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1. PURPOSE

Thi s docunent provides instruction for processing requests
fromthe general public for information about the Marshal
Space Flight Center

2. APPLICABILITY

Thi s organi zati onal work instruction applies to all personnel
who answer Public Inquiries Requests.

3. APPLI CABLE DOCUMENTS

NPG 1441.1 NASA Record Retention Schedul e

4. DEFI NI TI ONS

a. General public: Any individual who requests informtion
about NASA/ MSFC and has not identified thenselves as a teacher
or professor or anyone that request information on behalf of a
cor porati on.

b. Technical: Specific information about a MSFC
Program Project that is not maintained in the public inquiries
syst ens.

5. I NSTRUCTI ONS

5.1 The Public Inquiries division will receive all requests
fromthe general public for information about the Marshal
Space Flight Center. These requests are accepted via phone,
letter, fax or electronic mail

5.2 Requests are reviewed and categorized either foreign or
donesti c.

5.3 Foreign requestors are sent a standard foreign mail
package.

5.4 Donestic requests are read and packages are assenbl ed
with general information about the Marshall Space Fli ght
Center. All questions and specific information that is
requested is responded to if the information is readily
avai |l abl e and on-hand. If the information requested require
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nore than ten m nutes of research then the request will be

forwarded to the appropriate Marshall program office or other
NASA center if the question is nore appropriate for another
center to answer. These packages are mailed via the U S. mai
system except in cases where the requester has asked for an
el ectronic response. As a cost and tinme saving neasure,

el ectronic responses may include referring the requestor to
NASA web site addresses where the information may be found

i nstead of sending the requestor paper copies of information.

5.5 |If a requester has asked a technical question and there
are no publications in the Public Inquiries systens that
answers that question, the contractor personnel my direct

t hat question to a MSFC enpl oyee identified as having the
technical answer. The MSFC technical enployee may elect to
respond directly to the requester or may ask the Public

I nquiries Office to forward the supplied answer for them

6. NOTES
None

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

8. APPENDI CES, DATA, REPORTS, AND FORMS

None

9. RECORDS

Quality Record Repository Ret enti on

A listing of all Mai nt ai ned by NPG 1441.1

mai | - out s Public Inquiries AFS# 1382, lItem 55

Contract or Destroy when 3
nont hs ol d.

10. TOOLS, EQUI PMENT, AND MATERI ALS
None

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

12. FLOW DI AGRAM
See Figure A
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