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1. PURPOSE

Thi s docunent covers instructions and procedures to be
used within the Marshall Space Flight Center (MSFC) for
processi ng MSFC organi zati onal changes. This

Organi zational Work Instruction (ON) also sets forth the
policy and requirenments for establishing, nodifying, and
docunenti ng the MSFC organi zational structure, the

or gani zati onal change process, and the organizational
titling guidelines.

2. APPLI CABI LITY

This docunent is applicable to all personnel working with
t he organi zati onal change process.

3. APPLI CABLE DOCUMENTS

NPG 1000.3 - The NASA Organi zation Wth Changes 1-41
(08/08/03)

4. DEFI NI TI ONS

Basi ¢ Organi zation - The basic MSFC organi zation is

conpri sed of elenments which are headed by officials
reporting directly to the Center Director, as appearing on
t he organi zati on chart approved by the Associ ate

Adm ni strator, Ofice of Space Flight, listed in the NASA
Organi zati on Handbook, Chapter 5., M ssion Statenents and
Organi zational Charts for Centers, Section 507, Marshal
Space Flight Center.

Organi zational Charters - The formally approved docunents
t hat establish or nodify MSFC organi zations, including
m ssion statenments and enunerated responsibilities.

Organi zational Charts - The formally approved charts that
establish or nodify organi zati ons as appropri at e.

5. I NSTRUCTI ONS
The gui delines established in NPG 1000.3 will be adhered

toin all matters related to organi zati onal changes. The
Human Resources Departnment is responsible for managi ng the
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formal MSFC organi zation charters systemto ensure that

t hese proposals are in accordance with civil service and
NASA personnel policies and regul ations, advising Center
Director on nerits of proposals, coordinating wi th NASA

Headquarters on changes requiring headquarters’ approval,
and sendi ng the chart/charter to the owner of the

el ectronic manual for distribution.

Supervisors of Center organizational elenents are
responsi bl e for devel opi ng proposals to establish or

nmodi fy their organizations or to assign functional
responsibility; submtting proposals through supervisory
channel s to CD10/ Human Resour ces Departnment.

The proposal s nust include present and proposed

organi zation charts; revised charters; present and
proposed staffing plans; background material to include
the rationale for the action; supervisory/enployee rati o;
facility and fiscal requirenents; and inplenenting changes
after the proposal is approved.

Changes will be processed in accordance with the
Organi zational Chart/Charter Tracking Log and Checkli st
for CD10 I ncom ng Actions.

6. NOTES
None

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

8. APPENDI CES, DATA, REPORTS, AND FORMS
None

9. RECORDS

Record Type: Original signed, (paper) copies of
organi zational charts and charters.
Responsi bl e Party: Records Custodi an
Location: Human Resources Depart ment
Bui | di ng 4200
Room 312C
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Records Retention Schedule: Until revised or superseded.

10.

11.

12.

Record Type: Organizational charts and charters

(el ectronic)

Responsi bl e Party: Chief, Plans and Systens Anal ysis

O fice

Location: CaER Wb site

Records Retention Schedule: Until revised or superseded

TOOLS, EQUI PMENT AND MATERI ALS
None

PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None

FLOW DI AGRAM

None
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MSFC ORGANIZATIONAL CHART/CHARTER

v

DISTRIBUTION TRACKING LOG

NAME OF ORGANIZATION:

Date:
Checklist for actionsto be taken after the Center Director sgns chart/charter:
1 Notify Graphics (4-4741) to affix the Center Director’s signature on electronic copy

of chart. Check to see that dates areactually on original chart/charter. Have Graphics send
electronic copy of chart to Web site POC.

2. (&) Make copiesof chart/charter for organization’s Human Resour ces Specialist
(b) For Administrative Officer of organization that requested the changes;

(c) For Labor Rdations Officer’sbriefing of unions; (2 copies)
(AFGE/MESA)

(d) For CD10files. (1 copy in binder)

3.___ Originating organization provides an electronic version of charter to CD10.
4. Filecharter in H Driveunder originating mail code (i.e., TD01).

5. Adddateand “signed by Center Director” to thecharter on H Drive.
6. Labor Relationsmust be briefed. When complete, Labor Relations Officer

signs and datesthe concurrence sheet. (Give Labor Relations Officer the entire
package. He/She signsconcurrence sheet in remarks section.)

7. Make a copy of thechart/s and send to CDO2 for updating the NASA Personnel
and Payroll Systems (NPPS).
8. Prepar e I ssuance Transmittal Sheet (M SFC Form 1376) to distribute

hard copies of revised charter and/or charter asfollows: SDL-1; AD33/25 copies,
CD40/2 copies. (Transmittal Sheet can befound at Charters/Issuance#TBD.)
Send to Reproduction Unit for distribution.
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Date actions completed:

ORGANIZATION CHANGES

CHECKLIST FOR CD10 INCOMING ACTIONS
NAME: DATE:

Check List for action to take when chart/charter isreceived from the or ganization requesting
change.

1. __ Review for accuracy/completenessto chart/charter/staffing plan.
2. Tocoordinator for review. (CD10)

3. ____ Staffing plan to appropriate Human Resour ces Specialist (CD10)
4. __ Takechart to Graphicsto prepareoriginal. (CD10)

5. ____ Original chart received from Graphics. (CD10)

7. ____ ReturntoCD10 for review/concurrence.

8. ____ Packageto CD10/Human Resour ces Specialist for review.

9. ___ Packagereturned from CD10/Human Resour ces Specialist

10. __ Packageto CD10/Manager for concurrence.

11. __ Packageto CDOL/Director for concurrence.

12. ___ Packageto DAOL/Director for sgnature/approval.

13. __ Packagereturned to CD10/for implementation.
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