EDCM Sample Task Order
Contract #:  TBD

I) BACKGROUND:
The Engineering Directorate (EA), including its Offices and Divisions, is responsible for providing engineering support for the analysis, design, development, and test of space flight programs assigned to JSC, including the Space Shuttle, Space Station, and other advanced spacecraft.  EA is also responsible for complete in-house design, development, manufacturing, and testing of certain Government-Furnished Equipment (GFE) that support these space flight programs. In addition, EA manages and maintains expertise in test facilities and computation complexes to support the above responsibilities.

II) GOVERNMENT PROPERTY:  See Government Property List in contract.

III) TASK ORDER SUB LEVELS:

TASK ORDER SUB LEVEL 1

CUSTOMER:  Engineering Directorate (EA, EA2, EA3, EA4), Mailcodes:  EA, EA2, EA3, EA4

NASA TASK MANAGER:  TBD

BACKGROUND

This task provides support to the Engineering Directorate (EA) main office and to the Directorate support offices of EA2, EA3, and EA4.  The work conducted under this task order enables the Directorate as a whole to provide the functions, services, and products the Directorate utilizes internally and also delivers to its customers.

APPLICABLE DOCUMENTS:

In addition to the applicable documents applied in the Statement of Work, the following documents are applicable for the work performed under this sub level task order.  All documents are available via the Division’s Master Documents Lists of the Quality Management System (QMS).  The Master Documents List is constantly evolving.  The contractor shall ensure that the most recent revision of all applicable documents is utilized in performance of this sub level task order.
	Document Number
	Document Title

	EA42-WI-001
	DCE Team Process Procedure

	EA42-WI-002
	DCE Team Process Work Instruction


TASK DESCRIPTION

	Task #
	Task
	Sow Paragraph

	EA-CM1
	Operate the directorate change system by operating and maintaining the EA configuration management receipt desk function.

· Track and coordinate reviews and evaluations of changes and actions for EA, EA2, EA3, and EA4
· Maintain EA changes and Directorate Actions in EA status and tracking logs

· Track and submit change requests and evaluations between the Engineering Directorate and the Directorate’s customers
· Receive, log, and distribute information for Directorate-level reviews

· Receive, log, and track documents received by EA2 for Directorate signature
	3.1

3.2

3.4

3.5

	EA-CM2
	Provide CM for Directorate-level board activities to include the Engineering Activity Review Board (EARB); Engineering Directorate and Space Life Sciences Review Board (ESRB); EA Readiness Reviews; and other EA, EA2, EA3, and EA4 boards.

· Serve as the Executive Secretary

· Coordinate meetings and agendas

· Distribute agendas

· Prepare and distribute meeting minutes

· Record, distribute, and track actions
	3.3

3.4

	EA-CM3
	Maintain and audit Engineering Directorate’s quality records resulting from change records, Directorate-level review boards, and products generated by the Directorate.
	3.4

3.6

	EA-CM4
	Provide technical writing assistance for Directorate ISO documentation
	3.7

	EA-CM5
	Perform CM for the Directorate DDMS activity.  

· Receive, log, track, and distribute CRs and evaluations.

· Maintain the electronic change folder system.

· Operate a DDMS CM Receipt Desk.

· Serve as the Executive Secretary for the DDMS CCB.
	3.1

3.3

3.4


TASK ORDER SUB LEVEL 2

CUSTOMER: Biomedical Systems Division (BSD), Mailcode: EB
NASA TASK MANAGER:  TBD

BACKGROUND 

The purpose of this task is to provide flight hardware and software configuration management and control systems administration to the Biomedical Systems Division (BSD).  The contractor shall process all requested configuration changes in accordance with Biomedical Systems Division's work instructions EB-WI-0003 & EB-WI-0002.  The task provides comprehensive systems and services such as change system support, documentation management, resources and schedule information tracking and reports and configuration data maintenance.

APPLICABLE DOCUMENTS:

In addition to the applicable documents applied in the Statement of Work, the following documents are applicable for the work performed under this sub level task order.  All documents are available via the Division’s Master Documents Lists of the Quality Management System (QMS).  The Master Documents List is constantly evolving.  The contractor shall ensure that the most recent revision of all applicable documents is utilized in performance of this sub level task order.

	Document Number
	Document Title

	EB-WI-0002
	EB Configuration Management Plan  

	EB-WI-0003 
	Configuration Management Change Processing

	EB WI-0004
	Change Procedures for CHeCS Vendor Drawings 

	EB WI-0005
	Work Instruction for Control of Redline Production Drawings 


TASK DESCRIPTION

	Task #
	Task
	Sow Paragraph

	EB-CM1
	Operate a Division-level change system that receives, tracks, logs and distributes both Government Furnished Equipment (GFE) and Contractor Furnished Equipment (CFE) evaluation requests and coordinates response documentation.

· Process all engineering change proposals

· Distribute proposed changes for evaluation

· Coordinate responses to the evaluations with the offeror

· Scheduling meetings

· Perform the duties of the Secretary for the EB Pre-CCB and CCB

· Record and distribute CCB minutes

· Prepare CCB directives, obtain the CCB chairman's approval, and distribute the directives

· Coordinating all CCB activity with NASA and the contractor

· Act as the single point of contact with other applicable NASA Configuration Control Boards

· Maintain by flight project a complete CCB history file on all proposed and approved changes 

· Interface with engineering; manufacturing; Safety, Reliability & Quality Assurance (SR&QA); and other organizations as required to maintain the status of approved changes and the end item product
· Review documents for format completeness
· Coordinate and send change responses to customers, and notify presenters of program board schedules
· Maintain an electronic change system, document and track actions, and provide records management for the BSD change system
	3.1

3.2

3.3

3.4

3.5

	EB-CM2
	Provide services and products to supplement the effort associated with the configuration management of the division-managed facilities in Buildings 36, 56, 57, 241, 361, and 32A.

· Tracking and control of facility documentation, facility reviews and facility change control.
	3.4

	EB-CM3
	Maintain configuration management schedules and agendas to ensure that project or service requirements are implemented in a timely manner. 
	3.4

3.5

	EB-CM4
	Provide control of EB flight project documentation, quality management work instructions, meeting minutes, cost and schedule data, and preventive and corrective actions.

· Maintain updated BSD files, data, project reports and required information.

· Maintain electronic-based information for each EB product.  The information shall be configuration managed, verified, and available electronically.  In those cases where the information is not available electronically, the location and format of the information shall be noted.  Information required for each product shall include drawing packages, Interface Control Documents (ICDs), documents, CRs, open work, test results, inspection reports, and any other information available for the product.
	3.4

	EB-CM5
	Support the CHeCs System Managers by performing the following functions:

· Scheduling the System Problem Resolution Team (SPRT)

· Produce the agendas and minutes for the SPRT

· Track SPRT actions to closure

· Based on OB requirements, maintain an electronic-based listing of SPRT activities

· Support the coordination, writing, submittal, and writing of CRs

· Support the preparation, submittal, and coordination of Joint Cargo Certification Team (JCCT) documentation

· Support the tracking of in-flight anomalies (FIARS)
	3.2

3.3

3.5

	EB-CM6
	Provide production-level CM support to the Division for hardware and software reviews

· Review of engineering drawings, data packages, and other documentation including any changes to the requirements and/or discrepancies noted during inspection

· Evaluate delivered hardware and software products for reconciliation of baseline requirements, implementation of the requirements, current documentation, and the as-built versus the design

· Report audit findings to the EB organization.

· Administer the Division process for control of redlined engineering drawings used in Division manufacturing facilities

· Administer the process for change control of vendor drawings delivered to the ownership of the Division 
	3.1

3.6

	EB-CM7
	Comply with JSC, Engineering Directorate Quality Management System policies and procedures

· Document EB developed work instructions and processes

· Maintain the EB master document control list and provide master list custodian

· Document preventive and corrective actions and provide records management

· Maintain customer feedback forms
	3.4


TASK ORDER SUB LEVEL 3

CUSTOMER: Crew and Thermal Systems Division (CTSD), Mailcode:  EC
NASA TASK MANAGER:  TBD

BACKGROUND The Crew and Thermal Systems Division is responsible for designing, testing, and developing technology for environmental control and life support systems and active thermal control systems for spacecraft and extravehicular crew members, as well as crew equipment and spacesuits for extravehicular activity (EVA) and other hazardous environments. The division provides habitability systems for spacecraft including flight crew equipment and provides test capability in both vacuum and thermal-vacuum environments including specialized human test facilities.

APPLICABLE DOCUMENTS:

In addition to the applicable documents applied in the Statement of Work, the following documents are applicable for the work performed under this sub level task order.  All documents are available via the Division’s Master Documents Lists of the Quality Management System (QMS).  The Master Documents List is constantly evolving.  The contractor shall ensure that the most recent revision of all applicable documents is utilized in performance of this sub level task order.
	Document Number
	Document Title

	WI-EC-4.2-1
	Managing CTSD Work Instruction and Appendix A

	WI-EC-4.9-3
	EC Configuration Control Board Work Instruction 

	WI-EC-4.5-1A 
	EC ISO 9000 Document Control and Checklist

	L-EC-4.9-1-A 
	CTSD Authorized Signature List

	L-EC-4.9-2-A 
	Form Signature Authorization List 


TASK DESCRIPTION

	Task #
	Task
	Sow Paragraph

	EC-CM1
	Operate a Division-level change system that receives, tracks, logs and distributes both Government Furnished Equipment (GFE) and Contractor Furnished Equipment (CFE) evaluation requests and prepares response documentation for CTSD products and services.

· Review documents for completeness

· Coordinate and send change responses to customers

· Notify presenters of program board schedules

· Maintain an electronic change system (ECCM receipt desk), document and track actions, and provide records management for the CTSD change system
	3.1

3.2

3.3

3.4

3.5

	EC-CM2
	· Provide control of all flight project documentation, quality management work instructions, audit reports, meeting minutes, cost and schedule data, and preventive/corrective actions

· Provide electronic access to CTSD files, data, project reports and required information
	3.4

	EC-CM3
	Comply with JSC, Engineering Directorate Quality Management System 2000 policies and procedures and support CTSD Quality Management 2000 compliance with respect to configuration management

· Schedule and conduct regular (usually weekly) audits of Division activities to ensure organizational compliance, supplement the continuous improvement effort, and develop and maintain preventive and corrective action records and files

· Support Division production of project plans, procedures, design review packages, data packages, discrepancy metrics, databases, minutes, schedules, and cost summaries

· Document CTSD developed work instructions and processes

· Maintain the CTSD master document control list and provide master list custodian

· Schedule and conduct CTSD internal audits and support outside audits of the Division

· Document preventive/corrective actions and provide records management
	3.2

3.4

3.5

	EC-CM4
	Develop and maintain Division weekly meetings schedule, Division top-level milestone schedule, and flight project schedules from NASA provided input.  The contractor shall maintain configuration management schedules and agendas to ensure that project or service requirements are implemented in a timely manner 
	3.2

3.5


TASK ORDER SUB LEVEL 4

CUSTOMER: Aeroscience and Flight Mechanics Division (A&FMD), Mailcode:  EG
NASA TASK MANAGER:  TBD

BACKGROUND

None provided.

APPLICABLE DOCUMENTS:

In addition to the applicable documents applied in the Statement of Work, the following documents are applicable for the work performed under this sub level task order.  All documents are available via the Division’s Master Documents Lists of the Quality Management System (QMS).  The Master Documents List is constantly evolving.  The contractor shall ensure that the most recent revision of all applicable documents is utilized in performance of this sub level task order.
	Document Number
	Document Title

	
	None Identified


TASK DESCRIPTION

	Task #
	Task
	Sow Paragraph

	EG-CM1
	Provide CM for the Division activities

· Develop and maintain a comprehensive division wide system which will include configuration control, schedule management, and data/documentation management

· Facilitate the tracking, documentation, and reporting of discrepancy reports, problem reports, and change requests generated against division products
	3.1

3.2

3.4

3.5


TASK ORDER SUB LEVEL 5

CUSTOMER: Energy Systems Division (ESD), Mailcode:  EP
NASA TASK MANAGER:  TBD

BACKGROUND

The Energy Systems Division (EP) is responsible for providing engineering support for the analysis, design, development, and test of space flight programs assigned to JSC, including the Space Shuttle, Space Station, and other advanced spacecraft.  EP is also responsible for complete in-house design, development, manufacturing, and testing of certain Government-Furnished Equipment (GFE) that support these space flight programs.  In addition, EP manages and maintains expertise in test facilities and computation complexes to support the above responsibilities.

APPLICABLE DOCUMENTS:

In addition to the applicable documents applied in the Statement of Work, the following documents are applicable for the work performed under this sub level task order.  All documents are available via the Directorate’s Master Documents Lists of the Quality Management System (QMS).  The Master Documents List is constantly evolving.  The contractor shall ensure that the most recent revision of all applicable documents is utilized in performance of this sub level task order.

	Document Number
	Document Title

	EA42-WI-001
	DCE Team Process Procedure

	EA42-WI-002
	DCE Team Process Work Instruction


TASK DESCRIPTION

	Task #
	Task
	Sow Paragraph

	EP-CM1
	Operate the division change system

· Operate and maintain the EP configuration management receipt desk function.

· Receive, log, track, distribute, and coordinate EP change evaluations in an electronic record system

· Maintain and report on EP changes, EP status data, and actions
	3.1

3.2

3.4

3.5

	EP-CM2
	Provide CM support to EP projects

· Aid in performing design and acceptance reviews through compiling agendas

· Locate corresponding documentation

· Track Review Item Discrepancies (RIDS) and action status 

· Support meetings through tasks such as meeting minutes documentation, preparation, and distribution
	3.3

3.4

3.5


TASK ORDER SUB LEVEL 6

CUSTOMER: Automation, Robotics and Simulation Division (AR&SD), Mailcode:  ER
NASA TASK MANAGER:  TBD

BACKGROUND 

The Automation, Robotics, and Simulations Division  (AR&SD) of the Lyndon B. Johnson Space Center (JSC) is responsible for defining requirements, analyzing, designing, developing, assembling, integrating, testing, evaluating, verifying, operationally supporting and technically managing current and advanced software tools, applications and systems, and hardware components and systems in the areas of:  (a) automation and intelligent systems; and (b) telerobotics and autonomous robotics systems for ground and space flight applications.  

The Division is also responsible for the design, development, verification, and operations of high fidelity, human-in-the-loop, real-time simulations of space system flight dynamics for use in design, development, and verification of space systems, and in operations procedures development and flight crew training for selected functions.

APPLICABLE DOCUMENTS:

In addition to the applicable documents applied in the Statement of Work, the following documents are applicable for the work performed under this sub level task order.  All documents are available via the Division’s Master Documents Lists of the Quality Management System (QMS).  The Master Documents List is constantly evolving.  The contractor shall ensure that the most recent revision of all applicable documents is utilized in performance of this sub level task order.
	Document Number
	Document Title

	AR&SD 97-022
	Documentation and Data Control Work Instruction latest revision

	AR&SD 97-073
	AR&SD Quality Records Work Instruction

	AR&SD 99-001
	Initiator’s & User’s Responsibilities and Guidelines for Documents and Data Work Instruction

	JSC-37904
	AR&SD Configuration Management Plan & Work Instructions

	AR&SD 97-032
	AR&SD Management Responsibility Work Instruction


TASK DESCRIPTION

	Task #
	Task
	Sow Paragraph

	ER-CM1
	Division CM support

· Operate and maintain two Data Management Centers (DMC), one on the first floor of Building 32 and the other on the third floor of Building 9NE

· Coordinate Division reviews

· Develop and maintain documentation and data required by the ISO and safety standards.
	3.1

3.2

3.3

3.4

3.5

	ER-CM2
	Division CM Receipt Desk

· Operate and maintain the ER CM tracking system which interfaces with the Engineering Directorate CM System
	3.1

3.2

3.4

3.5

	ER-CM3
	Project and facility CM support, including support to Simplified Aid for EVA Retriever (SAFER) project, the Multi-Use Remote Manipulator Development Facility (MRMDF), Manipulator Development Facility (MDF), and Dexterous Manipulator Trainer (DMT).  

· Development of project and facility documentation

· Meeting coordination

· Minutes preparation

· Project and facility configuration management support
	3.1

3.2

3.3

3.4

3.5

	ER-CM4
	Simulation and Graphics Branch support, including support to management and operations of the Systems Engineering simulator and other branch labs and facilities.

· Meeting coordination for branch reviews

· Development and maintenance of documentation and data required by division and branch processes

· Tracking of branch actions, open work, and associated data
	3.1

3.2

3.3

3.4

3.5


TASK ORDER SUB LEVEL 7

CUSTOMER: Structural Engineering Division (SED), Mailcode:  ES
NASA TASK MANAGER:  TBD

BACKGROUND

None Provided

APPLICABLE DOCUMENTS:

In addition to the applicable documents applied in the Statement of Work, the following documents are applicable for the work performed under this sub level task order.  All documents are available via the Division’s Master Documents Lists of the Quality Management System (QMS).  The Master Documents List is constantly evolving.  The contractor shall ensure that the most recent revision of all applicable documents is utilized in performance of this sub level task order.
	Document Number
	Document Title

	
	None Identified


TASK DESCRIPTION

	Task #
	Task
	Sow Paragraph

	ES-CM1
	Operate a Division-level change system that receives, tracks, logs, and distributes both Government Furnished Equipment (GFE) and Contractor Furnished Equipment (CFE) change requests (CR), government certification approval requests (GCAR), and material reviews (MR) and prepares response documentation.   Specific tasks include:
· Perform the duties of the Secretary for the ES Pre-CCB and CCB

· Record and distribute CCB minutes

· Prepare CCB directives, obtain the CCB chairman's approval, and distribute the directives

· Act as the single point of contact with other applicable NASA Configuration Control Boards

· Maintain by flight project a complete CCB history file on all proposed and approved changes
· Review documents for completeness
· Maintain an electronic change tracking system (Configuration Management Receipt Desk), document and track actions, and provide records management  

· Receive documents from originator

· Log receipt of documents in the following fashion:

· Originator/mail code

· Type of document (e.g. CR, GCAR, MR, etc.)

· Date/Time received

· Description

· Due Date

· Reviewer

· Related flight (if applicable)

· Other organizations involved (i.e., SR&QA, EA Division, etc.)

· Pertinent information from document

· Forward documents to the applicable reviewer(s)

· Collect applicable required data to support document reviews 

· Collect comments from the applicable reviewer(s)

· Obtain appropriate signatures

· Coordinate and send change responses to customers
· Track documents through the applicable processes

· Address administrative questions from outside organizations

· Track major hardware meeting and review dates

· Coordinate SED support for any applicable reviews
· Notify presenters of program board schedules
	3.1

3.2

3.3

3.4

3.5


TASK ORDER SUB LEVEL 8

CUSTOMER: Avionic Systems Division (ASD), Mailcode:  EV
NASA TASK MANAGER:  TBD

BACKGROUND

None Provided

APPLICABLE DOCUMENTS:

In addition to the applicable documents applied in the Statement of Work, the following documents are applicable for the work performed under this sub level task order.  All documents are available via the Division’s Master Documents Lists of the Quality Management System (QMS).  The Master Documents List is constantly evolving.  The contractor shall ensure that the most recent revision of all applicable documents is utilized in performance of this sub level task order.
	Document Number
	Document Title

	EV-009
	GFE Project Management Instruction

	EV-010
	EV Documentation Control Work Instruction

	JSC 27671
	Configuration Control Panel (CCP) Work Instruction

	JSC 27827
	GFE Document and Configuration Management Plan

	JSC 62512
	Configuration Management Plan


TASK DESCRIPTION

	Task #
	Task
	Sow Paragraph

	EV-CM1
	Support the ASD configuration control panel (CCP) and various project status review forums by providing the following:

· Develop and maintain procedures and work instructions and appropriate forms and templates

· Assign numbers and track items such as change requests, documents, presentation topics, continuous improvement initiatives, action items, etc. 

· Develop and distribute meeting agendas and minutes and track issues and action items.

· Maintain official records of the meeting (e.g., minutes, presentations, change requests, continuous improvement records, customer feedback, corrective actions, etc.)

· Maintain data in EA CM tracking system such as meeting agendas, minutes, actions, CRs, continuous improvement (CI) initiatives, and customer feedback (CF).
	3.1

3.2

3.3

3.4

3.5

	EV-CM2
	Operate a Division level change system that receives, tracks, logs and distributes both Government Furnished Equipment (GFE) and Contractor Furnished Equipment (CFE) evaluation requests and coordinates the ASD responses

· Coordinate ASD inputs to EA and program office boards

· Notify ASD initiators and presenters of EA or Program office board schedules and dispositions

· Maintain an electronic change system ( EV CM receipt desk), document and track actions, and provide records management for the ASD change system
	3.1

3.2

3.3

3.4

3.5

	EV-CM3
	Provide document management of ASD developed or required documents and products.  Document management functions include, but are not limited to, the following:

· Develop, maintain, and control access to the document master (electronic and hard copy) reflecting current baseline as well as file and log of approved changes since initial baseline, per ASD Quality Management System Instructions

· Maintain official records per ASD Quality Management System requirements (e.g., documents and document change requests; project review presentations, minutes, data packages, Review Item Discrepancies (RIDs), and actions)  

· Maintain data in EA CM Tracking systems

· Maintain applicable documents to which projects must adhere

· Assign control numbers to new ASD documents

· Organize all incoming project related documentation and materials

· Assist in the location and delivery of requested ASD documentation items

· Generate and distribute updated document status reports

· Utilize Request for Publications (JSC Form 614), Technical Library Document Reference Record (JSC Form 469), and Permanent Library Loan (JSC Form 169) in order to complete required document management activities

· Technical writing assistance to Division project personnel on project documentation, reports, project review data packages, and presentations
· Organize and retain the items produced for the lifetime of the project to facilitate reproduction and reference
	3.1

3.4

3.7

	EV-CM4
	Provide to ASD tasks, based upon information provided by NASA Project Manager, task-tracking support including:

· Provide task schedules that reflect controlled milestones (per configuration control panel or board approved dates) as well as task status and internal task activities and milestones

· Provide detailed reports on task status to NASA management

· Provide and maintain task status and metrics presentations
	3.2

3.4

3.5


TASK ORDER SUB LEVEL 9

CUSTOMER: TBD, Mailcode:  TBD
NASA TASK MANAGER:  TBD

BACKGROUND

None Provided

APPLICABLE DOCUMENTS:

In addition to the applicable documents applied in the Statement of Work, the following documents are applicable for the work performed under this sub level task order.  All documents are available via the Division’s Master Documents Lists of the Quality Management System (QMS).  The Master Documents List is constantly evolving.  The contractor shall ensure that the most recent revision of all applicable documents is utilized in performance of this sub level task order.
	Document Number
	Document Title

	
	None Identified


TASK DESCRIPTION

	Task #
	Task
	Sow Paragraph

	TBD-CM1
	Provide CM for the Division activities

· Develop and maintain a comprehensive division wide system which will include configuration control, schedule management, and data/documentation management

· Facilitate the tracking, documentation, and reporting of discrepancy reports, problem reports, and change requests generated against division products
	3.1

3.2

3.4

3.5

	TBD-CM2
	Provide CM for Division configuration control board activities.

· Serve as the Executive Secretary

· Coordinate meetings and agendas

· Distribute agendas

· Prepare and distribute meeting minutes

· Record, distribute, and track actions
	3.3
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