NPR 1400.1 Measurement/Verification Matrix Table C-3
NASA Procedural Requirements (NPR) or Center Procedural Requirements (CPR)

Do developers prepare directives in accordance with the requirements for the contentand structure of directives that are specified in this
NPR for Agency-level directives initiated or revised after the effective date of this NPR? To determine contentcomp liance, the Mission
SupportDirective’s Team reviews the contents of each Agency-level directive duringthe NODIS review and verifies that the content
requirements have been met.

1400.1 . . Not
Paragraph Description Compliant Compliant

3.7.2a-3.7.2¢c Does the NPR's table of contents containthe elements below? If yes, compliant. Ifno, not
compliant:

a. Masthead with the Directive Number, Effective Date, Expiration Date, Responsible Office
Title, and Subject Title.

b. Change Log. (Notused in revisionsto Agency-leveldirectives.)
c. Preface titles, chapter titles, second-level paragraphtitles, and appendix titles.

Note: Figures and tables may be listed in the NPR's table of contents.

3.7.2c(2) Are the NPR's Chapters separated by page breaks and contain subdivided paragraphsthat
are numbered in accordance with Figure 3-4 below. (Rightclick to download figure) Ifyes,

compliant. Ifno, notcompliant.
‘ Chapter 1: Title (level 1)

1.1 (level 2) Lists within a sentence are lettered as follows
a. Lists within lettered lists are numbered as follows
)
(2) Lists within numbered lists are lettered as follows
[ @)
(b)
| b
1.1.1 (level 3) Subparagraph number.
1.1.1.1 (level 4) Subparagraph number
1.2 (level 2)

1.3 (level 2)
|

Note: Use Figure 3-2 below if paragraphs go beyond the 4th level. (Right click to
download figure)

Paragraph
Number
1. 1% level Required 1 ph 1

Level

a. —— 2" Jevel ——— Subparagraph for 1.
(1) —— 3" level ——— Subparagraph for a.
(2) = 3" level —— Subparagraph for a.
(a) ——» 4" level ——— Subparagraph for (2)
(b) ———> 4" Jevel ——— Subparagraph for (2)
(i) —— 5" level ——— Subparagraph for (b)

(i) ——— 5" level ——— Subparagraph for (b)

) 6" level Subparagraph for (i) (italics)
(2) ——> 6" level ———> Subparagraph for (ii) (italics)
(@) ——— 7" level ——— Subparagraph for (2) (italics)
(h) ——— 7" level ——> Subparagraph for (2) (italics)

) &% level Subparagraph for (b) (italics)

(ii) ———> 8" level ——— Subparagraph for (b) (italics)
b. —— 2" Jevel ——— Subparagraph for 1.

2: 1% level Required f ph 2

3.7.2¢c(1) Does the NPR's Preface contain the six required paragraphs listed belowthatare
numbered in accordance with Figure 3-3 also below? (Rightclick to download figure) Ifyes,
compliant. Ifno, notcompliant.
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Palrg(g)(r);)h Description Compliant Co nl:lgltiant
P.1 Purpose
P.2 Applicability
P.3 Authority
P.4 Applicable Documents and Forms
P.5 Measurement/Verification
P.6 Cancellation
Preface:
P.1 PURPOSE
a.
()
(1)
()
2)
b
P.2 APPLICABILITY
P.3 AUTHORITY
P.4 APPLICABLE DOCUMENTS AND FORMS
P.5 MEAUREMENT/VERIFICATION
P.6 CANCELLATION
DISTRIBUTION STATEMENT (e.g., NODIS or another syst:m).
Note: If the distributior. of the NPR or CPR is to ve restricted io only NASA, include in the
daistribution a stalement to identif> the restrictions for re'ease of the NPR or CFR
3.7.2c(1)(a) Does the purpose describetherationale for establishingthe NPR and what will be

accomplished by implementingit? If yes, compliant. If no, notcompliant.

3.7.2¢c(1)(b) Does the NPR providethe scope oftherequired application ofthe directive by listing the
required applicability statements below? If yes, compliant. Ifno, notcompliant.

[3.6.2c(2)(a)-(e)
(a) “This directiveis applicable to NASA Headquarters and NASA Centers, including
ComponentFacilities and Technical and Service Support Centers.”

(b) If the directive applies to Jet Propulsion Laboratory (JPL), a Federally Funded Research
and Development Center (FFRDC), include this statement, "This directiveis applicable to
the Jet Propulsion Laboratory, aFederally Funded Research and Development Center
(FFRDC), only to the extent specified in the NASA/Caltech Prime Contract." If the directive
does notapply to JPL,an FFRDC, remove the applicability statementreferencing JPL, an
FFRDC, if mentioned.

Note 1: A directive does not apply to JPL, an FFRDC, unless it is on the Listing of
the NASA Directives and Standards in the NASA/Caltech (JPL) Prime

Contract and has been incorporated into the NASA/Caltech Prime Contract.

Note 2: JPL, an FFRDC, may review new and revised directives even if they are
not in the NASA/Caltech Prime Contract, and provide comments or no comments
as deemed necessary. However, inherently governmental directives are usually
not reviewed by JPL since they only apply to the government.

(c) If thedirective applies to other contractors, recipients of grants or cooperative
agreements, or parties to other agreements, include this statement, "This directiveis
applicableto other contractors, recipients of grants or cooperative agreements, or parties to



https://nodis-dms.gsfc.nasa.gov/DMS_only/dir_homepage/Directives_CaltechContract.pdf
https://nodis-dms.gsfc.nasa.gov/DMS_only/dir_homepage/Directives_CaltechContract.pdf
https://nodis-dms.gsfc.nasa.gov/DMS_only/dir_homepage/Directives_CaltechContract.pdf
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1400.1
Paragraph

Not

Description Compliant Compliant

other agreements only to the extent specified in contracts, grants or cooperative
agreement, or other agreements."

Note 1: Only list the type of document (i.e., contract, grant, or agreement) to which
the directive applies. For example, if the directive is not applicable to a "grant,”
only list "contract or agreement” to indicate the directive's applicability.

Note 2: This statement alone is not sufficient to stipulate requirements for the
contractor or recipient of the grant. Requirements can be delineated by adding a
note after the requirements' paragraph. See paragraphs 2.17.2 or 2.20.3 for
examples of delineating requirements between civil servants and contractors or
recipients of grants.

(d) For CPDs, include a statement similar to 3.6.2c(2)(a) aboveto ensure applicability at
the Center and associated facilities.

(e) “In this directive, all mandatory actions(i.e., requirements) are denoted by
statements containing theterm “shall.” The terms: “may” or “can” denote discretionary
privilege or permission, “should” denoted agood practice and is recommended, but not
required, “will” denotes expected outcome, and “are/is” denotes descriptive material.”

(f) “In this directive, all document citations are assumed to be the latest version unless
otherwisenoted.”

3.7.2c(1)(c) Doesthe NPR contain alistofdirectives or external authority(ies) or requirements that
justify establishingit? If yes, compliant. Ifno, notcompliant.

3.7.2c(1)(d) Doesthe NPR contain alistofapplicable documents and forms thatcontain provisionsor
other pertinentrequirements directly related and necessary to the performance ofthe
activities specified by the directive? If not, is "None" stated? If yes, compliant.Ifno,not
compliant.

3.7.2c(1)(e) Does the NPR have measurement/verification statements thatexplain how compliance with
requirements will be measured/verified to supportsenior management’s evaluation of
performance? Do these statements omituse of the term “shall?". If yes, compliant. Ifno,
notcompliant.

3.7.2c(1)(H) Are the NPR's cancelled directives listed with the number(s), title(s), and effective date(s)?
If there are no cancellations, is “None” stated? If yes, compliant. If no, not compliant.

3.1.1 Does the NPR's "shall" statements, if any, comply with the requirements in the
requirements, along with Table A also below? (Rightclick to download table) If yes,
compliant. Ifno, notcompliant.

a. ldentify all requirements statements by using the term “shall” to denote mandatory
compliance.

b. Designate at least one official (by positiontitle) or organization or office title as
responsible and accountable for development, implementation, maintenance, and/or
verification ofthe requirement setforth in the “shall” statement.

c. Identify what action should be accomplished or what product should be provided to
demonstrate compliance with the requirement.

d. Identify specific requirements, not general responsibilities with broad application.

e. Provideadescription of how requirements will be measured/verified in the
measurement/verification section ofthe directive.
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1400.1 . . Not
Paragraph Description Compliant Compliant

f. Separately state each individual requirement statement (i.e., one “shall” statement per
single paragraph and one “shall” statementper paragraph with subparagraphs).

g. Excludereplication of existing internal or external policy statements, procedural
requirements, responsibilities, or textfrom other documents. However, paraphrasing or
cross-referencing may be used to summarize information in away that is significantly
differentfromthe original text (i.e., responsible office’s own words). NASA directives
may supplement, clarify, or make more stringent external requirements or designate who
isresponsible forimplementation of external requirements.

h. Exclude technical requirements in NASA directives. Technical requirements may be
included in NASA technical standards, then cited in NASAdlrectlves

[ AVOID mm TITIVE USE OF THE TERM “SHALL” INSTEAD, USE THE TERM ONCE
2.15.1 Responsible Offices shall prepare NASA directives in accordance with the 2.15.1 Responsible Office ect-matter ¢ shall prepare N \\\dxr\. ctives in
in Chapters 3 of this NPR. accordance with the requirements in Chapters 3 of this NPR to include the g

onsi |IvI Offices shall consult the Offic.
oward contractors

Procurement when drafting new or a. Consulting
ctermine acquisition law or regulation | toward contractos

ement when drafling new o revised re o
acquisition law or regulation impacts requirements.

b. Submitting NPRs for forn

only when there is an authority for the NPR. Resy
PDh p ible Offices at the Centers approved NPD, NPR, or CP]

may issue a CPR if there is an approved NPD, NPR, or CPD that provides the authority for the

CPR

when there is an approved NPD that
at the Centers may issue a CPR if ther
authority for th

INSTEAD, US| TERM ONCE OR USE ANOTHER TERM TO DENOTE

ACTION

AVOID USE OF TERM “SHALL" MORE THAN ONCE IN A PARAGRAPH

241 The DAA for MSD shall

a. Review Ag
b. Concur on

directives to verify compliance with requirements

2.4.1 The DAA for MSD shall review Agency-level directives to verify compliance with tmiabivilin “m"" d for

requirements and shall concur on Agency-level directives when submitted for signature

2.4.1 The DAA for MSD shall r
requirements and will concur on Ag:

verify compliance with
¢s when submitted for signature.

INSTEAD, BE DESCRIPTIVE

l AVOID USE OF THE TERM “SHALL” FOR GENERAL RESPONSIBILITIES

2.3 The Associate Administrator for the Mission Support Directorate shall be responsible for | 2.3 The Associate Administrator for the Mission Support Directorate is responsible for
Directives Management. Directives Management

INSTEAD, USE TERMS TO DENOTE DIS/
PRAC

ETIONARY PRIVILEGE OR A GOOD

[ AVOID USE OF THE TERM “SHALL" FOR ACTIONS THAT ARE NOT REQUIRED

The OIC shall delegate this approval authority {0 a lower level The OIC may or can delegate this approval authority 10 a lower level
[ OR

NASA Centers shall issue directives to
operations when no Agency-level directiv
instruction

ie directi

ccessful and repeatable local business
el directive ¢

ccessful and repeatable local business
cy sts that w ovides the required policy

ists that provides the required

INSTEAD, IDENTIFY WHO (BY POSITION TITLE) OR WHAT OFFICE (BY
OFFICE OR ORGANIZATION TITLE)
NASA shall...., The Program shall..... The Council shall.... The System shall The manager shall..... The division shall...., The employee shall..... MSD shall

AVOID USING THE TERM “SHALL” WITH NO ACCOUNTABILITY

3.3.1 Are the NPR's documentcitations cited according to their purpose as described below? If
yes, compliant. Ifno, notcompliant.

a. Authority documentcitations listthe higher-level document(s) that authorize
establishing the policy or requirements contained in the directive. Authority documents
can be cited in thetext ofdirectives in order to provide the context, as determined by the
Responsible Office.

b. Applicable documents and forms citations consistof documents and forms
incorporated by reference in the text of the directive, contain provisions or other
pertinentrequirements directly related to and necessary for the performance ofthe
activities specified by the directive, and use only controlled and currentforms.

(1) Cite all applicable documents and forms listed in P.4 at least once within the text of
the NPR. Use statements to introduce applicable documents and forms (e.g., as
required by, accordingto, under, or per).

(2) Conversely, listall applicable documents and forms cited within the textofthe NPR
inP.4.

c. References are documents that may be cited in the text ofthe directive, but do not
constitute requirements to perform activities in the directive. These documents may
consistofinternal and external requirements and other resources considered to be
useful as background information for the reader (to help in understanding the subject-
matter).
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1400.1 A . Not
Paragraph Description Compliant Compliant
(1) If citing reference documents listed in an NPR’s appendix, cite atleast oncein the
text of the directive. Use statements to introduce reference documents (e.g., additional
information onthis subjectis available at/in..., for additional information, see...).
(2) Conversely, listreference documents cited in the textofthe NPR inin the appendix.
3.3.2 Are the NPD's documentcitations cited and listed in accordance with the formatting

requirements below? If yes, compliant. Ifno, notcompliant.

a. Listdocumentsin the following order: United States Code, Public Law, Executive
Orders, Code of Federal Regulations, Federal Register Notices, Office of Management
and Budget Circulars, NPDs, NPRs, NIDs, NCs, CPDs, CPRs, CIDs, NASA Technical
Standards, NASA Forms, non-NASA Governmentstandards, and other documents.

b. Listnumbered documents in numerical order firstand non-numbered documents list
in alphabetical order second within each category.

c. Listdocumentand form citations using the following format:

(1) National Aeronautics and Space Act, 51 U.S.C. § 20113 (a).

(2) White House Conference on the Arts Act 0f1990, Pub. L. 101-509, 104 Stat. 1427
(1990).

(3) Regulatory Planning and Review, E. O. 12866, 3 CFR 638 (1993).

(4) National Space Grant College and Fellowship Program, 14 CFR pt. 1259.

(5) Environmental statements or availability, 71 FR 67389 (Nov. 21, 2006).

(6) OMB Circular A-19, Legislative Coordination and Clearance (09/20/1979).

(7) NPD 1400.1, Documentation and Promulgation of NASA Internal Requirements.
(8) NPR 1400.1, NASA Directives and Charters Procedural Requirements.

(9) NID 8000.104, Acquisition of Administrative Office Space.

(10) NC 1000.33, Partnership Council.

(11) NASA-STD-8709.2, NASA Safety and Mission Assurance Roles and
Responsibilities for Expendable Launch Vehicle Services.

(12) NHQ Form 184, NASA Directive Request Summary.

Note: For documents listed in paragraphs 3.3.2c(1)-(5), the name appears first and the
citation location appears second. For documents listed in paragraphs 3.3.2c¢(6)-(12), the
document type and number appear first and the name appears second.

d. Cite documents and forms within the text of directives as follows:

(1) Use the document name and citation location and exclude the name, after firstuse,
when citing withinthe text of directives for documents described in paragraphs 3.3.2c(1)-
(5) (e.g., Firstuse: The National Aeronautics and Space Act, 51 U.S.C. § 20113 (a) -
Second use: 51 U.S.C. § 20113 (a)).

(2) Use the documenttype, number, and name, but exclude the name, after firstuse,
when citing withinthe text of directives for citations described in paragraphs 3.3.2¢(6) -
(12) (e.g., Firstuse: NPR 1400.1, NASA Directives and Charters Procedural
Requirements - Second use: NPR 1400.1).

e. Excludetherevision letter designation and change numbers when citing or listing
NASA directives or charters within NASA directives or charters.

f. Ensure that documents and forms cited in the directive are approved documents that
are available to the reader.

g. Includeadocument’s titte and URL in a footnoteifitis nota Federal statute or
regulation, aNASA directive, oris notavailable in the NASA Technical Standards
System to show readers precisely whereto find the cited document.
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Not
Compliant

1400.1

Paragraph Description Compliant

h. Use resourcelinks in NPR 1400.1 to ensurethat citations are currentand accurate.

i. Use the following abbreviations for citations described in paragraphs 3.3.2b(1)-(5):
(1) United States Code — U.S.C.

(2) Federal Register — FR.

(3) CodeofFederal Regulations —CFR.

(4) Part — pt., Parts — pts.

(5) Subpart — subpt., Subparts — subpts.

(6) Appendix —app.

(7) Chapter—ch., Chapters — chs.

(8) Subchapter — subch. Subchapters — subchs.
(9) Section — §, Sections — §8§

(10) Section — sec.

3.5.1a-3.5.1b Does the NPR use the required formatand writing styles described below? Ifyes,
compliant. Ifno, notcompliant.

a. Format Styles:

(1) Use page numbers (e.g., 1, 2, 3) in NPRs, but exclude page numbers from the table
of contents.

(2) Align all text along the leftmargin (i.e., left justify or flush left).
(3) Indentand italicize notes.
(4) Center figures and tables.

(a) Number all figures and tables (e.g., Figure 1 or Table 1) placed in chapters usingthe
number of the chapter. Add the figure number and title at the bottom of the figure and add
the table number and title at the top of the table. If there is more than onefigure or table in
a chapter,add a dash and an additional number to indicate thatitis the first, second, or
third figure or table (e.g., Figure 1-1, 1-2, 1-3, or Table 1-1, 1-2, 1-3, etc.).

(b) Letter all figures and tables (e.g., Figure A or Table A) placed in appendices usingthe
letter of the appendix. Add the figure letter and title at the bottom ofthe figure and add the
table letter and title at the top of thetable. If thereis morethan onefigureor table in the
appendix,add adash and anumber to indicate thatitis thefirst, second, or third table
(e.g., Figure A-1, A-2, A-3 or Table A-1, A-2, A-3, etc.).

Note: CPDs are exempt from paragraphs 3.5.1a(2)-(4).

(5) Number/letter all paragraphs. Ifthere is nota second paragraphimmediately
following atthe same level or no subparagraphs, do not number/letter the paragraph.
Exclude periods behind numbered paragraphs (e.g.,use 3.5.1 or 3.5.1h, not3.5.1. or
3.5.1.h.), butinclude periods behind lettered paragraphs (e.g., usei., noti).

b. Writing Styles:
(1) Use NPR 1450.10 to supplementthe style requirementsin NPR 1400.1.

(2) Exclude caveat phrases, ambiguous terms, and vague terms (e.g., “as applicable,”
“as appropriate,” “whenever possible,” “as soon as possible,” “in atimely manner,” “etc.”)

within requirements statements.

ERG

(3) Use the correctterms to denote action or other forms of action as follows:
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Paragraph

Not

Description Compliant Compliant

"Shall" denotes mandatory actions(i.e., requirements).

"May" denotes a discretionary privilege or permission.

"Can" denotes statements of possibility or capability.

"Should"denotes agood practice and is recommended, butnotrequired.
"Will" denotes expected outcome.

"Are/ls" denotes descriptive material.

3.7.2¢(3) Are the NPR's appendices separated by page brakes and attached at theend? If yes,
compliant. Ifno, notcompliant.

3.7.2¢(3)(a) Doesthe NPR's appendices exclude requirements "shall" statementfor civil service
employees? If yes, compliant. Ifno, notcompliant.

3.7.2¢(3)(b) Are the NPR's appendix paragraphs numbered using the letter ofthe appendix (e.g., A.1,
A.2), excluding appendices containing acronyms and definitions? Ifyes, compliant. Ifno,
notcompliant.

3.7.2¢(3)(c) Are the NPR's definitions listed in Appendix Ain accordance with the requirements below?
If yes, compliant. Ifno, notcompliant.

(i) List the definitionsin alphabetical order.

(i) Provide only definitionsfor terms used in the NPR and only ifthe definitions are
differentthan those used in dictionaries or other standard usage.

(iii) Use bullets (e.g., “?”) for definitions with extended explanations.

3.7.2¢c(3)(d) Are the NPR's acronyms listed in Appendix Bin alphabetical order? Ifyes, compliant. Ifno,
notcompliant.

3.7.2¢c(3)(e) If there is a measurement/verification matrix, isitincluded in the NPR's Appendix C? If yes,
compliant. Ifno, notcompliant.

Note: To avoid blank appendices, if there are no definitions placed in Appendix A or
acronyms placed in Appendix B, a measurement/verification matrices can be placed in
either of these appendices only if there are no other appendices that can be placed
before the matrices.




