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1. PURPOSE
This Organizational Work Instruction (OWI) establishes procedures and responsibilities for the
Pans and Systems Andysis Office (CDO02) that relate to the Functional Representative' s (FR) role
in support of the Agency automated Human Resources (HR) systems. This ingtruction extends
information from the Marshal Management System (MMYS) as defined by MPD 1280.1 Marshdl
Management Manual. The purpose of thisingruction is to document the process to by which the
Plans and Systems Andysis Office conducts business.

2. APPLICABILITY
This OWI appliesto MSFC Personnd in the Plans and Systems Andysis Office.

3. APPLICABLE DOCUMENTS
(All useis current Revison unless there is overriding authority)
MPD 1280.1 Marshdl Management Manud
3.1 REFERENCE DOCUMENT LIST

(All useis current Revison unless there is overriding authority)

MPG 1410.1 Document and Data Control for Organizationa 1ssuances

NPG 1441.1 NASA Records Retention Schedules

MWI 1382.1 Protection of Privacy Act Information at MSFC

MPG 1440.2 MSFC Records Management Program

MPG 2800.1 Agency Information Technology Services

MPD 2800.1 Management of Information Technology Systems and
Servicesat MSFC

PMP Project Management Plan for Sustaining Engineering
Support for Agencywide Systems

4. DEFINITIONS
OWI — Organizationd Work Ingtruction
OJT — On the Job Training

FR — Functiond Representative
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MMS — Marshdl Management System

PFM — Program Functional Manager

5. INSTRUCTIONS

Management Responsihility - CD02 Chief will ensure adequacy of the OWI, assure overdl
implementation of the OWI, may gppoint personnd to serve on various MMS pands, and will, asa
minimum, conduct semi—annuad management reviews to ensure the continuing suitability and
effectiveness of the CD02 qudity system in satisfying gpplicable e ements of the Marshdl
Management System and objectives specified in MMM.

The Functional Representatives (FR) support the Program Functional Managers (PFM) of the
Agency automated HR systems. The FR is respongble for testing and troubleshooting the Agency
automated HR systems. The FR verifies that software modifications are met when the PFM
schedules a software release. The FR interfaces with Agency users of the systems and reports
system performance issues to the PFM.

6. NOTES— None

7. SAFETY PRECAUTIONS AND WARNING NOTES - None

8. APPENDICES, DATA, REPORTS, AND FORM S — None

9. RECORDS - None

10. TOOLS, EQUIPMENT, AND MATERIALS —None

11. PERSONNEL TRAINING AND CERTIFICATION — On the Job Training (OJT)
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12. FLOW DIAGRAM — None

CHECK THE MASTER LI ST-VERIFY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




