
 
CHECK THE MASTER LIST-  

VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE 

  
CD20-OWI-017 

Revision E 
 EFFECTIVE DATE: June 2, 2004 
  

ORGANIZATIONAL 
ISSUANCE 

 
CD20 

 
 

EMPLOYEE AND 
ORGANIZATIONAL 
DEVELOPMENT 

DEPARTMENT PROCESSES 
 

 
APPROVING 
AUTHORITY 
  
 NAME TITLE ORG DATE 
 
 
     Tricia Kennedy Manager of EODD CD20 6/2/04 
 



CD20 
Employee and Organizational 
Development Department 
Processes 

CD20-OWI-017 Revision:  E 

 Date:  June 2, 2004 Page 2 of 16  

 

CHECK THE MASTER LIST-VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE 

DOCUMENT HISTORY LOG 
 

Status 
(Baseline/ 
Revision/ 
Canceled) 

 
 

Document 
Revision 

 
 

Effective 
Date 

 
 
 

Description 
Baseline  05/22/02 This document replaces CD20-OWI-001 due to Department 

restructure and changes in processes. 
Revision 
 

A 10/22/02 Document revised to incorporate changes and additions 
in Department processes. 

Revision 
 

B 4/14/03 Document revised to incorporate changes and additions 
in Department processes. 

Revision C 5/27/03 Document revised to incorporate editing changes. 

Revision D 9/15/03 ASRI definition was added. 

Revision E 6/2/04 Changes/additions to the Self-Study Learning Center 
flow diagram. 
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1.  PURPOSE 

This Organizational Work Instruction (OWI) establishes 
instructions for managing the identification and delivery of 
necessary training to meet the requirements of Marshall 
Management Manual, MPD 1280.1.  The purpose of the OWI is to 
document the processes by which the Employee and Organizational 
Development Department (EODD) provides training and 
organizational development programs for MSFC personnel performing 
services directly affecting quality. 
 
2.  APPLICABILITY 
 
This OWI applies to MSFC personnel participating in training or 
organizational development. 
 
3.  APPLICABLE DOCUMENTS 
 
MPD 1280.1 Marshall Management Manual (MMM) 
 
NPG 1441.1 Records Retention Schedules  
 
4.  DEFINITIONS 
 
4.1 AdminSTAR.  The automated training database system, which 

provides online training history and the Individual 
Development Plan (IDP).  This system is password protected. 

 
4.2  ASRI.  AI Signal Research, Inc. 
 
4.3  Contractor.  Vendor or Consultant. 
 
4.4  Customer/Learner.  Employee requesting services. 
 
4.5  E-Learning.  Interactive online training programs. 
 
4.6  Electronic Meeting System (EMS).  A collaborative computer 
mechanism used in meetings for brainstorming and feedback. 
 
4.7  Employee And Organizational Development Department Deputy 
Manager.  The person who assists in managing the Employee and 
Organizational Development Department. 
 
4.8  Employee And Organizational Development Department Manager.  
The person who manages the Employee and Organizational 
Development Department. 
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4.9  Full-Time Study (FTS) Program.  A program that provides an 
opportunity for employees to pursue job-related graduate courses 
for credit as full-time students at an appropriate college or 
university. 
 
4.10  Office of Chief Financial Officer (CFO).  The office that 
obligates and disburses training funds. 
 
4.11  Organizational Development (OD) Team.  The team, which 
assesses and develops individual/organizational effectiveness. 
 
4.12  Self Study Learning Center (SSLC)/Marshall Institute (MI).  
The learning resources center, located in Building 4200, Room 
G13. 
 
4.13  Training Consultant (TC).  The person(s) designated to 
design and develop specialized training courses; assess and 
analyze organizations’ training and developmental needs. 
 
4.14  Training Operations (TO) Team.  The team that provides 
technical information, logistical support, purchasing, computer 
support and the operation of a learning center and classrooms in 
conjunction with the OD and TC teams’ missions. 
 
5.  INSTRUCTIONS 
 
See attached flow charts. 
 
6.  NOTES 
 
None. 
 
7.  SAFETY PRECAUTIONS AND WARNING NOTES 
 
None. 
 
8.  APPENDICES, DATA, REPORTS, AND FORMS 
 
MSFC Form 59  Request For Approval Of Training 
 
MSFC Form 3702 Resume For Marshall Space Flight Center-

Sponsored Full-Time Study Program  
 
MSFC Form 3611 Checklist For Honorary Awards, Fellowships 

and Other Personnel Development Opportunities 
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MSFC Form 1265 Authorization To Attend A Technical 
Conference Or Other Outside Professional 
Meeting 

 
MSFC Form 2059 Training Program Evaluation 
 
9.  RECORDS 
 
MSFC Form 59, course roster and course evaluations will be 
retained in accordance with NPG 1441.1, Records Retention 
Schedule. 
 
10.  TOOLS, EQUIPMENT, AND MATERIALS 
 
None. 
 
11.  PERSONNEL TRAINING AND CERTIFICATION 
 
None. 
 
12.  FLOW DIAGRAM 
 
See attached. 
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Training/Organizational Development Survey 
 
 

Customer/
Organization

EODD

EODD Deploys 
Training/OD 
Survey

Center 
Employees/Organizations 

Input Requirements

EODD Provides 
Consolidated Results to 

Organizations for 
Validation

EODD Consultant 
Works with 

Organization Leadership 
to Develop Training 

Plan

EODD Identifies 
Center-Wide 
Training/OD 
Requirements 
Using Survey 

Results

EODD Develops, 
Schedules, and/or 

Procures Validated 
Training or 

Organizational 
Development to Meet 

Requirements

EODD Evaluates the 
Survey Process and 
Makes Appropriate 
Modifications to the 

Survey Tool

Process is Complete

Organizations 
Validate 
Consolidated Results
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Individual Requests 
(Training/Conference) 

Customer/
Organization

EODD

Employee Submits MSFC 
Form 59 or MSFC Form 
1265  Ideally Within 30 

Working Days Prior  to Start 
Date of Event

EODD Office 
Assistant Logs in 
Request, Sends 

E-mail 
Notification that 

Form was 
Received, and 

then Forwards to 
EODD Manager 

for Approval

EODD Manager 
Approves

ASRI Contacts Requested 
Vendor and Registers 

Employee

Yes

Training Consultant 
Notifies Employee 
That the Request 

Was Not Approved.

No

Process Ends

Each Quarter ASRI Makes, Keeps & 
Files Copies of  Originals of MSFC 

Forms  59 and 1265  and Returns 
Originals  to Appropriate Training 

Consultant for Filing

Employee 
Completes Event

ASRI Follows 
Up  With Vendor 

and Sends 
Payment

End of Process

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

Registration

NOTE:

ASRI Updates Learner 
History  in AdminStar Within 

15  Days of  Event 
Completion
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Organizational Development Events 
 
 

Customer/

Organization

EODD

Customer 
Contacts 
Training 

Consultant

Training Consultant notifies 
the Organization Consultant 

of a customer need.

Training Consultant meets 
With Customer to Obtain 
Customer Perspective and 

Desired Outcomes

The Organization 
Development Team 

Discusses and Assigns 
Request at Team 

Meeting

Is the Best Venue 
Organizational 

Development, Training, or 
EMS?

Forward to 
Training 

Consultant Lead

Training

Forward to EMS 
Team Lead

EMS

The OD Consultant, 
Training Consultant, and 
Customer Work Together 
to Define the Request and 

Implement the OD 
Methodology

Process Ended

Will the Intervention Be 
Handled by OD Consultant or 

Outside Consultant?

A Justification and 
Cost Estimate is 

Documented with 
Consensus from 

Two or More OD 
Team Members, 
One of Which 

Must be a Civil 
Servant

A Logistic Data 
Collection Sheet is 

Developed, 
Initialed by the OD 

Consultant and 
Training 

Consultant, and 
Forwarded per 

policy.

The Event 
Coordinator 
Completes a 

Purchase 
Requisition and 
Gets Approval 

by the 
Procurement 
Contractor

Outside
Consultant

Will the Service Be 
Performed On-Site 

or Off-Site

OD 
Consultant

OD Consultant  
completes Logistics 
Data Collection 
Sheet and forwards 
per policy.

On Site
The OD Consultant 

Forwards the Request to 
the Events Coordinator 

Lead

Off 
Site

The Event Coordinator and 
OD Consultant Agree on 
Cost, and OD Consultant 

Documents & Tracks Cost 
Internally

OD Consultant Conducts 
Event and Provides 

Follow-Up As Needed

End of Process

OD

Customer Contacts OD 
Team Member or Submits 

Requirement Through  
Online Needs Assessment
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On-Site Training Events 
 
 

Customer/
Organization

EODD

Contacts Training 
Consultant

Training Consultant 
Notifies Logistics 

Coordinator or 
Vendor/EMS Under 

Consideration

Logistic 
Coordinator:
Is an On-Site 

Location 
Available?

Send Request Back to Training 
Consultant to Follow the Off-

Site Training Events Flowchart

This process ends.

No

Logistics 
Coordinator 

reserves room.

Training Consultant Meets 
with Customer to Discuss 
Objectives and Logistics.

ASRI Transports Material 
and Supplies to Event and 

Sets Up Room
ASRI Transports 
Materials and/or 
Supplies Back to 
Proper Locations

Training 
Consultant 
Conducts 

Evaluation of 
Events

ASRI Closes 
Event in 

AdminStar 
Within 15 

Working Days

Training 
Consultant 

Follows Up As 
Needed

End of Process

Po
st-

Ev
en

t
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Special Request 
 

Customer/
Organization

EODD

Training Consultant and 
Customer Work Together to 
Determine the Best Venue: 

Organizational Development, 
Training, or EMS

Customer Requests 
Training or OD 

Through 
Directorate Head

EODD 
Manager 
Approves 
Request

Training Consultant 
Lead Assigns 

Request to a Training 
Consultant

Customer Contacts Their 
Training 

Consultant/Representative

Request is 
Sent to EMS 

Lead

EMS
If the Request is 
Organizational 
Development,

the Process for OD 
is Followed.

This Process Terminates

Training Consultant 
Completes a Course 
Information Sheet

Is Course 
Open to 
Center?

Tr
ai

ni
ng

 o
r O

D

OD

Customer Must 
Complete and 
Submit a Form 

59

No

Course 
Information 
Sheet is Sent 

to ASRI

ASRI 
Determines 

Location and 
Course Setup

Yes

Training 
Consultant Opens 

Course with 
Roster and 
Evaluations

Af
te

r S
pe

ci
al

 R
eq

ue
st 

Ev
en

t

Training 
Consultant 
Retrieves 

Information

ASRI 
Certifies 
Payment

ASRI Closes 
Out Course in 

AdminStar

End of Process

Training

After EMS Session 
is Conducted, the 
Results Are Made 
Available to the 

Requester
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Training Purchases 
For Self Enrolled Classes 

 
 

Customer/
Organization

EODD

Employee Sends 
Training Request 

to Training 
Consultant

Training Consultant 
Sends Course Build 
Information Sheet to 

ASRI Buyer and Logistic 
Data Collection Sheet to 
ASRI Logistics Manager 

if Needed

ASRI Buyer Enters 
Course Information 
Into AdminSTAR and 
Places Purchase Order 
With Vendor

Training Consultant 
Monitors Enrollment in 

AdminSTAR and 
Informs ASRI When to 
Send Out Confirmation 

Notices

ASRI Emails 
Confirmation 

Notices to 
Enrolled 

Employees

ASRI Buyer Emails 
Cancellation Notices to 
the Enrolled Employees 
and Cancels Purchase 

Order with Vendor

If the Course is 
Cancelled, the Training 
Consultant Will Notify 
ASRI Buyer and ASRI 

Logistics Manager

Af
te

r C
ou

rs
e 

Co
m

pl
et

io
n

Training Consultant 
Gives ASRI Buyer 
Attendance Roster

ASRI Updates Attendance in 
AdminSTAR and Closes 

Course Within 15 Working 
Days of Course Completion

ASRI Keeps File on 
Each Course and 

Returns Original Form 
59 to Appropriate 

Training Consultant on a 
Quarterly Basis

End of Process

Canceled

N
ot

 C
an

ce
lle

d
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On-Site Training Purchases 
For Non Self-Enrolled Classes 

 
 

Customer/
Organization

EODD

Employee Sends 
Training Request to 

Training 
Consultant

Training Consultant Gives 
Course Build Information 

Sheet or other form of 
notification to ASRI Buyer

ASRI Buyer Enters Course 
and Employee Information 

into AdminSTAR and Places 
Purchase Order with Vendor

Training Consultant 
Gives ASRI Buyer List 
of Attendees to Enter 

into AdminSTAR 

Training Consultant 
Gives ASRI Buyer 
Attendance Roster

ASRI updates 
attendance in 

AdminSTAR and 
Closes Course Within 
15 Working Days of 
Course Completion

ASRI Keeps File on 
Each Course and Returns 

Original Form 59 to 
Appropriate Training 

Consultant on a 
Quarterly Basis

Process is Complete

ASRI Emails 
Confirmation & 

Training Program 
Evaluation  Form 

to Enrolled 
Employees

ASRI Emails Cancellation 
Notices to the Enrolled 

Employees and Cancels the 
Purchase Order with Vendor

Process Terminates

Yes

No

Is Course Cancelled?

Af
te

r C
ou

rs
e 

Co
m

pl
et

io
n
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Training Purchases For Co-Op Study 
 
 

EODD

EODD Co-op Program 
Manager Gives ASRI the 

Training Request

ASRI checks for 
Open NASA 

Purchase Order Log

Does Open NASA 
Purchase Order Exist?

ASRI Faxes College a 
Blanket ASRI Purchase 

Order

ASRI Faxes College a 
Sponsorship Letter 

Referencing the NASA 
Purchase Order 

Number

ASRI Buyer 
Processes Payment 

for Courses as 
Invoices are 

Received

ASRI Buyer Gives 
Copy of Purchase 

Order and Invoice to 
EODD Co-op 

Program Manager

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

EODD Co-op Program 
Manager on a Quarterly 

Basis

Process is Complete

No

Yes
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Self-Study Learning Center 
 
 

Customer/
Organization

EODD

Employee 
contacts SSLC 

Personnel

*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

SSLC Personnel 
Identifies Request as
e-Learning*, ESD*, 

KSC*, PCH*, or  SSLC* 

SSLC 
Personnel 

Checks Out 
Course Material

SSLC, 
KSC, 
PCH

SSLC 
Personnel 

Establishes 
Employee 
Account in 
e-Learning

e-Learning

SSLC Personnel 
Established Scheduled 
Time for In-House Use

Registration 
Confirmation is Sent to 
Employee Via E-mail SSLC Personnel Monitors Employee’s 

Course Completion and Forwards Course 
Scores to the Appropriate Quality Control 

Representative

SSLC Credits 
Employee’s Course 

History in 
AdminSTAR

Process is Complete

Is Training 
SSLC, KSC, 

or PCH?

Employee Views 
Video and Returns 

It to the SSLC

Employee Views 
Videos and 

Returns Them  to 
the SSLC

Employee 
Completes 

Course Material 
and Returns It 
to the SSLC

SSLC KSC

Employee Completes MSFC 
Forms 4083 and 4083-2 and 

Sends Them to Appropriate POC

SSLC Personnel 
Forwards 

Employee Info to 
KSC POC

PCH

ESD

Employee Completes 
Course and Notifies 
SSLC  Personnel or 

EODD Training 
Consultant

SSLC Personnel 
Performs/Hosts 
Lunch-n-Learn 
Seminar Event

Employee Attends 
Event and 

Completes EODD 
Evaluation Forms

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

Customer/
Organization

EODD

A Call for Nominations is 
Distributed Through the 
Centerwide Action Item 

Tracking System (CAITS) 
During the 1st Qtr

The Directorates Submit Nominations or 
Negative Replies to EODD with 

Nominees in Priority Order

Nomination Packages Include MSFC 
Form 3702 and the Full-Time Study 

Supporting Data Sheet

Nominations are Reviewed by 
EODD for Center and Regulatory 

Compliance

Schedule Personnel Management 
Advisory Board (PMAB) Meeting

EODD Prepares a Checklist for 
Honorary Awards, Fellowships 

and Other Personnel Development 
Opportunities (MSFC Form 3611) 

For Each Nominee

EODD Generates a Training 
History for Each Nominee

Ten Notebooks Including Spreadsheet 
Summary of Nominees, MSFC Form 3702, 

MSFC Form 3611, and the Training 
History are Prepared and Delivered to 

Members of the PMAB a Minimum of 3 
Business Days Prior to the PMAB meeting

Nominees are Notified of 
Approval/Disapproval by Letter from 

CaER Director

Upon Completion of Full-Time 
Study, Data is Entered Into Training 

History and Closed

Process is Complete
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Training Purchases For 
Part-Time and Full-Time Study 

 
 

Customer/
Organization

EODD

After Approval by EODD 
Manager or Deputy 

Manager, Form 59 is Given 
to ASRI for Processing

ASRI Checks to See 
if College is Listed 

on Open NASA 
Purchase Order Log

Is College Listed on 
Open NASA Purchase 

Order

ASRI Faxes College an 
ASRI Purchase Order 

and a Sponsorship 
Letter

ASRI Faxes College a 
Sponsorship Letter 

Referencing the NASA 
Purchase Order 

Number

ASRI Receives 
Invoice From 
College Each 

Semester
ASRI Updates 

Employee’s Course 
History in 

AdminSTAR

ASRI Keeps File on Each 
Course and Returns 

Original Form 59 to the 
Appropriate Training 

Consultant on a Quarterly 
Basis

Process is Complete

Yes

No

Form 59 is Received into EODD 
30 Days Prior to the Start of 

Class for Approval

ASRI Buyer Emails the 
Employee Approval 
Confirmation Within 3 
Days of Receiving 
Approved 59 From 
EODD Manager or 
Deputy Manager

NASA Purchase Order
or ASRI Purchase Order

ASRI

NASA

ASRI Gives Invoice to 
FMO for Payment

The Invoice is Sent 
to ASRI Accounting 

for Payment

FMO Sends the Invoice Back With Form 1575 Attached for 
Certification by EODD Manager, Deputy Manager, or 

Training Consultant

EODD Manager, Deputy Manager, or Training Consultant Certifies 
Invoice and returns original to FMO and a copy to ASRI

Was Course 
Completed 

Satisfactorily

Yes

ASRI 
Coordinates 

with 
Appropriate 

Training 
Consultant to 

Collect 
Amount Due

No

ASRI Enters an 
U/S in Training 

Record

 


