

Attachment 4.2


JSC ADMINISTRATIVE SUPPORT SERVICE (JASS) REQUEST 
Contract NNJ09JA02B
Requester:  






Position Number/ID:  





Mail Code/Phone Number:  








Date Received:
  





Effective Date:  
 FORMCHECKBOX 

New






Date Complete:  





 FORMCHECKBOX 

Revised

WORK REQUIRED (Check appropriate box for work requested)

Standard Labor Category (Level):   FORMCHECKBOX 
  Secretary I
 FORMCHECKBOX 
  Secretary II
 FORMCHECKBOX 
  Secretary III
 FORMCHECKBOX 
  Administrative Assistant
Assigned TMR/Alternate TMR:  

Duty Hours Requested by NASA (Days/Hours):  

3.0 General office Services

 FORMCHECKBOX 

3.0.1
Telephone Services



 FORMCHECKBOX 

3.0.5
Information Dissemination

 FORMCHECKBOX 

3.0.2
Appointment and Schedule Services

 FORMCHECKBOX 

3.0.6
Ordering Supplies

 FORMCHECKBOX 

3.0.3
Visitor Services



 FORMCHECKBOX 

3.0.7
Copying/Faxing/Graphics/Photo

Services

 FORMCHECKBOX 

3.0.4
Meeting Services, Telecommunication



Services, and Scheduling Conference

 FORMCHECKBOX 

3.0.8
Records Management



Rooms

4.0 Data Management Service

 FORMCHECKBOX 

4.0.1
Desktop Processing



 FORMCHECKBOX 

4.0.2
Correspondence Tracking

Other Services
 FORMCHECKBOX 

5.0
Travel Coordination



 FORMCHECKBOX 

10.0
Information Services Coordination
 FORMCHECKBOX 

6.0
Time and Labor Collection


 FORMCHECKBOX 

11.0
Customer Service

 FORMCHECKBOX 

7.0
Property Coordination



 FORMCHECKBOX 

12.0
Special Events Coordination

 FORMCHECKBOX 

8.0
Move Coordination



 FORMCHECKBOX 

13.0
Miscellaneous Activities

 FORMCHECKBOX 

9.0
Information Services Coordination

ADDITIONAL INSTRUCTIONS

FEEDBACK
 FORMCHECKBOX 

A.  As Ordered

 FORMCHECKBOX 

B.  Below Standard/Reword

 FORMCHECKBOX 

C.  Not timely

Comments:  










