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Cancel ed)
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Revi si on

Ef fecti ve
Dat e

Description

Revi si on

A

5/ 14/ 99

Hi story | og added with this revision; previous
hi story contained in Directives Manager’s

Ref erence File. Updated format from MMto MPG
changed ownership from CO01 to AAO1l; and genera
revision to incorporate the nerging of the

Qual ity Managenent System docunents into the
Directives Managenment System

Revi si on

8/ 20/ 99

Changed office synbols and term nology to
reflect reorganization; deleted “..and Deputy
Director.” from paragraph 2.2; added
clarification to paragraph 3.10.1.1 for

devi ati on/wai ver process; added reference to
appendi x in paragraphs 3.3.2.5 and 3.3.2.6 (Fl ow
Di agram); and added appendix for fl ow di agram
synbol s. Paragraph 1.11 - changed approval |eve
for MV's to Directorate | evel or higher.

Par agraph 2.4.4: added “and obtai ni ng any
appropriate hyperlinks fromthe OPR The DM wil |
verify the correctness of the final document.
This conpletes authentication of the directive.”
Added paragraphs 2.4.9 and 2.4.10 to DM
responsibilities. Paragraph 2.8.4: added “Any
addi tion of electronic pointers (or hyperlinks)
t he OPR Designee adds to an approved el ectronic
version of a docunment is the responsibility of
the OPR Designee. The OPR Designee is solely
responsi bl e for ensuring the hyperlinks remain
current.” Paragraphs 3.7.5, 3.7.6, and 3.7.7:
del eted “..and Deputy Director..”; Paragraph
3.7.9.1. a: added “If appropriate, hyperlinks
will be obtained fromthe responsible OPR  The
DMw Il verify the correctness of the docunent
and add..(and is the authenticated el ectronic
version).” Added DCB revi ew process for

devi ati ons/wai vers to the end of paragraph
3.10.1. 3.

Revi si on

11/ 30/ 99

Added the followi ng sentence to paragraph 3.2:
“When a new baseline directive has not been
mandat ed by managenent or a higher |eve
directive and the need for the directive is not
clear, the DMw Il consult the DCB nenbership
for agreement to proceed with a new directive”
and added this to step 3.2 of the DCB process
flow chart; updated paragraph 3.5.10 to include
t he approval of the Directorate/Office Head by
changi ng sentence to read "The OPR designee will
obtain the approval of the Directorate/ Ofice
Head and forward the final docunent with a
statenent of approval to the DMw thin 5 working
days of DCB approval”; and updated paragraph
3.11.4.1.a. to include the use of MSFC Form
Letter 7.

Revi si on

12/ 21/ 99

Del eted “and MW’ s” from paragraph 3.3.1.1. a.
added “..of MPGs and MN’'s is..” in paragraph
3.3.1.1.b; added “Note: Al current MN’'s will
be changed to reflect the nunbering fornmat when
revi sed”; changed “(June 1999)” to “I atest
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version” in paragraph 3.10.1.1.

Paragraph P. 4, changed “MPG 1441.1" to “MPG

Revi si on E 4/ 24/ 00 1440. 2"; Paragraph 1.9, added “or designee” to
the end of the paragraph; paragraphs 1.10 and

1. 11 changed to read “..approved/signed by the
Center Director or designee”; Paragraph 2.8.3.6
changed “MPG 1441. 1" to “MPG 1440.2"; Paragraph
3.3.1.1.b, added the followi ng after “Note”
“Chapters within MPGs and MN's will use the
same nunbering as stated in section 3.3.1.1. b,
but will begin with the letters “CH to denote
chapters (i.e., CHL. 1, CHL. 2, etc.). Note: A
current MPGs and MAW's will be changed to
reflect the nunbering format for chapters when
revised.”; Paragraph 3.3.2.4, nunber 9 -
Records: changed “MPG 1441.1" to “MPG 1440. 2"
nunber 11 — Cancell ation: changed “title” to
“date”; Paragraph 3.3.2.5, P.6: changed “title”
to “date”; nunmber 4 — Records, changed “MPG
1441.1" to “MPG 1440.2"; Paragraph 3.3.2.6
nunber 9 — Records: changed “MPG 1441.1" to “MPG
1440. 2"; nunber 12 — Cancellation: changed
“title” to “date”; Paragraph 3.5.10; changed to
read “The OPR will forward the final document to
the DM w thin 2 working days of DCB approval”
Par agraph 3.7, added sections 3.7.2, 3.7.3 and
3.7.4 to incorporate Directorate/ Office Head

el ectronic concurrence”; changed 3.7.2 to 3.7.5
and changed to read “Upon Directorate/Ofice
Head concurrence, the final electronic docunent
will be forwarded to the Chief Counsel for
review generally within 1-2 days”; changed
3.7.5 to 3.7.8 and changed to read “Upon Chi ef
Counsel concurrence, the final electronic
docunent is forwarded to the Associate Director
for concurrence generally within 5 days”

changed 3.7.11 to read “.final docunent
(hardcopy) to the approving authority for
signature”; Paragraphs 3.7.12.1.a. and c., first
sentence: deleted “in accordance with MA

1410. 1"; Paragraphs 3.7.12.2.a. and b., first
sentence: deleted “in accordance with MA
1410.1"; Section 4 — Records: deleted
“Electronic records of directives reviews” since
these are filed with the original directives in
the case file; and updated flowchart to

i ncorporate Directorate/ Office Head concurrence

Revi si on F 5/2/01 Corrected title in P.4.b; added section 3.5.1.1
for comments received outside of DCB review, and
added “NOTE” to section 3.5.1.1
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PREFACE

P.1 PURPCSE

This Directive establishes the Marshall Managenent Directives
System (MVDS) net hod of control for the fornulation, review,
approval, issuance, revision, and cancell ation of managenent
directives. The MVDS will consist of Marshall Policy Directives
(MPDs), Marshall Procedures and Cuidelines (MPGs), and Marshal l
Work I nstructions (MAIs).

P.2 APPLICABILITY

This MPG applies to all Marshall Space Flight Center (MSFC)
enpl oyees and MSFC contractors working within the MSFC MVDS.

P.3 AUTHORI TY

NPD 1400.1, “NASA Directives Systent

P.4 APPLI CABLE DOCUMENTS

a. NPG 1441.1, “NASA Records Retention Schedul es”

b. MPD 1150.1, Charter MC-07, “MSFC Managenent Directives
Control Board (DCB)”

c. MPG 1440.2, “MSFC Records Managenent Progrant

d. MG 1280.4, “MSFC Corrective Action Systent

e. MAN 1410.1, “Processing Marshall Managenent Directives”

f. MN 1280.4, “MSFC Quality System Deficiency Notice Systent
P.5 REFERENCES

a. NPG 1400.1, “NASA Directives Systent

b. MPD 1200.3, “Power and Authority Directive for Marshall Space
Fl i ght Center (MSFC) QOperations”
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P. 6 CANCELLATI ON
MPG 1410. 2E dated April 24, 2000

Oiginal Signed by
Si dney P. Saucier for

A. G Stephenson
Di rector
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DOCUMENT CONTENT
1. DEFI N TIONS

1.1 Basic Oganization. For the purpose of uniform application
and under standi ng, use of this termin any managenent directive
falling within the purview of this directive neans those

organi zati onal bl ocks on the official MSFC Organi zation Chart
approved by the NASA Adm ni strator and signed by the Center
Director.

1.2 Deviation. A specific witten authorization, granted to
deviate for a specified application or period of time froma
directive requirenent(s), requested by an organi zational el enent.
A devi ation request is processed before any applicable

requi renents are viol ated.

1.3 Directive. A witten communication that docunments policy,
authorities, responsibilities, organizational structure,
operating concepts, and provides procedures and instructions
required to inplement NASA or MSFC policy.

1.4 Directives Control Board (DCB). A functional body
responsi ble for directing the inplenmentation of baselines and the
revi ew and disposition of all revisions and cancellations for al
directives.

1.5 Directives Control Board Menbers. The point of contact in
each organi zation for matters dealing wth and pertaining to
Marshal | directives. They represent their organization with
directives activities and issues, including assurance that
directives are prepared and coordinated in accordance with
prescri bed procedures.

1.6 Directives Manager (DM . The individual appointed by the
Center Director as the focal point for matters dealing with and
pertaining to MSFC directives.

1.7 Directives Master List. The Directives Master List is an
el ectronically based, controlled |list of approved Mrshal
directives, accessible through Inside Marshall.

1.8 Directives System Adm nistrator (DSA). Personne
responsi bl e for maintaining all docunents electronically in the
MVDS i ncluding drafts and background i nformation.

1.9 Marshall Policy Directive (MPD). A directive issued to
state policy, formal delegations of authority, identify
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responsibilities, and principal policy relationships.

Exceptional (in format and content) MPDs: Marshall fornma

del egations of authority are specified in MPD 1200.3; Marshall’s
Qual ity Managenment policy is specified in the Marshall Managenent
Manual , or MMM (MPD 1280.1). These directives shall be
approved/ signed by the Center Director or designee.

1.10 Marshall Procedures and Guidelines (MPG. A Center-Ievel
inter-organi zational directive that docunments procedural

requi renments for how Center-level activities are conducted to

i npl enment NASA and/or MSFC policy. The MPG directives shall be
approved/ signed by the Center Director or designee. MGs are
procedures containi ng mandatory requirenents; guidelines are used
for reference only and nust be clearly noted to prevent confusion
with requirenents.

1.11 Marshall Wrk Instruction (MN). A directive that provides
detailed instructions on performng specific duties that apply to
all or nunmerous MSFC organizations. The MAN directives shall be
approved/ signed by the Center Director or designee.

1.12 NASA Online Directives Information System (NODIS). The
NCDI S systemis an Internet application used for creating NASA
directives and for automating the coordi nation/concurrence
process. Approved NASA directives are nmaintained in the NODI S
Directives Library, enabling users to conduct full-text search
and retrieval of NASA directives.

1.13 Ofice of Primary Responsibility (OPR). The OPRis the
organi zation with primary responsibility for a directive and its
content or the organization that is responsible for the process
represented by the directive.

1.14 OPR Designee. |Individual (s) appointed by the office of
primary responsibility who is responsible for a specific
directive(s) within his or her area. Note: There may be a
di fferent designated individual for each directive.

1.15 Oganizational |Issuances (O). These issuances provide
procedures, instructions, etc., for internal use within an
organi zation. They may apply to two or nore organizations if
issued jointly by heads of the organizations involved. QO’'s are
not maintained in the MVDS

1.16 Waiver. A witten authorization to deviate froma specific
directive requirenent(s), requested by an organi zational el enent.
A wai ver is processed after applicable requirenents have been
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violated and is typically triggered by sone type of
nonconf ormance or deficiency report.

2. RESPONSI BI LI TI ES

2.1 The Center Director, or designated personnel, will ensure

t hat docunent ati on/ data has been reviewed for adequacy and w ||
act as the approving authority for the baseline rel ease and any
subsequent revisions, deviations and waivers to, and
cancel l ati ons of Marshall Managenent Directives required prior to
i ssue for use to performwork.

2.2 The Associate Director is responsible for review ng and
concurring on docunentation/data before approval by the Center
Director or designated personnel.

2.3 DCB Chair. The DCB Chair, or designated personnel, wll:
2.3.1 Establish the Directives Control Board.

2.3.2 Ensure that docunentation/data is reviewed for adequacy
prior to issue for use to perform work.

2.3.3. Ensure that review and approval of revisions and
cancel l ations of directives are perforned prior to issue for use
to performwork by the same functions/organizations that
performed the original review and approval, unless specifically
desi gnat ed ot herw se; retain objective evidence.

2.4 WMSFC Directives Manager is responsible for:

2.4.1 Serving as DCB ex officio nenber, scheduling neetings,
preparing and mai ntai ni ng agenda and m nutes, and assisting the
DCB chair at DCB neetings; preparing the DCB Charter and
menber shi p, and changes thereto, for the DCB Chair’s signature
and maki ng distribution; and tracking action itens to closure for
t he DCB.

2.4.2 Maintaining the MSFC Managenent Directives Mster List,
provi ding ready access to preclude the use of invalid and/or

obsol ete docunents, and pronptly renoving invalid and/ or obsol ete
docunents from access and the Directives Master List.

2.4.3 Reviewing new or revised directives for potential overlap
or duplication of other existing nmanagenent directives and
provi di ng ot her gui dance prior to approval by the DCB Chair;

assi gni ng uni que docunent nunber and, for revisions, assigning
revision |evel.
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2.4.4 Subsequent to DCB disposition, processing directives by
submtting the final docunent for signature; follow ng approval,
addi ng effective and expiration dates of directive; and obtaining
any appropriate hyperlinks fromthe OPR  The DMw Il verify the
correctness of the final document. This conpletes authentication
of the directive.

2.4.5 Initiating action to inplenment new or revised directives
or actions received by the Center; review ng new
Headquart er s/ NASA policy and procedural changes for applicability
to MSFC and determ ni ng MSFC acti on needed.

2.4.6 Issuing an annual call by Novenber 1 to all OPRs to review
their directives and report to the DMthe status (currency or

revi sion required; continued need or cancellation).

2.4.7 Controlling and maintai ni ng approved devi ati ons/wai vers.

2.4.8 Maintaining reference files of all approved/ cancel ed NASA
and MSFC directives.

2.4.9 Maintaining control |og book for DCB charter nunbers, DCB
m nutes, nenbership listings, etc.

2.4.10 Determning if links within directives are needed.
2.5 The Chief Counsel is responsible for the |egal propriety of

MSFC directives prior to signature by the approving MSFC
of ficial.

2.6 The Manager, Human Resources Departnent, is responsible for
the coordination of MSFC directives with [ocal offices of Federal
| abor organi zati ons.

2.7 Directors/Managers of Basic Organi zati ons are responsible
for:

2.7.1 Designating a Directives Control Board Menber and
Alternate within their organization to review all managenent

di rective docunentation/data for adequacy prior to issue for use
to performwork, and to provide assistance and coordi nation of
the directives-related activities of the organi zation. The nane,
of fice synbol, and tel ephone nunber of the designee will be
reported to the DM wi th changes reported as they occur.

2.7.2 Appointing an OPR designee for each directive within their
organi zati on and reporting changes to the DM as they occur. The
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OPR designee will work with the Directives Control Board Menber
in the coordination of creating/revising directives. Mre than
one person may be assigned to assist with docunent activity.

2.7.3 lInitiating and nmai ntaining current the MSFC Managenent
Directives within their respective areas. Ensuring the conduct

of an annual review of the directives for which their

organi zation is responsible, with the results submtted to the DM
by Decenber 1, for maintenance as a record.

2.7.4 Ensuring that directives are coordinated in the formative
stages with the DMin order to avoi d extensive revisions which
woul d have been prevented by appropriate coordination early in

t he preparation process.

2.7.5 Ensuring that such directives are necessary, properly
prepared and coordi nated, of a high editorial quality with
appropriate enphasis on brevity and clarity, accuracy, and in
accordance with Center policy and practice.

2.7.6 Consulting with the DM on Agency nmanagenent conmmuni cati ons
whi ch may i npi nge upon the Managenent Directives System

2.8 OPR Designee. The OPR Designee wll:

2.8.1 ldentify, prepare, and revi ew docunent(s), changes or

revi sions thereto, and cancellations for assigned docunents. The
nature of the change will be identified in the docunent (i.e.,
use the Wrd revision tool, state in the Docunent Hi story Log).
2.8.2 Ensure the use of gender-neutral and plain | anguage.

2.8.3 Ensure that all directives provide the foll ow ng
i nformati on:

2.8.3.1 Unique docunent nunber
2.8.3.2 Revision |evel

2.8.3.3 Docunent title/subject
2.8.3.4 OPR organizational code

2.8.3.5 Approving authority (For el ectronic and nonel ectronic
docunents, signature is required for hard copy.)

2.8.3.6 ldentification of quality records within the docunent as
specified in MPG 1440. 2.
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2.8.4 Provide applicable docunent information which will include

t he uni que docunent nunber; revision |level of the correct
version, or a pointer to the location where the revision |evel of
the correct version or the correct version itself may be found;
and the docunent title. This information should not be included
in the docunent itself, but should be provided for the nmaster
list informati on on applicable docunents. Any addition of

el ectronic pointers (or hyperlinks) the OPR Designee adds to an
approved el ectronic version of a docunment is the responsibility
of the OPR Designee. The OPR Designee is solely responsible for
ensuring the hyperlinks remain current.

2.8.5 Resolve or present to DCB proposed resol ution of al
comments submitted by DCB nenbers.

2.8.6 Ensure pertinent background information is provided for
revi ew and approval .

2.8.7 N nety days before the expiration date of a directive,
take action to revalidate, revise, or cancel the directive.

2.9 Directives Control Board (DCB). For all Marshal

directives, the DCB wll review draft docunmentation for adequacy
and submt disposition to the OPR or, in formal DCB neetings, to
the DCB Chair or designated personnel.

2.10 Directives System Adm nistrator (DSA). The DSA will:

2.10.1 For all directives, maintain docunents readily accessible
for review and use. The Directives Master List will provide the
following five itens: (1) Unique docunment nunber consisting of
subj ect-classification nunber, docunent type, and revision |evel,
(2) Docunent title/subject, (3) Effective Date, (4) OPR

organi zati onal code or proper identification, and (5)

El ectroni cal ly accessi bl e docunent. Applicabl e docunent
requirenments on the Directives Master List will include the
following three itenms: (1) Unique docunment nunber; (2) Revision
| evel of the correct version, or a pointer to the | ocation where
the revision level of the correct version itself may be found;
and (3) Docunent title.

2.10.2 Provide pertinent background information for review and
approval of docunents.

2.10.3 Maintain draft docunents accessible for review draft
docunents will not be included on the sane Directives Master List
as approved docunents.
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2.11 WMBFC Docunentati on Repository. The MSFC Docunent ati on
Repository will:

2.11.1 Mintain repository for officially controlled Marshal
Managenment Directives.

2.11.2 Mintain docunents readily accessible for users.
2.11.3 Provide hard copi es upon request.

2.11.4 \Wen tine criticality of information in an el ectronic-
based docunent warrants, ensure backup of the correct version(s)
will be readily available in contingency situations.

2.12 Any Person. Any person may report an MSFC MVDS
docunent ati on deficiency in accordance with MPG 1280.4 and MA
1280.4. dearly identify the need for the request and
specifically identify any revisions request ed.

2.13 Users. Users will, to assure against uni ntended use of any
previ ous/ obsol ete version of any docunment within the Directives
Master List system conply with one of the foll ow ng:

2.13.1 Destroy the docunent, or

2.13.2 WMark if retained, e.g., “FOR H STORI CAL PURPOSES ONLY, "
“FOR LI M TED APPLI CABI LI TY,” “REFERENCE,” etc. (e.g., on the face
of the docunent, file cabinet or drawer, a bookcase or shelf), or

2.13.3 Oherwise suitably identify (e.g., via explanation).
Verify correct version of a docunent is used in the work being
performed by checking revision status on the Directives Mster
Li st unl ess superseded by contractual arrangenent or custoner
agreenment or other authority.

Users will have docunented authority to use previous/obsolete
docunents to perform work.

3. PROCEDURE

3.1 Establishnment of the Directives Control Board (DCB)

The Center Director shall establish the DCB in accordance with
MPD 1150.1, Charter MC-07. The DCB will review and di sposition
all directives prior to approval and will process this
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information in accordance with MA' 1410.1. The DSA ensures
perti nent background information is accessible for the review

3.1.1 Menbership. The DCB Chair establishes and mai ntai ns DCB
menbership in coordination with the directors/managers of each
MSFC or gani zation and per the MSFC DCB Charter. The

Di rector/ Manager of each basic organization will designate a
menber and an alternate as DCB nmenbers to the DM w th changes
reported as they occur. Menbership will include the follow ng
representatives:

3.1.1.1 Chair. The Associate Director serves as the DCB Chair,
or designates alternate to serve during periods of absence. The
DCB Chair has the authority to disposition a docunent w thout
review and di sposition by the DCB nenbershi p.

3.1.1.2 DCB Menbers/Alternates. Assigned nenbers/alternates
from each MSFC basic organi zati on are responsi ble for obtaining
t he consolidated position of their organi zations on al
applicable DCB activities, and are enpowered to act for the
organi zational director/manager who is ultimately totally
responsi bl e for the areas covered by the nenbers. The Manager,
Human Resources Departnent, or designated personnel wl|
determine if coordination with |local offices of Federal |abor
organi zations is required and provide input to their DCB nenber.

3.1.2 DCB Support

3.1.2.1 DM The DMw || support the DCB. The DMw || assi st
the DCB Chair by:

a. Supporting the DCB Chair and directors/mnagers of basic
organi zations in determ ning DCB nenber shi p.

b. Preparing and nmaintaining the DCB Charter approved by the
Center Director and nenbershi p nmenorandum as approved by the DCB
Chair.

c. Preparing and distributing in a tinmely manner the agenda and
m nutes for formal DCB neetings. Agendas will establish the DCB
nmeeting date, tine, and location; identify material to be
presented and who will present; and include any due or past due
items or actions. Mnutes of neetings will provide the neeting
date and location, a |list of attendees, a list of agenda itens
and their disposition, and action itens assigned with due dates
or actions dispositioned at the neeting.

d. Tracking action itens to closure for the DCB
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3.1.2.2 Directives System Adm ni strator (DSA). The DSA for
directives wll be assigned to support the DCB to facilitate the
el ectroni ¢ docunentation process. The DSA nmaintains the

el ectroni ¢ docunentation of the disposition of docunents by the
DCB

3.2 Ofice of primary responsibility establishes need for new or
revised directive or cancellation of a directive. The OPR

desi gnee serves as a point-of-contact, consults with the DM
before taking any action, and is responsible for overseeing the
directive from devel opnent through review to final approval, any
revisions and, if applicable, cancellation of the directive.

Wien a new baseline directive has not been mandated by nanagenent
or a higher-level directive and the need for the directive is not
clear, the DMw Il consult the DCB nenbership for agreenent to
proceed with a new directive.

3.3 Docunent Preparation

The OPR will use the electronic tenplates created to prepare
MPD's, MPGs, and MN’'s. The tenplates are accessible fromthe
Marshal | Integrated Docunent Library. Al text will be |left-
justified, courier new 12 point except where otherw se noted or
indicated in the tenplate. Page margins will be 1-inch top and
bottom left and right. The followi ng statenment will appear at
the bottom of every page of the directive as shown in the
tenpl at e:
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For revisions, the OPR designee will prepare the draft docunent
using the Wrd version of the currently approved docunent
obtained fromthe DM Revisions to draft docunents will be
identified in the draft docunent (i.e., use the Revision tool in
Wrd) or explained in OPR Resol ution of Commrents.

3.3.1 Nunbering

3.3.1.1 Paragraph Nunbering

a. The standard outline format for paragraphs in MPD's is as
fol | ows:

1. Purpose
a.
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(1)
(a)
i
ii. (wll not exceed the Roman nuneral |evel)

b. The standard outline format for the text of MPGs and MANFs is
as foll ows:

NNN -

.1
.2 (Wl not exceed the 4-digit nunber |evel)

corRpPRPREPERER
NNNRNN R

Note: Al current MNs will be changed to reflect the nunbering
format when revi sed.

Chapters within MPGs and MN's will use the sane nunbering as
stated in section 3.3.1.1.b, but will begin with the letters “CH
to denote chapters (i.e., CHL. 1, CHl.2, etc.)

Note: Al current MPGs and MN's will be changed to reflect the
nunbering format for chapters when revised.

c. The standard outline format for the text of Appendices is as
fol | ows:

Appendi x A
A1l

1.1
.1.1.1

.3.1.2 Subject-C assification Nunbers

The nunber assigned to a managenent directive is based on its
subj ect. The Subject-C assification Table provided in the
attachnment to NPG 1400.1, “NASA Directives System” is the |ist
of subjects on which directives are witten. The subjects are
arranged in |ogical groupings and a nunmbering schene appli ed.
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The nunbers then becone subject-classification nunbers.
Accordingly, when directives are filed in nunerical sequence,
directives with simlar subjects are found in the sane part of
the file. These nunbers are available fromthe DM

3.3.1.3 Consecutive Nunbers

Managenent directives nunbers consist of letters identifying the
type of directive (MPD, MPG or MAI) foll owed by a subject-

cl assification nunber, a decimal point, a consecutive nunber, and
in those cases where a revision has been nmade, a letter. The
first revision shall be marked with the letter “A” and succeedi ng
revisions shall be indicated by letters in al phabetical sequence
(A, B, .AA BB)

3.3.1.4 Deviation/Wiver Nunbers

Devi ati on and wai ver nunbers for directives consist of letters
identifying the type of directive followed by a subject-

cl assification nunber; a decinmal point; a consecutive nunber; in
t hose cases where a revision has been nade, a letter; a hyphen,
the type (DEV or WAV), and the consecutive nunber for the

devi ati on/wai ver for that directive (e.g.: MG 1410. 2- DEVO1l; MPG
1410. 2- WAVO1) .

3.3.2 Docunent For mat

3.3.2.1 Cover Page

The cover page will be as shown in the tenplate, nodifying
information as required for the specific directive. The docunent
nunber will be in the format specified in paragraph 3.3.1. Enter
the word “BASELINE” or, for revisions, enter the word “REVI SI ON
and the revision letter(s) between the docunent nunber and the
effective date; the effective date is the date the approving
authority approves the directive. MDs, MPGs, and MN's wi |l bear
an expiration date of 5 years fromthe effective date of the
directive. The OPR organi zational code w || appear bel ow the
docunent type. The title will be uppercase, centered m d-page.
Drafts of proposed directives will have the word “DRAFT” typed on
t he cover page and will be consecutively nunbered and dat ed.

3.3.2.2 Header Information

The header will appear on each page except the cover. The header
(as shown in the tenplate) will include the follow ng information
in table format: Docunent type centered at the top of the page

and OPR organi zational code centered on the Iine below, the title
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of the docunment on the left-hand side; in the center, the
docunent nunber and date; and on the right-hand side, revision
(enter “Baseline” or the revision letter), page nunber, and total
nunber of pages. The docunment page nunbers will begin with page
2 on the docunent history |og and continue consecutively to the
end of the docunent.

3.3.2.3 Docunent History Log

The docunent history log will be a record of the docunment’s
hi story begi nning at baseline through all revisions, and, if
applicable, the cancellation of the docunent. The OPR w ||

identify the following in this |og:

a. St at us

(1) Baseline (enter at the initial release of the docunent)
(2) Revision (enter for each revision to the docunent)
(3) Canceled (enter upon cancellation of the docunent)

b. Docunent revision. Enter the revision letter that applies.

c. Description. Enter an identifier (for exanple, the section
or paragraph nunber, the page nunber, etc.) and briefly describe
the revision(s) nmade to the docunent and reasons for the
revision(s).

3.3.2.4 WMPD Content. The follow ng describes the content and
function of each section of an MPD. To maintain fornmat
standar di zati on, sections containing no data will be so indicated
by entry of “MNone.”

1. PURPCSE. Provide a clear statenent identifying the reason or
need for the directive.

2. APPLICABILITY. Specify the MSFC organi zation(s) area,
function, group, or personnel to which the directive applies.
Excl usi ons may al so be identified.

3. AUTHORITY. NASA directives or other higher-level docunents
that authorize the directive or nandate the need for the MPD

4. APPLI CABLE DOCUMENTS. List the docunents referred to in the
body of the directive. Include only those docunents required to
carry out the directive being presented.

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




Mar shal | Procedures and Gui del i nes
ADO1

Mar shal | Managenent MPG 1410. 2 Revision: F
Directives System

Date: May 2, 2001 Page 19 of 39

5. REFERENCES. A docunent used as a guideline; reference
docunents may not be controlled. Reference docunents shall be
identified as such in the text of the docunent.

6. DEFIN TIONS. Define wrds, phrases, terns, and acronyns that
apply specifically to the directive. Acronyns and definitions
will be listed separately and in al phabetical order.

7. POLICY. Define MSFC policy and, if applicable, commtnent to
quality.

8. RESPONSIBI LITIES. Specify each functional organization
involved in the directive and define each organi zation's
responsibilities and authority. For ISOrelated docunents,
address all applicable I SO “shall” statenents.

9. RECORDS. Any docunentation/data generated that will be used
as arecord will be clearly identified in the directive in
accordance with MPG 1440. 2.

10. MEASUREMENT. State standards such as eval uating pl anned
goal s, objectives, and performance targets to neasure the

i npl enentation of the policy. Program project neasures nust be
aligned with program plans, and functional neasures nust be
aligned with functional |eadership strategies.

11. CANCELLATION. Identify by nunber and date any directive
canceled as a result of this directive.

SI GNATURE BLOCK. Prepare a signature block for approving
aut hority.

3.3.2.5 MPG Content. The follow ng describes the content and
function of each section of an MPG I n order to maintain format
standardi zati on, sections containing no data will be so indicated
by entry of “None.” Deviations from MPG format requirenents
shal |l be considered only for extraordinary directives and wll be
coordinated with the DM Requests for deviation nust be
justified via nmenorandum fromthe OPR Director/Manager to the DM
and approved by the DCB Chair. Qm ssion of a docunment history
log will not be approved.

TABLE OF CONTENTS
PREFACE

P.1 PURPCSE. Provide a clear statenent identifying the reason
or need for the directive.
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P.2 APPLICABILITY. Specify the MSFC organi zation(s) area,
function, group, or personnel to which the directive applies.
Excl usi ons may al so be identified.

P.3 AUTHORITY. NASA directives or other higher-|level docunents
that authorize the directive or nandate the need for the MPG

P.4 APPLI CABLE DOCUMENTS. List the docunments referred to in the
body of the directive. Include only those docunents required to
carry out the directive being presented.

P.5 REFERENCES. A docunent used as a guideline; reference
docunents may not be controlled. Reference docunents shall be
identified as such in the text of the docunent.

P.6 CANCELLATION. Identify by nunber and date any directive
canceled as a result of this directive.

SI GNATURE BLOCK. Prepare a signature block for approving
aut hority.

DOCUMENT CONTENT

1. DEFINITIONS. Define words, phrases, terns, and acronymns
whi ch apply specifically to the directive. Acronyns and
definitions will be listed in al phabetical order.

2. RESPONSI BI LITIES. Specify each functional organization
involved in the directive and define each organi zation's
responsibilities and authority. For ISOrelated docunents,
address all applicable I SO “shall” statenents.

3. PROCEDURE. Present in sequence each detailed step or
activity of the procedure. The procedure refers to the related
fl ow di agram (section 5) by figure nunber. For each step of
activity, identify and explain the involvenent of each

organi zation. ldentify what input is necessary for each step or
activity and fromwhere and/or whomit will conme. Identify what
output is produced and to where and/or whomit will go.

4. RECORDS. Any docunentation/data generated that will be used
as arecord will be clearly identified in the directive in
accordance wi th MPG 1440. 2.

5. FLOWD AGRAM (Optional but highly desirable if practical).
Use to clarify the procedure outlined in section 3. Briefly
present each step or activity in actual sequence. Label each
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fl ow synbol with the correspondi ng paragraph nunber of the
procedure section which describes the step or activity depicted
by that synmbol. daris Inpact is the recommended standard
software to use in constructing flow diagrans, but any conpatible
application is acceptable. The flow diagramw || be incorporated
into the final docunent so that the end product is a single Wrd
file. If the standard flow di agram synbols in the Appendi x are
not used, an explanation of the neaning and/ or use of those
synbols will be included in the MPG

6. CHAPTERS. Chapter titles will be listed in the Table of
Contents. Chapters will be used for material too extensive for a
sinpl e individual section in the Docunent Content or for a type
of material not listed in the standard itens for Docunent Content
in the tenpl ate.

7. APPENDI CES. Appendices will be listed in the Table of
Contents after the Chapters and will be used for supplenentary
mat eri al .

3.3.2.6 MW Content. The follow ng describes the content and
function of each section of an M. In order to maintain fornmat
standar di zati on, sections containing no data will be so indicated
by entry of “None.”

1. PURPCSE. Provide a clear statenent identifying the reason or
need for the directive.

2. APPLICABILITY. Specify the MSFC organi zation(s) area,
function, group, or personnel to which the directive applies.
Excl usi ons may al so be identified.

3. APPLI CABLE DOCUMENTS. List the docunents referred to in the
body of the directive. Include only those docunents required to
carry out the directive being presented.

4. REFERENCES. A docunent used as a guideline; reference
docunents may not be controlled. Reference docunents should be
identified as such in the text of the docunent.

5. DEFINITIONS. Define words, phrases, terns, and acronyns
whi ch apply specifically to the directive. Acronyns and
definitions will be listed in al phabetical order.

6. |INSTRUCTIONS. 1In a |logical sequence, identify each detailed
step required to performthe task.
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7. NOTES. Enter any general or explanatory information to
clarify the MA.

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES. Provi de applicable
safety, caution, and warning notes. Were practical, identify
the steps in the instruction to which the precautions and warni ng
not es apply.

9. RECORDS. Any docunentation/data generated that will be used
as a record will be clearly identified in the directive in
accordance wi th MPG 1440. 2.

10. PERSONNEL TRAI NI NG AND CERTI FI CATION. Identify the
education, skills, training, and certification required to
performthe MA.

11. FLOW DI AGRAM (optional but highly recommended). Flow

di agram the MANI process showi ng each step or activity in actual
sequence. Label each flow synbol with the corresponding

par agr aph nunber of the instruction section which describes the
step or activity depicted by the synbol. daris Inpact is the
recomended standard software to use in constructing flow

di agranms, but any conpatible application is acceptable. The flow
diagramw || be incorporated into the final docunent so that the
end product is a single Wrd file. |If the standard fl ow di agram
synbols in the Appendi x are not used, an explanation of the
meani ng and/ or use of those synbols will be included in the MA.

12. CANCELLATION. Identify by nunber and date any directive
canceled as a result of this directive.

SI GNATURE BLOCK. Prepare a signature block for approving
aut hority.

13. CHAPTERS. Chapters wll be used for material too extensive
for a sinple individual section in the Docunent Content or for a
type of material not listed in the standard itens for Docunent
Content in the tenplate.

14. APPENDI CES. Appendices will be used for supplenentary
mat eri al .

3.4 Docunment Submittal. The OPR Designee will submt the draft
directive for reviewto the DM and in accordance with MAN 1410. 1.

3.5 Docunent Review and Disposition
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3.5.1 Reviews will be conducted outside formal DCB neetings when
possible. The DSA will establish notification of the DCB
menbership (primary and alternate representatives) that a draft
docunent is accessible for review and conment. The DMw || send
an electronic Centerwide notification of all drafts ready for
review. The OPR designee will establish a due date of 10 working
days for conpletion of review fromnotification that a draft
docunent is accessible. If the OPR receives substantial comrents
fromthe first review, then a second review wi |l be conduct ed.
The OPR will establish a due date of 5-7 working days for

conpl etion of the review of the resolution of comments fromthe
first draft review The DCB chair may establish any tinme period
for review ng docunments as deened necessary.

3.5.1.1 Any reviewer wishing to submt coments after the review
period has closed will wait until the next revision of that
docunent or wal k-on the comments at the DCB neeting in which that
docunent is boarded. |If the reviewer plans to wal k-on coments,
the follow ng actions nust be taken: (1) Prior to the DCB
neeting, the reviewer shall send comments with a justification as
to why the coments are late to the DCB Chair, and shoul d request
approval fromthe DCB Chair to wal k-on comrents. After DCB Chair
approval, the reviewer will forward | ate coments to the OPR and
follow steps (2) or (3) below (2) If the reviewer and OPR agree
that the comments are minor in nature and can be incorporated

wi t hout substantial inpact; the issue can be discussed at the DCB
nmeeti ng and subject to approval by the Board; and (3) If the late
comments are considered to be a substantial inpact/change to the
procedure being reviewed, the OPR should incorporate the comments
and submt another draft in accordance with paragraph 3.5.1
above; and (4) If option (2) is taken, the reviewer should be
prepared to present comments on overhead transparenci es and
provi de a hardcopy to the DCB Secretariat for inclusion in the
DCB mi nut es.

NOTE: At any tinme a reviewer identifies a discrepancy or a
process inprovenent that should be inplenented in a Marshal
directive, it is the reviewer’s responsibility to contact (email
tel ephone call, etc.) the OPR of that directive with the change.

3.5.2 The DCB nenbership will review and critically evaluate the
draft docunent, also review ng any pertinent background

i nformati on and special instructions or requirenents, ensuring
the foll ow ng:

a. Conpliance with technical and adm nistrative requirenents.

b. Adequacy for acconplishing MSFC s m ssion.
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c. Sinplicity, consistency, and conpatibility with the current
NASA and Marshall directives.

NOTE: In all cases, revised docunents will be reviewed by the
same functions/organi zations that reviewed the original draft
docunent, unl ess specifically designated otherw se. Revisions
that do not affect the technical or material content of the
docunent (i.e., formatting, clerical, admnistrative,

granmati cal, sonme corrections) do not require DCB disposition.

3.5.3 DCB nenbership will indicate concurrence, concurrence with
comrents, or nonconcurrence in accordance with MN 1410. 1.
Menbers who nonconcur will also furnish comments and reconmended
solutions. Failure to respond by the designated due date
constitutes concurrence.

3.5.4 If the DCB “concurs with conments” or “nonconcurs” and the
OPR resol ves the conflicts/issues with no changes to the
docunent, proceed to step 3.5.10.

3.5.5 If the DCB nenbership “concurs with conments” or
“nonconcurs” and the OPR resolves the conflicts/issues requiring
changes to the docunent, proceed to step 3.5.1 or 3.5.7.

3.5.6 If the DCB “concurs with coments” or “nonconcurs” and the
OPR cannot resolve the conflicts/issues, proceed to step 3.5.7.

3.5.7 A formal DCB neeting will be convened to resolve al
comments and i ssues. Unani nbus or even nmgjority

concurrence/ nonconcurrence i s not mandatory for disposition by
the DCB Chair.

3.5.8 If the fornal DCB determ nes not to concur, the basis for
this decision will be document ed.

3.5.9 The DSA will renpove the draft docunment fromthe
docunent ati on system

3.5.10 |If DCB nenbers concur, the OPR designee will inplenent
the DCB decisions into the final docunent if determ ned necessary
by the DCB and will recommend approval of the docunent. The OPR
designee will forward the final docunent to the DMwithin 2
wor ki ng days of DCB approval .

3.5.11 The DM prepares the final docunent for signature.
Proceed to paragraph 3.7.
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3.6 Cancellation of a Docunent

3.6.1 The OPR designee will submt the request to cancel a
docunent, providing reason(s), justification, and pertinent
background information for the request in accordance with MA
1410.1. A due date will be established. The Center Director or
DCB chair, or designated personnel, has authority, when
necessary, to cancel a docunent w thout review and di sposition by
t he DCB nenber shi p.

3.6.2 The DCB nenbership will review and eval uate the request.
The request to cancel a docunent will be reviewed by the sane
functions/organi zations that reviewed the baseline or revised
docunent, unl ess specifically designated otherwise. The DCB

menbership will indicate concurrence, concurrence with coments,
or nonconcurrence in accordance with MN 1410.1. Menbers who
nonconcur will furnish comments and recommendations. Failure to

respond by the designated due date constitutes concurrence.

3.6.3 If the DCB “concurs with conmrents” or “nonconcurs” and the
OPR resol ves the conflicts/issues, proceed to paragraph 3.6.7.

3.6.4 If the DCB “concurs with comrents” or “nonconcurs” and the
OPR cannot resolve the conflicts/issues, proceed to paragraph
3. 6. 5.

3.6.5 A formal DCB neeting will be convened to resolve al
comments and issues. Unaninbus or even nmgjority

concurrence/ nonconcurrence i s not mandatory for disposition by
t he DCB chai r person

3.6.6 If the fornal DCB determ nes not to concur, the basis for
this decision will be documented and the docunment will remain
approved for use.

3.6.7 |If DCB nenbers concur, the OPR or DMw || recomend
cancel l ati on of the docunent as specified in MAN 1410.1. The
final resolution of coments will be reviewed by the Chief
Counsel prior to submtting the request to cancel a directive to
t he approving authority.

3.7 Docunent Approval

3.7.1 The DSA ensures pertinent background information fromthe
DCB revi ew and OPR resolution of comments is accessible to the
approving authorities.
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3.7.2 The DM forwards the final electronic docunent to the
appropriate Directorate/ O fice Head responsi ble for that
directive for concurrence.

3.7.3 If the Directorate/Ofice Head concurs with maj or changes,
i ssues are resolved with DM and OPR, DM notifies DCB.

3.7.4 |If the Directorate/ O fice Head concurs or concurs with
m nor changes, the DMw || incorporate changes if required; DM
notifies OPR

3.7.5 Upon Directorate/O0fice Head concurrence, the final
el ectroni c docunent will be forwarded to the Chief Counsel for
review generally within 1-2 days.

3.7.6 If the Chief Counsel concurs with major changes, issues
are resolved with DCB Chair, DM and OPR, DM notifies DCB.

3.7.7 1f the Chief Counsel concurs or concurs with mnor
changes, the DMw || incorporate changes if required; DM notifies
DCB.

3.7.8 Upon Chief Counsel concurrence, the final electronic
docunent is forwarded to the Associate Director for concurrence
generally wthin 5 days.

3.7.9 If the Associate Director nonconcurs, DSA renoves draft
docunent fromthe system DM notifies DCB.

3.7.10 |If the Associate Director concurs or concurs with m nor
changes, the DM w || incorporate changes and recommend approval;
DM noti fi es DCB.

3.7.11 The DM submts the final docunent (hardcopy) to the
approving authority for signature.

3.7.12 The Center Director, or designated personnel wll:

3.7.12.1 Approve or D sapprove a Docunent.

a. Approve the directive. |f appropriate, hyperlinks wll be
obtained fromthe responsible OPR  The DMw Il verify the
correctness of the docunent and add the approved directive
information to the electronically accessible Directives Mster
List in accordance with MW 1410.1 (and is the authenticated
el ectronic version); or
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b. Approve the directive with comments. Coments will be

i ncorporated by the DMin coordination with the OPR designee and
resubmtted to the Chief Counsel for concurrence and to the
approving authority for approval. DMnotifies DCB of changes.

c. Disapprove the directive. The DMw Il notify the OPR
desi gnee that the directive was not approved and t he docunent
will be archived. To resubmt, return to paragraph 3.4.

3.7.12.2 Approve or D sapprove a Cancellation of a Directive.

a. Approve the cancellation of the directive. The DM w ||
renove the canceled directive fromthe Directives Master List.

b. Disapprove the cancellation of the directive. The directive
will remain on the Directives Master List.

3.7.13 The DM wi Il renpve the cancel ed docunent information from
the Directives Master List, identify obsol ete versions, place the
docunent in the MSFC Docunentation Repository directives
cancellation list, and naintain the official record of the

obsol ete docunment in the directive case file.

3.7.14 The DMwi Il send an electronic notification to al
Cent erwi de enpl oyees, DCB nenbers, and the OPR of all cancel ed
and/ or approved docunents.

3.8 MSFC Docunentation Repository will maintain the repository
for official controlled docunents, make themreadily accessible,
and provide hard copi es upon request.

3.9 DMmaintains file of obsol ete versions.

3.10 Devi ati on/ Wi ver Process

3.10.1 When operational or other conpelling circunstances

war rant nonconpliance with an approved MSFC directive

requi renent, a waiver or deviation may be authorized to an MSFC
or gani zati on and/ or specific MSFC enpl oyees by the Center

of ficial who signed the applicable directive. Deviations and
wai vers are authorized on a case-by-case basis only. Wen the
ci rcunst ances under which a deviation or waiver is requested are
determ ned to have Centerwi de applicability or are determned to
be routine and can be defined as part of a process, the
applicable directive(s) wll be revised. Approved deviations or
wai vers will be identified in the applicable Program Project

Pl an.
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3.10.1.1 Requesting organization prepares deviation or waiver
request using MSFC Form Letter 133 (latest version), which
i ncludes the foll ow ng:

a. Requesting organization;
b. Specific directive requirenent(s);
c. Definition of the proposed departure fromthe requirenent(s);

d. Justification for the deviation/waiver (waivers nust include
references to any applicabl e nonconfornmance, discrepancy or
deficiency report(s));

e. Applicability, inmpacts, and conditions (if any) of
devi at i on/ wai ver .

f. Alternate plans to neet any | SO 9001 requirenment(s).

Not e: Devi ation/ waiver requests may only cover a single
directive. |If nore than one directive is involved, separate
requests nust be submitted; however, they may all be submtted
t oget her under a single cover nenorandum

3.10.1.2 Requesting organization receives approval of deviation
or waiver request fromtheir managenent at the O fice or
Directorate level (direct reports to the Center Director).

3.10.1.3 Requesting organization submts deviation or waiver
request to the Directives Manager, who will assign the

devi ati on/wai ver(s) a unique nunber and track it through
approval / di sapproval . The devi ati on/waiver will be submtted to
the DCB for a 5-day review prior to approval. The Directives
Manager or DCB Chair may shorten or elimnate the DCB review
period in exigent circunstances or when the Directives Manager or
DCB Chair determ nes that the issue is not significant enough to
warrant DCB i nvol venent.

3.10.1.4 The Directives Manager will route requests for
devi ati ons and wai vers through the Chief Counsel for concurrence
prior to subm ssion for approval.

3.10.1.5 The Center official or designee who signed the
directive to which the deviation or waiver is being requested
approves or di sapproves the devi ation/waiver request. The
request may al so be approved subject to conditions as stated by
t he approving official.
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3.10.1.6 The Directives Manager will notify the requesting
organi zation of the disposition of the deviation/waiver request,
update the applicable directive(s) docunent information on the
Master List, and file approved deviations and waivers as quality
records.

3.10.1.7 Wthin 30 days follow ng the approval of a revision of
a directive with a deviation and/or a waiver, the requesting
organi zati on nust revalidate the need for the deviations/waivers
and submt a revalidation request (nmeno) to the Directives
Manager. |If no response is received, deviations/waivers wll be
cancel ed.

3.11 Agencyw de Managenent Directives

NASA Managenent Directives fall into two categories - those which
are informational in nature and require no action by MSFC, and
t hose which require action by the Center.

3.11.1 Informational

3.11.1.1 Those which are of no concern to this Center, such as a
directive pertaining only to NASA Headquarters.

3.11.1.2 Those which pertain to another NASA installation, such
as that Center’s charter and organizational chart.

3.11.2 Action

3.11. 2.1 Those which have Agencyw de applicability and require
general MSFC conpliance by a specific MSFC organi zati on havi ng
primary interest in or responsibility for the subject, such as
preparation of a report, use of certain contract clauses, etc.

3.11.2.2 Those which require issuance or revision of a |ocal
directive to provide inplenentation.

3.11.2.3 Draft of proposed Agencyw de directives sent to the
field installation for conment prior to approval and
incorporation in the NASA Directives System

3.11.3 Handling of Proposed Agencyw de Directives

3.11.3.1 The DMw Il review all proposed Agencyw de directives
recei ved at MSFC for disposition to the appropriate basic
organi zations for review and comment, and will coordinate the
devel opnent of a response for the signature of the Associate
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Director or designee in conjunction with appropriate Center basic
or gani zati ons.

3.11. 3.2 Director/Manager of basic organi zati ons or designee
will review the proposed Agencyw de directive and forward
comments within the suspense date established by the DM Failure
to meet the required suspense date will result in responses not
bei ng i ncorporated into the final package.

NOTE: Center organi zations receiving this type directive for
comment direct fromthe originating NASA Headquarters office
will, imrediately upon receipt, advise the MSFC Managenent
Directives Manager prior to taking any action.

3.11.4 Handling of Approved Agencyw de Directives

3.11.4.1 Directors/Managers of MSFC organi zations wl|l:

a. \Wen applicable, inplenment Agencyw de directives at the
earliest practicable date. The DMw Il notify affected

organi zati ons of approved Agencyw de directives via MSFC Form
Letter 7. The Director/Manager will conplete the formletter and
return it to the DMwithin the requested tinme frane.

| mpl enmentation may be in the form of:

(1) Conpliance not requiring a Marshall directive;

(2) Revision or cancellation of a Marshall directive; or

(3) Publication of new Marshall directive.

b. Should issuance of an MSFC directive (or revision or
cancel l ati on of one) be necessary, process it in accordance with

t he appropriate guidance offered in this directive.

3.11.5 DM nmaintains reference file of all proposed/ approved
Agencyw de directives.

3.12 Assurance Agai nst Uni ntended Use of (bsol ete Docunents

3.12.1 To assure agai nst unintended use of any previous/obsol ete
version of any docunent within the Directives Master List, conply
with one of the foll ow ng:

3.12. 1.1 Destroy the docunent, or
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3.12.1.2 Mark if retained, “FOR H STORI CAL PURPCSES ONLY,” “FOR
LI M TED APPLI CABI LI TY,” “REFERENCE,” etc., (e.g., on the face of
t he docunent, a file cabinet or drawer, a bookcase or shelf), or

3.12.1.3 Oherwise suitably identify (e.g., via explanation).
Verify correct version of a docunent is used in the work being
performed by checking revision status on the Directives Mster
Li st unl ess superseded by contractual arrangenent or custoner

agreenment or other authority.

Provi de docunented authority to use previous/obsol ete docunents
to perform work.

3.13 Requests for Directives

Any person may request a directive fromthe DM or MSFC
Docunent ati on Repository.
3.14 Reporting a Directive Deficiency

Any person may report an MSFC directive deficiency in accordance
with MPG 1280.4 and MA 1280. 4.
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4. RECORDS
Quality Record Repository Peri od of
Ti me

MSFC Directives
(Original) including
DCB docunent ati on
revi ews

Mai nt ai ned in
hardcopy in
Directives Manager’s
of fice

NRRS Schedul e

1/ 72/ B/ 1 [1410]:
Permanent-retire to
FRC 5 years after
cancel l ati on or when
super seded.

Transfer to NARA in
5-year bl ocks when
20 years old

NASA and MSFC
Directives,
Ref erence Fil es

Mai nt ai ned by DM
filed by docunent
nunber/revi si on

| evel

NRRS Schedul e 1/ 72/ E
[ 1410]: Destroy
when super seded,
obsol ete, or no

| onger needed

Mast er List of MSFC
Managenent
Directives

(El ectronic)

Mai nt ai ned by DM

NRRS Schedul e 1/ 72/ E
[ 1410]: WMaintai ned
current; destroy
when super seded,
obsol ete, or no

| onger needed

M nut es of DCB
Meet i ngs (Paper
Copi es)

Oiginal maintai ned
by office of DCB
Chair in file
cabinet filed by
dat e

Ref er ence copy
mai nt ai ned by DM i n
file cabinet filed
by date

NRRS Schedul e
1/14/B. 1(a) [1150]-
Permanent; retire to
FRC when 2 years
old. Transfer to
NARA when 20 years
ol d, whi chever is
sooner

NRRS Schedul e

1/14B. 1(b) [1150] -
Destroy when 3 years
old or when no

| onger needed for
ref erence, whichever
i S sooner

DCB Charter (Paper
Copi es)

Oigi nal maintai ned
in DMs office filed
in MPD 1150.1

NRRS Schedul e
1/ 14A. 2 [ 1150] —
Destroy 2 years
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after term nation or
di ssol venent of
Boar d

DCB Menber shi p
(Meno — paper

Oiginal maintai ned
in office of DCB

NRRS Schedul e
1/ 14A. 2 [ 1150] —

copi es) Chair in file Destroy 2 years
cabinet filed by after term nation or
dat e di ssol venent of
Board
Ref er ence copy NRRS Schedul e
mai ntai ned by DM in 1/ 14/ A. 2 [ 1150] -
file cabinet filed Destroy 2 years
by date after term nation or
di ssol venent of
Board
CGeneral Ofice Mai ntained in DM s NRRS Schedul e 1/78/C
Files, Record of office in file [ 1442] - Destroy or

Headquarters’
Directives Revi ew
Acti ons

cabinet filed by
directi ve nunber

del ete when no
| onger needed

Mar shal | Managenent
Directives
Devi ati ons/ Wi vers

Oigi nal maintai ned

in DMs office filed
by devi ati on/ wai ver

nunber

NRRS Schedul e

1/ 72/ B/ 1 [1410]:
Permanent-retire to
FRC 5 years after
cancel l ati on or when
super seded.

Transfer to NARA in
5-year bl ocks when
20 years old

Resul ts of Annual
Revi ews of
Directives

Mai nt ai ned by DM

NRRS Schedul e 1/ 78D
[ 1442] (N 1-9h).
Destroy when 1 year
old or when no

| onger needed,

whi chever is sooner.
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5. FLOW DI AGRAM
DCB PROCESS
3.1
Cent er MPD 1150. 1
Director
est abl i shes Charter MC 07
DCB.
3.2

OPR establ i shes need for new
or revised directive or

cancel l ation of a directive.
If need for directive is

clear, the DMwill consult
the DCB for agreenent.

v

3.3
OPR prepares

t he docunent.

-

OPR sdbm’ts
draft
docunent to
the DM
3.5 3.6 3.10
Docunent Cancel | ati on Devi ati on
Revi ew and of a Docunent Fllr%cveesrs
Di sposition

&
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3.5.1 )
Draft document is
accessible (review 10
days) or subsequent draft
docunent is subnmitted for
5-7 day review, DCB
notified.
A J
3.5.2
DCB revi ews
and eval uates
docunent
3.5.3
DCB i ndi cat es
di sposi tion of CONCUR
revi ew
3.5.4
3.5.5 ~3.5.6 CPR resol ves
OPR resol ves OPR i's unable to conflicts/
conflicts/issues resol ve i ssues with no
with changes to conflicts/issues changes to
document docunent
Submi t for 3.5.7 3.5.10
revi ew or Convene Cd?:(’)F({:Jn%rn‘{t\art%S
call DCB formal DCB oM
!
3.5.11
3.5.8 NONCONCUR DM prepar es
DCB docunents final
basis for docunent
deci si on
3.7.1
3.5.9 DSA ensures
DSAdr e;mves biar::fkgouinsd
raft -
docunent from accessi bl e
\ the system / ‘
CONCUR wi t h 7
3.7.3 mej or changes Fi nal 3‘do‘cur'rent
Issue are submitted for
resolved with Dir/Ofice Head
DM and OPR appr oval
l CONCUR/ CONCU
3.7.4 wi th changes
M nor changes
i ncor porated by
DCB notified
, []
CONCUR Wi t h CONCUR/ CONCU
3.7.6 mj or changes ) 3.7.5 wi th changes
| ssues are Fi nal docurent
resolved with |g subnmitted for
DCB Chair, Chi ef Counsel A3
DM and OPR revi ew
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3.7.8
3.7.9 NONCONCUR Fi nal docunent
DSA renoves submitted to
draft Associate Dir. and
docunent from Deputy Dir. for
systen concurrence
CONCUR/ CONCUR
w/ changes
3.7.10
M nor changes
i ncorporated by DM
DCB notified
3.7. 11
Fi nal docurent
submitted to
approvi ng authority
\A
3.7.12
Cent er
Director or
desi gnat ed
per sonnel
3.7.12.1. a. 3.7 12.1 3.7.12. 1. c.
di fg&r io\‘/’gdi s Directive is Directive not approved;
added to the approved DM notifies OPR
Mast er Li st that docunment was not
approved; docunent is
ar chi ved

3.7.12.1.b.
Comments are
i ncorporated; resubnmtted
to Chief Counsel for
concurrence and approvi ng
authority; DM notifies
DCB of changes

3.7.13
DM r enpves cancel ed
directive from Master
Li st; places docunment in
Repository cancell ation
list, maintains office
record of obsolete
docunent

3.7.14
DM sends notification to
al | enpl oyees, DCB
menbers, and OPR
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3.6.1
OPR subm ts
request to

cancel a
docunent

3.6.2
DCB revi ews and
eval uates the
request and
i ndi cat es
di sposi tion

l

CONCUR W TH COMVENTS/
NONCONCUR

CP§.6.4 ‘ 3.6.3
canno -
resal ve ot
conflicts/ i ssues
i ssues
3.6.7
3.6.5
DM r ecommends
fg?ggfngéB CONCUR cancel | ati on
of docurnent
NONCONCUR
3.6.6 )
DCB docunents basis Proceed to
for decision; step 3.7.1
document renmai ns from previous
approved for use di agram
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3.10.1.2

Requesting org.
recei ves approval of
devi ati on/wai ver from
their Directorate
| evel

3.10.1.3
Requesting org.
submts
devi ati on/ wai ver
request to DM DM
assi gns nunber

Y

3.10.1. 4
The DM routes requests
to Chief Counsel &
Dir., Human Resources
for concurrence

3.10.1.5
Responsi bl e Center
of ficial
appr oves/ di sapproves
request

3.10.1.6
DM notifies requesting org.
of disposition of
devi ati on/ wai ver; updates
applicable directives and
Master List, and files as
quality record

4

3.10.1.7
/ Requesting org. nust \

reval i date need for dev/wav
and submit request to DM
wi thin 30 days of rev.
approval ; if no response,
dev/wav will be cancel ed
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APPENDI X

STANDARD FLOW DI AGRAM SYMBCLS

Lines indicate data flow Basic pr
symbol labeled with
_— the corresponding
. . paragraph number.
Use arrows for increased clarity
| ndi cat ed option
Decision Preparation

Block

Q

Connector
Basic Data
Document
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