JSC DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC –STD-123.  See work page for instructions.)


	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Standard Operating Procedures 
	7/23/03
	10
	NNJ04JA52C

	4.  Use (Define need for, intended use of, and/or anticipated results of data)
	5.  DRD Category:  (check one)

	These procedures shall provide guidance for interfacing with other organizations and specific tasks required in the process of meeting customer requirements, and shall instruct technicians, production personnel, and other users in the proper setup and operations of systems.  These procedures are not intended to document the details of how the tasks or interfaces are to be accomplished. 
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	Technical

Administrative

SR&QA

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRDs) (Optional)

	
	

	8.  Preparation Information (Include complete instructions for document preparation)

	A.  NASA will provide existing SOPs, if available, the Contractor shall review SOP and determine if any modifications are required and submit Standard Operating Procedures documentation where required.  SOPs shall include the detailed instructions necessary to provide the products and services as described in the SOW.  These procedures shall

1. Describe each system in terms of the requirements it fulfills, the equipment comprising the system, and any interconnection to other systems

2. Reference system engineering drawing numbers

3. Reference manufacturers’ operations manuals

4. Give specific details on setup configurations related to the intended equipment functions

5. Give step-by-step system check instructions that, when performed, verify the system is functioning as designed

6. Give step-by-step instructions on how to operate the system equipment to achieve every stated purpose of the system, including references to manufacturers’ manuals when appropriate

7. List the required customer interfacing tasks

8. List other procedures applicable to performing a specific system operation (e.g., NISN procedures should be referenced in documents related to establishing an inter-center video teleconference)

9. Cross reference any corresponding Standard Operating Procedures

10. Reference preventive maintenance procedures

B.  The Contractor shall create and maintain detailed instructions necessary to manage, maintain, and distribute the still photography, video, film, and audio collections to the news media and other clients as described in the SOW.

These procedures shall describe 

1. Products to be distributed

2. Means of distribution

3. Record keeping of distributed imagery including customers and organizations supported

4. How the products are organized in the library

5. How tasks assigned will be scheduled, performed, and managed

6. Each information search system in terms of the requirements it fulfills, the equipment comprising the system, and the interconnection to other systems

The Contractor shall review and update this document annually. 











