CHATS MONTHLY WORKSHEET GUIDELINES

General
This report provides financial data on Government-Furnished and Contractor-Acquired property to which NASA/JPL has title.  Contractors shall report on all NASA-owned property, in US dollars, (regardless of location) including real property and equipment greater or equal to $100,000, as well as materials and contract work-in-process (including construction in progress) of any value, in their possession (including subcontractors).  If you have sub-tier contracts for your effort with us, you will need to flow down the reporting requirement to them, so any applicable data they may have for this report can be included with your input.  If you have no property meeting the financial reporting criteria, you do not need to reply.  You will get this transmittal each month, in case conditions change.  This report is to be completed to support the requirements of Procurement Information Circular (PIC) 04-12, unless otherwise noted.  The reports shall be electronically submitted using the format described below.

Acquisition costs shall be developed using actual costs to the greatest extent possible, especially costs directly related to fabrication such as labor and materials.  Where estimates are used, there must be a documented basis.  Supporting documentation shall be maintained and available for all amounts reported.

Items that are considered obsolete, in the plant clearance cycle, or heritage assets must be reported separately.  Obsolete property is property for which there are no current plans for use in their intended purpose.  Examples of obsolete property are items in configurations which are no longer required or used by JPL or items held for engineering evaluation purposes only.  JPL may have approved the retention of these items for programmatic reasons even though they have no current plans to be used.

SPREADSHEET INSTRUCTIONS   
TAB ONE – JPLCHATS T1 SUMMARY:  Complete a summary of property activity for the reporting period.  Complete all non-shaded areas (Embedded prompts are provided to aid in completing the form). DO NOT enter data in Shaded Areas.  Enter data in unshaded areas bordered in BLUE.  All fields in this area must have a VALUE OR enter ZERO which will be displayed as a dash. Supporting tabs must equal summary tab ending balance. All data is required to be entered monthly. 
TAB TWO – JPLCHATS T2 MAT AND CWIP ADJUSTMENTS:  List all adjustments (with explanation).  COMMENTS(S) ARE REQUIRED. Embedded prompts are provided to aid in completing the remainder of the form.  
TAB THREE – JPLCHATS T3 TAG PROP >=$100K EQUIPMENT TRANSACTIONS ($100K OR Greater) (INCLUDE STE, ST, AND APP as well as EQUIPMENT $100K) and SOFTWARE $1M OR GREATER. Embedded prompts are provided to aid in completing the form.
TAB FOUR– JPLCHATS T4 MAT >=$100K:  Provide a listing of all materials with a unit price of $100,000 or more.  NOTE:  ONE SINGLE ITEM PER LINE. Embedded prompts are provided to aid in completing the form. 
TAB FIVE – JPLCHATS T5 CONTRACT WIP (CWIP):  Provide a listing (including description of item(s) and related NASA program) of all Contract Work in Process (CWIP) which includes both construction in progress and contract work-in-process projects.   CWIP consists of property items under development (i.e., not complete) and includes the costs of all CWIP regardless of value of all categories of property, including real property, all types of equipment and material as well as CWIP for International Space Station and Space Shuttle components.  Summarize the costs of work-in-process regardless of value; and exclude costs of completed items reported in other categories.  However, the cost of work-in-process for other assets destined for permanent operation in space such as satellites and space probes and their components is to be excluded. If CWIP amounts are not calculated by individual project, provide program, types of items and methodology for determining values. Embedded prompts are provided to aid in completing the form.
SUBMITTAL DATE

Please submit the monthly template to JPL no later than the third working day of each month following the reporting month.  

NOTE: Submit to:  SUBCONTRACTPROPERTY@JPL.NASA.GOV 

Report any errors discovered after submission of the spreadsheets immediately to JPL.
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