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1.0 Purpose

The purpose of this System Level Procedure (SLP) is to establish the roles and responsibilities of the Legislative Affairs Lead as he/she functions within the Office of the Director to support the NASA IV&V Program.  
The mission of NASA IV&V Legislative Affairs is to provide executive leadership, direction, and coordination of all communications and relationships related to legislative issues between NASA IV&V and organizations including:
· The United States Congress 
· State and local governments

· Space-related associations and 
· Citizens’ groups 
This SLP is based upon NASA Policy Directive (NPD) 1000.3, The NASA Organization, and NPD 1000.0, NASA Governance and Strategic Management Handbook.
2.0 Scope

This SLP is applicable to the Legislative Affairs Lead in his/her support of legislative communications and relationships on behalf of the NASA IV&V Program.
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 Legislative Affairs Lead 
The Legislative Affairs Lead is a NASA IV&V civil service employee who is responsible for providing executive leadership, direction, and coordination of all communications and relationships related to legislative issues between the NASA IV&V Program and the United States Congress, state and local governments, space-related associations, and citizens’ groups.  The Legislative Affairs Lead reports directly to the NASA IV&V Director.
3.2 Acronyms
GSFC

Goddard Space Flight Center

HQ

NASA Headquarters

IMS

NASA IV&V Management System

NPD

NASA Policy Directive

NPR

NASA Procedural Requirement

POC

Point of Contact
QM

Quality Manual
SLP

System Level Procedure
4.0 Process Flow Diagrams
A process flow diagram does not apply to this SLP; however, the following paragraphs elaborate upon the duties performed by the Legislative Affairs Lead.
4.1 Legislative Affairs Lead Responsibilities
The Legislative Affairs Lead shall be made aware of and/or participate in all activities that require an appropriate level of information-sharing and insight about and with legislative and intergovernmental stakeholders prior to and following activities. 
The Legislative Affairs Lead shall ensure knowledge of and consistent compliance with NASA IV&V Program and Agency guidance, directives, and regulations; insight and sensitivity of potential impact on legislative and intergovernmental stakeholder relationships; and experiences with the NASA IV&V Program, as well as its leadership and team members. 
Specifically, the Legislative Affairs Lead will be responsible for:
· Defining Legislative Affairs objectives and requirements, and developing and implementing plans that address the NASA IV&V Program’s goals, objectives, metrics, and actions that support NASA IV&V Program- and Office-level execution plans. 
· Acting as liaison for legislative matters on behalf of the NASA IV&V Director with members of the United States Congress, their staff, and support organizations; the NASA Headquarters (HQ) Office of Legislative and Intergovernmental Affairs and other departments and agencies; and state and local government offices. 
· Providing consultation to the NASA IV&V Program and serving as the principal advisor to the NASA IV&V Director concerning all matters involving relations with the United States Congress and state and local governments. 
· Advising and briefing the NASA IV&V Director and NASA HQ or other senior Agency officials who are charged to represent the NASA IV&V Program on the legislative or intergovernmental relationships with the NASA IV&V Program.
· Reviewing documents and other materials to ensure that they reflect NASA IV&V Program management policies and objectives. 
· Coordinating with the NASA HQ Legislative and Intergovernmental Affairs Office to assist members of the United States Congress and their staffs in securing appropriate information or assistance regarding the NASA IV&V Program. 
· Assisting the NASA IV&V Director and Senior Leadership, in coordination with NASA HQ Legislative Affairs, with replies to congressional inquiries and requests, coordinating such replies within the NASA IV&V Program and the Agency. 
· Ensuring the NASA IV&V Program’s compliance with NASA HQ or Goddard Space Flight Center (GSFC) Legislative Affairs in matters of congressional reporting requirements. 
The Legislative Affairs Lead will work closely with the Strategic Communication Office Lead to ensure appropriate levels of knowledge sharing and the success of the intended purpose of both offices to support the interests of NASA IV&V communications to senior Agency Legislative Affairs representatives.

To fulfill the NASA IV&V Program’s Legislative Affairs mission, the Legislative Affairs Lead shall advise the NASA IV&V Director.  The NASA IV&V Director shall act as the primary Point of Contact (POC) to the legislative and intergovernmental stakeholders that are engaged in matters concerning NASA’s and the NASA IV&V Program’s vision and mission, and successfully support increased awareness about and positive and meaningful relationships with NASA IV&V offices, leadership bodies, and team members.
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

	Legislative Inquiries
	N
	N
	Legislative Affairs Lead
	Destroy 15 years after cutoff.  Cutoff date is end of Congressional session (1/15B)
	ECM System or Office of Director/ Legislative Affairs

	Inquiry Responses
	Y
	N
	Legislative Affairs Lead
	Destroy 15 years after cutoff.  Cutoff date is end of Congressional session (1/15B)
	ECM System or Office of Director/ Legislative Affairs
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