Historical Work Load Analysis
SOW Functional Area:





Description
2.0 HQ LIBRARY OPERATIONS



The NASA HQ Library receives an average of 2,000 visitors per










month, process approximately 100 reference requests, and










performs approximately 500 searches for materials per month.
3.0 ARCHIVAL SUPPORT




The NASA HQ History Offices receives an average of 100 
reference requests per month, approximately 130 requests for records to be retrieved and updated per month, and approximately 2000 documents are scanned each month.
4.0 HEADQUARTERS INFORMATION SERVICES

The NASA Headquarters Information Services Center receives










 approximately 5,000 calls per month.
5.0 HQ MAIL CENTER OPERATIONS AND SERVICES
The HQ Mail Center processes an average of 3,000 pieces of









USPS mail and 500 pieces of FedEx/UPS mail per month.
The HQ Mail Center also picks up approximately 350 bags and boxes per month of Sensitive But Unclassified materials to be stored for shredding by an external vendor, varying in weight from 10-40 pounds each.
6.0 MAIL LIST SERVICES, POSTAL DESIGNS, AND
There are approximately 50 mail list services requests per 

CLASSIFICATIONS





month.
7.0 MAIL SCREENING SERVICES



There are approximately 1100 mail pieces screened per









 month.
8.0 FACILITY HELP DESK REQUIREMENT

The Facilities Help Desk processes approximately 600 trouble









call tickets and approximately 200 facility services tickets per










month.
.
8.1
CONFERENCE SCHEDULING



The Facilities Help Desk processes approximately 1,000 










conference room reservation requests.
10.0 MOVE SERVICES





The move services team receives an average of 200 move









services requests each month.
10.1 DRIVER/COURIER





The driver/courier team receives an average of 1800 courier









requests per month
.
10.2 HANDYMAN SERVICES                



The handyman services team receive an average of 200









handyman requests per month.
11.0 EXECUTIVE DRIVER




The executive drivers receive approximately 100 driving









requests per month.
11.1
EXECUTIVE DRIVER/COURIER



The Executive driver/courier receives an average of 100










driving requests per month.
12.0
ELECTRICAL SUPPORT SERVICES


The electrical support services team receives an average of 200
 electrical service work requests each month.
13.0
AUDIO-VISUAL/ELECTRONIC 



The audio-visual/electronic presentation support services team
PRESENTATION SUPPORT SERVICES


receives an average of 1200 meetings requiring AVEP support.









The level of support varies, from setting up the room for the









customer to operate or remaining in the room and operating 










the equipment for the customer. 
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