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1. PURPGSE

This Marshall Work Instruction (MAN) establishes the
instructions for requesting and providing acquisition, kitting,
i nventory managenent, and control services for flight-
designated, qualification and flight-associated hardware parts,
conmponents, and subassenblies through the Marshall Space Flight
Center (MSFC) Logistics Services Departnent, Flight Hardware
Support Operations (FHSO . The FHSO is specifically designed to
provi de dedi cated support for MSFC flight projects and maxi m ze
the effectiveness of project engineers and scientists by

reassi gning and m ni m zi ng nonengi neering-related tasks. MNMSFC
flight projects are encouraged to fully utilize the prescribed
services to maxi mze project efficiency. The Appendix of this
docunent establishes the procedure for funding conmponent and
mat eri al acqui sitions.

2. APPLICABILITY

This MN applies to MSFC personnel who forecast, w thdraw,

repl eni sh, stock, or initiate the procurenent of flight hardware
parts, conponents, and subassenblies in accordance with MA
5100. 1.

3. APPLI CABLE DOCUNMENTS

3.1 MPG 6410.1, “Handling, Storage, Packaging, Preservation,
and Delivery (H.S.P.P. & D.)”

3.2 MPG 8040.3, “Product Traceability”
3.3 MPG 8730.3, “Control of Nonconform ng Product”

3.4 MSFC-RQMT-2918, “Requirements for Electrostatic Discharge
Control”

3.5 MAN 4500.1, “Supply Managenent: Storage and |ssue”

3.6 MW 4520.2, “Use of the Procurenent Discrepancy Tracking
System (PDTS)”

3.7 MAN 5100.1, “Procurenent Initiators Cuide”
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3.8 @@01-QE-002, “Assignnent of Quality Requirenents to
Procurenents and Shi ppi ng Requests”

4. REFERENCES

None

5. DEFI NI TI ONS

5.1 Acronyns.

5.1.1 ADP — Acceptance Data Package

5.1.2 APRS - Autonmted Procurenent Request System
5.1.3 EPL - Engineering Parts List

5.1.4 FHSO - Flight Hardware Support Operations
5.1.5 G DEP - Government |ndustry Data Exchange Program
5.1.6 1&AR - Inspection and Acceptance Request
5.1.7 1SC - Institutional Services Contractor

5.1.8 NSMS — NASA Supply Managenent System

5.1.9 PDTS - Procurenent Di screpancy Tracking System
5.1.10 PSA - Program Stock Account
5.1.11 QAR - Quality Assurance Representative

5.1.12 S&VA — Safety and M ssion Assurance

5.2 Definitions.

5.2.1 Authorized Project Personnel. Project personnel
authorized to requisition, replenish, and stock conponents and
materials. The applicable project engineer or |aboratory |ead
wi || designate authorized personnel for each project.
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5.2.2 Flight Hardware Support Request System (FHSRS). An
el ectroni c, web-based inventory control data base accessible
t hrough the MSFC network at URL http://fhs.

5.2.3 Kitting. Gathering individual requested conponents
and/or materials and providing themin a packaged ‘kit’ per
project instructions.

6. | NSTRUCTI ONS

The follow ng instructions are provided for established and
approved flight qualification and flight devel opnent projects
upon conpletion of appropriate |aboratory planning exercises:

6.1 Instructions for the Assignnent of NMSFC Procurenent
Anal yst .

6.1.1 The Systens Engi neer/Departnent Lead will contact the
MSFC Procurenent O fice and request identification and

assi gnment of a MSFC Procurenent Anal yst Specialist to support
t he project.

6.1.2 The MSFC Procurenent Ofice will specify and assign an
anal yst to support project activities and provide the analyst’s
name and phone nunber through witten or oral communication with
the project and the FHSO

6.2 Instructions for Requesting FHSO Capability Review.

FHSO servi ces are descri bed on the MSFC FHSO web site, URL
http://fhs. This web site includes a current listing of points
of contact and phone nunbers for requesting current information
and capability reviews.

6.2.1 The Systens Engi neer/Departnent Lead shall contact the
FHSO Manager and request a review of FHSO capabilities when
required.

6.2.2 The FHSO Manager will neet with project personnel and
provide a witten and oral review of FHSO and provide the
project with points of contact for flight hardware acquisitions,
material issues, reservations, and kitting services.

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE




Marshall Work I nstruction

ADO1
Fl i ght Har dwar e Support MA 4530. 1 Revision: B
Oper ations (FHSO) Conponent
Acqui sition, Inventory
Control, and Kitting
Servi ces
Date: Cctober 1, 2000 Page 6 of 22

6.3 Instructions for Establishing a Program Stock Account
(PSA)

The establishment of a project-specific program stock account is
required to conply with MSFC property regul ati ons and provide
the project with distinct and uni que ownership of conponents and
mat eri al s stocked, maintained, reserved, and/or sequestered by
aut hori zed project personnel. The follow ng procedural steps
shoul d be fol | owed:

6.3.1 The Systens Engi neer determnes if hardware conponents,
parts, and/or subassenblies shall be acquired, stored, kitted,
reserved, sequestered, and/or otherw se naintained by the FHSO

6.3.2 Requests the establishnent of a project-specific PSA in
accordance with MAN 4500. 1.

6.4 Instructions for Developing a Project Profile.

Each project to be supported by FHSO shoul d conplete a project
profil e worksheet provided by the ISC. This worksheet wll be
used to establish a data base for the MSFC project within the
MSFC FHSRS. Establishnent of a project profile nust be
conpleted prior to requesting services fromthe FHSO in order to
mai ntai n project-specific accountability. The follow ng
procedure should be followed in requesting and conpleting a
project profile worksheet:

6.4.1 The Systens Engi neer/Departnent Lead requests a project
profil e worksheet fromthe FHSO Supervi sor

6.4.2 The FHSO Supervi sor, upon request, provides the project
profile worksheet via e-mail or fax and provi des gui dance for
conpl eting the data whenever necessary.

6.4.3 The Systens Engi neer/Departnment Lead conpl etes the
wor ksheet, verifies that all personnel authorized on the PSA are
listed, and validates the information by signing the worksheet.

6.4.4 Faxes profile worksheet to the FHSO Supervi sor

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE




Marshall Work I nstruction

ADO1
Fl i ght Har dwar e Support MA 4530. 1 Revision: B
Oper ations (FHSO) Conponent
Acqui sition, Inventory
Control, and Kitting
Servi ces
Date: Cctober 1, 2000 Page 7 of 22

6.4.5 The FHSO Supervi sor establishes project profile in the
MBFC FHSRS

6.4.6 Assigns a unique project identifier and notifies project
personnel of designation.

6.5 Instructions for Requesting or Providing FHSO Support
Servi ces.

The FHSO wi I | provide the foll owi ng services when requested by
an approved MSFC project:

a. Quote, material cost, and lead tinme estimations. (6.5.1)
b. Material acquisition and procurenent support. (6.5.2)

c. Facilitation of S&VA receiving inspection processes and
acceptance. (6.5.3)

d. Material and conmponent kitting services. (6.5.4)

e. Material, conponent, and ground support equi pnment (GSE)
mai nt enance, inventory control, and storage services. (6.5.5)

f. Engineering support services including alternative
parts/conponent identification and conponent application
gui dance. (6.5.6)

6.5.1 |Instructions for Processing Material Quote Requests using

MSFC For m 4358.

MSFC Form 4358, “MSFC FHSO Material Request/Quality Criteria
Assignnent,” will be used to request estimates and quotes for
needed parts and materials. A conputer—generated version of
MSFC Form 4358 is accessible through the FHSRS and is the
preferred nmethod of generating a quote request. MSFC Form 4358
can al so be obtained through the MSFC El ectronic Forns
Directory. The follow ng procedure shall be followed when
submtting a material quote request:
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6.5.1.1 Authorized Project Personnel enter “Date of Request,”
“Request Nanme,” “Requester Phone,” “Project Nanme,” and “Project
| D Nunber.”

6.5.1.2 Assign a “Request ID#” to the request. This
i dentification nunber nmust be unique to the request. The
followi ng format is recomended:

Requester’s Initials: 3 Places (i.e., John J. Smth = JJS)
Project Acronym 4 Places (i.e., Oxygen Generator Assenbl y=0GA)
Sequential Nunmber: (A/N) 2 Places (i.e., 01 = First quote
request fromJohn J. Smth)

Letter “Q (Designator for Quote Request)

In the exanpl e above the “Request ID# = “JJISOGAOLQ

6.5.1.3 Conplete the “Rev.” field as appropriate. The “Rev.”
field is reserved for revisions to a previously submtted

request. |If a change or revision to an original request is
required, the “Rev.” field will be popul ated by a sequenti al
al pha character by the requester, i.e., Rev. A B,C..

6.5.1.4 Conplete the “Need Date” and “EPL#" fields as
appl i cabl e.

6.5.1.5 Authorized Project Personnel identify the “Type of
Request” and “Type of Material” as required.

6.5.1.6 Conplete the “Materials Required” section of the form
Note: Each line in this section of the electronic formwl|
expand as required up to 256 characters.

6.5.1.7 Provide the following data as a mninmumto speed FHSO
response: sequential item nunbers, a conplete and accurate part
nunber, and a technical description of the part or material
request ed.

6.5.1.8 My recommend a suggested vendor(s) for the materials
requested by entering additional data in this section of the
form

6.5.1.9 Save the request as a file on his/her conputer for
future reference.
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6.5.1.10 Forward quote requests for parts or materials intended
for “Flight Use” or “Quality-Sensitive” to the assigned project

QAR

6.5.1.11 E-mail quote request for parts or materials intended
for “Non-Flight Use” directly to the FHSO Supervi sor for
pr ocessi ng.

6.5.1.12 Project QAR will enter his/her name and phone nunber
on the request form

6.5.1.13 Denote whether parts tags are request ed.

6.5.1.14 Review, validate, and/or ensure that detailed quality
criteria, traceability requirenents, test, inspection, and
acceptance requirenents are provided and in accordance with
project requirenents, MPG 8040.3, and/or OW, QSO01- QE-002. Wen
acceptance tests are to be conducted at MSFC, a copy of the
request will be forwarded to the appropriate MSFC testing

organi zation for review and concurrence.

6.5.1.15 Forward conpleted request to the FHSO Supervisor via
e-mail .

6.5.1.16 FHSO screens quote request agai nst stocked nmaterials
nmeeting quality requirenments and notes available itens on
request .

6.5.1.17 Screen requested materials against G DEP Alerts,
suspend requisition if Alert |ocated, notify requester, and
request disposition instructions.

6.5.1.18 Cbtain price and availability information as requested
and note on the form and return the conpleted quote request to
t he original requester.

6.5.2 Instructions for Processing Material Requisition Requests
usi ng MSFC For m 4358.

MSFC Form 4358, “MSFC FHSO Material Request/Quality Criteria
Assi gnnent,” shall be used to request requisition of needed
parts and materials. A conmputer—generated version of MSFC Form
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4358 is accessible through the FHSRS and is the preferred nethod
of generating a quote request. MSFC Form 4358 can al so be
obt ai ned t hrough the MSFC El ectronic Forns Directory. The

foll owi ng procedure shall be foll owed when submtting a materi al
requisition:

6.5.2.1 Authorized Project Personnel enter “Date of Request,”
“Request Nane,” “Requester Phone,” “Project Nane,” and “Project
| D Nunber.”

6.5.2.2 Assign a “Request ID#” to the request. This
i dentification nunber nust be unique. The following format is
recommended:

Requester’s Initials: 3 Places (i.e., John J. Smth = JJS)
Project Acronym 4 Places (i.e., Oxygen Generator Assenbl y=0GA)
Sequential Nunmber: (A/N) 2 Places (i.e., 01 = First materi al
requisition fromJohn J. Smth) Letter “R (Designator for
Requi si ti on)

In the exanpl e above the “Request ID# = “JIJSOGAOLR’

6.5.2.3 Conplete the “Rev.” field as appropriate. The “Rev.”
field is reserved for revisions to a previously submtted

request. |If a change or revision to an original request is
required, the “Rev.” field will be popul ated by a sequenti al
al pha character by the requester, i.e., Rev. A B,C..

6.5.2.4 Conplete the “Need Date” for requisitions and “EPL#"
fields as applicable.

6.5.2.5 Ildentify the “Type of Request” and “Type of Material”
as required.

6.5.2.6 Conplete the “Materials Required” section of the form
Note: Each line in this section of the electronic formwl|
expand as required up to 256 characters.

6.5.2.7 Provide the following data as a mnimumto speed FHSO
response: sequential item nunbers, a conplete and accurate part
nunber, and a technical description of the part or material
request ed.
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6.5.2.8 My recommend a suggested vendor(s) for the materials
requested by entering additional data in this section of the
form

6.5.2.9 Provide disposition instructions for requested
materials. Disposition instructions may be included as a |ine
itemon Form 4358 or provided as an attachnment to the request.

6.5.2.10 Save the request as a file on his/her conmputer for
future reference.

6.5.2.11 Forward requisition for parts or materials intended
for “Flight Use” or “Quality-Sensitive” to the assigned project

QAR, or

6.5.2.12 E-mmil requisition for parts or materials intended for
“Non-Flight Use” directly to the FHSO Supervi sor for processing.

6.5.2.13 Project QAR will enter his/her name and phone nunber
on the request form

6.5.2.14 Denote whether parts tags will be required.

6.5.2.15 Review, validate, and/or ensure that detailed quality
criteria, traceability requirenents, test, inspection, and
acceptance requirenents are provided and in accordance with

proj ect requirenents, MPG 8040.3, and/or OW, QSO01- QE-002. When
acceptance tests are to be conducted at MSFC, a copy of the
request will be forwarded to the appropriate MSFC testing

organi zation for review and concurrence.

6.5.2.16 Print and sign a copy of the request and fax the
request to FHSO. It is recommended that the QAR retain a copy
of the electronic request for their records and reference.

6.5.2.17 FHSO screens request against stocked materials neeting
quality requirenment; note available itens on request. The FHSO
will screen the remaining requested materials agai nst ot her
Gover nment supply sources and assign a |ocal stock number(s) or
denote existing Federal stock nunber(s) for each itemto be
procur ed.
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6.5.2.18 Screen requested materials against G DEP Alerts,
suspend requisition if Alert |ocated, notify requester, and
request corrective action.

6.5.2.19 Procure requested parts and material in accordance

Wi th prescribed quality/inspection requirenents, denote cost and
delivery schedule on request form or forward to project’s MSFC
Procurenent Anal yst for acquisition when FHSO acqui sition
[imtations will be exceeded in accordance with MAV 5100. 1.

6.5.2.20 Return a copy of the conpleted requisition to the
requester and to S&WA QS10.

6.5.3 Facilitation of S&VA Receiving | nspections and
Accept ance.

Prior to subm ssion to S&VA, FHSO personnel shall perform an
initial inspection on all materials, conmponents, and pedigree
docunent ati on received, update the FHSRS, and disposition itens
per requester instructions. For itens procured by the ISC and
determ ned to be nonconform ng during initial inspection, FSHO
wi || disposition discrepant materials in accordance with
contractor procedures. For itens procured by the MSFC
Procurenent O fice, received by FHSO and found to be non-
conform ng, disposition will be coordinated through the MSFC
Procurenent Analyst. In each case, disposition of discrepant
materials will be coordinated through the responsible QAR and
requesti ng organi zati on.

Al itenms requiring flight certification will be forwarded to

MSFC S&VA for parts tag (MSFC Form 312) assignnent. Any

har dwar e di screpancy di scovered during S&VA acceptance and or

testing will be reported and dispositioned through the PDTS in
accordance with MA 4520. 1.

Whenever requested material s have been designated for “flight
use,” “quality-sensitive,” and/or require S&VA inspection and
acceptance, the follow ng procedure will be foll owed:

6.5.3.1 Inspection/Testing of residual and/or stocked materials
and conponents:

a. The FSHO Supervi sor reviews each request for conpl eteness
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and ensures that acceptance criteria and traceability
requi renments have been provi ded.

b. The FSHO Asset Specialist generates issue of stock materials
and correspondi ng ADP for those itens neeting specified
acceptance and traceability requirenents.

c. The FHSO Supervi sor generates electronic &R within the
PDTS.

d. Have material (s), corresponding ADP(s), and copy of request
cont ai ni ng acceptance, test, and inspection criteria delivered
to S&VA, Buil ding 4705, for subsequent acceptance, test, and
parts tag assi gnnent.

e. The S&VA | nspector(s) perforns inspection per acceptance
criteria and applicabl e S&VA procedures.

f. Update electronic &R in the PDTS and pl ace itens and
assigned parts tag in designated FHSO pi ckup | ocation

g. Wen required, forwards materials to responsible MSFC
testing organi zation for acceptance and/or function tests based
on project requirenents stated on the FHSO Materi al Request
Form

h. Denote/certify test results on MSFC 312 and update PDTS | AR
request status.

i. The FSHO Supervi sor closes electronic |I&AR and di spositions
materi al s per request.

6.5.3.2 Inspection/Testing of procured parts and materi al s:

a. The FHSO Asset Speci ali st/ Designee, upon receipt, conducts
an initial receiving inspection of materials for count,
condition, part verification and conpl eteness of ADP encl osures.
Initiates corrective action if required.

b. The FHSO Supervi sor generates electronic &R within the
PDTS.
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c. Have materials, corresponding ADP, and copy of request
cont ai ni ng acceptance and inspection criteria delivered to S&VA,
Bui | ding 4705, for subsequent acceptance and parts tag

assi gnnent .

d. The S&VA | nspector(s) perforns inspection per acceptance
criteria and applicabl e S&VA procedures.

e. Wen required, forwards materials to responsi ble MSFC
testing organi zation for acceptance and/or function tests based
on project requirenents stated on the FHSO Materi al Request
Form

f. Denotes/certifies test results on MSFC 312 and updates PDTS
| AR request st atus.

g. Updates electronic &R in the PDTS and pl aces itens and
assigned parts tags in designated FHSO pi ckup | ocation

h. The FHSO Supervi sor closes electronic |I&AR and di spositions
materi al s per request.

6.5.4 Instructions for Requesting FHSO Kitting Services.

FHSO wi | | provi de conmponent and material kitting services upon
request from MSFC projects. The follow ng procedure should be
fol | oned when requesting kitting services:

6.5.4.1 Authorized Project Personnel may request that reserved
or requisitioned conponents and materials be provided in a kit

form by conpleting an electronic kitting request via the FHSRS
and/or providing witten instructions to the FHSO Supervi sor.

6.5.4.2 FHSO will kit and package the requested materials and
conponents per provided instruction. D sposition of the kitted
materials will be performed in accordance with project

i nstructions.

6.5.5 Instructions for M ntenance, Storage, Reservation, or
Sequestering of Flight-Certified and Noncertified
Conponent s/ Materi al s.
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6.5.5.1 FHSO will maintain a record of all flight pedigree
docunentation, test reports, certifications of conpliance, and
MSFC Form 312 on a per-part basis to ensure conpliance with
proj ect and MSFC S&VA acceptance. Flight
certifications/pedigrees will be maintained until the
correspondi ng parts have been depleted through the issue
process. Oiginal pedigree docunentation and other applicable
docunentation including the parts tag (MSFC Form 312) will be
issued with the part(s) as the last quantity is issued. The

i ssuance of parts and materials by FHSOw || be perfornmed in
accordance with contractor procedures.

6.5.5.2 The handling, storage, and mai ntenance of Electrostatic
Di scharge Sensitive (ESDS) conponents and materials wll be
performed in accordance with NMSFC- RQMIT-2918.

6.5.5.3 FHSO s ESD- protective storage areas will be initially
i nspected, certified, and periodically audited per NMSFC RQMVT-
2918 by S&VA on an annual basis.

6.5.5.4 MSFC flight projects shall request that procured or
stocked conponents/ materials be reserved or sequestered for sole
use by the project in the request disposition instructions.
Reservations can be perforned in accordance with |ot/batch
serialized, and/or reflight requirenments prescribed by the

proj ect .

6.5.5.5 FHSO will reserve and/ or sequester the designated
materials per project instructions in the project’s assigned PSA
and maintain those materials until otherw se directed by the

proj ect .

6.5.5.6 FHSO will devel op asset records within the FHSRS dat a
base for each itemreserved/ sequestered by the project.

6.5.5.7 FHSO wi |l devel op individual asset records for each
traceabl e asset consistent with the part or materials
traceability and/or certification. Traceable assets shall be
identified via unique bar-coded | abeling and not conm ngled with
simlar assets.

6.5.5.8 FHSO will provide each project with an annual report of
PSA materials for retention revi ew
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6.5.5.9 Systens Engi neer(s)/Departnment(s) will review annua
reports and provide additional disposition instructions as
necessary.

6.5.5.10 Authorized project personnel will be permtted to

wi thdraw flight and nonflight conponents and materials fromthe
FHSO conponent storage facilities |located in MSFC Buil di ng 4723
by requesting issue through the FHSO Asset Specialist. The FHSO
inventory can be viewed through the FHSRS query engi ne
accessi bl e through the MSFC network at URL http://fhs.

6.5.6 Instructions for requesting FHSO Engi neeri ng Support
Servi ces.

FHSO wi | | provi de engi neering support services to include
alternative parts identification, guidance on conponent
appl i cation, and packagi ng upon request from an established MSFC
project. Requests for these services should be requested

t hrough the FHSO Manager or FHS Supervisor via oral or e-nmai
request .

6.6 Instructions for Fundi ng Acquisitions of Project Conponents
and Materi al s.

Instructions for funding the acquisition of project conponents
and materials are provided in Appendix A of this MA.

Acqui sition cost of materials and conmponents will not be
burdened or | oaded by the I SC

7. NOTES

None

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES

None

9. RECORDS

MSFC Form 312, “lnspection and Receiving Report”
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MSFC Form 4358, “FHSO Material Request/Quality Criteria
Assi gnnent”

The above quality records and all applicable ADP will be
mai ntained by the ISC in accordance with their contract.

10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON
ESD Certification Training

11. FLOW DI AGRAM

See attached.

12. CANCELLATI ON

MA 4530. 1A dated August 16, 1999

Oiginal Signed by
Si dney P. Saucier for

A. G Stephenson
Di rector
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FHSO Process
6.5

Fl i ght project and/or
flight devel opnent
project identified &

Proj ect Team
identified and
authorities

PS contract speciali st
assi gned to project

v

departafrggl?vzgq\lj: 2i tion " established by the 6.1
. . Depart nent / Proj ect
pl anni ng exercise 46 O fice 6. l
Departnent Director or FHSO Manager
Syst ems Engi neer/ Lead Desi gnee requests < pro_vi des an
conpl etes Project Profile|®* establ i shment of Project overvi ew of FHSO
wor ksheet speci fic Program Stock capabilities 6.2.2
6.4 Account in accordance with
MA 4500. 1 _
l FHSO' PS assi st's
Conponent and/ or mat eri al Proj ect provi des Pr iOJd::‘:li : ‘f"’: ::gt isgﬁ,rce
requirements identified by » sufficient funds > material quotes
Pr OJ eCt f t r | | ) N '
or materia appl i cation of
acqui si tions per existing stock, etc.
t he Appendi x 6.5
'
Proj ect requests
FHSO provi des B material s and services
req_uested - vi a MBFC Form 4358 or
services per FHSRS 6.5

establ i shed
procedur e(s)
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Processi ng FHSO Quot e Requests
6.5.1
Aut hori zed MSFC Proj ect
personnel conplete MSFC Form
4358, “Materi al
Request/ Quality Criteria
Assi ,qgmant !
Request er assi gns Request
I D and saves file
Yes No

P

v

Request er forwards
formto Project QAR
vi a g- mai |

Request er forwards
formto FHS via

e- mai |

v

Proj ect QAR assures
Quality
Criteriallnspection
Requi renents per
Proj ect Plan

v

@AR forwar ds
conpleted formto
FHS via e-mil

v

FHS screens

FHSO obt ai ns
quote(s) with
external test
requirement,
updates and returns
forms to Requester
via e-nail

mat eri al s agai nst

G DEP Alerts

Forward copy to
MSFC Testi ng
O g for
concurrence and
prep

Al ert MSFC
not ed tests
required
Project notified
and quot e suspended
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with external test
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Requester via e-nail
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Processi ng FHSO Quot e Requests
6.5.2
Aut hori zed MSFC Proj ect Personnel Conplete
MSFC Form 4358 “Material Request/Quality
Criteria Assignment”
Request er assi gns
Request | D and saves
file
Yes No
Fl i ght
v Use v
Requester forwards formto Requester forwards form
Project QAR via e-mmil to FHSO via e-nuil
| |
v A 4
Project QAR assures Quality —P FHSO revi ews request for
Criteriallnspection Requirenents conpl et eness
per Project Plan Iv
+ FHSO screens request for
@R prints, signs, and faxes I mredi at e ?Vallablllty
formto FHSO > v
FHSO screens naterials
+ agai nst G DEP Alerts
@R forwards conpleted form
to FHSO via e-nmil
Request
in FHSO

FHS finalizes form and
procures naterials per

limts

quality requirenents
+ Updat es FHSRS Request
FHS forwards copy of Tracking Data base
finalized formto S&VA
and Requester l Pr oj ect
notified
FHSO Forwar ds request to MSFC and
Procur ement Anal yst acquisition
l suspended
MSFC Procurenent Anal yst
procures requested material s per
quality requirenents ‘ >
End
Fwd copy to MSFC Testing
Org for concurrence and
prep

P Updates FHSRS Request
Tracki ng Data base

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE




Marshall Work I nstruction

ADO1

Fl i ght Har dwar e Support MA 4530. 1 Revision: B
Oper ations (FHSO) Conponent
Acqui sition, Inventory
Control, and Kitting
Servi ces

Date: Cctober 1, 2000 Page 21 of 22

APPENDI X

FUNDI NG PRQJECT COVPONENT AND MATERI AL ACQUI SI TI ONS

1. PURPCSE

The purpose of this Instruction is to provide a consistent

met hod for fundi ng conponent and materials acquisitions for NMSFC
flight projects through the Institutional Services Contract
(1SC).

2. DEFI NI TI ONS

2.1 CFO - Chief Financial Oficer

2.2 1SC - Institutional Services Contract

3. | NSTRUCTI ONS

3.1 Instructions for funding conponent and materi al
acqui sitions.

3.1.1 Requester, Program Project, and Appropriate Directorate
Managers or designees wl|l:

3.1.1.1 Establish funding estimate for each approved flight
project and/or flight experinent(s) to be supported.

3.1.1.2 Notify and consult with the progran project or CFO
col ocated resource anal yst on the estimated requirenents.

3.1.1.3 Provide sufficient funding to support project materi al
acqui sition requirenment per project devel opnent schedule. It is
recommended that the project fund material acquisitions in
advance on a quarterly basis.

3.1.2 Program Project resource analyst or CFO co-| ocated
resource analyst wll:

3.1.2.1 Prepare APRS docunent including the project identifier,
proj ect point of contact, a conplete 24-digit accounting code,
and fundi ng anount .
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4. NOTES

The requesting project resources anal yst shall be responsible
for maintaining the funding | evel using the instruction in
section 3 of this appendi x.

5. FLOW DI AGRAM

Proj ect Resources Anal yst
generates APRS Docunent to
transfer funding for material
requirements

v

Project transfers sufficient
funds to cover requirenents to
ADO2 via APRS

v

ADO2 conpi l es APRS transfers and
process Form 404’ s

=

I'S contractor MSFC Procur enent
verifies funding and i ssues |'S contract
beai ns acaui sition nodi fi cati on

I

FHSO processes
materi al requests as
reaui red

:

IS Contractor reports FHSO End
acquisitions via nmonthly
533 report
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