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)

	JASS II  “How to” Resource Guide
	7-23-13
	3
	NNJ13473923R

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

	"How to" Resource Guide is to be used by JSC’s administrative personnel to complete their assigned tasks.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical

Administrative

SR&QA

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

	SOW 2.5
	     


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

	FIRST SUBMISSION DATE:  Draft guide is due 2 months after contract start.  Final draft shall be submitted 4 months after contract start for NASA approval.  
FREQUENCY OF SUBMISSION:  When revisions are made as needed and/or within 1 month of process changes.  Contractor shall review for validity at least semiannually.  
FORMAT:  The guide should be in Microsoft Word format and shall be user friendly and well organized.   
COPIES/DISTRIBUTION:  

BR/Contracting Officer (1)

AH8/Contracting Officer’s Representative (2)
Additional Copies TBD
REMARKS:  

The Contractor shall prepare and deliver a JASS II “How To” Resource Guide.  This guide will be used by all JSC administrative personnel to complete their assigned tasks.  The guide should include, but is not limited to:  a list of JSC available resources, contacts and the contact information, telephone guidelines and procedures, instructions on how to complete JSC correspondence, JSC travel process and procedures, JSC timekeeping policy and procedures, procedures for ordering office supplies, and NASA records management as directed per the Statement of Work.  


Instructions for Completing JSC Form 2341

General.  JSC Form 2341 will be prepared to describe the content and provide preparation information for data required to support of JSC programs.  For more detailed instructions, see JSC STD-123.

1.
DRD Title.  Enter the title of data or document required.  The title should include a principal noun which best establishes the basic concept of the data.

2.
Date of current DRD version.  If an existing DRD is revised, enter the revision date.  For a new DRD, enter origination date.

3.
DRL Line Item.  Enter the individual line item number from block 1 of JSC Form 2323, “JSC Data Requirements List,” as completed for a specific procurement.

RFP/Contract No.  The assigned procurement office enters the number of the specific procurement document to which the DRD is attached.

4.
Use.  Enter a synopsis of the intended use of the document.  Include the reason for the requirement and identify the using organization if necessary.

5.
DRD Category.  Check the type of information described.  SR&QA DRD’s must be approved by a representative of the JSC Safety, Reliability, and Quality Assurance Office.

6.
References (Optional).  List applicable documents (NASA or JSC manuals, military specifications, Federal standards, NASA procurement regulations, etc.) containing additional information concerning the data requirements.  If original DRD refers to obsolete documents, these should be deleted when the DRD is revised.

7.
Interrelationships (Optional).  Enter other data requirements or passages in the same SOW that will affect or be affected by this DRD.  References to paragraphs in the SOW may not be substituted for the information in block 8.

8.
Preparation Information.  Provide instructions for preparation of the data required.  JSC STD-123 contains suggestions for completing this section.  
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