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If any process in this document conflicts with any document in NODIS, this document shall be superseded by the NODIS document.  Any reference document external to NODIS shall be monitored by the Process Owner for current versioning.

1.0 Purpose

The purpose of this system level procedure (SLP) is to document the administrative activities that are governed, performed, and monitored from the NASA IV&V Administrative Office (Administrative Office).

2.0 Scope

This SLP applies to the following administrative processes that support the operations of the NASA IV&V Program:
· Time and Attendance

· Travel

· Supplies

· Scheduling

3.0 Definitions and Acronyms

Official NASA IV&V roles and terms are defined in the Quality Manual.  Specialized definitions identified in this SLP are defined below.

3.1 Acronyms
FTR

Federal Travel Regulation

GSA

Government Services Administration

IEMP

Integrated Enterprise Management Program

IMS

NASA IV&V Management System
NPD

NASA Policy Directive

NPR

NASA Procedural Requirement

O&M

Operations and Maintenance

POV

Privately Owned Vehicle

QM

Quality Manual

RMO

Resource Management Office

SLP

System Level Procedure

WVURC
West Virginia University Research Corporation

4.0 Process Flow Diagram
A process flow diagram does not apply to this SLP.  However, the following illustration depicts subject matter described in later sections of this SLP.  
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4.1 Time and Attendance
NASA IV&V civil service employees are responsible for entering time into WebTADS on a bi-weekly basis for payroll processing.  
Within the WebTADS system, NASA IV&V civil service employees also may request adjustments for prior pay periods (up to three), as well as various leave and compensatory time components (e.g., annual leave, sick leave, overtime, credit hours earned/used, administrative leave, military leave, compensatory time earned/used).  Additional information regarding leave and time entry can be obtained at the WebTADS Training web site (http://webtads.gsfc.nasa.gov/Training.htm).  
Unused annual leave must not exceed 240 hours (30 workdays) at the end of each calendar year.  NASA IV&V civil service employees are responsible for scheduling their annual leave in advance throughout the year to avoid forfeiture in the first pay period of the next calendar year.
NASA IV&V civil service employees are responsible for the scheduling and publication of planned future leave and absences on Outlook and by email.  

4.2 Travel

NASA IV&V civil service employees are responsible for the preparation, reservation, and documentation of all travel in support of government work-related duties.
4.2.1 Local Travel
Travel that does not exceed 50 miles from the traveler’s residence or the NASA IV&V Facility (duty station) is deemed local travel.  For local travel, NASA IV&V civil service employees must complete Form 1003, Authorization for Local Travel.  NASA does not reimburse the traveler for privately owned vehicle (POV) mileage, lodging, or food expenses while on local travel.
4.2.2 Long Distance Travel
Travel in excess of 50 miles from the traveler’s residence or the NASA IV&V Facility (duty station) requires NASA IV&V civil service employees to request authorization through FedTraveler (https://www.fedtraveler.com/). 
Support for use of FedTraveler is available at the FedTraveler web site.  If further assistance is needed, employees should contact the NASA IV&V Travel Point of Contact (POC).  If the necessary assistance cannot be obtained from the Travel POC, then support is available by phone at (888) 353-5873.  Employees should note that phone support should be the last resort for FedTraveler assistance, as it incurs an additional fee.   
For international travel, the employee must contact a FedTraveler representative at (888) 353-5873 to make travel arrangements.  
4.2.3 Transportation

Transportation in support of official government travel is authorized using Government Services Administration (GSA) Vehicles, non-government conveyances, POVs, and common carrier transportation.  NASA IV&V Program Management will adhere to Federal Travel Regulation (FTR) guidelines to ensure that the mode of transportation selected is that method which is most cost-effective to the government.  Transportation expenses will be identified in the official Travel Authorization in Travel Manager.  All forms of transportation will be authorized upon approval of the Travel Authorization by NASA IV&V Program Management.
4.2.3.1 Reserving a GSA Vehicle

The NASA IV&V Program shall maintain two GSA Fleet Management Vehicles for use by NASA IV&V civil service employees for official government travel.
To reserve a GSA vehicle for travel, a requester must:

· Check vehicle availability in Outlook
· Reserve an available vehicle on his/her Outlook calendar by “inviting” the vehicle for the duration of the trip (in the same way that he/she would invite an attendee to a meeting)
· Submit a Vehicle Authorization Request via the Vehicle Authorization Form on the Resource Management Office (RMO) web site
 

· Upon receiving approval, print a copy of the approval for verification of the reservation

· Obtain the vehicle keys from the first floor Security Station

Upon returning from travel, the requester must:

· Refuel the vehicle

· Clean the inside of the vehicle, and wash the outside if necessary

· Return the vehicle keys to the first floor Security Station
· Submit a Trip Record via the Vehicle Authorization Form on the RMO web site

· The report must be completed within five working days

· The report must include a detailed vehicle status update outlining any attention the vehicle may need (e.g., low windshield washer fluid levels, external scratches)

· Maintain vehicle gas receipts in case any travel audit should occur 

In the event that a trip is cancelled or the vehicle is no longer needed, the requester must:

· Cancel the Vehicle Authorization Request on the RMO web site

· Delete the reservation in Outlook

GSA and other government vehicles are to be used for official business in accordance with NASA policies and procedures.  In accordance with Chapter 4.5.11 of the NASA Official Fleet Management Handbook, operators of GSA and other government vehicles will not operate cellular phones while the vehicle is in motion or on the traveled portion of a roadway.
4.2.3.2 Non-Government Conveyance

In the event that a GSA Vehicle is not available or economically feasible for the situation, NASA IV&V civil service employees may elect to request authorization of various special conveyances, such as a rental vehicle, a taxi, or other means.
4.2.3.3 Privately Owned Vehicle (POV)

NASA IV&V civil service employees may elect to use a POV with full reimbursement at the standard government mileage rate when authorized and deemed most advantageous to the government.  If the POV is not preauthorized or is found not to be most cost-effective mode of transportation to the government, the traveler will be reimbursed at a reduced rate in accordance with FTR 301-10.310.

4.2.3.4 Common Carrier Transportation

NASA IV&V civil service employees are authorized to use common carrier transportation, including airplanes, trains, ships, buses, or local transit systems.  In accordance with FTR 301-10.310, contract carriers must be utilized when available, and coach class service must be used unless business class or first class service is pre-authorized.

4.2.4 Government Calling Cards

Information regarding calling cards can be found at http://services/documentation/NASA/Calling_Cards.pdf.  

4.2.5 Government Cellular Phones

The NASA IV&V Program maintains government cellular phones that may be used by NASA IV&V civil service employees traveling on official government business.  
If a NASA IV&V civil service employee would like to reserve a phone for business travel, a requester must:

· Check phone availability in Outlook

· Reserve an available phone on his or her Outlook calendar

· Pick up the reserved phone and its accessories from the first floor Security Station prior to leaving for travel

Upon returning from travel, the requester must:
· Make sure the cellular phone is fully charged; if it is not fully charged, inform the Security Guard

· Return the phone and all of its accessories to the first floor Security Station

Cellular phones are to be used for official business only per NASA policies and procedures.  

4.3 Supplies


The NASA IV&V Program supply, support, and material management guidelines are structured in accordance with NASA Policy Directive (NPD) 4100.1A, Supply Support and Material Management Policy, to be responsive to customer requirements at minimum cost and demand on the NASA logistics infrastructure.  Only materials necessary for the performance of NASA mission requirements or institutional operations shall be acquired.
To aid in the completion of accurate, professional, and quality work, the NASA IV&V Program provides office supplies.  Office supplies are stored in the supply cabinet located in the Administrative Office.  Office supplies may be requested by completing the Supply Ordering Form posted inside the supply cabinet in the Administrative Office.  Also posted on the inside of the supply cabinet is the Standard Supply List.  
On the Supply Ordering Form, requesters must indicate quantity, unit, stock number, catalog edition, catalog page number, item description, unit list price, total, and requester name for each item requested.  If the item costs over $100 or does not appear on the Standard Supply List, requesters must also indicate the justification for the item on the Supply Ordering Form and obtain the approval signature of the Operations and Maintenance (O&M) Lead.  
At his or her discretion, the O&M Lead may cancel any item deemed unreasonable.  Any item not receiving the proper approval will not be ordered.  If the O&M Lead determines that an item will not be ordered, the O&M Lead will inform the requester of the cancellation and provide justification.  The O&M Lead will then provide the West Virginia University Research Corporation (WVURC) and the Administrative Assistant with copies of the approved Supply Ordering Form. 
4.4 Scheduling

NASA IV&V civil service employees are asked to maintain a daily calendar of meetings, events, appointments, etc., on the Outlook calendar system.  Descriptions of appointments and meetings shall be viewable by all NASA IV&V civil service employees.  Meetings with others can be requested via the Outlook scheduling system; however, it is recommended that meetings be coordinated prior to scheduling them in the system.  
Additional information regarding scheduling conference rooms can be found under “Policies and Procedures” on the NASA IV&V Facility Services web site (http://services.ivv.nasa.gov/).

5.0 Metrics

Any metrics associated with this SLP are established and tracked within the NASA IV&V Metrics Program.

6.0 Records

The following records will be generated or updated and filed in accordance with this SLP and IVV 16, Control of Records, and in reference to NASA Procedural Requirement (NPR) 1441.1, NASA Records Retention Schedules.

	Record Name
	Original
	Vital
	Responsible Person
	Retention Requirement
	Location

	Authorization for Local Travel
	Y
	N
	Administrative  Office
	Destroy when 2 yrs old (1/78I)
	Filing System

	Government Vehicle Authorization Form
	Y
	N
	Administrative  Office
	Destroy when 2 yrs old (1/78I)
	RMO Web Site

	Travel Authorization/Voucher
	Y
	Y
	Administrative  Office
	Destroy when 2 yrs old (1/78I)
	Filing System


ADMINISTRATIVE CONTROLS











� The RMO Vehicle Authorization Form can be found at:  � HYPERLINK "http://business.ivv.nasa.gov/rmo/business.asp" ��http://business.ivv.nasa.gov/rmo/business.asp�


� Accessories should include a charger, belt clip, ear bud/microphone with clip, and carrying box.
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