GODDARD SPACE FLIGHT CENTER

CONTRACT/MODIFICATION DISTRIBUTION SHEET

	Contractor’s Name and Address


	Distribution Date



	Contract Specialist                    PGrp                     Mail Code


	NASA Contract/Order No.

Modification No.


	Enter (Y) Yes or (N) for the below (mandatory completion)

(   ) New Technology or Patent Rights clause (R & D)?
(   )* Shipment of Equipment and/or Spaceflight deliverable items?
      * Includes shipment of any GFP
	Distribution Sheet  Prepared by:



(Refer to the attached instructions)

PRIMARY DISTRIBUTION 
	Mail Code
	Addressee

	N/A
	Contractor    (Original Signature or Reproduction, stamped "Duplicate Original")

	N/A
	Contract File    (Must always be Original Signature)

	NSSC
	Attached in CMM/PRISM

	210.1
	Marked "Code 210.1 Delegation Copy" with  Delegation Checklist and contract file--BASIC CONTRACT DISTRIBUTION ONLY

	273
	Contract Property Management Branch (All contracts and modifications except incremental funding actions)


SECONDARY DISTRIBUTION (delete entry if not applicable)
	Mail Code
	Addressee

	274
	Logistics Transportation Management Branch   (Shipment of Equipment/Spaceflight Hardware/GFP) SSSpaceflightHEdeliverables/GFP)SShipmShipments?



	504
	Technology Transfer Office  (R & D basic contracts only—include Statement of Work) Electronic Copy preferred

	 
	Contracting Officer’s Technical Representative (COTR) (enter mail code and name)

	
	Resource Analyst (enter mail code and  name)

	
	Safety and Mission Assurance Representative  (enter mail code and name, if applicable)

	
	

	
	


	Contract Administration Office (s) (enter address)

THIS BOX IF NOT COMPLETE OR IN ERROR WILL BE COMPLETED OR REVISED IF CONTRACT ADMINISTRATION 
IS REQUESTED


	Contract Audit (enter address)

THIS BOX IF NOT COMPLETE OR IN ERROR WILL BE COMPLETED OR REVISED IF AUDIT DELEGATION 
IS REQUIRED



	Basic Contract Only
Include Statement of Work
	(Delete if not R & D)

NASA Center for Aerospace Information (CASI)

Attention:  Acquisitions Collections Development Specialist

7115 Standard Drive

Hanover, MD  21076-1320

FAX No. (301) 621-0134
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INSTRUCTIONS

Form 210-108

Primary Distribution

PRIMARY DISTRIBUTION SHOULD BE MADE "IMMEDIATELY" AFTER SIGNATURE BY THE CONTRACTING OFFICER.

Note:  The contract file copy must always be a signed original for both basic contracts and for contract modifications.  The copy for the Contractor can either be a signed original or marked "Duplicate Original" depending upon practice established by the Procurement Manager for your Office.
The NSSC will retrieve document from CMM/PRISM
Code 210.1 gets ONE copy of basic contract with completed Delegation Checklist and contract file.  Contact the Delegation Office for advice if delegations or contract administration offices are changed after contract award.
Code 273 Contract Property Management Branch gets ONE copy of ALL contracts and modifications except incremental funding actions.

Secondary Distribution

1.  Delete distributions from the Distribution Sheet that are not required:
· Code 274 Logistics Transportation Management Branch.  If the contract has deliverable equipment, spaceflight hardware or if it will be necessary to ship/transport Government property.
· Code 504 – Technology Transfer Office (Basic contracts only.  Provide a copy of the Statement of Work).  Electronic copies accepted/preferred.
· Enter name and mail code of the Contracting Officer's Technical Representative.

· Enter name and mail code of Resource Analyst.

· Enter name and mail code of Mission Assurance Branch Representative, if any.

2.  Any other distribution desired by the Contract Specialist/Contracting Officer should be added.

3.  Contract Administration Office.  Address(es) are determined/inserted by Code 210.1 after  review of the basic contract, the contract file, and the completed Delegation Checklist.  If delegation of contract administration is made, the Contract Administration Office (Code 210.1) will distribute the basic contract, including negotiation memoranda, to the assigned contract administration office(s).  Subsequent modifications must be distributed by the procurement office.  If contract administration is not delegated, but the contract contains a Cost Accounting Standards clause, provide one copy of the contract to the cognizant administrative contracting officer and mark the copy "FOR COST ACCOUNTING STANDARDS ADMINISTRATION ONLY."

4. Contract Audit Office.  Same as (3) above.

5.  NASA Center for Aerospace Information (CASI).  For research and/or development contracts.   The Statement of Work must also be forwarded for all such basic contracts.  Refer to NASA FAR Supplement 184.202.and 1835.010.  Delete if not required.

210-108 (10/08)
                                                                                                                                                    PAGE 5

