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1.0 Purpose

The purpose of this work instruction (WI) is to establish a consistent and documented method for requesting Operations and Maintenance (O&M) funding at the NASA IV&V Facility.
2.0 Scope

This WI applies to requesting O&M funding at the NASA IV&V Facility.
3.0 Definitions and Acronyms
Official NASA IV&V Facility roles and terms are defined in the Quality Manual.  Specialized definitions identified in this WI are defined below.
3.1 Operations & Maintenance Fund (O&M)
O&M funding can be obtained from outside sources.  The O&M funding is monitored and distributed by the Associate for Operations.  O&M funding supports, but is not limited to, all services provided by the West Virginia University (WVU) Research Corporation (WVURC) (i.e., utilities, security, janitorial services, etc.).
3.2 Requester

The Requester is anyone requesting O&M funding for a product or service.

3.3 Acronyms
FRC

Federal Records Center

IMS

NASA IV&V Facility Management System

NPR

NASA Procedural Requirements

O&M

Operations & Maintenance
PA

Program Analyst

PM

Project Manager
QM

Quality Manual
RM

Resource Manager

RMO

Resource Management Office
WI

Work Instruction

WVU

West Virginia University

WVURC
West Virginia University Research Corporation
4.0 Flow Chart

A flow chart is not applicable to this WI.
5.0 Responsibilities
5.1 Associate of Operations
The Associate of Operations shall:

· Approve or deny the request for O&M funding
5.2 Program Analyst (PA)

The PA shall:

· Enter the approved O&M request data into the NASA IV&V Facility Financial System
6.0 Procedure
6.1 O&M Request
When requesting O&M funding, the Requester shall submit a request for O&M funding via a web form found on the RMO web site.  To access the RMO web site, go to the NASA IV&V Facility Portal web site (http://portal.ivv.nasa.gov).  Click the “RMO” link under the “Help and Support” section.  On the RMO web site, click the “O&M Form” link under the “Forms” section to login.  Then type in your user ID and password.  This will bring up the O&M Form.  New users should click the “New User” link or “Request Account” link on the RMO web site. 
Complete all of the fields on the O&M Form.  If a field is not applicable, then type “N/A” in the field.  If the field value is zero, type “0” (zero) into the field.  If any form field is left blank, an error message will appear and the form will not submit.  Once the O&M Form is completed, click the “Submit” button and the form will be electronically sent to the O&M Manager for approval.  After the request is approved or denied, it is submitted to the Resource Manager (RM) and the Program Analyst (PA) for processing.  The Requester will be notified via email of O&M request approval or denial.

Note:  It is recommended that the Requester present their request for O&M funding to the Associate of Operations informally with explanations and justifications prior to submitting the formal electronic request.

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

8.0 Records
The following records will be generated and filed in accordance with this WI and IVV 16, Control of Quality Records, and in reference to NASA Procedural Requirements (NPR) 1441.1, NASA Records Retention Schedules.
	Record Name
	Original
	Vital
	Responsible Person
	Retention Requirement
	Location

	O&M Request Form
	Y
	N
	RM/PA
	Retire to FRC 1 yr after the close of the fiscal yr to which the records pertain (9/5B)
	RMO Web Site
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