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Introduction

Scope 

The Space Technology Division is responsible for ensuring the quality of all of its products and services. This policy covers the review process for all communications pertaining to and representing the work, products and services of the TS Space Technology Division. 

It applies to Publications, White Papers, Proposals, Customer Deliverables, Presentations, and other miscellaneous communications that represent the work done in the Space Technology Division. 
Policy format

This policy is designed as an overview of Division requirements. 

The review requirements pertaining to each type of communication is highlighted separately.
Policy: 
Communications Review 

Organization
The Space Technology Division Document Specialists will establish and maintain documentation as required within the policy for the Division.

Space Technology Branches are responsible for establishing and maintaining paperwork requirements and flow within their area to meet the requirements of the policy.

Noted in each section following are the Division requirements for each specific communication type.
Publication

This includes NASA publications, external publications and auxiliary data, Conference Presentations and Posters (authored within the Division). 

· Follow the 1676/310 process specified in AMS procedure Management of Basic and Applied research (APR7100.1). 

For more information, see: http://server-mpo.arc.nasa.gov/Services/AMS/

· The center is moving to an electronic process—NF1676 STI/DAA System—that addresses some regulatory changes.  The electronic system will be used when it is tested and operational. Expected operational date is January 2009.

· The technical review is delegated to the Branch of the principal Division author—this can be any author.  The principal author in conjunction with their direct line manager selects the appropriate number (a minimum of 2) of peer reviewers.

· When authors from multiple divisions (or other organizations) are involved, the Division may delegate the review process to another Division or require parallel reviews. However, talk rehearsals will be in the Division of the author giving the presentation.

· Peer reviewers are responsible for reading the document and making both technical and editorial comments. Technical reviews are to be equivalent to an external peer review for the relevant publication medium. It is expected that there will be a free exchange of information between the reviewers and authors as part of the research process. Disputes are to be resolved by the responsible line manager or the Division Chief.

· Intra-branch peer reviewers are expected.  When only inter-branch peer reviews are provided, the Division will consult with the Branch Chief and may require additional reviews.

· All staff researchers are expected to participate in the review process including participation as reviewers and attendance at practice talks.

· Authors presenting (oral presentations) at conferences or workshops are to schedule a talk rehearsal, including both Branch and Division Management in attendance. The talk rehearsal should be competed no later than 10 days before the beginning of the conference.

· If in response to an external review process (i.e. journal), it is necessary to add data to the manuscript or modify the conclusions or substantially modify the text, then the export approval (1676 process) needs to be repeated.

· If the same paper/presentation is to be presented to a new audience, the 1676 process needs to be repeated. The cover sheet can carry a comment, noting the information on the prior presentation.  Normally, if the audience of the new paper/presentation is similar to the original, and the ITAR/EAR designation is the same, then the approval can be by a simple memo from the division office.
· Copies of materials (manuscripts, presentations, and posters) need to be provided to your Branch Management and to the Division Archivist. These are to be provided electronically.

· For projects that have been designated “Alt 2”, the UARC approval process should be used.  Copies of these materials also need to be provided to the Branch Management and the Division Archivist.

White Paper

White Papers that are to be distributed outside of the Division require Division Management approval.  Depending on the nature and purpose of the white paper, the publication and/or proposal process may be also required. 

Proposal

The proposal approval process is specified in APD 8000.1 and in the interim Policy IPS 8000.1. 
For more information, see: http://server-mpo.arc.nasa.gov/Services/AMS/ 
Some of the key points from this APD 8000.1 are:

· PI must obtain approval from the Division before starting to write a proposal. 

· PI must obtain review and approval from Division management (or higher) prior to proposal submission. If the total proposal value is above $2M then there are additional review requirements.

· Notices of Intent (NOI) and Letters of Intent (LOI) are not included in this policy. 

· Proposals involving more than one Division need to be reviewed by each participating Division.

· For proposals involving flight projects, a Strategic Research Council appointed board review is required.

· Pricing must conform to the pricing template approved by Ames CFO.

· All proposals submitted from the Center must be sent to the Ames Proposal Archive.

· The Interim Policy IPS 8000.1 requires that any new business pursuit activity, including all types of proposals, collaborative activities and agreements, partnerships or potential deals, inside or outside of NASA must register all such activities with the new business Pursuits Registry at http://newbusiness.arc.nasa.gov/registry.

In addition, the Space Technology Division requires that:

· This policy applies to all proposals written or co-written by Division members with the intention that any part of the work will be done at ARC.

· This policy applies to proposed Space Act Agreements.

· For the initial approval to write a proposal or work on the development of proposal concept, a brief summary of the proposed activity must be submitted (to the Division) with the request to proceed. 

· The Division Control Board will be utilized to review all proposal activities involving entry, descent and landing technologies with a proposed cost of over $500K.

· The Division may assign Capture Managers or Points of Contact for the proposal development and the technical teams to support the development. Division POC will be assigned for all proposals involving significant EDL technologies (>$500K).

· The Division pricing template must be used for costing of Division activities with final cost approval by the Division Control Board.

· Division reviews for both technical content and costing must be completed before proposal submission. Where the Division is contributing to a larger proposal, the Division review will be for the Division inputs to the proposal.

· In general, the proposal summaries (Notices of Intents) for all proposal activities that are approved for development will be made available to the entire Division.

· The approval to develop a proposal may be by email.

· All proposals that are submitted need to be sent to the Division Archivist.

Customer Deliverable

This applies to formal items specified in customer or task agreements including reports, presentations at project reviews/workshops, experimental data, databases, experimental processes, and flight hardware.

The Division is responsible for the quality objectives for all work.  This is accomplished by:

· Annual reviews of 1/3 of the processes owned by the Division and Branches to certify that the processes are effective and efficient. 

· Annual reviews of all projects to ensure that the processes employed are consistent with “best practices.”

· Project status/issues meetings. 

· Division staff attendance at major project reviews.

· Approval of task agreements.  The Division may specify division review requirements for deliverables during the task approval process.

· A customer request to review specific products or processes.

· Annual review of Division research activities.

· External reviews of major products and periodic external reviews (approximately every three years) of Division activities and facilities.  

Division Report / Action Response

This includes reporting and presentations associated with Division Milestones or Goals and formal Division action items.

· Division approval is required.

· Copies of presentations and reports are to be sent electronically to the Division Archivist.

External Peer Review Material

This includes Division sponsored external peer review presentation materials.

· External peer review materials need Branch/Division management approval before presentation.

· Copies of all presentations are to be sent electronically to the Division Archivist.
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