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1. GENERAL INFORMATION
1.1 Scope

This Organizational Instruction (OI) describes the management processes which the Pressurized
Carriers Group (PCG) utilizes to manage assigned projects and meet the requirements established
by the MSFC Quality System.

1.2 Purpose
The purpose of this document is to establish management standards for assigned flight projects

and to implement the requirements of MWI-7120.1 and FPD-OI-FDO1.1.

1.3 Applicability
The instruction applies to all projects managed by the PCG. All projects worked by this group
are required to implement the requirements of this OI to assure conformity to the MSFC
standards and policies for project management.

2. APPLICABLE DOCUMENTS

Revision levels of documents are not shown. The latest revision will be used unless otherwise
required by contractual requirements or other regulations. In this case the letter revision of the
document will be given.

FPD-OI-FDO1.1 Management Process

FPD-OI-FDO01.2 Authorization and Control of OI's

FPD-OI FDO01.3 ISS Technical Task Agreement Process

MPG 1230.1 Center Resources Planning Process (currently in review)
MPG 7120.1 Program/Project Planning

MPG 7120.3 Programs/Projects Data Management

MPG 8040.1 MSFC Programs/Projects Configuration Management
MPG 8060.1 Design Control

MPG 8715.1 Marshall Safety, Health, and Environmental (SHE) Program
MWI 5100.1 Procurement Initiators Guide

MWI5113.1 Credit Card Operating Procedures

MWI 7120.1 Project Quality Plan

MWI 8040.1 Configuration Management Plan, MSFC Programs/Projects
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NPG 7120.5 NASA Program and Project Management Processes and
Requirements
3. ACRONYMS and DEFINITIONS
3.1 Acronyms
cM Configuration Management
COTR Contracting Officer's Technical Representative
CWC Collaborative Work Commitment
ESA Executive Support Assistant
FPD/FD Flight Projects Directorate
IAW In Accordance With
MSA Management Support Assistant
MSEC Marshall Space Flight Center
NASA National Acronauticé and Space Administration
Ol Organizational Instruction
PCG Pressurized Carriers Group
QR Quality Record

3.2 Definitions

Collaborative Work Commitment A Collaborative Work Commitment is a document that
defines the tasks and resources required to accomplish in-house work for the next fiscal year and
signifies commitment of the Project Manager, Task Manager, and Supporting Organizations to
provide the resources.

Configuration Control Directives Configuration Control Directives are directives which
change project requirements or content.

Contracting Officer's Technical Representative A COTR is a qualified Government employee
appointed by the Contracting officer to act as their technical representative in managing the
technical aspects of a particular contract. The Technical organization is responsible for ensuring
that the individual they recommend to the Contracting Officer possesses training, qualifications,
and experience commensurate with the duties and responsibilities to be delegated and the nature
of the contract.
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Project Projects are defined as the set of activities associated with the design, development,
production, integration, verification, mission operations, and data analysis of space station
elements. Certain phases, for example data analysis, may be exempted by customer agreement.

Project Plan The Project Plan is the basic planning document that describes the overall technical
and management concepts that will be utilized to manage the project. The Project Plan sets forth
the guidelines and constraints under which the project will be executed. The plan is consistent
with MSFC management instructions and directive.

Review Data Review Data consists of (1) technical data (including functional and performance)
from components, subsystems, or systems presented at project baseline reviews; (2) minutes from
project baseline design reviews; and/or (3) actions from project reviews.

"Stoplight'' Criteria Stoplight criteria represent a method of evaluating Program/Project
compliance and risk management. The cost, schedule, and technical performance of a
Program/Project are tracked and evaluated against predefined expectations.

4.0 INSTRUCTIONS

4.1 Document Customer Requirements
Customer Agreements are to be documented in the form of technical task agreements or program

plans unless otherwise designated by the PCG Lead. Collaborative Work Commitments are used
for tasks performed by or for other MSFC organizations.

4.2 Project Plans

4.2.1 Development in accordance with NPG 7120.5
The project plan is to be developed in accordance with the requirements of NPG 7120.5,

Management of Major System Program and Projects.

4.2.2 Content
Project plans will address all topics identified in NPG 7120.5. Additionally, project plans will
address the following:

4.2.2.1 Configuration Management (CM)
Design and data control will be in accordance with MPG 8040.1. The FD24 Group CM Plan is

retained as a Group Quality Record.

4.2.2.2 Design Reviews
Identify design reviews planned for the program/project. Design reviews are conducted in
accordance with MPG 8060.1.

4.3 Internal Task Agreements
Internal Task Agreements (ITAs) are to be prepared and executed in accordance with FPD-OI-

FDO01.3, ISS Technical Task Agreement Process.
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4.4 Collaborative Work Commitments
When support is requested from or provided to another organization, Collaborative Work
Commitments (CWC's) are developed between the Managing Organization and the Performing
Organization for the products and services required. CWC's only cover tasks within MSFC, but
the cooperating organizations may be either internal or external to the Flight Projects Directorate.
The CWC's are developed in accordance with MPG 1230.1, "Center Resources Planning Process"
(currently in review), which covers the CWC process in detail.

4.5 Quality Plans
The PCG Quality Plan (ISS-MPLM-Plan-019) will be in accordance with MWI 7120.1 and is

written by the Quality Assurance Representative.

4.6 Execute Project

4.6.1 Project managers are to execute assigned projects according to the project plan
and/or technical task agreement. See Figure 1.

4.6.2 The project manager will manage and report project status using the following
four categories:

1. NPG 7120.5 Compliance and Risk Management
2. Cost

3. Schedule

4.

Technical Performance

These categories will be reported using the "stoplight” criteria. In the event one of the categories
is not green in status, the project manager will develop an event report detailing the recovery
plan.

4.7 Safety Meetings
Safety meetings will be in compliance with MPG 8715.1, Marshall Safety, Health, and

Environmental (SHE) Program, Section 3.1.10.1. The safety meetings are required monthly, may
be a part of regular office staff meetings, and are expected to represent 15-20 minutes on the
agenda. The safety meeting records will be maintained on the Supervisor Safety Web Page (as
required by MPG 8715.1, paragraph 3.1.10.1 a. (2)).

5.0 NOTES

5.1 Project Manager
The project manager’s prime responsibility is to assure that the customer’s requirements are

successfully met within the scheduled time frame and resources provided. The project manager
implements that responsibility via the project plan/task agreement. The project manager will
serve as the primary interface with the customer. During implementation, the project manager
serves as the interface with other NASA Centers, government agencies, contractors, universities,
foreign governments, and the customer with respect to technical, contractual, and resource
matters.
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5.2 Manager of Pressurized Carriers Group
The PCG Lead provides senior level management to the various projects within the organization.

The PCG Lead is available to counsel the individual project manager(s) on all matters pertaining
to the successful management of the project based on his/her experience and expertise. The PCG
Lead provides the higher level interface with other MSFC organizations, other NASA Centers,
government agencies, contractors, universities, and foreign governments when the need arises.

6.0 SAFETY PRECAUTIONS AND WARNING NOTES

None

7.0 APPENDICES, DATA, REPORTS, AND FORMS

None

8.0 QUALITY RECORDS

Quality Records are documents that are maintained to demonstrate both MSFC conformance to
specific requirements and the effective operations of the MSFC system. Quality Records for the
PCG are listed in the following table. Credit card records are not considered Quality Records, but
must be maintained by the credit card holder. The cardholder file is a government contract file
maintained and dispositioned in accordance with the applicable Federal Acquisition Regulations
(see MWI 5113.1).

Record Description of Authority Retention Notes
Title Record
Project Plan Basic planning document | MPG 7120.1A Until revision Maintained by the
(Project QR) | that sets forth guidelines Project Manager in
and constraints under accordance with
which the project will be MWI 8040.1
executed.
Review Data | Technical data from MPG 7120.3 At least 1 year Maintained by the
(Project QR) | components, subsystems, after project Project Manager in
or systems presented at completion accordance with
project baseline reviews; MWI 8040.1
minutes from project
baseline review; and/or
actions from project
reviews.
Configuration | Directives which change { MPG 8040.1B At least 1 year Maintained by the
Control project requirements or after project Project Manager in
Directives content completion accordance with
(Project QR) MWI 8040.1
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Record Description of Authority Retention Notes
Title Record
FPD-OI- This OI FPD-OI-FDO01.2, | Until revision Signed original.
FD24.1 paragraph 4.1 Maintained by the
(Group QR) Group Lead and
filed by the FD24
MSA
Configuration | To describe how MPG 8040.1B Until revision Maintained by the
Management | configuration Group Lead and
Plan management will be filed by the Group
{Group QR) implemented MSA
Collaborative | Electronic File in the MPG 1230.1 Until revision Maintained by the
Work Center Resource FD11/CRPS
Commitments | Planning System. Representative.
{Group QR)
Internal Task | File containing signed FPD-OI-FDO1.3 Until revision Maintained by the
Agreements ITA's that define Group Lead and
(Group QR) agreement with customer filed by the Group
MSA
Group To provide instructions MPG 7120.1 Until revision Maintained by the
Sustaining for Project SMA Group Lead and
Engineering filed by the Group
Plan (Group MSA
QR)
Special Memorandum for record | COTR Training | Forever; updated Memorandum is
Training with COTR and Credit Requirement: as employees kept and
Card Holder Training MWI5100.1, transfer in or out maintained by the
listing employee and paragraph 3.3.1.1 | of the office. FD24 MSA
training dates.
Credit Card Official COTR
Holder Training: and Credit Card
MWI5113.1, Holder Training
paragraph 6.c(4) Records kept by
PSO1, Procurement
Office.
Safety Contains completed MPG 8715.1, Beginning in
Meeting File | forms (Appendix A of Section 3.1.10.1. | Fiscal Year 2001,

this document) that
documents Safety
Meetings. It includes the
topic, safety-related
meeting minutes, and
signatures of
participants.

(requirement for
safety meetings,
and retention of
records with
attendees and
meeting content)

records will be
maintained on the
Supervisor Safety
Web Page.

9.0 TOOLS, EQUIPMENT, AND MATERIALS

None
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10.0 PERSONNEL QUALIFICATION, TRAINING, AND CERTIFICATION

All employees are considered fully qualified to perform their assigned functions and no specific
additional training for job performance or skills certification has been identified as required for
any personnel within the FPD with the following exceptions: some employees serve as
Contracting Officer's Technical Representatives (COTR) and are required to complete COTR
training before performing this role, and some employees, usually at least one in each office at the
lowest organizational level, must be trained in the use of small purchase credit cards.

An employee shall be considered qualified to fill his/her initial position when the individual is
hired and successfully completes the three-month probationary period.

An employee’s qualifications to fulfill increased responsibilities within the same organization
shall be determined by the individual’s supervisor based upon the employee’s past performance
and the supervisor’s judgment of the employee’s capabilities.

When a vacancy exists, the position description for that vacancy shall establish the qualification
requirements for that position.

11.0 FLOW DIAGRAM

The following diagram graphically depicts the process for conducting business within the
Pressurized Carriers Group.
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FIGURE 1: Pressurized Carriers Group Management Process
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