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Subtask Order 2.8

	Subtask Order Title

Technical Information Support


1. Scope of Work

Adherence by JSC to the International Standards Organization (ISO) 9001 requirements involves a disciplined approach to the design, development, production, testing, and flight readiness of our work elements that is entirely appropriate in our role as the world leader in human space flight.  ISD and the Information Science Branch (ISB) is the Office of Primary Responsibility (OPR) for issuing, revising, reviewing, approving, and controlling documentation and data that relate to the ISO 9001 standard.  The branch is responsible for library and information management support services, which include providing leadership and technical guidance to the JSC community for ISO documentation and records management. This subtask will support all of the activities that shall fulfill the responsibilities of the OPR.  The scope of the task also shall include managing the document review lifecycle, by authoring and reviewing ISD ISO documents, as directed by the ISD accountable official in the ISB.  The scope shall also include providing ISO outreach assistance to ISD and all of JSC, while acting as the ISD master list custodian and the center expert on official quality documentation.

The Information Science Branch is also responsible for implementing the Management Directives process, as it exists at JSC.  This includes initiating and coordinating the review of new and revised JSC and NASA Directives, resolving discrepancies in review comments received and preparing a center response, and posting of finalized JSC directives to the electronic Directives library, which is currently the NASA Online Directives Information System (NODIS).  This subtask will be responsible for preparing Directives packages for review, and for preparation and posting of the finalized electronic document.

2. Performance Standards

· The Contractor shall comply with JSC policy regarding use of the JSC intranet.

· The Contractor shall ensure that ISD management approves all information-disseminated external to ISD.

· The Contractor shall ensure that information is provided within schedule guidelines.
· Schedules will be coordinated and negotiated with the JSC Subtask Manager.
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3. Task Descriptions

Personnel will work directly with members of the Information Science Branch (ISB) to:

· Provide Information Technology assistance to the ISB.  This includes content administration and technical oversight for ISO master list Web site; evaluating integration requirements and alternatives for ISD managed quality document repositories.
· Provide responsibility for establishing and maintaining a documented process to control all System Level Procedures (SLPs)

· Provide ISO outreach assistance to ISD and JSC.  This includes serving as the center expert on official quality documentation; developing user aids; providing technical assistance for the development of official documentation; providing technology assessments for electronic document management systems; serving as primary point of contact for quality systems master list matters; and conducting training classes for ISO master list custodians. 

· Manage the document review lifecycle.  This includes authoring and reviewing ISD ISO documentation and serving as the ISD master list custodian; coordinating periodic document reviews; reviewing, evaluating, and recommending the disposition of change requests; summarizing change requests for management review, and finalizing change requests based upon official disposition.

· Assist the JSC Records Manager in Records Management outreach and inventorying activities as required. 
· Prepare JSC Directives documents for posting to the electronic Directives Library, which is currently the NASA Online Directives System (NODIS).  This includes converting finalized Directives documents from their native format (e.g., MS Word) to HTML, and then “cleaning” the HTML using the Macromedia Dreamweaver software.  Also includes posting the document to NODIS using FTP.
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· Prepare directives hardcopy review packages for new and revised directives.  This includes assembly of review packages for new and revised directives documents that are to be routed and reviewed in hardcopy.  Prepared packages will be provided to the Directives Manager for review prior to being routed.  This will also require checking for and retrieving documents as they are posted to the electronic Directives library for agency review.
4.
Allocated Costs  

Direct Labor Cost:
$81,748.00 NTE


Other Direct Costs (ODC)
see attached


 Task Order Attachment

Non-Security Subtasks – Other Direct Costs (ODCs) Pool

Allocated Other Direct Costs (ODC) Pool - $21,600.00 NTE

Non-Security Subtasks:

2.7   
Management Information Systems Distributed Support

2.8   
Technical Information Support

2.9  
Technology Transfer Support

2.10
Customer Service Office (CSO) Support

ODC includes, but is not limited to, pagers, cell phones, training, and travel for non-routine applications, projects, and tools.  Each ODC will be approved by the Subtask Manager and the Contracting Officer’s Technical Representative (COTR) prior to expenditure
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