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1.0 
Purpose
The purpose of this document is to establish detailed operating procedures for the Rocket Propulsion Test Management Board (RPTMB).

2.0
Applicability

The procedures established herein are applicable to all rocket propulsion test activities at Stennis Space Center (SSC), Marshall Space Flight Center (MSFC), Glenn Research Center (GRC)-Plum Brook Station (PBS) and Johnson Space Center (JSC)-White Sands Test Facility (WSTF). This procedure also applies to associate members Glenn Research Center (GRC) and Kennedy Space Center (KSC) as stated in RPTMB Directive 2002-MB/217.

3.0 RPTMB Membership

3.1  Members

A member of the RPTMB will be defined as a NASA facility that is part of the Propulsion Test Budget Line Item.

3.2 Associate Members

An associate member of the RPTMB will be defined as a NASA facility that is not a part of the Propulsion Test Budget Line Item, but is involved in rocket propulsion testing, research or related activities.  Associate membership will be approved by the RPTMB after review of the facility’s capabilities, experience and activities.  Facilities that meet these criteria will agree to abide by the operating procedures of the RPTMB.  Associate membership status will allow full participation in RPTMB meetings and activities and will encourage the sharing of technology, equipment and personnel to further advance rocket propulsion testing and research, as well as the Associate member’s mission.  Associate members will not be provided infrastructure sustainment support funding through the RPTMB, however, they will not be precluded from receiving funding in support of rocket propulsion testing and test technology, assigned by the RPTMB, within their identified capabilities and experience base.  Associate members agree not to increase their existing capabilities in ways that duplicate existing member capabilities. Associate members will keep the RPTMB current of their test stands and testing facilities along with their respective utilization schedules.

4.0
References

All references are assumed to be the latest version unless otherwise indicated.

None

5.0
Roles and Responsibilities

5.1
Roles

The RPTMB is the principle implementing activity of the SSC Rocket Propulsion Test Program Office and was created by Lead Center Governing Program Management Council.  The Board serves as the NASA decision making body for rocket propulsion testing and will review, approve, and provide direction on the following:

· All rocket propulsion test assignments.

· All capital investment recommendations for rocket propulsion test facilities and equipment.

· All facility modifications or refurbishments affecting the Agency’s rocket propulsion test capability.

· Annual budget requirements establishment and approval.

· All official documentation pertaining to multi-site test activities.

· Other key decisions relating to NASA rocket propulsion testing.

5.2
Responsibilities

a. The RPTMB Chair has the final decision making authority within the board.  In the event that a decision is made by the chair, for which there are dissenting opinions held by any board members, these issues may be resolved by appealing through Center management for reclama to decisions.  The RPTMB Chair, through the Executive Secretary, will ensure the proper documentation and dissemination of all directives issued by the Board.

b. The RPTMB Executive Secretary will document all actions and directives of the Board and ensure all records are maintained for a period of at least three years.  The Executive Secretary will maintain a record of all meeting minutes, board decisions, including rational and dissenting opinions, as well as all other board activities. 

c. RPTMB members will evaluate items brought to the Board for consideration and provide guidance and counsel to the RPTMB Chair.  The members will ensure project requirements are adequately considered and addressed in the decision-making process.

d. RPTMB members will notify the Board of any test requests made to their center and provide all information pertaining to the request and subsequent proposal.  All test assignments will be issued in according to Section 9.0 RPTMB Flow Process.

e. RPTMB members will provide to the Board requests for approval to make capital improvement investments in the baseline facilities or equipment.  Normal replacement and maintenance of facilities or equipment, within baseline roles does not require Board action.

f. The RPTMB, as a group will:

1. Ensure appropriate project inputs are considered and all project requirements are adequately addressed in the decision-making process.  

2. Control NASA test facility investments.

3. Review and ensure test risks are adequately addressed.

4. Evaluate proposed test costs and ensure testing is carried out in the most efficient manner possible.

5. Update the top level schedules, as necessary, and provide to SSC in an acceptable format.

6. Share personnel, support services, best practices, transportable equipment, and other resources to support the baseline roles and objectives of the board.

g.  Revisions

Responsibility for control and change of this procedure is delegated to the RPTMB.  All requested changes to this document will be processed as an Action Request (AR).

This document will be revised as required and changes will be issued as replacement pages or by complete revision of the document, as appropriate.

6.0
Procedures

6.1
Action Request (AR) Processing

6.1.1
Action Request Initiation

All requests for actions by the RPTMB will be submitted to the Board through the executive secretary on the Action Request Form SSC-710.

6.1.2
Action Request Acceptance Review

The Executive Secretary shall review all ARs to ensure that they are sufficiently clear, technically complete, and ready for evaluation prior to further processing.  The Executive Secretary shall reject and immediately return to the originator any AR that is unclear or incomplete.  The reason for rejection will also accompany rejected ARs.

6.1.3
Action Request Control Number Assignment and File Establishment

After the determination is made that the AR is ready for evaluation by the Board, the Executive Secretary shall assign a unique control number to the AR, enter the AR on the master AR control log, and establish an individual file for the AR.

6.1.4
Action Request Schedule

The Executive Secretary shall establish the evaluation due date and the Board meeting date for each AR and provide these dates to each Board member upon distribution of the AR.

6.1.5
Action Request Distribution/Evaluation

Copies of each AR, with back-up information, as furnished to the Executive Secretary, will be distributed by the Secretary to all Board members.  Each AR will be evaluated by the Board, as a group, during a meeting on the date established by the Executive Secretary.  The Board members will provide guidance and counsel to the RPTMB Chair.

6.1.6
Board Directives

For each AR dispositioned by the RPTMB Chairperson, the Executive Secretary will prepare a directive to document the final disposition taken. The directive will be signed by the Board Chair authorizing RPTMB direction as stated.Upon completion, the Executive Secretary will endorse as complete.  Directives may be issued without ARs as directed by the Chairperson and will state that no AR was submitted.  

6.2
Documentation Control

6.2.1
RPTMB Action Request (AR) Life Cycle

All RPTMB ARs shall be formally tracked from the time the AR number is assigned until the proposed AR is properly withdrawn, canceled, or dispositioned, and all actions closed.  

After an AR number has been assigned the AR may be canceled by written request from the Board member sponsor to the Executive Secretary.  The AR number shall not be reused once it has been assigned to an AR.

6.2.2
Records

The Executive Secretary shall maintain a log of all ARs and an individual file on each.  Upon issuance of an AR number by the Secretary, a file will be initiated and retained.  These files will be available for reference.  Each file will contain copies of the following (where applicable):


a.
AR, including backup information


b.
Any other correspondence relating to the AR


c.
Board actions and directives

6.2.3
General

The same AR/Directive number assigned to the original action shall be used for all revisions to an AR/Directive package.  The directive will be identified with the same number as that of the AR being dispositioned.  An additional suffix R1, R2, R3, etc., shall be used to identify AR revisions and an additional suffix D1, D2, D3 etc., shall  be used to identify directive revisions.

6.3
RPTMB Agenda

The executive secretary shall prepare and distribute an agenda for each RPTMB meeting.

7.0
RPTMB Website

The website shall consist of general information about the RPTMB. The location is https://rockettest.ssc.nasa.gov/rptmb/default.html. The following items are available for public viewing:  Members, Test Assignments, Cost Savings, Document Library, Test Stand Capabilities, Baseline Roles, Tech Findings, Test Assignment Process and Forms. Other areas will have limited access and will be available to RPTMB members and their designated personnel only. These areas include: Meeting Information, Utilization Schedules, Action Requests/Directives, and Current Documents.

8.0
Records and Forms

All records and forms are assumed to be the latest version unless otherwise indicated.  Records are identified in the SSC Master Records Index.

8.1
Forms Description
8.1.1
Action Request (SSC-710)

This form is the basic action request form and is always submitted regardless of the nature of the AR.  The following is a description of each section of form SSC-710.

1. Action Request number assigned by Executive Secretary.

2. Name and location of person initiating request.

3. Initiators telephone number.

4. Check appropriate handling category.

5. Title of requested action.

6. Description of requested action.

7. Any appropriate recommendations from the initiator or RPTMB sponsor.

8. Signature of RPTMB member sponsoring the AR.

9. Complete description of investment requirements.  Backup documentation may accompany submittal (if applicable).

10. Cost estimate by fund source and fiscal year (if applicable).

8.1.2
RPTMB Directive (Form SSC-710-D)

The RPTMB Directive is issued after all necessary actions have been performed by the board.  

This directive will detail the decision of the board and actions for each AR processed.

1. Action Request number assigned by Executive Secretary.

2. Title of Action Request.

3. Identification of initiator.

4. Sponsoring board member.

5. RPTMB direction details.

6. Authorizing signature.

8.1.3
RPTMB Cost Estimating Form (Form SSC-710-E)

This estimating sheet (Form SSC-710-E), which includes high level assumptions and requirements is required to be submitted when comparing costs at different test locations.

9.0
RPTMB Flow Process
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* In case of Associate Members, is test within recognized capabilities?

** If test location changes at a center, the board will be notified and rational provided.


