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1.0 INTRODUCTION

1.1 PURPOSE

This procedure defines the responsibilities and policies for the Gamma-ray Large Area Space
Telescope (GLAST) Project Data Management Office (DMO).

1.2 SCOPE

This procedure details the mechanisms by which documentation shall be identified, released,
maintained, dispositioned, archived, and stored in the GLAST Project Library.

1.3 OBJECTIVES

The basic objectives of the GLAST Data Management (DM) procedure are as follows:

Implement and maintain aDM system for managing both genera and proprietary documents
in dectronic or hardcopy format

Identify, collect, manage, and archive interna and externd project data
Egtablish and maintain status records of documentation

Provide direct documentation support to the GLAST Project

1.4 PLAN MAINTENANCE

The DM procedure will be reviewed and revised as necessary to reflect changesin DM
requirements.

1.5 DOCUMENT ORGANIZATION

This document is organized as described below:

Section 1.  Introduction

Section 2.  Responghilities - This section provides an overview of the respongbilities handled by
the DMO.

Section 3.  Contractor- Ddivered Documentation Requirements - This section details the method by
which contract-rel ated correspondence and contractor delivered documentation is
disseminated, maintained, stored and reported.

Section 4. Library Requirements - This section describes the types of documents stored in the
library, maintenance of library catdog and distribution sheets, handling of proprietary
data, placing a document into the library, obtaining a document and library reports.

CHECK THE GLAST PROJECT WEBSITE AT
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20 RESPONSIBILITIES

21 DATA MANAGEMENT OFFICE

The GLAST Project DMO will accomplish data management at the Project level. The GLAST
Task Monitor overseesthe DMO. The GLAST DMO shall establish a relationship with DMOs
from dl organizations with which GLAST interfaces. Thiswill ensure that the GLAST Project is
apprised of any new documents or of updates to exigting documents, while maintaining a process
whereby the GLAST Project receives updates in atimely manner. The DMO is responsible for
posting new documents and updates (revisions) to existing documents to the GLAST Project
Library website which has arestricted accesslist. GLAST Project documents that are under
configuration control will not be placed in the library. The Master Controlled Document List
(MCDL), located on the Project website, will be the only location to obtain the latest version of
GLAST Project configuration controlled documents.

22 DATA MANAGEMENT

GLAST daa management involves, but is not limited to, the following:

Identifying, collecting, logging, scheduling, processing, tracking, both project- and
contractor-prepared documents

Acquiring and distributing documents to project personnd and other reviewers usng an on
line database

Establishing and maintaining a schedule of dl contractor deliverables and tracking the status

Apprisng managemernt of the atus of active data items and schedules, and reporting any
data scheduling problems

Coordinating the ddlivery of contractor deliverables

Maintaining an eectronic library of contractor deliverables, presentation packages,
videotapes, photographs, graphics, software, reference materia, and project-related
documentation

Maintaining the ontline library database

CHECK THE GLAST PROJECT WEBSITE AT
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30 CONTRACTOR-DELIVERED DOCUMENTATION REQUIREMENTS

3.1 INTRODUCTION

This section describes how contract-related and contractor-ddivered dataitems are disseminated,
maintained, stored, and reported. The ddlivery of contractor-required dataitemsis monitored by the
DMO to ensure compliance with the GLAST Data Requirements Document (DRD) for the
appropriate GLAST Contract.

3.2 INCOMING CONTRACTOR-REQUIRED DATA ITEMS

Contractor-required data items may be delivered to either the DM O, the Contracting Officer's
Technical Representative (COTR) or the Contracting Officer (CO) depending upon established
procedures and/or the type of data item being delivered (i.e., proprietary data). A transmittal |etter
usualy accompanies contractor-required documentation. The tranamittd |etter states the name of
the document being delivered, and may aso include the number of copies being ddlivered, contract
Data Items List and Schedule (DILS) item number, and the DRD/ document number. A copy of the
transmittal |etter is retained by the DMO for traceability purposes. A trangmittd letter may dso
accompany other documents being delivered, such as technical reports (TR), etc.

3.3 REVIEW OF CONTACTOR-REQUIRED DOCUMENTATION

All contractor-required documentation is assgned a civil servant ‘sponsor’ who ensures that the
document is reviewed in atimely manner, if required. Contractor-delivered data are characterized
by review type asfollows.

A =Approva —  Documentsin this category require Government review and approva
prior to fina acceptance. The Government will adhere to a controlled
schedule for review of the initid submittal and subsequent changes.
Deviations from the controlled schedule or format will be consdered on a
case-by-case basis.

R =Review - Documentsin this category do not require forma Government gpproval.
They must be received within a specified time period and are subject to
evaduation. The Government reserves the time-limited right of
disgpprova for each submisson.

| =Information -  Documentsin this category are informa and are for information only.

3.3.1 Formal Review of “ Approval” Documents

The GLAST DMO will coordinate the formal review of documents that are not to be controlled by
the GLAST CMO (at GSFC). The GLAST CMO (at GSFC) will coordinate the review process of
GLAST CM-controlled documents as per the GLAST CM Procedure (433-PROC-0001).

CHECK THE GLAST PROJECT WEBSITE AT
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Original 3 duly 23, 2003




433-PROC-0002

3.3.2 Informal Review of “ Review” Documents

The DMO will coordinate an informa review of any documents designated for “Review” only with
the document sponsor and other reviewers the sponsor may designate. This review period will be
approximately two weeks from receipt of the document. The sponsor will review al comments and
forward them directly to the contractor for review/acceptance.

34 DISSEMINATION OF CONTRACTOR-REQUIRED DOCUMENTATION

The document sponsor is responsible for providing adistribution list to the DMO. This should be
done prior to the document(s) being delivered to the GLAST Project to ensure that the correct
number of hard copies required, if applicable, is ddivered. After ddivery, the DMO will determine
which document review category is applicable by looking up the DIL number in the DRD.
Documents requiring Approva or Review are assigned dates for when the comments should be
submitted to the sponsor, or DMO, as applicable; when the letter should be forwarded to Contracts;
and when the letter should be received by the contractor. Thisinformation is put on a distribution
sheet dong with other pertinent information such as document title, document number, sponsor, and
recipientsreviewers of the document. The document is then distributed and recorded in the DRD
Tracking database. A copy of the document isretained in the library. A copy of the distribution
sheet isretained for historica purposes. A sample digtribution sheet is shown in Figure 3-1.

35 DATAITEM LIST AND SCHEDULE TRACKING DATABASE

The Data Item List and Schedule (DILS) tracking database is used to record the history of a
contractor-required document throughout the life cycle of the contract. All documents that are
listed in the DILS are found in the database.

Each record may include the following:

Date the document is due (if gpplicable)
Date the document is received

Review Code

Civil Servant Sponsor

Event Code - (this describes when the document is to be ddlivered: i.e, due two weeks prior
to prdiminay design review (PDR); monthly, due one month after consent to ship review
(CSR), etc,, if gpplicable)

6. Date when comments are due to the contractor (if applicable)

o~ W DN P
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GLAST PROJECT DISTRIBUTION
Recv'd Date: Corr Date: Corr No.:
Subject:
Originator:
DOCUMENT TYPE

Contract Deliverable: DIL No.:

O
Typel

R%"WO‘”\‘?\ M A

Reply O g pnso
= U o
Comments Due to

N—_~DISTRIBUTION

TOTAL

Review procedures: The Sponsor and documentation reviewers shall evaluate the document based on established

criteria. The Sponsor shall forward atechnical assessment to the respective GLAST COTR. The GLAST COTR shall make a
recommendation to the GLAST CO. The GLAST CO will notify the contractor of the government’s findings.

Please contact Beverly Townsend (301-286-0118) (Beverly.D.Townsend.1@gsfc.nasa.gov)- for changesin address
additions, or deletions.

Figure 3.1. Sample Digtribution Sheet
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17.

18.
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Date document is approved (if applicable)

Date document is disapproved (if applicable)

Date document is to be resubmitted, if disapproved (if applicable)

Document Date

Document Number

Library Number

Status (i.e., in review, approved with comments, disgpproved)

Sub-dement - (This is a unique number which ads in identifying multiple deliveries of a

DRD. For example, in the document number, 305-CD-078-001, 078 would be the sub-
eement and thisis the 78th volume in this series) (if gpplicable)

Actud Document Title
DRD and DILS numbers

Totd Review Time (if goplicable) — tells how many days it took to approve/disapprove the
document from date of receipt

Remarks/Notes — provides additional information about a document not covered above
such as requests from the contractor to delay ddivery of a DRD, ddetion of the DRD by
document change notice (DCN); or changes in the delivery dates either by DCN or by a
letter from Contracts.

REPORTSAND STATUSING

Severd reports and statusing options are available from the DILS Tracking database and are
described below:

Detail Report - This report gives the entire history of a contractud required document. All
the information that has been recorded for a document will gppear on the report.

Summary Report - This report provides only the DRD number, DIL number, sub-eement,

review code, sponsor, and document title for whatever was specified in the search criteria
Contractor Delinquent - This report will show which contractud required documents were

delivered beyond the specified due date or have not been ddlivered and are past the due date.
The DMO has the option to sdect which documents will be listed on the report.

Contractor Deliverable - This report will show which documents are due in a pecific time

frame. For example, if any documents are due during the period January 1, 2003 through
January 30, 2003, they will show up on thislist, provided the DM O knows thisinformation
and it has been entered into the database.

Sponsor Search - When sdecting a name from the database pick lig, this report will find dl

the contractor delivered documents a particular sponsor is responsible for.

CHECK THE GLAST PROJECT WEBSITE AT
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The following reports ded with the status of a document.

Approved -  When given a specific time period, this report will list the contractor-required
documents that have been gpproved. This can only be done aslong as the status of
the document is approved, approved with comments, or approval pending.
Documents with the status of “approva pending” are generdly interface documents
that have been approved by the Interface Control Working Group (ICWG) and are
awaiting aforma approva letter from Cortracts. Documents with the status of
“approved with comments’ are approved documents but need to have changes made
prior to publishing a new version. Documents with the status of “ gpproved by
default” are categorized as “Review” documents, which the contractor may consider
approved after 45 days following ddivery to the government.

Disapproved - When given a specific time period, this report will list the contractor-required
documents that have been disgpproved. This can only be done aslong as the Satus
of the document is disapproved.

InReview -  When given a pecific time period, this report will list the contractor-required
documents that are currently under review. This report is prepared monthly and
reviewed by the COTR and Sponsor. Thisreport is placed on the GLAST Project
Management website.

A document may aso be classfied as:

Acceptable —  indicates the government has completed its review of the document and has found it
to bein order

Class |11 Change — indicates that the document has been revised, but the changes made contain no
changes to schedule or cost and have been approved by the contractor

Closed — appliesto ‘ Information only’ documents that do not need to be reviewed

Closure Pending — gpplies to those documents for which the approva/disapprova letter has been
forwarded to the COTR for concurrence and is awaiting aformd letter from Contracts

Errata— is used for replacement pages to a previoudy submitted document

Incorporates Comments - indicates the document had been gpproved with comments and this
verson incorporates those comments

Matrix — Documents that have been disgpproved and resubmitted may be accompanied by a change
matrix which explains which areas of the document were changed and how the comments were
resolved. This change matrix is statused as amatrix and may have its own document number for
tracking purposes.

Reply — applies to contractua correspondence pertaining to a contractor deliverable document

Review Not Completed — applies when unforeseen circumstances (such as changes in contractua
requirements) prevent the review of the document

Superseded — indicates the document never completed the review process and was replaced by a
more current version.

CHECK THE GLAST PROJECT WEBSITE AT
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3.7 CORRESPONDENCE

Correspondence will be traced in the GLAST library database.

CHECK THE GLAST PROJECT WEBSITE AT
http://glast.gsfc.nasa.gov/project/cm/medl TO VERIFY THAT THIS IS THE CORRECT VERSION PRIOR TO USE.

Original 8 duly 23, 2003




433-PROC-0002

40 LIBRARY REQUIREMENTS

41  GLAST DOCUMENT LIBRARY

The DMO will maintain current versons of al project non-baseline documents, reference
documents, updates, contractor deliverables, management data, and technica datain the GLAST
eectronic library. The originator shall identify reference and ddliverable documents and updates to
these documents.

The DMO will receive origind versons and updates of dl documents and integrate the updates into
the on-line verson. The DMO will maintain reproducible copies where appropriate.

4.2 OBTAINING A DATA ITEM

Whenever possible, personnd requiring a document or other data item will be directed to the
GLAST online eectronic library. By entering a document number, date, or keyword, personne
should be able to easlly retrieve and print the desired dataitem to their office printer. Where on-line
access is unavailable, or in cases where the team member is unable to find the item, requests for
dataitems may be made by telephone, fax, in person, eectronic mail, or via the on-line document
request form. All requests should contain the following information: requester’ s name,

organization, phone number, emall address, and a description of the data item being searched for.
Thelibrarianwill make every effort to obtain the document or other detaiitem from other Nationa
Aeronautics and Space Adminigtration (NASA) centers or sources if the requested document is not
inthe GLAST library.

43 LIBRARY DATABASE

The library database is ameans of controlling documentation resding in the library. The GLAST
DMO will maintain the ortline library database. Non-basdline, reference, deliverable documents,
and dl updates are maintained in this database. The database will encompass al documents

acquired by the library.

Project personnel and support contractors have access to the library database through the GLAST
Project Management webdte. The library database enables project personnd to submit a new
document and to locate and retrieve document information. However, only the DMO hasthe
cgpability to edit, and delete entries in the system.

By using any of the available fieldsin the library database, the user has the ability to search the
contents of the database. The library database search provides the user adequate information to
retrieve the most current version of a document or other dataitem. All the fields have wild card

searching capabilities that enable the user to search on any field without knowing the exact
document information.

Fieldsin the library database are:

GLAST Library Number
Document Title (including volume number, if applicable)

CHECK THE GLAST PROJECT WEBSITE AT
http://glast.gsfc.nasa.gov/project/cm/medl TO VERIFY THAT THIS IS THE CORRECT VERSION PRIOR TO USE.

Original 9 duly 23, 2003




433-PROC-0002

Date Submitted to library

Data Item Date (date document was written/released; date photograph or video was taken)
Originator (includes organization, e-mail, phone number)

Sponsor (includes organization, e-mail, phone number)

Submitter (includes organization, e-mail, phone number)

Author (includes organization, e-mail, phone number)

Responsible Group (indicates project groups associated with this data item; WBS reference
if gpplicable)

Access Levd (see section 4.6 for more detail)

Internationd Traffic in Arms Regulations (ITAR) Sengtivity Leve (gppliesto technicd data
to be exchanged with nonUnited States (U.S.) permanent residentsin the U.S. or overseas)

Hardware Type (whether flight, non-flight, etc.)
File Format (electronic and hardcopy)
Document Size (number of printed pages in document)

Document Higtory (includes. document number; document type; origind document date;
revison number; revision date; change number; change date)

Proprietary (yes/no)

Alternate Identification (ID) Number (two fields for cases where more than one dternate ID
exiss)

Media Items Associated with Data Item (includes Documents, Drawings, Videos, Graphics,
and Photographs)

(If yes, provides respons ble organization, Statement of Work (SOW) reference, expected
ddivery date)

Contract Number (if gpplicable)
DRD/DILS Number
Keywords

Notes/Comments

CHECK THE GLAST PROJECT WEBSITE AT
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4.4 PROPRIETARY AND ITAR SENSITIVE DATA

441 Proprietary Data

Some documentation may contain information of a proprietary and/or sensitive nature. The
document sponsor is responsible for informing the DMO of any redtrictions that may apply to
digribution. All outside requests for information (not in the public domain) should be referred to
the Freedom of Information Act.

442 NASA International Trafficin Arms Regulations Sensitive Data

It isthe respongbility of the document author and/or Government sponsor to identify documents
that contain ITAR sengtive data upon submitting documentsto the library. If thereisan
uncertainty whether or not a document contains ITAR sendtive data, the author/sponsor shall
contact the GLAST Export Control Specidist. These documents shal contain one of the following
Statements as appropriate.

4.4.2.1 AllITAR Senstive Documents
The following statement shdl be shown on al pages for al documents containing ITAR sengtive data

The unclassified technica information included herein is controlled
under the ITAR, 22 CFR 120-130, by the US Department of State.
Trandfer of thisinformation to aforeign person or entity requires an
export licenseissues by the U.S. Department of State or an ITAR
exemption to the license requirement prior to the export or transfer.

45 DOCUMENTATION

The library shal maintain copies of al contracts. Modificationsto a contract are received from the
CO and placed into the library. Reference attachments and/or appendices may aso be found in the

library.

Proj ect- prepared documentation, excluding those documents under CM control, will be stored
electronicaly on the GLAST library web page or in hard copy in the library for reference. Project
personnel are respongble for providing the library with the latest version. Technica documentation
prepared for the project by contractor personnd shal aso be stored electronically or in hard copy
forminthelibrary.

46  PLACING DOCUMENTSIN THE LIBRARY

Each document placed in the library, regardiess of mediatype, will be consdered the library’s
master copy.

A Library Dispostion Form (see Figure 4.1) will be completed when placing a document into the
library. Information contained on the form will asss the Librarian with identifying the document

in the library database. All documents placed into the library will be assgned one or more security
control codes.
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GLAST
Library Submit Form
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Figure4.1. Sample Library Digpostion Form

CHECK THE GLAST PROJECT WEBSITE AT
http://glast.gsfc.nasa.gov/project/cm/medl TO VERIFY THAT THIS IS THE CORRECT VERSION PRIOR TO USE.

Original 12 Jduly 23, 2003




433-PROC-0002

4.7 LIBRARY REPORTS

Library reports are generated as requested with the exception of the monthly acquisition report. The
monthly acquisition report lists al the documents that the library has acquired for the previous
month.
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ABBREVIATION/
ACRONYM

CM
CMO
CO
COTR
CSR
DILS
DM
DMO
DRD
GSFC
ICWG
ID
ITAR
GLAST
NASA
PDR
PROC
PSM
SOwW
TR
u.sS

APPENDIX A. ABBREVIATIONSAND ACRONYMS

DEFINITION

Configuration Management

Configuration Management Office(r)
Contracting Officer

Contracting Officer’s Technical Representative
Consent to Ship Review

Data Items List and Schedule

Data Management

Data Management Office(r)

Data Reguirements Document

Goddard Space Flight Center

Interface Control Working Group
Identification

Internationd Trafficin Arms

Gammea-ray Large Area Space Telescope
Nationa Aeronautics and Space Administration
Prdiminary Desgn Review

Procedure

Project Support Manager

Statement of Work

Technica Report

United States
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TERM
Data

Data Requirements Document (DRD)

Data ltems List and Schedule (DILS)
DataLibrary

Data Management

Didribution Ligts
Externa Data
Internal Data
Library Catdlog List

Sponsor

Technica Assessment

433-PROC-0002

APPENDIX B. GLOSSARY

DEFINITION

Documents, records, reportsfiles, and correspondence in
hard copy or dectronic form. Dataincludes engineering
data, planning data, and other information that is developed
or used in a project.

A description of the correct format, content, and delivery
details of an item in the Data Items List and Schedule (DILS)

A ligting of the data requirements for a specific contract.

An enclosed area designated to house documents and
reference materids.

Process of identifying, collecting, archiving, and controlling
managerid, adminidrative, technica, and related data
produced in or required by the Project.

Ligs of individuas who are or will be recipients of specific
documents.

Basdine and nontbasdline documents generated and
controlled outside by the GLAST Project

Non-basdline documents generated or controlled by the
GLAST Project

Lig of al documents that are physicaly located, controlled,
and maintained in the GLAST Project Library

A GLAST civil servant responsible for collecting and
coordinating al document comments againgt a contract
deliverable

A finding of whether the contract delivery meetsthe
technical requirements.
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