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DOCUMENT HI STORY LOG
St at us
(Basel i ne/
Revi si on/ Docunent Ef fective
Cancel ed) Revi si on Dat e Description
Basel i ne 05/ 22/ 02 Thi s docunent replaces CD20- ON-001 due to Depart nent
restructure and changes in processes.
Revi si on A 10/ 22/ 02 Docunent revised to incorporate changes and additions
in Department processes.
Revi si on B 4/ 14/ 03 Docunent revised to incorporate changes and additions
in Departnent processes.
Revi si on C 5/ 27/ 03 Docunment revised to incorporate editing changes.
Revi si on D 9/ 15/ 03 ASRI definition was added.
Revi si on E 6/ 2/ 04 Changes/ additions to the Self-Study Learning Center

fl ow di agram
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1. PURPCSE

This Organi zational Wrk Instruction (ON) establishes
instructions for managing the identification and delivery of
necessary training to neet the requirenents of Marshal

Managenment Manual, MPD 1280.1. The purpose of the ON is to
docunent the processes by which the Enpl oyee and O gani zati onal
Devel opnent Departnent (EODD) provides training and

organi zati onal devel opnment prograns for MSFC personnel perform ng
services directly affecting quality.

2. APPLI CABI LI TY

This ON applies to MSFC personnel participating in training or
organi zati onal devel opnent.

3. APPLI CABLE DOCUMENTS

MPD 1280.1 Marshall Managenent Manual (MW

NPG 1441.1 Records Retention Schedul es

4. DEFI NI TI ONS

4.1 Adm nSTAR. The autonat ed traini ng database system which
provi des online training history and the |ndividual
Devel opnent Plan (IDP). This systemis password protected.

4.2 ASRI. Al Signal Research, Inc.

4.3 Contractor. Vendor or Consultant.

4.4 Custoner/Learner. Enpl oyee requesting services.

4.5 E-Learning. Interactive online training prograns.

4.6 Electronic Meeting System (EMS). A coll aborative conputer
mechani sm used in neetings for brainstorm ng and feedback.

4.7 Enpl oyee And Organi zati onal Devel opnent Departnment Deputy
Manager. The person who assists in managi ng the Enpl oyee and
Organi zati onal Devel opnment Depart nment.

4.8 Enpl oyee And Organi zati onal Devel opnent Departnent Manager.
The person who nanages the Enpl oyee and Organi zati onal
Devel opnent Depart nent.
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4.9 Full-Tinme Study (FTS) Program A programthat provides an
opportunity for enployees to pursue job-rel ated graduate courses
for credit as full-time students at an appropriate college or

uni versity.

4.10 Ofice of Chief Financial Oficer (CFO. The office that
obl i gates and di sburses training funds.

4.11 O ganizational Devel opnent (OD) Team The team which
assesses and devel ops individual /organi zati onal effectiveness.

4.12 Self Study Learning Center (SSLC)/Marshall Institute (M).
The | earning resources center, |located in Building 4200, Room
G13.

4.13 Training Consultant (TC). The person(s) designhated to
desi gn and devel op specialized training courses; assess and
anal yze organi zations’ training and devel opnental needs.

4.14 Training Operations (TO Team The teamthat provides
technical information, |ogistical support, purchasing, conputer
support and the operation of a learning center and classroons in
conjunction with the OD and TC teans’ m ssions.

5. I NSTRUCTI ONS

See attached flow charts.

6. NOTES

None.

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES

None.

8. APPENDI CES, DATA, REPORTS, AND FORMS

MSFC Form 59 Request For Approval O Training

MSFC Form 3702 Resune For Marshall Space Flight Center-
Sponsored Ful |l -Time Study Program

MSFC Form 3611 Checkl i st For Honorary Awards, Fell owships
and O her Personnel Devel opnent OCpportunities
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MSFC Form 1265 Aut hori zati on To Attend A Techni cal
Conference O Ot her Qutside Professional
Meet i ng
MSFC For m 2059 Trai ni ng Program Eval uati on
9. RECORDS
MSFC Form 59, course roster and course evaluations will be

retained in accordance with NPG 1441.1, Records Retention
Schedul e.

10. TOOLS, EQUI PMENT, AND MATERI ALS
None.

11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON
None.

12. FLOW DI AGRAM

See attached.
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Trai ni ng/ Organi zati onal Devel opnent Survey
Customer/
Organization Center

Employees/Organizations
Input Requirements

EODD

EODD Provides
E%I?]B] IZ;(erIIDoys Consolidated Resultsto
Survi 9 Organizations for
d Validation

A

Organizations
Validate
Consolidated Results

Processis Complete

EODD Evauates the
EODD Consultant Survey Process and
A Makes Appropriate
Works with T
R ) Modificationsto the
Organization Leadership Survev Tool
to Develop Training hod
Plan

l !

EODD 6e\/el ops,
EODD Identifies Schedules, and/or
Center-Wide o Procures Validated
Training/OD Training or
Requirements Organizational
Using Survey Development to Meet
Results Requirements
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I ndi vi dual Requests
(Tr ai ni ng/ Conf er ence)
Employee Submits MSFC
Form 59 or MSFC Form |
Customer/ 1265 Ideally Within 30 Conf;.‘g;;y et
i i Working Days Prior to Start
Organization e ent
___________________________________ A R
EODD Office ASRI Follows
Assigant Logsin Up With Vendor
Request, Sends and Sends
E-mail ( Process Ends ) Payment
Notification that
Form was
Received, and
then Forwards to
EODD Manager
EOD D forAp.provaI Training Consultant ASRI Updates Learner

EODD Manager
Approves

Notifies Employee
That the Request
Was Not Approved.

4

Vendor and Registers
Employee

ASRI Contacts Requested »

Registration

ASRI Sends Message
to Employee, and if
needed, to Travel
Confirming Event

History in AdminStar Within
15 Daysof Event
Completion

A
End of Process

NOTE:

Each Quarter ASRI Makes, Keeps &
Files Copiesof Originalsof MSFC
Forms 59 and 1265 and Returns
Originals to Appropriate Training
Consultant for Filing
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Organi zati onal Devel opnent Events
Customer Customer Contacts OD
Contacts Team Member or Submits
Customer/ Training Requirement Through
Consultant Online Needs Assessment
Organization
---------------------------------------------- ) i ittt End of Process
A 4
OD Consultant 4
Training Consultant meets completesLogistics » OD Consultant Conducts
With Customer to Obtain Data Collection Event and Provides
Customer Perspective and Sheet and forwards Follow-Up As Needed
Desired Outcomes per policy.
* The OD Consultant The Event Coordinator and
Off Forwards the Request to OD Consultant Agreeon
: " Site the EventsCoordinator g Cost, and OD Consultant
Training Consultant noifies i the Sarvice B Lead Documents & Tracks Cost
the Organization Consultant ormed On-Site Internally
of acustomer need.
EODD o — Alogsicoma |
A Justification and Collection Sheet is The Event
* Consultant Cost Estimateis Developed -
: Documented with - . Coordinator
- — Outside P f Initialed by the OD Completesa
The Organization ¢ i : onsultant T onsenles rOO"l; P Consultantand P Purchase
Development Team Will the Intervention Be wo or More Training Requistion and
i i Team Members, -~
Discussesand Assgns Handled by OD Consultant or —P X Consultant, and GetsApproval
Request at Team Outside Consultant? One of Which Forwarded per by the
Meeting Must bea Civil policy
Servant . Procurement
Contractor
\ 4
The OD Consultant, Traning Forward to
Training Consultant, and Isthe Best Venue — 7 . Trlammiead
Customer Work Together . Organizational onsultant -
" Process Ended
to Define the Request and Development, Training, or
Implement the OD EMS?
Methodol
o &g ™| ForwardtoEMS
Team Lead
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On-Site Training Events
Customer/ Contacts Training
Organization Consultant
¥ ASRI Transports Material
and Suppliesto Event and ASRI Transports
B Sets Up Room Materials and/or
Training Consultant SuppliesBack to
Notifies Logistics 4 Proper L ocations
Coordinator or
Vendor/EM S Under
Consideration
A
Training Consultant Meets Trairi
with Customer to Discuss raning ASRI Closes
EOD D Objectivesand L ogistics: Consultant | Eventin
— Conducts Admingt
8 Evaluation of mintar
y s Events W::.hm 15
LIIJ Working Days
Logistic
Coordinator: gj A
Isan On-Site Logistics o B
Location Coordinator Training
Available? reserves room. Consultant
FollowsUp As X
Needed
( Endof Process )
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Speci al Request
Custor_ner/_ Customer Contacts Their Customer Requests Customer Must
Organization Treiring Trairing or OD Complete and
" — Submit aForm
Consultant/Representative Through 59
Directorate Head 'y

EODD

__________ l

Training Consultant and

Customer Work Together to
Determine the Best Venue:
Qrganizational Development,

Training, or EMS

Trainingor OD §

oD

EMS l

Request is
Sent to EMS

If the Requett is
Organizational
Development,

the Process for OD
isFollowed.

Training

Lead

A

After EMS Sesson
is Conducted, the
Results Are Made

Availableto the

Requester

Training Consultant
Lead Assigns
Request to aTraining
Consultant

!

Training Consultant
Completesa Course
Information Sheet

v

Training
Consultant Opens
Course with
Roster and
Evaluations

Training
Conaultant

A

Locati

Determines

onand

Course Setup

A

After Special Request Event I

A 4

Course
Information
Sheet is Sent

toASRI

Retrieves
Information

ASRI Closes
Out Coursein
AdminStar

A 4
( End of Process )
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Trai ni ng Purchases
For Self Enrolled d asses

Customer/ Employee Sends
Organization Training Request
to Training
Consultant
A
Training Consultant R »| Training Consultant
Sends Course Build ASRI Emails "] GivesASRI Buyer
Information Sheet to Confl_rmallon Attendance Roster
ASRI Buyer and Logistic Noticesto +
Data Collection Sheet to Ervolled
ASRI Logistics Manager EanPyees
if Needed ¢

ASRI Updates Attendancein
AdminSTAR and Closes
Course Within 15 Working
Days of Course Completion

Not Cancelled
I
|

EODD

If the Courseis
Cancelled, the Training
Consultant Will Notify
ASRI Buyer and ASRI

ASRI Buyer Enters
Course Information
Into AdminSTAR and

After Course Completion

Places Purchase Order Logistics Manager
With Vendor
ASRI KeepsFileon
Each Course and
v Returns Original Form

Training Consultant S9to Appropriate

Monitors Enroll ment in ASRI Buyer Emails — Training Consultar_m ona
AdminSTAR and - Cancellation Notices to Quarterly Bas's
Informs ASRI When to the Enrolled Employees
Send Out Confirmation and Cancels Purchase
Notices Order with Vendor
A 4

{ End of Process
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On-Site Trai ning Purchases
For Non Self-Enrolled C asses
Customer/ Employee Sends
Organi zation Training _R_equw to
Training
Consultant
. ( Process Terminates )

EODD

Training Consultant Gives
Course Build Information
Sheet or other form of
notification to ASRI Buyer

A

A

ASRI Emails Cancellation
Noticesto the Enrolled
Employees and Cancels the
Purchase Order with Vendor

ASRI Buyer Enters Course
and Employee Information
into AdminSTAR and Places
Purchase Order with Vendor

A

Training Consultant
GivesASRI Buyer List
of Attendeesto Enter

T

Is Course Cancelled?

ASRI Emails
Confirmation &
! Training Program

into AdminSTAR

Evaluation Form
to Enrolled

I After Course Completion l——

ASRI updates
attendancein
AdminSTAR and

ASRI Keeps Fileon
Each Course and Returns
Original Form 59 to

Closes Course Within
15 Working Days of
Course Completion

Appropriate Training
Consultant on a
Quarterly Basis

A

Employees

No

Training Consultant
GivesASRI Buyer
Attendance Roster

\ 4

Processis Complete
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EODD

Trai ni ng Purchases For Co-Op Study

EODD Co-op Program
Manager GivesASRI the

Training Request

A

ASRI checks for
Open NASA
Purchase Order Log

Does Open NASA
Purchase Order Exist?

ASRI Buyer Gives
Copy of Purchase
Order and Invoiceto
EODD Co-op
Program Manager

ASRI FaxesCollegea
Blanket ASRI Purchase
Order

ASRI Keeps File on Each
Course and Returns
Original Form 59 to

EODD Co-op Program
Manager on a Quarterly
Basis

ASRI FaxesCollegea
Sponsorship Letter
Referencing the NASA
Purchase Order
Number

ASRI Buyer
Processes Payment
for Coursesas
Invoicesare
Received

\ 4

Processis Complete
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Sel f-Study Learning Center
Customer/
Organization Employee
contacts SSLC
Persorlnd

EODD

SSLC e-Learning SSLC Personnel
Personnel Identifies Request as
Establishes e-Learning*, ESD*,
Employee KSC*, PCH*, or SSLC*
Account in
e-Learning
l ESD
SSLC Personnel
Established Scheduled
A Timefor In-House Use
Registration

Confirmation is Sent to
Employee Via E-mail

 — Course Material

Employee
Completes
Course Material
and Returns It
tothe SSLC

v

SSLC Personnel Monitors Employee's
Course Completion and Forwards Course
Scores to the Appropriate Quality Control

SSLC
Personnel

SSL C Personnel
Performs/Hosts

Checks Out

Lunch-n-Learn
Seminar Event

- Employee Views
-« S';_T(’:a' g Videos and
P’CH o Returns Them to
or PRy the SSLC
PCH l
Employee Views SSLC Personnel
Video and Returns Forwards
It tothe SSLC Employee Info to
KSC POC

v

Representative
, |
Employee Completes SSLC Credits
Course and Notifies .| Employee's Course
SSLC Personnel or History in
EODD Training AdminSTAR

Consultant

*E-Learning — MSFC on-line Learning Resource
*ESD — Electrostatic Discharge Certification Training

*KSC — Kennedy Space Center Unescorted Access Badging
*PCH — Program Critical Hardware Orientation Training

*SSLC — Self-Study Learning Center Resources

Employee Completes MSFC
Forms 4083 and 4083-2 and
Sends Them to Appropriate POC

Employee Attends
Event and
Completes EODD

Evaluation Forms

y

Process is Complete

SSLC Personnel Distributes Certificate of
Completion to Employee
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Approval For Full-Tinme Study

Customer/ The Directorates Submit Nominations or
R i i i nati
Organization Negative Repliesto EODD with Pr is Complete
Nomineesin Priority Order P
A
A Call for Nominati i 4
or Nominationsis
Distributed Through the Nomination Packages Include M SFC Upon Completion of Full-Time
Centerwide Action Item Form 3702 and the Full-Time Study Study, Datais Entered Into Training
Tracking System (CAITS) Supporting Data Sheet History and Closed
During the 1 Qtr
A - —
Nominations are Reviewed by Nominees are Nolified of
Approval/Di roval by L etter from
EODD for Center and Regulatory pprovi (I:jgg Directbzr
EODD Complarve ]
Ten Notebooks Including Spreadsheet
y Summary of Nominees, MSFC Form 3702,
MSFC Form 3611, and the Training
igv»eidule ?o?g?;whiagm History are Prepared and Delivered to
sory 9 Members of the PMAB aMinimum of 3
Business Days Prior to the PMAB meeting
A
EODD Preparesa Checklist for -
Honorary Awards, Fellowships » EO_DD Generates aTra! ning
and Other Personnel Development History for Each Nominee
Opportunities (MSFC Form 3611)
For Each Nominee
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Trai ni ng Purchases For
Part-Time and Ful | -Ti me Study

FMO Sendsthe Invoi ce Back With Form 1575 Attached for
> Certification by EODD Manager, Deputy Manager, or

m . . ASRI GivesInvoice to ini
8“30 . er/_ Form 59 is Received into EODD FMO for Payment Training Consultant
rganization 30 Days Prior to the Start of
Class for Approval
A
_____________________ e ook o] EODD Manager, Deputy Manager, or Training Consultant Certifies
v Invoice and returns original to FMO and a copy to ASRI
After Approval by EODD
Manager or Deputy —
Manager, Form 59 is Given ASRI Thelnvoiceis Sent
to ASRI for Processing NASA Purchase Order to ASRI Accounting
or ASRI Purchase Ordg,” P for Payment
ASRI
Coordinates
with
ASRI Checks to See Was Course Appropriate
EOD D if CollegeisListed Completed Training
on Open NASA : Satisfactorily Consultant to
Purchase Prder Log AI‘:VR; seegfor\,? Collect
A nt D
College Each mountoue
Semester ‘
ASRI FaxesCollege an ASRI Updates
IsCollegeListed ol No ASRI Purchase Order Employee's Course ASRI Entersan
Open NASA Purchase and a Sponsorship History in uis ;1 Tre:jm ng
Order Letter »| ASRI Buyer Emailsthe AdminSTAR ecor
Employee Approval *
Confirmation Within 3
Daysof Receiving ASRI Keeps Fileon Each
Approved 59 From Course and Returns
EODD Manager or Original Form 59 to the
ASRI Faxes Callegea »| Deputy Manager Appropriate Training
Sponsorship Letter Consultant on a Quarter!
Referencing the NASA o y
Purchase Order
Number
A

Processis Complete
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