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Please note that in addition to the required documentation listed below, any documentation deemed mandatory as a part of your Center’s PR release strategy for a Simplified Acquisition is still required when sending requests to the NSSC. Internal routing procedures will still occur as if the Procurement was being made at your Center. Once local approvals occur, the PR package will be delivered to NSSC Procurement for processing instead of your Center’s Procurement Office. 
The NSSC will commence work on requested SAT acquisitions once the requisition package is received by the NSSC in SAP and is determined to be complete. A complete requisition package sent to the NSSC for processing and award MUST include the following:
· Purchase Request (PR): Funds are certified if the PR version shows “released” in SAP. If you need assistance on how to code a PR in SAP so that it routes to the NSSC, please see the PR routing instructions by visiting the SAT website at https://www.nssc.nasa.gov/simplifiedacquisition, click the quick link “Procurement Requisition Documentation and Templates”, and then click the link “NSSC SAT Purchase Requisition PR Instructions”.
· NF1707: A completed copy of the NF1707 should be included in the PR package in SAP. Please note that if this requisition involves the purchase of Information Technology, the PR package should include all pertinent documentation that is required for approval of IT purchases at the center, as applicable (i.e. NF 1823, NF 1835.)
· Statement of Work (SOW), Item Description and/or Specifications: A SOW, Item Description, and/or specifications are required and should accurately describe the essential salient characteristics and functions required to meet the Government’s minimum needs. If applicable, include part numbers, items numbers, manufacturer details, etc. so buyers can ascertain precise requirements.  For services, a SOW should be performance based describing desired outcomes in terms of work accomplished and/or services delivered rather than how the work is to be accomplished \delivered.
· Completion of a New Acquisition Request in the Simplified Acquisition Customer Portal (SACP) or Completion of the Simplified Acquisition Request Template (SART): Only one is required. For instructions on how to create a new acquisition request in the SACP or how to complete the SART to be attached in SAP, visit the SAT website at https://www.nssc.nasa.gov/simplifiedacquisition, click the quick link “Procurement Requisition Documentation and Templates”, and then click the link “SAT Customer Guide”.
· Market Research: Provide any research that has been conducted in regard to the requirement such as budgetary quotes, historical purchases, catalog/published pricing, and suggested sources of supply. Market research for SAT purchases is discretionary, but highly encouraged. Completed market research will assist buyers to understand the exact needs of the customer. 
· Recommendation and Determination to Solicit from One Source (RDSS) or Brand Name Justification (If Applicable): A RDSS or Brand Name Justification is required for any new work that will be procured using other than full and open competition. A RDSS and Brand Name Justification template can be found by visiting the SAT website at https://www.nssc.nasa.gov/simplifiedacquisition, and clicking the quick link “Procurement Requisition Documentation and Templates”.
· Evaluation Criteria (If Applicable): Most SAT purchases, especially for commercial items, are awarded on the basis of “low price, technically acceptable.” However, if an award decision should be made on a best value-tradeoff between technical approach, management approach, past performance, etc., then draft evaluation criteria should be included in the PR package. 
· List of Government Furnished Property (If Applicable): List of any Government property or services that will be provided to the contractor. 


