emails, forns, etc.) pertaining to the
di scl osure.

D. The case folder and the comerci al assessnent are the
only itenms required to have the QRN noted on the
docurment. All itens included in the folder are part of
the QR regardl ess of whether the QRN appears directly on
t he docunent.

Qual ity Records and Docunents Retention Schedul es and

Di sposition. The follow ng schedul e applies to those QRs
directly related to the Commerci alization Assistance Team
process:

“MFS- XXXXX- 1" commerci al assessnents will be retained for a
m ni mum of 2 years after received. After the 2 years have

el apsed, the files may be retired to a Federal Record Center.
The case files may be retained | onger for general - purpose use
(e.g. dissem nation of technical information, historical
purposes). The files may be destroyed when 5 years ol d.

CHECK THE MASTER LI ST-VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE
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Fi gure B. Commerci al i zati on Assi stance Process

CAT receives Invention
Disclosure (NTRs) for review
and/or Patent(s) for
maintenance feereview

Send NTRsto RTI for

Commercial Assessment CAT Inactive

Commercialization
Assessment
conducted by RTI

v

Receive commer cialization
assessment(s) from RTI.

CAT meets bi-weekly
Reviews
Commercial
Assessments.

:

CAT dispositions
Commercial
Assessments.

Pursue
Commercialization?

Assign Commercialization

CAT Lead emails
assessment(s) to all
CAT membersfor review.

Project Lead

Note: NASA Technology Tracking System (TechTracS) database updated

throughout process.

Note: NASA Technology Tracking System (TechTracS) databaseis updated throughout the process.

CAT Inactivate

Development/I mplement
Commer cialization Strategy -
Coordinate w/Outreach Team
asappropriate -
Coordinate w/Patent Counsel
(Patentability search &
Patent Application)

v

Patent/License/Copyright J
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Appendi x C

Li censi ng of Patents

Process Omer. Sammy Nabors

Li censing of Patents Process Instructions.

1.

As result of either active or passive technol ogy marketing
efforts, the CPL receives license inquiries from conpanies
interested in comercializing the technology via license.

The CPL coordinates the interaction with the conpany such
that the conmpany is aware of 37 C.F. R, Part 404.1 and
submts a license application including a
commer ci al i zati on pl an.

After receiving the conpleted license application and
comrerci ali zation plan, the CPL coordi nates eval uati on of
the application. Considerations is given to issues such
as: (1) technical expertise, facilities, and

manuf acturing capabilities; (2) marketing experience, and
specific product marketing plan; (3) comercialization

hi story; (4) conpany stability and conm tted resources for
effort; and (5) distribution channels and pl an.

The CPL deternmines the optimal |icensing strategy for NASA
in relationship to exclusivity. Options include exclusive
l'i cense, partially exclusive in a field of use, geographic

region, or specific nunber of |icensees, or nonexcl usive.
The CPL devel ops a |icense agreenent with the appropriate
offering and negotiated terns. |If exclusivity of any form

Is being offered the I ead puts in a Federal Register
notice to announce NASA's intent to grant exclusivity.
The Federal Register notice starts a 60-day w ndow for
ot her conpanies to register a conplaint related to the
exclusivity.

After receiving the signed |icense application the |ead

t hen prepares the package for subm ssion to NASA
Headquarters.

The license is granted to |icensee after signature has
been received from NASA Headquarters and either the 60-day

CHECK THE MASTER LI ST-VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE
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wi ndow has cl osed w thout conplaint or all outstanding
conpl ai nts have been el i m nat ed.

Quality Records. The Patent License QRs are the |icensing
agreenent files and include the foll ow ng:

Li cense application

Li cense agreenent

Ot her data as determ ned by the CPL

File(s) Location. Bui | di ng 4732/ Room 218
Records Custodi an. Sanmy Nabors

Qual ity Record Nunbering System The nunmbering system for al
QRs pertaining to the license agreenent process is as follows:

A. NASA Headquarters assigns the |license agreenent nunber
(QRN) upon approval. The unique QRN will be | ocated on
the top center portion of the front page of the |icense
agreenent. NASA Headquarters will assign one of the
follow ng formats:

DN# # # or DN# # # # - donmestic non-excl usive

agr eenent

DE# # # or DE# # # # - donestic exclusive agreenent
FN# # # or FN# # # # - foreign non-exclusive agreenent
FE# # # or FE# # # # - foreign exclusive agreenent

B. A license agreenent folder will be established with the
i dentical QRN

C. | ncluded in this folder (QR) will be the license
application, license agreenent, and other docunents as
determ ned by the Commercialization Project Lead.

D. The license folder and the |license agreenent are the only
itenms required to have the QRN noted on the docunent.
Al items included in the folder are part of the QR
regardl ess of whether the QRN appears directly on the
docunent .

Quality Records and Docunents Retention Schedul es and

CHECK THE MASTER LI ST-VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE
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Di sposition. The follow ng schedule applies to those QRs
directly related to the |icense agreenent process:

Retained for the termof the |license agreenment or for the life
of the patent (20 years), whichever occurs first. The license
agreenent files may be retained |onger for general-purpose use
(e.g. dissenmi nation of technical information, historical
purposes). The files nmay be destroyed after term nation of
the license agreenment or after 20 years, whichever occurs
first.

Figure C. License Agreenent Process

Receive License Inquires i i
] o Send returned signed Exdusive/Patidly
i License Negotiation Exdusive license agreement with
appropriate packageto NASA HQ
Send Appropriate Response L etter: i i
NASA has Title, Wavier/Election, or
No Waiver/Election Exclusive License Send returned signed Nonexdusive
) _ license agreement with gopropriate
‘ Patialy Exdusive packageto NASA HQ
Nonexdusive
Receive License Application
A 4
¢ License agreament and signature of
Generd Counsd to grant license must
Send Licenseto Licenseefor Sgnature bekept onfile
Evaduate License Application for
completeness

License Agreement awarded to Licensee
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Note: NASA Technology Tracking System (TechTracS) database isupdated throughout the process.

]

Appendi x D
Soft war e Rel ease

Process Omer. Caroline Wang

Software Rel ease | nstructions.

1.

Sof t war e devel oper organization (MSFC or contractor) should
report all applicable software, for screening via the New
Technol ogy Reporting system (MSFC form 1679).

Previ ously devel oped (but unreported) software should be
reported as soon as possible

The Technol ogy Transfer Departnent will coordi nate Export
Control review, Intellectual Property review,
Commrerci ali zati on assessnent, and Software Rel ease action
and determne if software is subject to NPD 2210 Externa
Rel ease of NASA Software Policy.

. The Technol ogy Transfer Departnent will determ ne possible

publication disclosure in Tech Briefs magazi ne and/ or ot her
outlets, per intellectual property reconmrendati on.

. Software Rel ease Authority will approve direct external

rel ease from MSFC, or release to an external partner for
mar keti ng, distribution and custonmer support.

Quality Records. The Software Rel ease QRs contain the

fol | ow ng:
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Initial new technol ogy report/innovation disclosure
(NASA Form 1679 or equival ent data package)

The fully executed SUA bet ween NASA/ MSFC and t he
cust omer
Any other related information as determ ned by the SRA

File(s) Location. Bui |l di ng 4732/ Room 227-12
Records Custodian. Jill Stocks

Qual ity Record Nunbering System The nunmbering system for al
QRs pertaining to the External Rel ease of NASA Software
process is as foll ows:

A Al'l software usage agreenents shall have in the upper
ri ght-hand corner an official MSFC case nunmber (QRN)
formatted as
“ SUA8- XXXXX- #” where the “XXXXX’ corresponds with the
assi gned new technol ogy case nunber (See Appendix A), and
the “#” reflects the sequential release nunber of that
particul ar software. |If a software usage agreenment is
not related to a specific technology case, the software
usage agreenent nunber shall be formatted as * SUA8- XXXXX-
#” where the first two digits of the “XXXXX" corresponds
to the fiscal year in which the agreenment was execut ed,
foll owed by a sequentially assigned nunber based on the
nunmber of non-case rel ated agreenents executed in that
fiscal year, and the “#” reflects the sequential rel ease
of that particular software.

B. The software usage agreenments will be included in the
rel ated new technol ogy report case folder (a section in
the folder will be dedicated and identified for software

usage docunentation). Included in this folder (QR) w ||
be the software usage agreenent and any other rel ated
information as determ ned by the SRA pertaining to the
software rel ease. The software usage agreenent is the
only itemrequired to have the QRN noted on it.
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other itens included in the folder are part of the QR

regardl ess of whether the QRN appears directly on the
docunent .

Quality Records and Docunents Retention Schedul es and

Di sposition. The follow ng schedule applies to those Quality

Records (QRs) directly related to the External Rel ease of NASA
Sof t war e process:

Sof t war e usage agreenents will be retained for a

m ni mrum of 3 years after executed. After the 3 years
have el apsed, the files my be retired to a Federal
Record Center. The case files may be retained | onger
for general - purpose use (e.g. dissem nation of
technical information, historical purposes). The
files may be destroyed when 5 years ol d.
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Figure D. Software Release Process
C.S. Created Contract Created NASA New Technology
Software Software Representaﬁve
Request for
ke l [P, |*| Patent
Assessment Copyright
%| LT. SRA Coord. :
Security of Release
n Commercial _*._ License
Negotiate Assessment Software
Restrictions on Y Review
Type and Control Restrictions w/
Of Release IT Sec. Export (.:Ol‘ltl‘Ol %
Review
Y
*Issues Requiring Risk
Release Management Decisions
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Appendi x E

Ext er nal Custonmer Agreenents

Process Owmer. Roger Parisa

Ext ernal Custoner Agreenents Process |Instructions.

. The Space Act Agreenent Form (SAARF) is received by CD30.

(Figure E, Block 1)

. PO checks for conpleteness. |If SAARF is inconplete the

customer is notified that it is their responsibility to

provi de conplete information prior to our next step.

. SAARF neeting is called to assess new request.

Print attendance list form for SAARF eval uati on
meeti ng.
Print check off SAARF eval uati on sheet for each

eval uation file.

. SAARF neeting is held. Attendance is taken of agreenent

coordi nators (AC). SAARF assessnent is perfornmed which

i ncludes prior working history, applicable directorate

responsibility, AC assignnent and applicable Enterprise
and Goal relating to NASA / MSFC M ssion. SAARF

Assessnment sheet conpl et ed.

. PO assigns SAA nunber and makes initial database entry

into NTTS.
Tentative title: (Conpany Nanme - TBD)
St atus (proposed)
Coordi nator assigned (or TBD)

Space Act nunber (this is not self generating)
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(NTTS automatically sends pronpt to coordi nator by
e- mai | )

6. POinitiates the CAITS action to the participating
directorate head and provides copy to the CDO1l and the
CD30 project coordinator. (Figure E, Block 2) This CAITS
action has a ten-day suspense.

Prepare the required nunber of copies of the SAARF
request, supporting docunentation and the CAITS action
form

Check proprietary status of the SAARF request, if it
is, attach ACI (NASA form 1686) and check “Space Act”
and “Privileged/ Proprietary”.

Assenbl e CAI TS package including SAARF, supporting
docunment ation, CAITS action form and proprietary sheet
i f applicable.

Hi ghl i ght routing

Have courier nmake distribution

7. PO makes tenporary file folder for the quality record.
(Copy of original submttal goes into file)

8. PO forwards original agreenent request docunentation to
t he assigned coordi nator.

9. Coordi nat or conpl etes required database entries.

Coordi nator rmust conplete and enter into NTTS within 2
days:

Final title: (Conpany Name — Title)

Conmpany Nanme (Partner Field)

Org code
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Abstract (nmust include projection of FR, PR or NR)
Poi nt of contact
Part ners

Start chronology (maintain entries as they occur)

10. Upon conpletion of the Directorate CAITS action the
PO initiates a CAITS action to the TPOC and provides a
copy to the CD30 project coordinator. Figure E, Block 2).
This CAITS action has a ten-day suspense.

Prepare the required nunber of copies of the SAARF
request, supporting docunentation and the CAITS action
form
Check proprietary status of the SAARF request, if it
is, attach ACI (NASA Form 1686) and check “Space Act”
and “Privil eged/ Proprietary”.
Assenbl e CAI TS package including SAARF, supporting
docunment ati on, CAITS action form and proprietary sheet
i f applicable.
Hi ghl i ght routing
Have a courier make distribution

11. During CAITS:

The TPOC will:

Attend and facilitate the Block 2 neeting (Figure E,
Bl ock 2) by taking attendance, generating m nutes and
sending email rem nders of actions to participants.
This meeting will provide the cost estimates from CFO
(CFO prepares data and enters into NITS), Facilities
check list, and scope.
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The PO will:
Daily monitor CAITS actions in system 12. AC notifies PO
that all CAITS feedback is conplete for CAITS cl osure.

13. PO closes CAITS and provides a copy of closed action to
AC.

14. |If CAITS response is negative, the AC prepares LOR for

TTD Director’s signature. After signature the LOR is
forwarded to the requester and to the cogni zant Depart ment
or Organi zational Director and TPOC. An electronic copy is
pl aced in the CD30 Agreenent edit folder and an entry is
made noting the action in the Agreenent database. There is
no further action required the Agreement Process is ended.
(Figure E, Box 2)

15. If CAITS response is affirmative, the AC sends e-mail to

t he external custoner including final pricing from CFO for
approval . (Figure E, Box 3)

16. AC prepares an electronic file folder with agreenent
nunbers in CD30 Shared Space.

17. ACw Il follow Boxes 4-8. (Figure E) to prepare draft
Space Act Agreenent.

18. ACwill send draft copies to participants.
19. ACw Il prepare final SAA concurrence package (orange
folder) which will include:

Executive Summary
Background I nformation
Cost estimate(s)
Facilities Requirenments Worksheet
Correspondence
CAI TS Docunent ati on
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Original request
Rel ated SAA' s
Transmttal letter
2 original copies of the agreenent
Concurrence sheet
(I'f requested courier/clerk will provide coordinator with
assenbly materials and hel p assenbl e)
20. Coordi nator gives the orange folder to PO for approva
and enters the “ready for concurrence” date in NITS.
21. PO reviews concurrence package for accuracy and signs
when approved.
22. TT Director signs the concurrence package. (designated
signature or PO stanps when necessary)

23. PO gives orange folder to courier for concurrence

routing.

24. The courier/clerk will make a copy to track concurrence

and file.

25. The courier/clerk will deliver SAA for each signature.
After every signature, courier/clerk will make a copy of

concurrence sheet and keep with tracking copy. (NSSTC
agreenents have to be hand carried and picked up fromthe
NSSTC bui | di ng of f base)

26. After final signature, courier/clerk will give to the TT

Director to sign transmttal letter.

27. After transmttal letter is signed, the courier/clerk
will:

Pl ace date on the letter in the proper place per

correspondence directives.
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Copy Transmittal letter for file and one for every nanme
on the distribution list at end of letter and
distribute by interoffice mail, along with a copy of

t he signed agreenent.

Make a copy of signed agreenent and transmttal letter
for orange fol der.

Prepare Fed Ex shi ppi ng docunment (MSFC form 4182), nust
be signed by Fed Ex authorized signature and it nust
have a proper address — no post office box.

Take 2-signed copies of agreenment and the original
transmttal letter and Fed Ex to custoner for

Si gnat ure.

Wait for a copy of Fed Ex docunent with tracking
nunmber .

G ve the original orange folder, file copies of

agr eenment and transmttal letter, and Fed Ex tracking

nunber to coordinator to prepare QR (brown fol der).

28. At this time the ACwll:
Enter into NTTS the CTO recei ved date and CTO signed
date. (starts calcul ation of days in process)
Create brown folder (courier/clerk will keep brown
fol ders already | abeled in 150 file cabinet)

29. After the Fully Executed copy of the Agreenent is
received the AC assures that all database entries (resources
and etc.) in the NITS database are correct/conplete and that
t he Agreenent End Date is filled in. The ACis then
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responsi ble for turning the Permanent File over to the PO for
review and filing as a QR
Original signed agreenment placed in brown fol der
Copy of signed agreenent for internal participant and
CFO
Have CFO validate final costs with NITS data
In NTTS
1. Change status to active
2. Enter date awarded (custonmer final signature)
3. Enter date ending

Qual ity Records The QR for External Custoner Agreenment Process

is part of the CA folder and may include the follow ng:
a. Initial witten request for a CA fromthe potentia
cust oner
b. Initial MSFC response to the potential custonmer (e-
mai | notification or LOR)
Transmittal Letter
CAs
Concurrence Sheets

- O QO O

Customer Responses to CAs

Center Operations Directorate (COD) checkli st
h. G her as determ ned by the AC

The CA and its associated folder are the only docunent(s)

requiring a QRN. All other quality records within the fol der

are consi dered covered by the folder ORN

«

FI LE(S) LOCATI ON BUI LDI NG 4732/ ROOM 150

Recor ds Cust odi an Roger Pari sa
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Qual ity Record Nunbering System The nunmbering system for al

QRs pertaining to the External Custonmer Agreenments process is
as foll ows:
A. CAs will have a unique QRN format on the |ower |eft-hand
corner of each page: <Agreenment Nunmber SAA8- XXXXX>

For SAA' s that have nodifications or sub agreenents,
thefollowing clarification will be added to
t he end of the parent SAA nunber:

Modi fications will be noted as . A, .B, etc.
Sub agreenments will be noted as .1, .2, etc.
B. Any ot her docunent deemed to be a QR relating to a CA
will be a part of the associated CA folder (e.g., waiver
aut hori zations) and considered a quality record

regardl ess of whether the QRN appears on the docunent.

QUALI TY RECORDS AND DOCUMENTS RETENTI ON SCHEDULES AND
DI SPOSI TI ON

The followi ng schedule applies to those QrRs directly rel ated
to the External Custoner Agreenments process:

Ret ai ned permanently in accordance with NPG 1441.1, NASA
Records Retention Schedul e.
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Figure E
SAA Process
Box 1 CAITS Actions
Eederal Requests
SAARF or email 1. If advocate return completed CAITS with: Box 3
containing: - TPOC identified R id
*SOW v Marshall Missions Identified » CF’30 provides PMC?
«Schedule Benefits price to External
«TPOC SOW Customer for
«Benefits Risk approval (via e -mail)
Non -Federal Requests Cost and Manpower - (for COD concurrence
SAARF & Letter with Roundtable inc. TPOC, CFO & COD)
Sub Agreement format Schedule oc
If applicable S&MA concurrence if required < prTeZents
2. If not respond with comments via to CD30 (via e -mail) CD3Q to PMC
+ Renegotiate for approval
A
LOR
LOR
v
Box 4 Box 6 Box 7 Box 8
Box 5
CD30 Drafts SAA Email Draft to TPOC Einal SAA Concurrences: Execute SAA: E d SAA
& External Customer ¢ TPOC's Supervisor « Internal Customer %ﬂ
. « Original to iles
4 for approval . (L:?%’“ (Head of Directorate) « Copies to TPOC,
« Procurement ’ E?tz? Transmittal CFo, Coord.lr.]ato.r
« CaER & other participating

Revision

* External Customer

organizations

3/15/02
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Appendi x F

Smal | Business |Innovative Research/ Small Busi ness Technol ogy
Transfer (SBIR/ STTR) Program

Process Omer. Lynn Garrison

Smal | Busi ness | nnovative Research/ Small Busi ness Technol ogy
Transfer (SBIR/ STTR) Process |Instructions.

1. Solicitation Devel opnent:
The NASA Strategic Enterprise Representatives (ERs) and
SBI R/ STTR Level | (HQ and Level 11 (GSFC) managenent issue
an electronic request for topics/subtopics to the SBIR STTR
Field Center Program Managers. The program managers forward
the request through the Center Directorates to the
t opi ¢/ subt opi ¢ managers to identify topics/subtopics that
support MSFC mi ssion areas, |lead roles, and support roles.
After these priorities are established, the Center
Eval uation Comm ttee convenes and sel ects/ approves the
t opi cs/ subtopics that are then forwarded to Levels | and I1I.
After approval at Levels | and Il the subtopics are
forwarded to center subtopic nanagers to prepare
descriptions. The subtopi c managers enter these
descriptions in the Electronic Handbook (EHB). After this
action is approved by the field center program manager, the
el ectronic subm ssion is forwarded to Levels | and Il. The
Solicitation is then posted electronically on the NASA
SBI R/ STTR honepage.

2. SBIR/ STTR 1| :
During the Solicitation period small businesses submt
proposal s containing R&D innovative ideas. After the
solicitation closes, Levels | and Il personnel screen the
proposals, forward themto the field center program
managers, and place the proposals in the EHB. The field
center program manager hol ds a kickoff meeting with
t opi ¢/ subt opi ¢ managers to begin the technical eval uation of
t he proposals. Topic/subtopic nmanagers identify the
eval uators and insure that proposal evaluations are
conpl eted. The topic/subtopic managers rank the proposals
with the subtopics and enter the rankings in the EHB. The
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program manager verifies that evaluations and rankings are
conpl ete, resolves any issues, and convenes neetings wth
Directorate representatives to rank proposals within m ssion
areas, |ead roles, and support roles. The Center Eval uation
Commttee, with the program nmanager as chairperson, then
nmeets to determ ne the center rankings of the proposals.
These results are entered in the EHB and the results are
forwarded to the Levels | and Il nmnanagenent. The Levels |
and Il managenent nmeke the sel ections of proposals for award
and send this information to the field center manager.
Contracting Oficer’s Technical Representatives (COTRs) are
sel ected fromthe evaluations or otherwi se identified and
provided to procurenent. Procurenent awards the Phase
contracts per NASA FAR Part 5. The period of performance is
6 nonths for SBIR I and up to 12 nonths for STTR 1. The
results of this determne if there is scientific and
technical nmerit in the innovative idea of the conpany. At
the end of the Phase | contract, the conpany submts a final

report, and a Phase |l proposal if they so choose.

. SBIR/STTR I I :
After Phase | is conpleted and the final report submtted,
t he conpany may choose to submt a Phase Il proposal. The

program manager hol ds a kickoff neeting, with topic/subtopic
managers, COTRs, and alternate COTRs of the Phase

contracts, to begin the technical evaluation of the Phase II
proposal. A commercial peer review panel eval uates
recommended proposals. The program manager convenes a
meeting with topic and subtopi c managers to obtain topic
ranki ngs. The Center Evaluation Commttee, with the program
manager as chairperson, neets to finalize the ranking of the
proposals. Center rankings are entered into the EHB and a
copy forwarded to Levels | and Il managenent and ERs. After
sel ections are made by Levels | and Il, the program manager
notifies the directorates and the topic/subtopic managers.
COTRs are selected fromthe eval uations or otherw se
identified and provided to procurenent. Procurenent awards
the Phase Il contracts per NASA FAR Part 5. The period of
performance for SBIR STTR Phase Il contracts is 2 years.

At the end of the Phase Il period of performance, if a

hi ghly successful commercial innovation has been devel oped,
a success story is published.
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4. SBIR/STTR | I I:
The SBI R/ STTR Phase Il contracts are optional anytine after
phase | is conpleted. The funding cannot be fromthe
SBI R/ STTR progranms. This contract is for the pursuit of
private sector or governnent sales. The statenent of work
prepared by the technical personnel at the field center is
forwarded to the procurenent office along with the necessary
fundi ng. Procurenent then negotiates and awards the
contract. There is no set period of performance or contract
value for the Phase Ill contract.

Qual ity Records. It should be enphasized that QRs pertaining
to the SBIR/ STTR process are NOT mai ntained or stored by the
Technol ogy Transfer Departnent. OR details follow

The QRs for SBIR/ STTR Process are part of the Procurenment QR
and the SBI R/ STTR El ectroni ¢ Handbook | ocated on the Internet
and include the foll ow ng:

a.) The Contract QRs are maintained and controlled by the
Procurement Office and include the foll ow ng: (specific
| ocati on of Procurenent QR dependent on procurenment
personnel assigned to organization where contract COIR is
| ocat ed)
Uni que nunbering system for SBIR/ STTR Proposal s
Uni que nunbering system for NASA/ MSFC contracts and
supporting contract nodifications, nenorandunms, and
reports

b.) The QRs relating to proposal nunbering, technical

eval uati ons, comercial evaluations, subtopic/topic

ranki ngs, and Center rankings are |ocated in the
SBI R/ STTR El ectroni ¢ Handbook | ocated on the Internet and
managed by Goddard Space Flight Center and their program
support personnel .

File(s) Location. Specific location of Procurement QR is
dependent on procurenment personnel assigned to organi zation
where contract COTR is | ocated.
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Records Custodi an. MSFC Procurenment Office/ Goddard Space
Fl i ght Center.

Quality Record Nunbering System The nunbering system for al
QRs pertaining to the SBIR/ STTR process is as foll ows:

A. The SBI R/ STTR proposal s, received by NASA are assigned
nunbers (QRN) according to their subtopic area and
contractor number assigned by the program support
personnel managi ng the SBI R/ STTR Prograns el ectronic
handbook.

B. The information on all the proposal technical
eval uati ons, comrercial evaluations, and center rankings
are in the SBIR/ STTR el ectroni c handbook

C. Once the proposals are selected for award they are
assi gned a NASA contract number: NAS8- XXXXX (QRN). The
QRN i s assigned in nunerical order, grouped by contract
phase. The MSFC Procurement O fice assigns these
sequenti al nunbers.

D. Al'l official nmenoranduns and docunents supporting an
SBI R/ STTR contract reference this QRN and are included in
the contract file, held by the procurenent office.

Quality Records and Docunents Retention Schedul es and

Di sposition. The follow ng schedul e applies to those QRs
directly related to the SBI R/ STTR process. Qrs wll be
mai ntai ned in appropriately labeled file cabinets for the
duration specified bel ow

a. Product QRs will be nmaintained in appropriately | abel ed
file cabinets for the duration specified bel ow, and
shredded/ destroyed thereafter:

- Phase | — selected proposals: Retain and incorporate
Into Phase |l case files
- Phase | - not selected: Destroy proposals not funded

one year after conpletion of end of Phase |
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- Phase Il — funded proposals: Destroy funded Phase 11

files 3 years after the end, term nation, or
conpl eti on of Phase |1

- Phase Il — not funded: destroy unfunded Phase 11
proposal s one year after selection announcement of
Phase |1

- NASA Headquarters — OPR. (These records include both
Phase | and Il proposals, and are mcrofiched in their
entirety.) Destroy paper records after mcrofiching

- Mcrofiche — Destroy microfiche when 10 years old
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FigureF.
Enterprise Representatives MSFC SBIR/STTR Program Directorates/Topic Manager/

Level | and Level Il Managers Manager

Issue electronic

Convene and Chair
Select and approve

and submit
prioritized list

v

Forward approved
subtopics to
appropriate

Issue electronic request for
request for —— P topic/subtopics | —— P
topics/subtopics through Directorates
to topic/subtopic
managers

‘ Center Committee ‘
topic/subtopics

Subtopic Manager

Identify topic/subtopics
that support MSFC
mission areas,
lead roles,
and support roles

v

Submit
recommended
subtopics

subtopic managers
to prepare
descriptions

> descriptions and

Develop subtopic

enter into the
electronic handbook

v

Submit subtopics

Yes

v

Forward the

electronic
Solicitation posted < submissions to the
on the home page enterprise reps and

level | & Il

L managers

for review and
approval
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Figure F (continued)

Enterprise Representatives
Level I and Level Il Managers

Small Businesses

* MSFC SBIR Program Topic Manager/
SrEznaErd Manager Subtopic Manager
forward proposals -
to MSFC SBIR Process Kickoff Identify evaluators
program manager [——Jp|  meetingrequest | ——————»| and insure proposals
and place on SBIR technical evaluation are evakiated
web page of proposals
(http://sbir.nasa.gov) L
. . Rank proposals
\;ir(?::rﬁﬁug?es within subtopic and
o (€| o
resolve issues. [
Convene meeting
withDirectorate
representatives
Make selections Convene and Chair
and send copy ' Center committee
to Program to finalize
Manager recommendations
* Procurement Office
Atfter selections are COTR's selected
official, notify from evaluations or Award Phase |
Directorates |—————J| otherwise identified P{ contract per NASA
and topic/subtopic and provided to FAR Part5
managers Procurement
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Submita final
report and new
technology report
MSFC SBIR Program
Menager Phase ll i
N b"- Primary COTR's and
+ proposal Alternate COTR's
Process Kickoff Topic Manager/
meefingfrequest Subtopic Manager Review
technical evaluation > Proposals
of proposals —
Rank proposals Commercialization
within subtopic Peer Review Panel
and forward for
commercial review
Evaluate
recommended
P poposaisfor
commercal
potential
Convene meeting
withDirectorate
representatives
Make selections Convene and chair
and send copy Center committee
to Program to finalize
’
* Procurement Office
After selections are COTRsselected
official, notify from evaluations or Award Phase Il
Directol | othenwise identiied corract per NASA
and topic/subtopic and provided to FAR Part5
managers Procurement
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Appendi x G

New Technol ogy Reporting Contract Conpliance

Process Owner. Susan Whitfield

New Technol ogy Reporting Contract Conpliance Process

| nstructions.

1.

New Technol ogy Representative receives copy of contract,
grant, or cooperative agreenment containing applicable new
technol ogy or patent right clause. A folder is created
with the contract nunber clearly visible on the outside of
t he fol der.

Initial menorandumto contractor is generated detailing
requi rements for conpliance with applicable contract

cl ause (new technol ogy or patent rights). Reni nder
menoranda for interimand final reports are also provided
to the contractor on established mlestone dates (as
defined in the FAR and NASA FAR Suppl enent).

Contractor provides interimand final technol ogy reports
to New Technol ogy Representative for review and fl aggi ng
of potential reportable itenms. These are reports that
detail the technical progress of the contractor in
accordance with scope of contract.

Contractor provides interimand final new technol ogy
reports to New Technol ogy Representative (PO for review
to ensure that docunment is consistent with new technol ogy
reporting activity to date. If not, New Technol ogy
Representative resol ves di screpancy with contractor.

Correspondence is forwarded to Contracting O ficer’s
Techni cal Representative (COTR) detailing new technol ogy
reporting activity of contractor. COTR determ nes
conpl i ance based on technical cognizance of the work and

returns certificate to New Technol ogy Representative. |If
there are disagreenents, the New Technol ogy Representative
will work with the COTR and contractor to resol ve

di screpancy or concerns.
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6. Certification docunent is signed by New Technol ogy
Representative and forwarded to LSO1l/ Patent Representative
for signature. Final signed certification is forwarded to
Procurenent Office for contract paynent and cl oseout.

7. The NASA Technol ogy Tracking System (TechTracS) wll be
updated and utilized by the New Technol ogy Representative
and contractor support for process managenent, data
storage, and action tracking throughout contract cycle.

Quality Records. The New Technol ogy Reporting Contract
Conpl i ance Process QRs are the contract case files and include
the follow ng:
-Copy of contract
-Rel at ed correspondence (e.g. contract nodifications,
COTR del egati ons, nenoranda, faxes, emails,
certifications, forns, etc.) pertaining to the contract
fromaward date to cl oseout.
-Any ot her data deenmed appropriate by the PO

File(s) Location. Bui | di ng 4732/ Room 227-9
Records Custodian. Marilyn Ratliff

Quality Record Nunbering System The nunbering system for al
QRs pertaining to the New Technol ogy Reporting Contract
Conpl i ance process is as foll ows:

A Al'l contract case folders shall have an official MSFC
nunmber prefixed as foll ows:
“ NAS8- ” for research and devel opnent contracts
“NAGB- " “NAGW “, or “NGT8-“ for grants
“ NCC8- “ for cooperative agreenents

This nunmber will serve as the Quality Record Nunber

(QRN). The QRN is increnented by category referenced
above in a chronol ogical order and is assigned by the
MSFC Procurenment Office when a new contract, grant, or
cooperative agreenment is awarded. CD30 will receive a
copy of all contractual instrunments containing applicable
new technol ogy or patent rights clauses with the contract
nunmber included on the docunment. The copy of the
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contract will serve as the initiating docunent for the QR

and will determ ne the QRN

B. A contract folder will be established with the QRN
clearly visible.

C. I ncluded in this folder (QR) will be the contract copy
noted in A, along with any rel ated correspondence (e.qg.
contract nodifications, COIR del egati ons, nmenoranda,
faxes, emnils, certifications, fornms, etc.) pertaining to
the contract fromaward date to cl ose-out.

D. The case folder and the contract copy are the only itens
required to have the QRN noted on the docunent. All
items included in the folder are part of the QR
regardl ess of whether the QRN appears directly on the
docunent .

Quality Records and Docunents Retention Schedul es and

Di sposition. The foll ow ng schedule applies to those QRs
directly related to the New Technol ogy Reporting Contract
Conpl i ance process:

Retained for a mninmum of 1 year after contract cl oseout.
After the year has el apsed, the files may be retired to a
Federal Record Center in accordance with NPG 1441.1. The
contract files may be retained | onger for general - purpose use
(e.g. dissem nation of technical information, historical
purposes). The files may be destroyed 10 years after final
paynment or closeout.
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Figure G
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Appendi x H

Qutreach and Educati on

Process Owner. Vernotto McM I | an

Qutreach and Education Process Instructions. The TTD Qutreach
and Educati on Process engages the major TTD program el enents
with four Qutreach Team functions: Program | nputs, Planning,
Production, and Distribution. Each elenent provides a review
opportunity to allow the fullest possible dissem nation of
appropriate information, and to control sensitive information
and outreach resources. Because of the inherent fluidity of
outreach efforts, this responsiveness and flexibility are
consi dered key strengths, and the ability to reassess planning
deci sions and reengage past opportunities is crucial to
quality, high-inmpact performance.

1. Program I nputs to Qutreach

Successes: Program successes fromthe TTD major efforts are
reported and summari zed for use by NASA managenent,
educators, industry custoners, or others.

Opportunities: Program opportunities for business,
academ a, or governnent are presented to naxim ze the
quality of custonmers interacting with the TTD.

2.Planning

Qutreach Team Meetings: The outreach team (a core of

dedi cated outreach personnel plus interested attendees with
outreach duties and interests from TTD s ot her el enents)
assesses requests for support, or proposals for outreach
activities.

Technol ogy Transfer Meetings: The outreach team TTD
Manager, and other interested parties neet regularly to
confer, plan, and inplement actions under the supervision
of the TTD Manager.
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3. Producti on

Under this elenment, actual products or efforts devel oped to
execute outreach plans are identified, designed, tasked,
and produced.

Devel opment of materials for use by MSFC news nedi a
support: The outreach team uses avail able resources to
accomplish the conpil ation of video, text, photos,
software, or other materials designed to provide MSFC s
news medi a support group.

| nnovati on: The Qutreach Team uses avail able resources to
devel op articles for use by the NASA HQ sponsored success
story review, Aerospace |Innovation. This elenment involves
writing the stories to be concise, of different content,
and often of different enphasis than other reporting

met hods.

Spi noffs: The Qutreach Team devel ops stories for use by
Spi nof f magazi ne as success stories or Center highlights.
These articles are in-depth, current, and independently
verified by the Spinoff publishers

Marshal | Monmentum i ndustry update: The Qutreach Team
devel ops text, art, photos, and other graphics for use in
t he periodical Marshall Monmentum

TTD Web Site content: The Qutreach Team creates content for
the TTD website including text, photos, graphics, or nulti-
medi a.

4.Distribution

Di stribution nmethods are avail able for each of the tools
produced. Most tools are distributed through a conbination
of outlets, depending upon suitability, cost, and potenti al

i npact .

Regi onal Technol ogy Transfer Center Network and ot her
Affiliates: The Qutreach Team provi des products to the
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RTTC s and other affiliates for use in supporting MSFC TTD
m ssions, and as depl oynent sources for established and
openly avail abl e MSFC t echnol ogi es.

Direct Miilings: The Qutreach team uses conpiled contact
lists to, deliver a direct mail product to past or
potential customers. This distribution “m nes” those
conpani es al ready engaged to sone extent by the TTD, and
mai nt ai ns an awareness of TTD s continuing efforts and
opportunities for engagenent and technol ogy depl oynment.

Contractor based direct contact with potential custoners:
The Qutreach Team provi des contractors acting as MSFC
materials so they can deliver products directly to
potential custoners, acting as MSFC s representatives for
t hat purpose.

TTD Internal Distribution: The Qutreach Team addresses
internal comruni cations by delivery of products to TTD and
associates to keep theminforned as to TTD s efforts and
rol es.

| nternet Links: The Qutreach Team delivers informtional
products through web site content, email, or other

el ectroni c met hods. These products are non-proprietary and
generally considered publicly avail able.

NASA Technol ogy Tracking System The Qutreach Team supports
t he TechTracs database by providi ng success stories,
abstracts, or other content for inclusion in the database.
Since TechTracS provides source material for both interna
NASA Technol ogy Comrerci alization O fices and external
custonmers, this is seen as a | everaging distribution

met hod.

Ext ernal Education Opportunities: The Qutreach Team attends
and participates in technical events to educate audi ences
and potential future license/partnership candi dates. This
delivery method allows direct contact between TTD and
custoners, for effective two-way engagenent.

| nternal Education Opportunities: The Qutreach Team
provi des educational products, publications, and displays
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for internal technical and business staff to facilitate
nore effective work within MSFC. These opportunities
provi de enpl oyees with information about the TTD program
and encourage the subm ssion of technologies for TTD

revi ew,

Fol l ow- Up Contacts: The Qutreach Team pursues foll ow up
contacts to maintain awareness anong potential custoners.
This provides additional exposures to TTD nessages, and
encourages custonmers to think nore thoroughly about
possi bl e licensing, co-devel opment, or depl oynent
opportunities.

Qual ity Records. There are no quality records singularly
associated with the Qutreach and Education Process. This
process is a supporting elenment of all other TTD processes.
Special Training Requirenents. There are no training
requirenents identified for the Qutreach and Educati on
Process.

Fi gure H. Qutreach and Educati on
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Catalysts for Outreach:
-Commercialization Projects
-Technology Partnerships
-Technology Education Efforts
-New Technology Reporting

-Small Business Programs
-Alliance Network

-Gover nment/Community Requests
-Public Inquiries

Potential M echanismsfor Outreach

NASA TechTracS
TechFinder

Technology Opportunity Sheets

Public Access Technologies

-Marshall Momentum
-Innovation
-Spin-offs Magazine
-Marshall Star
-Trade Journal Editorials
-Direct Mailings

Correspondenceto Legidative
and Community L eaders

| dentification of
Potential Outreach
Project
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ASA Technology

Tracking System
Datal npUt r (TechTracS)
for Process [ I

M anagement k'~

=

<

Strategic Alliance Network I

Readiness Effortsfor
Media Releases

(Public Affairswill Implement

Media Campaigns(TV, Radio, Etc..)

CD30 WebSite I
Industry/Academia/Gov’t
Briefings and M eetings
Photo Opportunities I

Develop Outreach
Project Strategy

-Industry
-Academia

-Public Inquirers
-MSFC Employees

Stakeholder yCustomers:

-MSFC Product Lines
-Community/Government

FEEDBACK
AND

FOLLOW-UP
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