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DOCUMENT CONTROL BOARD ( DCB)

1. SCOPE

1.1 Scope. This Centerwide work instruction (CW)
establishes a consistent nethod for review ng applicable
docunent ati on specified in MSFC P0O5.1, Document and Data Control,
and obtai ning concurrence from MSFC organi zati ons.

1.2 Purpose. This CW institutes a Docunent Control Board
(DCB) for controlling, review ng, evaluating, dispositioning, and
aut horizing Levels 1, 2, and 3 Quality Managenent System ( QVB)
docunent ati on proposed baselines, any revisions thereto,
devi ati ons, waivers, or cancellations. The CW provides
instructions for the requirenents provided in MSFC- PO5. 1

1.3 Applicability. This CW applies to all Levels 1, 2, and
3 QWS docunents at MSFC

2. APPLI CABLE DOCUMENTS
MSFC- PO5. 1 Document and Data Control

MSFC- PO5. 1- C05 Processing Levels 1, 2, and 3
Quality Management System Documents

Current MSFC Qual ity Managenent
Syst em Docunent Control Board (DCB)

Charter for Levels 1, 2, and 3
Document ati on

NPG 1441.1 NASA Records Retention Schedules ( NRRS)
3. DEFI N TIONS

Definitions specified in MSFC P05.1 apply.

3.1 Deviation. A specific witten authorization, granted to
depart froma particular requirenent(s) specified in a controlled

docunent for a specified period of tine.

3.2 Waiver. A witten authorization to depart from
specified requirenents in a controll ed docunent.
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4. I NSTRUCTI ONS

4.1 Establishnent of the DCB. The Managenent Representative
will prepare the charter and establish the DCB for the foll ow ng
QM5 | evel s of docunent ati on:

Level 1, MSFC Quality Manual (MQM)
Level 2, MSFC Standard Procedures (MSPs)
Level 3, Centerwi de Work Instructions (CWSs)

4.2 Menbership. The Managenent Representative establishes
and mai ntains DCB nmenbership in coordination with the nmanagers of
each MSFC organi zation and per the MSFC Qual ity Managenent System
Docunment Control Board (DCB) Charter for Levels 1, 2, and 3
Docunent ati on. Organi zational managers will submt al
menber shi p assi gnnments and assi gnnment changes for those serving
as DCB nmenbers to the DCB chairperson or designee. Al positions
will include an alternate nenber. Menbership will include the
foll owi ng representatives:

4.2.1 Chairperson. The Managenent Representative serves as
the DCB chairperson, or designhates alternate to serve during
peri ods of absence. The DCB chairperson has the authority to
di sposition a docunment w thout review and di sposition by the DCB
menber shi p.

4.2.2 Oganizational Representatives. Assigned
menber s/ alternates fromeach MSFC organi zation are responsi bl e
for obtaining the consolidated position of their organizations on
all applicable DCB activities, and are enpowered to act for the
organi zati onal manager, who is ultimately totally responsible for
the areas covered by the nenbers.

4.3 DCB Support.

4.3.1 Secretariat. A secretariat will be assigned to
support the DCB from EL31 if required. The DCB secretariat wll
assi st the DCB chairperson by:

a. Supporting the DCB chairperson and organi zati onal
managers in determ ni ng DCB nenber shi p.

b. Preparing the DCB charter for signature by the Managenent
Representative. The charter will be a nenorandum providing, as a
m ni mum the DCB nane, scope, and nenbership.
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c. Obtaining the signature of the Managenent Representative
and distributing the charter menorandum

d. Maintaining DCB nmenbership |ists and updati ng when
changes are identified by organizations.

e. Preparing and distributing in a tinmely manner the agenda
and mnutes for formal DCB neetings. Agendas wll establish the
DCB neeting date, tine, and location; identify material to be
presented and who will present; and include any due or past due
itens or actions. Mnutes of neetings wll provide the neeting
date and location, a list of attendees, a list of agenda itens
and their disposition, and action itens assigned with due dates
or actions dispositioned at the neeting.

f. Assigning unique Deviation/Wiver Approval Request (DAR)
nunbers, using the follow ng nunbering system

Deviations - D1 SO YYYY- XXXX
| | | _I'n nunerical sequence, 0001, 0002
| Year in which approved

| ndi cates an | SO DAR

D for Deviation

Wai vers - W 1 SO YYYY- XXXX
[ | | _I'n nunerical sequence, 0001, 0002
| Year in which approved

I
[ | ndi cates an | SO DAR
I

W for Wiiver

g. Tracking action itens to closure for the DCB

h. Mai ntai ni ng docunentati on package of the disposition of
DARs frominitial review of the DCB through final disposition by
t he approving authority.

4.3.2 Docunent Control Custodian (DCC). The DCC for Levels
1, 2, and 3 docunents wll be assigned to support the DCB to
facilitate the el ectronic docunentati on process. Maintains the
el ectroni c docunentation of the disposition of docunents by the
DCB. Ensures the approved DAR nunber is posted on the Centerw de
Master List on the website.

4.4 Docunent Review and Di sposition.

4.4.1 Reviews will be conducted outside fornal DCB neetings
when possible. The DCC will establish notification of the DCB
menbership (primary and alternate representatives) that a draft
docunent is accessible for review and comment. The OPR wi ||
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establish a m ni nrum due date of 10 worki ng days for conpletion of
review, not to exceed 20 working days fromnotification that a
draft docunent is accessible. If a review of the second draft is
conducted, the OPR will| establish a due date of 10 worki ng days
for conpletion of the review of the resolution of comments from
the first draft review The DCB chairperson may establish any
time period for review ng docunents as deened necessary.

4.4.2 The DCB nenbership will review and critically evaluate
the draft docunent, also review ng any pertinent background
informati on and special instructions or requirenents, ensuring
the foll ow ng:

a. Conpliance with technical and adm nistrative
requirenents.

b. Adequacy for acconplishing MSFC s m ssion.

c. Sinplicity, consistency, and conpatibility with the
current MQM and ot her MSPs and CWSs.

NOTE: In all cases, revised docunents will be reviewed by the
sanme functions/organi zations that reviewed the original draft
docunent, unless specifically designated otherw se. Revisions
that do not affect the technical or material content of the
docunent (i.e., formatting, clerical, admnistrative,

granmati cal, sonme corrections) do not require DCB disposition.

4.4.3 DCB nenbership will indicate concurrence, concurrence
with comrents, or nonconcurrence in accordance wth MSFC- PO5. 1-
C05. Menbers who nonconcur will also furnish comments and
recomended solutions. Failure to respond by the designated due
date constitutes concurrence.

4.4.4 1f the DCB “concurs with comments” or “nonconcurs” and
the OPR resolves the conflicts/issues with no changes to the
docunent, proceed to step 4.4.10.

4.4.5 1f the DCB nenbership “concurs with comrents” or
“nonconcurs” and the OPR resolves the conflicts/issues requiring
changes to the docunent, proceed to step 4.4.1 or 4.4.7.

4.4.6 |If the DCB “concurs with comments” or “nonconcurs” and
the OPR cannot resolve the conflicts/issues, proceed to step
4.4.7.

4.4.7 A formal DCB neeting will be convened to resol ve al
coments and issues. Unaninous or even nmjority concurrence/
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nonconcurrence i s not mandatory for disposition by the DCB
chai r per son

4.4.8 |f the formal DCB determ nes not to concur, the basis
for this decision will be docunented.

4.4.9 The DCC will renmove the draft docunment fromthe
docunent ati on system

4.4.10 |If DCB nenbers concur, the OPR or secretariat wll
i npl emrent the DCB decisions into the final docunent if determ ned
necessary by the DCB and will recomrend approval of the docunent
as specified in MSFC- P0O5. 1- CO5.

4.5 Deviation and Wi ver Revi ew and Di sposition.

4.5.1 Oganizational managers will submt DARs ( MSFC Form
847) for approval by the DCB to the Managenent Representative.
The Managenent Representative will submt the DAR to the DCB
secretariat to assist in the review and approval process.

4.5.2 The DCB secretariat will establish a due date for
conpletion of review, usually 5 working days, and distribute the
DAR for review by the DCB nenbership.

4.5.3 The DCB nenbership will approve, disapprove, or
approve subject to conditions per attached conments by so
indicating on the DAR formand returning signed formto the DCB
secretari at.

4.5.4 The secretariat will track the responses and provi de
the information to the Managenent Representati ve.

4.5.5 |If there are conflicts/issues, a formal DCB neeting
w Il be convened to resolve all comrents and i ssues. Unani nous
or even mgjority concurrence/ nonconcurrence i s not mandatory for
di sposition by the DCB chairperson.

4.5.6 After the final decision by the DCB, the Center
Director or Managenent Representative, or designated personnel,
wi || approve, disapprove, or approve subject to conditions and
sign the DAR formand return the formto the secretariat.

4.5.7 The secretariat will distribute the conpleted DAR to
t he nenbership, ensuring the requesting organizational manager is
pronptly notified of disposition.

4.5.8 If the DAR is approved, the DCC wi |l post the DAR
nunber on the MSFC | SO- 9000 Docunent Master List on the website.
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4.6 Cancellation of a Docunment.

4.6.1 The OPRwill submt the request to cancel a docunent,
provi di ng reason(s), justification, and pertinent background
information for the request in accordance with MSFC P05.1-C05. A
due date will be established. The Center Director or DCB
chai rperson, or designated personnel, has authority, when
necessary, to cancel a docunent w thout review and di sposition by
t he DCB nenber shi p.

4.6.2 The DCB nenbership will review and eval uate the
request. The request to cancel a docunent will be reviewed by
the same functions/organi zations that reviewed the baseline or
revi sed docunent, unless specifically designated otherwi se. The
DCB nmenbership will indicate concurrence, concurrence wth
coments, or nonconcurrence in accordance wth MSFC- P0O5. 1- CO5.
Menmbers who nonconcur will furnish coments and recomendati ons.
Failure to respond by the designated due date constitutes
concurrence.

4.6.3 |If the DCB “concurs with comments” or “nonconcurs” and
the OPR resolves the conflicts/issues, proceed to paragraph
4.6.7.

4.6.4 1If the DCB “concurs with comments” or “nonconcurs” and
the OPR cannot resolve the conflicts/issues, proceed to paragraph
4.6.5.

4.6.5 A formal DCB neeting will be convened to resol ve al
comments and issues. Unaninbus or even mgjority
concurrence/ nonconcurrence i s not mandatory for disposition by
t he DCB chairperson

4.6.6 |If the formal DCB determ nes not to concur, the basis
for this decision wll be docunented and the docunent will remain
approved for use.

4.6.7 |f DCB nenbers concur, the OPR or secretariat wll
recomend cancel |l ation of the docunent as specified in MSFC
PO5. 1- CO5.

5. NOTES
None
6. SAFETY PRECAUTI ONS AND WARNI NG NOTES

None
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7. APPENDI CES, DATA, REPORTS, AND FORMS

MSFC For m 847 Devi ati on/ Wai ver Approval Request (DAR)

8. QUALITY RECORDS

Quality Record Reposi tory Peri od of
Ti me
M nut es of DCB Meeti ngs Origi nal NRRS
(Paper Copi es) mai nt ai ned by Schedul e
of fice of 1/ 14B. 1(a)
Managenent [ 1150] —
Representati ve Per manent ;
in file cabinet [retire to
filed by date FRC when 2
years ol d.

Transfer to
NARA when 20
years ol d,
whi chever is
sooner

Ref erence copy NRRS

mai nt ai ned by Schedul e

EL31 in file 1/ 14B. 1(b)

cabinet filed [ 1150] -

by date Destroy when
3 years old
or when no
| onger
needed for
ref erence,
whi chever is
sooner

El ectronic records of EL31: NRRS
docunent ati on revi ews Desi gnated DCC | Schedul e

- Maintained on |1/ 14B. 1(a)

EL Server filed |[[1150]:

by docunent Per manent —

nunber/revision |[retire to

| evel /draft FRC when 2

nunber years ol d.

Transfer to
NARA when 20
years ol d,
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whi chever is
sooner
Devi ati on/ Wai ver Approval EL31: NRRS
Request s (Paper Copi es) Desi gnated OPR | Schedul e
files - File 1/ 14B. 1(a)
Cabinet - Filed |[[1150]:
by DAR Nunber Per manent —
retire to
FRC when 2
years ol d.
Transfer to
NARA when 20
years ol d,
whi chever is
sooner
DCB Charter (Paper Copies) Origi nal NRRS
mai nt ai ned by Schedul e
of fice of 1/ 14A. 2
Managenent [ 1150] - -
Representati ve Destroy 2

in file cabinet
filed by date

Ref erence copy
mai nt ai ned by
EL31 in file
cabinet filed
by date

years after
term nation
or

di ssol venent
of Board

NRRS
Schedul e

1/ 14B. 1(b)

[ 1150] -
Destroy when
3 years old
or when no
| onger
needed for
ref erence,
whi chever
sooner

is

9.

10.

TOOLS, EQUI PMENT, AND MATERI ALS

None

PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None
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11. FLOW DI AGRAM
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DCB PROCESS

Upwar d Li nk
MSFC- PO5. 1

L

Managenent
Representative
establ i shes DCB

|

4.2
Managenent
Representative, in
coordination with
organi zati onal managers,
est abl i shes and
mai nt ai ns DCB
menber shi p.

l 4.3

Organi zation(s) assign
DCB support personnel

4.4
Docunent Revi ew and
Di sposition

DAR Revi ew and
Di sposition

Cancel | ation of a
Docunent

4.

6
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4.4.1 4.4.2 4.4.3
Draft Docunent DCB revi ews and DCB i ndi cat es CONCUR
is accessible eval uat es di sposition of
(Revi ew 10-20 docunent revi ew
Days) OR second
draft document
is submitted CUR W TH NTS/
for 10-day EE“ CUR COVVE
revi ew, DCB CON
notified
4.4.5 4.4.6 4.4.4
OPR resol ves OPR is unable to OPR resol ves CONCUR
conflicts/issues resol ve conflicts/issues
with changes to | |[conflicts/issues|| W th no changes
docunent to docunent
¥

ubmt Tor review
——————————{F or call DCB J]
. 4.4.7
Convene for mal CONCUR

4.4.10

OPR or secretari at

reconmends approva

of the document per
MSFC- PO5. 1- C05

DCB

NONCONCUR

4.4.8
DCB docunents
basis for
deci si on

4.4.9
DCC renoves
draft docunent
fromthe system
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D,

4.5.1
Org ngrs submit DARs
t o Managenent
Represent ative, who
submts DAR to
Secretariat.

4.5.2

Secretari at
est abl i shes due date
and distributes DAR
to DCB nenbership.

N

4.5.3
DCB nenber shi p
approves,

di sapproves, or
approves subject to
condi tions and
returns signed form

to Secretariat.

4.5. 4
Secretariat tracks
responses for
Managenent
Represent ati ve.

Convene forma

DCB neeting to
resol ve
conmment s/ i ssues

DI SAPPROVE/
APPROVE W TH CONDI Tl ONS CONCUR
4.5.5 CONCUR 4.5.6
Subnit to
approva
NONCONCUR authority.
4.5.7

Secretari at
di stributes
DAR.

l

I f approved,

DCC post
nunber

Cent erw de
Mast er List.

4.5.8

s DAR
on
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4.6.2

4.6.1
OPR subm ts request
to cancel a docunent.

DCB docunents basis of
deci si on and docunent
remai ns approved for

4.6.6

DCB revi ews and
eval uates the
request and
i ndi cat es
di sposition.

CONCUR W TH COMMVENTS/
NONCONCUR

4.6.4 4.6.3

OPR cannot resol ve OPR resol ves
conflicts/issues.

conflicts/issues.

CONCUR

4.6.7

NONCONCUR | convenes f or ma

use.

265 OPR or Secretari at
b, | CONCUR r econmends

) cancel l ation of the
docunent .

MSFC- PO5. 1-
C05
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