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This document baselines the Organizational Work Instruction (OWI) for the receipt, handling, 
prioritization, and data requirements for samples submitted for testing in Building 4623. Any 
change to this OWI shall be submitted to and approved by the Materials Test Branch Chief, 
EM10. Revisions may be also be submitted to the concurring organizations listed below for 
review and concurrence by memo. The original OWI and all changes shall be maintained 
by EM10.

Concurring organizations:
Building 4623 Test Operations Contractor
EM10 COTR
Industrial Safety, QD50
Environmental Health, AD60M
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1.1  Scope
 
 The scope of this OWI is the receipt and handling of material samples and flight 
hardware submitted for testing to Marshall Space Flight Center’s Building 4623. It 
also addresses requirements for data entry into the Materials and Processes Technical 
Information Systems (MAPTIS).

1.2  Purpose

 The purpose of this OWI  is to establish a standard method for the receipt, han-
dling and prioritizing of material samples that are submitted for testing to Building 
4623 and also to establish requirements for data entry into MAPTIS.

1.3  Applicability

 This instruction applies to the Chemistry Team, Materials Test Branch, of the 
Materials and Processes Laboratory and without exception to all samples for test-
ing in Building 4623.
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MPD 1840.3. MSFC Respiratory Protection Program. 

MPR 1040.3I. MSFC Emergency Plan. 

MPR 1840.2B. MSFC Hazard Communication Program. 

MPR 8715.1B. MSFC Safety, Health, and Environmental (SHE) Program.

MWI 3410.1D. Personnel Certification Program

MWI 8621.1. Close Call and Mishap Reporting and Investigation Program.

NHB 8060.1B. Flammability, Odor, Offgassing, and Compatibility Requirements and 
Test Procedures for Materials in Environments that Support Combustion.

NASA-STD-6001. Flammability, Odor, Offgassing, and Compatibility Requirements 
and Test Procedures for Materials in Environments that Support Combus-
tion.

Current revision of the Organizational Work Instructions for the specific task being 
performed:

EM10-OWI-CHM-032. Ambient LOX Impact Testing. 

EM10-OWI-CHM-033. High Pressure Impact Testing. 

EM10-OWI-CHM-034. Flammability Testing. 

EM10-OWI-CHM-035. Frictional Heating Testing. 

EM10-OWI-CHM-036. Wire Insulation/Electrical Overload Testing. 

EM10-OWI-CHM-037. Promoted Ignition/Combustion Testing. 

EM10-OWI-CHM-038. Wire Arc Tracking Testing. 

EM10-OWI-CHM-039. Toxicity Testing. 

EM10-OWI-CHM-040. Outgassing Testing in accordance with ASTM E595-
93. 

EM10-OWI-CHM-042. Test Sample Preparation for Testing in Building 
4623.  

EM10-OWI-CHM-050. Building 4623 Guidelines for Test Operations. 

EM10-OWI-CHM-052. Environmental Gas Laboratory. 

EM10-OWI-CHM-056. Clean Room/Flow Bench and Deionized Water Sam-
pling and Analysis.

EM10-OWI-CHM-058. Chemical Hygiene Plan for Building 4623.
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EM10-OWI-CHM-059. Oxygen Index Test.

EM10-OWI-CHM-061. High Pressure Impact Testing (Test Point™).

EM10-OWI-CHM-062. Autogenous Ignition Temperature.

EM10-OWI-CHM-063. Temperature Oxygen Index Test.

EM10-OWI-CHM-064. Heated Promoted Combustion Testing.

Note:  Personnel shall always refer to the current revision of each applicable docu-
ment.
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3.1 Definitions

EM10 test point of contact. NASA engineer responsible for approval/development 
of test plans, subsequent data analysis, and writing/approval of memos for a 
specified test, as well as oversight of maintenance and upgrades to the specified 
test systems. 

NASA. Marshall Space Flight Center EM10  responsible personnel.

Sample receipt technician. The person responsible for receiving and logging all test 
requests into the MAPTIS database. This person must also mark the test samples 
with the request number generated by MAPTIS to ensure samples are identified 
with the proper test documentation.

Test engineer. The person responsible for correctly following the approved test plan 
for a specific test from sample receipt to test data evaluation.

Test operator. The person responsible for conducting the test under the guidance of 
the test engineer.

Work package. The folder containing the test request, signed test plan, product data 
sheets, Material Safety Data Sheets (MSDSs), sample preparation information, 
raw test data, data entry printouts, printouts of previous test data on the same or 
similar materials, and three copies of pre-and post test photographs.

3.2 Acronyms

MAPTIS Materials and Processes Technical Information System

MSDS Material Safety Data Sheet

MUA Materials Usage Agreement

OWI Organizational Work Instruction

PPE Personal Protective Equipment

����������������
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4.1 Receipt

All facility personnel may accept test requests and samples; however, it shall be 
the responsibility of the accepting party to ensure safe delivery of the test request 
and test samples to the sample receipt technician. The exception to this procedure 
is flight hardware sent for toxicity testing. 

All flight hardware that arrives at Building 4623 for toxicity testing shall be 
accompanied by a hardware representative or received/signed for by a hardware 
representative. This applies to actual flight items only and not to qualifying units. A 
hardware representative shall be project designated. The hardware representative 
shall place the flight hardware directly into the test container, and only then shall 
the flight hardware be transferred to the Toxicity Laboratory personnel. 

4.2 Required Information  

4.2.1. The sample receipt technician shall examine the NASA/MSFC Test Request 
Worksheet to ascertain that it contains the following minimum information, 
which the technician shall input into MAPTIS, to complete the NASA MSFC 
Test Request Form (EM10-F-CHM-002). (Section 7.0, Figure 1 shows a typical 
form, which MAPTIS prints.)

• Requester’s Name
• Requester’s Organization
• Requester’s Address
• Requester’s Phone Number
• Manufacturer’s Designation
• Manufacturer’s Name, City, State, Zip Code
• Tests Requested
• Use Atmospheres
• Project
• Cure Time, Temperature, Pressure
• Special Instructions, if any

4.2.2. If any of the above information is missing or is unclear, the sample receipt 
technician shall notify the EM10 test point of contact (or, in this person’s absence, 
the test engineer) who then shall contact the test requester for the necessary 
information or clarification   

4.2.3. The sample receipt technician shall verify that an MSDS or an exclusion state-
ment accompanies the test samples. If this document is not provided, the sample 
receipt technician shall obtain one either from the material’s manufacturer or 
from the test requester.

����������������
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4.3 Sample Login

The information on the test request shall be logged into the MAPTIS database. 
At that time, a request number shall be generated. This number shall be on all 
paperwork generated for this particular test, and the Original Test Request Folder 
shall be created. 

4.3.1. The following information constitutes the Original Test Request Folder:
• Test request worksheet from the submitting organization/individual
• NASA/MSFC Test Request Form generated through MAPTIS
• Product Data Sheet (if obtainable)
• Material Safety Data Sheet or exclusion letter
• Any special test requirements
• All pertinent communication between test requester and test facility.

4.3.2. After the pedigree is completed, the folder shall be sent to the test engineer, 
and the step Pedigree shall be marked complete in the MAPTIS scheduling/
tracking database.

4.4 Identification Marking

The samples shall be marked with the request number generated by MAPTIS. 
The sample shall not be marked directly so as not to contaminate the test material. 
Preferably, the material shall be stored in a plastic bag, and the bag shall be marked  
with the test request number and the name or NASA-STD-6001 test number that 
was requested. Various sized bags shall be obtained from the sample preparation 
laboratory.

4.5 Insufficient Material 

The EM10 test point of contact (or, in this person’s absence, the test engineer) 
shall contact the test requester when additional material is needed to complete 
requested tests.

4.6 Assignment of Priorities and Due Dates

The Original Test Request Folder shall be delivered to the EM10 point of con-
tact for test plan approval and assignment of priority.  Priorities shall be assigned 
as follows:

4.6.1.  0: Emergency.  This designation shall be used only for those tests that must 
be given the top priority for Building 4623 resources. Test requests assigned a 
0 priority shall be completed within 1 week.
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4.6.2.  1:  High Priority. Tests requests assigned a 1 priority shall be completed 
within 2 weeks.

4.6.3.  2:  Project Priority. Test requests assigned a 2 priority shall be completed 
within 3 weeks. This priority is usually assigned to project-related tests.

4.6.4. 3: Outside Research Priority.  Test requests assigned a 3 priority shall be 
completed  within 4 weeks. This priority is usually assigned to research related 
tests.

4.6.5.  4: Facility Research Priority. Test requests assigned a 4 priority shall be 
completed within 1 year. This priority is usually assigned to facility research 
tests, e.g., extra thresholding or data-generating tests performed to fill data gaps 
in the MAPTIS database.  

4.7 Work Packages 

After the approved Original Test Request Folder has been returned to the sample 
receipt technician, the individual test work packages shall be completed , and the 
priority shall be completed to MAPTIS. Work packages shall be completed  all 
material from the original folder and the applicable test data sheet printed from 
MAPTIS. At this point, the samples for testing shall be completed  to the Sample 
Preparation Laboratory. The work packages shall be completed  back to the test 
engineer for assignment of due dates, which are based on the completion date auto-
matically assigned by MAPTIS. The work package shall be completed  complete 
in the MAPTIS scheduling/tracking database. After due dates have been assigned, 
the work package shall be completed  to the Sample Preparation Laboratory for the 
material samples to be prepared for the requested tests.

4.8 Test Data

4.8.1. Upon completion of testing, the data shall be entered into the MAPTIS data-
base by the sample receipt technician. The test engineer shall assure correct data 
entry and shall perform a data analysis. The data analysis shall include review 
of previous test data on the same and/or similar materials. This analysis shall 
verify data consistency or identify data irregularities. If data irregularities are 
identified, the test engineer shall notify the EM10 point of contact of the finding.  
The test package provided to NASA shall contain the following items:
• Test request worksheet from the submitting organization/individual
• NASA/MSFC Test Request Form generated through MAPTIS
• Product Data Sheet (if obtainable)
• Material Safety Data Sheet or exclusion letter
• Any special test requirements
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• All pertinent communication between test requester and test facility.
• Test results
• One copy of each sample photograph.

4.8.2. The EM10 point of contact shall perform a second data analysis and shall  
write a memo to release the data to the test requester. The memo shall be signed 
by the appropriate NASA management.  

4.9 Excess Samples

4.9.1. If excess sample material remains after the completion of all requested tests, 
the excess sample material may be scheduled for additional testing by the test 
engineer. This additional testing may include additional thresholding tests or 
totally different tests. The additional tests shall be with the cognizance of the 
EM10 point of contact. These tests shall serve to fill data gaps in the MAPTIS 
database. This testing shall be conducted on a priority 4 basis.

4.9.2. If the test requester has asked that the excess material be returned, no tests 
other than the specific requested tests shall be performed. After completion of 
all requested tests, the test engineer shall notify the sample preparation labora-
tory personnel, who shall package the material for shipment back to the test 
requester. EM10 personnel shall handle the shipping of the package.

4.9.3. Tested samples and excess untested samples shall be maintained by EM10 
for a period of not less than 5 years. Untested flammable liquid sample material, 
however, shall be discarded within 4 weeks of the completion of testing.

4.10 Archival Data Files

The test request, product data sheets and MSDSs, one copy of each sample pho-
tograph, test results and analysis, correspondence, and the final report shall be kept 
in a ready-access file. These records shall be indexed by the request number for a 
minimum of 5 years after the actual date of testing. Thereafter, these data shall be 
placed in storage for an indeterminate period.
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The sample receipt technician shall wear disposable gloves when handling all 
test samples. This is necessary not only to protect the individual but also to protect 
the material from contamination.

An MSDS or exclusion statement shall accompany all samples submitted for 
testing.
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Figure 1.
Typical NASA/MSFC Test 
Request Form.
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Records for the Building 4623 shall consist of (a) memoranda that contain test 

results and that are stored electronically in the Materials and Processes Technical 
Information System (MAPTIS) and (b) calibration records.

8.1 Memoranda

Memoranda containing test results shall be retained indefinitely by EM10. These 
memoranda shall be stored electronically in the MAPTIS database and shall be ac-
cessible by test request number or memorandum number. 

8.2  Calibration Records

8.2.1. All equipment requiring calibration shall be in current calibration, in accor-
dance with EM10-OWI-CHM-050 (current revision), Building 4623 Guidelines 
for General Operations.

8.2.2. Form EM10-F-CHM-018, current revision (Figure 1, section 7.0), shall be used 
to document the calibration of all Category IV and Category V equipment.

8.3  Maintenance of Records

8.3.1. Memoranda less than 10 years old shall be maintained in ready-access files in 
MAPTIS; memoranda 10 years old or older shall be automatically transferred 
to historical files. 

8.3.2. Calibration records shall be maintained on site for a minimum of 10 years, filed 
and indexed by test request number.  These shall be stored in a manner that will 
protect them, e.g., in a test folder stored in a metal file cabinet. After 10 years, 
calibration records shall be transferred to historical files.

8.3.2. The original test records shall be saved for a minimum of 5 years. 
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MAPTIS shall be used by all Building 4623 personnel for sample login, assign-
ing priorities, data entry, data analysis, and data report memos.
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To be credentialled in sample receipt, all technicians shall complete training in 

the following areas:

• Introduction to Hazard Communication Standards 
• General Safe Laboratory Practices
• Hazardous Waste Disposal.

Credentialling also requires:
• Successful completion of an annual physical examination conducted by the 

medical facility at Marshall Space Flight Center (or equivalent), including 
a hearing exam

• A demonstration of knowledge of the test and equipment by the completion 
of two successful test sets under the supervision of the test engineer.  

• A demonstration of knowledge of the OWI. Candidate test operators shall 
thoroughly read the test  OWI and sign a statment confirming that they have 
read and understand the OWI. Each shall be issued a personal copy of the 
OWI. 

• Passing of a written test  covering the OWI. The test shall be administered 
by the test engineer. 

A copy of the written test, along with the signed statement and the training re-
cord, shall constitute verification of credentials.  Training records shall be kept on 
file as proof of training. These records shall include training expiration dates and 
required refresher courses. 
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