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1. Purpose

This procedure defines the Flight Vehicle R&T Division’s process for identification, management, and performance of research tasks in support of NASA programs and projects.  This procedure includes how the branches define and delegate responsibility and authority and set quality objectives for all work involved in completing the tasks.

2. Scope

The responsibilities and authority defined in this procedure apply to all civil service and resident personnel who identify, plan, manage, and perform tasks within the Division in support of NASA research programs. 

3. Definitions and Acronyms

	3.1. 
	Task
	An individual area of research supporting program(s) performed by Code AU or one of its branches.

	3.2. 
	Task Plan Manager
	Manages specific task plan(s) approved by Program and Line management.

	3.3. 
	Task Plan
	Defines the purpose, approach, resource allocation, other specific requirements and products that define a research task.

	3.4. 
	Task Team
	Group or individual working on a task under the direction of the Task Plan Manager.

	3.5. 
	Branch Chief
	The Branch Chief or his delegated representative.

	3.6. 
	Division Chief
	The Division Chief or his delegated representative.

	3.7. 
	Resource Allocation
	Assignment or deployment of personnel, facilities, equipment, and funds based on analysis of task requirements.

	3.8. 
	Customers
	NASA Program Offices, U.S. aerospace companies, the U.S. Department of Defense, and other Government agencies.

	3.9. 
	Products
	Reports, technical papers, and conference presentations resulting from theoretical analysis and aeronautical and flight research data


4. Responsibilities

4.1
Each Task Plan Manager shall: 
4.1.1. Define, develop and manage all Task requirements approved by appropriate NASA Program Management processes.

4.1.2. Oversee and execute the Task Plan and resource allocation. 

4.1.3. Monitor the Task through to completion; ensure that it follows the Task Plan. 

4.1.4. Ensure that the final results comply with: 

APR7100.1 Management of Basic and Applied Research.

Ames Research Center Export Compliance Program

AU.0002 Publication of Technical Reports and Papers

4.1.5. Complete all efforts identified in the Task Plan.

4.1.6. Transfer all appropriate products per the Task Plan to the customer. 

4.2. The Task Team shall perform the various efforts in support of the Task Plan to satisfy the requirements of the Task. 

4.3. The Branch Chief shall be responsible for: 

4.3.1. Reviewing and approving each Task Plan within the Branch.

4.3.2. Coordinating efforts throughout the Branch and reviewing products generated by the Task Team.

4.3.3. Ensuring review, revision, and coordination of Tasks with AU Division Chief.

4.3.4. Ensuring that the requirements for employee training are fulfilled throughout the Branch.

4.4. The Division Chief shall be responsible for managing the Division in accordance with APR1220.1 Management Objective & Accountability and APR7100.1 Management of Basic and Applied Research, and shall:

4.4.1. Review and coordinate all Division tasks.

4.4.2. Ensure review of Tasks with Directorate.

4.4.3. Ensure that the requirements for employee training are fulfilled throughout the Division.

5. Procedure

5.1. The Task Plan Manager identifies potential research tasks through interaction with Program management and Branch customers. 

5.2. The Task Manager develops a proposed Task Plan and submits the proposed Task Plan to the Branch Chief for review. 
5.3. The Branch Chief reviews the proposed Task Plan and submits the proposed Task Plan to the Division Chief for review.

5.4. The Division Chief concurs with the proposed Task Plan or suggests revisions to the proposed Task Plan and informs the Branch Chief. 

5.5. If the proposed Task Plan is rejected, the Branch Chief informs the Task Plan Manager in writing, and explains the decision.  The Task Plan Manager then informs Program management. 

5.6. If the proposed Task Plan requires revision the Task Plan Manager makes the appropriate changes and then resubmits the proposed Task Plan to Branch Chief for further review per paragraph 6.3 above and the Branch Chief approves.

5.7. The Task Team conducts the theoretical and computational studies, tests, and analyses as required to complete the task in compliance with APR7100.1 Management of Basic and Applied Research.

5.8. Any Task Team member can submit products to the Branch Chief for approval. 
5.9. The Branch Chief approves or rejects the products and submits the products to the Division Chief for approval or rejection.

5.10. The Division Chief suggests revisions or accepts the products.

5.11. If the products are to be revised then the suggested revisions are provided to the Task Team member.  The Task Team member incorporates them, and resubmits the products to Branch Chief for approval. 

5.12. If the products are accepted, the Branch Chief informs the Task Team member of acceptance and instructs him to distribute the products. 

5.13. The Task Team member shall distribute the products to the customer according to the Task Plan.  

5.14. The Task Team member notifies the Task Plan Manager of the completion of the products.
5.15. The Task Manager shall verify that all steps in the Task Plan have been fully completed consistent with Program Management processes and procedures. 

6. Metrics

The Task milestones shall be consistent with those in the Organizational Profile for the Flight Vehicle Research & Technology Division.

7. Records

The records required by this procedure are identified in the table below and in accordance with APD1440.1 shall:

7.1. Be collected by the Branch Chief or Division Chief, as appropriate

7.2. Be indexed as listed in the table below

7.3. Be accessed via request to the Branch Chief

7.4. Be filed and stored as hard copies in the Branch Office files

7.5. Be retained at a minimum as listed in the table below

7.6. Be maintained in an office environment

7.7. At the end of their retention period, be disposed of as listed in the table below

	Record Identification
	Indexing
	Disposition
	Retention

	NF 1727 (EPCS)
	By Employee name
	Shredded
	Duration of AU assignment

	ARC 310
	By Title and Author
	Trashed
	3 Years

	NASA 1676
	By Title and Author
	Trashed
	3 Years

	ARC 1676A
	By Title 
	Trashed
	3 Years

	Task Plan
	By Title
	Trashed
	3 Years


8. Form(s)

Forms applicable to this document:

	Form Number
	Title

	NASA 1727
	NASA Employee Performance Communication System (EPCS)

	ARC 310 
	Review and Authorization Form for Papers to be Published

	NASA 1676
	NASA Scientific and Technical Document Availability Authorization (DAA)

	ARC 1676A
	Export Control Public Domain Declaration (PDD)

	Task Plan 
	Task Plan Using Program Identifier


9. References
	REFERENCE DOCUMENTS

	Document Number
	Document Title

	APR1220.1
	Management Objective & Accountability

	APR7100.1
	Management of Basic and Applied Research

	
	Ames Research Center Export Compliance Program

	APD1440.1
	Records Management

	
	Employee Training

	NF 1727
	NASA Employee Performance Communication System (EPCS) 

	AU.0002
	Publication of Technical Reports and Papers


10. Revision History
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