Office of Science Field Work Proposal Instructions 
(Interim FWP System)
Instructions will be posted on the ePMA system home page (http://epma.energy.gov)
Summary:

These instructions pertain to the submission of Field Work Proposals (FWPs) for the Budget Year (BY) 2010 Budget Call and other SC Program Office requests.  

The detailed instructions are provided below, but in sum, the laboratory will prepare and submit, via Federal Express, CDs containing:

1)  An Excel spreadsheet file identifying the required information listed below for each FWP; 

2)  The FWPs listed on the spreadsheet (these must be in PDF that has 'formatted text and graphics’ - also known as “native’ PDF); 
Any questions during execution of these instructions should be directed to Mr. Dave Henderson at OSTI (865-576-4665)
Detailed Steps are as follows:

Step 1: Download an FWP Spreadsheet 

Go to (http://epma.energy.gov).  On the main page of the ePMA website, under Notice to Users, click on the link to the master FWP Excel spreadsheet template, download it, and save it offline.  

Step 2: Complete the FWP Spreadsheet 

Using the FWP spreadsheet template, prepare a separate FWP Excel Spreadsheet (file) for each SC Program. The spreadsheet(s) you prepare should be the saved as a “Master” spreadsheet file for the SC Program Office. When subsequent FWP submissions are made to the same SC Program Office, the master spreadsheet for that Office should be updated with the new metadata entries and new PDF files.  Please do not re-deliver previously submitted PDF files.  The Program Offices will know which records are new by the Submission Date field. 

(Note:  If it is not possible to fit your FWPs on a CD per SC Program, due to space limitations, then you must prepare a single CD for each Division or sub-Program for that Program Office) For example, if you have a set of FWPs that are funded by BES, but you cannot fit all of them on a single CD, then you must prepare an individual CD for each of the BES Divisions who support the FWP work.  The point is to keep the spreadsheet and the FWPs together on single CDs.  See Attachment 1 for a list of SC Program Offices and Divisions.
You must enter the information for each of the data fields defined in the list below for each FWP being submitted.  *Data fields with asterisks are required.  Each data field in the list will comprise a separate column in the spreadsheet. The column headings are already in the master spreadsheet file. You will insert a separate row for each FWP your Laboratory is submitting to the Program Office.
	Column Header/Data Fields
	Guidance

	*Date Submitted

	 Enter date for FWP submission.  Format = YYYYMMDD

[General Number format in Excel] Example: 20101130

	*New FWP Number
	Enter new FWP Number.  Format = Year-LabCode-ProjectNumber[-optional modifier]
Year is the fiscal year for which the FWP is requesting funds; if it is a Budget proposal then it is the BY; if it is primarily to ask for funding for the coming year then it would be BY-1 (currently=2009), etc.
Where Year = YYYY;  followed by standard Lab code;  followed by a 1 to 10 digit alpha-numeric identifier for the project; followed by an optional type designation (e.g., Fund; Budg; Rev1; etc.)  The 1 to 10 digit identifier is intended to be reused for all subsequent proposals for the same project.

(A list of allowable optional designations will be provided.)

Examples would are: 2010-LBNL-59823 or 2010-ORNL-1245JX04-Budg or 2009-LANL-8A2300nn3


	*Previous FWP Number
	Enter previous FWP number.  This is required only if the FWP is ongoing, provide the previous FWP number assigned by the lab.  New FWPs will not have a previous FWP Number.



	*Proposal Purpose
	Enter “Budget Call”, “Funding”, or “Other”

	*Project Status

	Enter FWP Project status.  New OR Ongoing 

	*Full FWP Title
	Provide the full title of the FWP.

	*B&R Code 
	Provide full Budget and Reporting (B&R) code for the work proposed.

If multiple B&R codes are established for the project, then separate the values with a semicolon.

If B&R Code is unknown, go to the BARC system reports.

http://www.mbe.doe.gov/efasc/frad/barc/index3.htm

	*SC Program Manager 


	Enter SC Program Manager’s name.  Format = Last name, first name. This is the Program Manager identified for the FWP.  

	*Principal Investigator/Project Director
	Enter Principal Investigator/Project Director.  Format = Last name, first name. The PI listed here must be the individual who is or will be leading/conducting the day to day work for the project.  If multiple PIs are identified for the project, then list the lead PI first and then the other PIs.  Separate PI names with a semicolon. If there is not a PI identified for the project, then you must provide a Project Director name.   This person would be the individual responsible for the overall technical portion of the project.

	*Name of Laboratory
	Enter the standard Lab abbreviation codes to designate your lab.  Codes include:

SC Laboratories
Ames:  Ames Laboratory Repository 

ANL:   Argonne National Lab Repository 

BNL:   Brookhaven National Lab Repository 

FNAL: Fermilab Repository  

JLAB: Thomas Jefferson National Accelerator Facility Repository  

LBNL: Lawrence Berkeley National Lab Repository 

ORNL: Oak Ridge National Lab Repository 

PNNL: Pacific Northwest National Lab Repository 

PPPL:  Princeton Plasma Physics Lab Repository 

SLAC: Stanford Linear Accelerator Center Repository 


Other DOE Laboratories that may submit FWPs
INEEL:  Idaho National Engineering and Environment Lab Repository
INL:       Idaho National Lab Repository
LANL:  Los Alamos National Lab Repository
LLNL:  Lawrence Livermore National Lab Repository 

NETL:  National Energy Technology Lab Repository

NREL: National Renewable Energy Lab Repository 
SNL:    Sandia National Lab Repository 

SRNL:  Savannah River National Lab Repository

	*Funding (BY) = FY 2010
	Please insert funding requests for BY (2010) if appropriate. Required for Budget Proposals and for other proposals that expect to be ongoing in 2010.

	*Funding (BY-1) = FY 2009
	Please insert funding requests for BY-1 (2009) if appropriate. Required for projects expecting to be ongoing in 2009.  

	*Funding (BY-2) = FY 2008
	Please insert funding levels for BY-2 (2008).  Required for ongoing projects.

	Abstract
	Enter text of abstract.  Should be less than 1,024 characters or less.

	*FWP document
	Enter the file name for the FWP on the CD into the spreadsheet in this column. The file name should hyperlink to the file on the CD. (Note:  Please be sure that the link uses a relative path so that the files can be moved to another directory without breaking the links.) 


Step 3: Prepare the FWP Package (CD)
Important:  It is important that you prepare a CD for a given Program Office with only those FWPs intended for that Program Office. FWPs for one Program Office must not be mingled with FWPs for other Programs Offices.  However, if an FWP has multiple SC Program Offices funding it, then it should be included on each of the Program Office CDs who will contribute to that funding.
Step 3.a.  Once the spreadsheet is complete, save the Program Office Spreadsheet to the CD.  

Step 3.b.  Save the PDF files for each FWP listed on the spreadsheet. 
(Note:  As stated, if it is not possible to fit your FWPs on a CD per SC Program, due to space limitations, then you must prepare a single CD for each Division or sub-Program for that Program Office).  For example, if you have a set of FWPs that are for BES, but you cannot fit all of them on a single CD, then you must prepare an individual CD for each of the BES Divisions supporting the FWP work.  The point is to keep the spreadsheet and the FWPs together on single CDs.  See Attachment 1 for a list of SC Program Offices and Divisions.

Step 3.c.  In addition to CD copies made for the SC Program Offices, you must prepare duplicate copies of the CDs for:

· The Integrated Support Center (Chicago Office and/or Oak Ridge Office)

· The SC Site Office for your Laboratory
· The Office of Scientific and Technical Information (OSTI)

Step 4: Submit the FWP Package (CD) 
Once the package has been prepared, using the instructions in Step 3, submit your FWP Package (CD) using the following guidelines:

Step 4.a.  Identify with your associated site whether they must approve the FWP before submission to the SC Program Office.
Step 4.b.  If site approval is required, please obtain this approval before submitting to the SC Program Office.  Note:  For the purposes of these instructions, the SC Program Office, Integrated Support Center, Site Office, or OSTI, does not require a signed copy of the FWP.   However, the Site Office, per their direction, must give notice to the laboratory that the FWP can be released before submission to the Integrated Support Center, SC Program Office, or OSTI.  Therefore, the FWP on the CD will be considered a site released copy.
Step 4.c.  Submit (Via Federal Express) the prepared CDs as directed in Attachment 1.
Attachment 1
Points of Contact (POC) for CD Package delivery are identified in Table 1.  Please send an e-mail to the POC before the Federal Express package is sent.  Again, you will send a CD or CDs for your laboratory to;

· The SC Program Office that funds the proposal.
· The Integrated Support Center (will either be the Chicago Office or Oak Ridge Office).
· The Site Office (POCs are not identified, but please see your Site POC for delivery details); and
· OSTI.
All deliveries must be made via Federal Express.
Note:  Even if multiple CDs are created for a Program Office due to CD size limitations, you will still send to the Point of Contact Identified in the last column of Table 1.

Table1

	Routing Symbol
	B&R Code first 4 digits
	Organization
	Point of Contact for FWP Delivery

	SC-21
	KJ
	Office of Adv Scientific Computing Research
	Send CD Package to:
Julie Scott
U.S. Department of Energy

SC-21/GTN

19901 Germantown Road

Germantown, MD  20874-1290
e-mail:  Julie.scott@science.doe.gov

	SC-21.1
	KJ01
	Comp Science Research & Partnership Division
	

	SC-21.3
	KJ01
	Small Business Research Division
	

	SC-21.2
	KJ01
	Facilities Division
	

	SC-22
	KC
	Office of Basic Energy Sciences
	Send CD Package to:
Margie Davis
U.S. Department of Energy

SC-22/GTN

19901 Germantown Road

Germantown, MD  20874-1290
e-mail:  Margaret.davis@science.doe.gov

	SC-22.1
	KC03
	Chemical Sciences, Geosciences, & Biosciences Div
	

	SC-22.2
	KC02
	Materials Sciences & Engineering Division
	

	SC-22.3
	KC02
	Scientific User Facilities Division
	

	SC-23
	KP
	Office of Biological & Environmental Research
	Send CD Package to:
Sharon Betson

U.S. Department of Energy

SC-23/GTN

19901 Germantown Road

Germantown, MD  20874-1290
e-mail:  Sharon.betson@science.doe.gov

	SC-23.2
	KP1501, KP1503
	Life & Medical Sciences Division
	

	SC-23.3
	KP12
	Climate Change Research Division
	

	SC-23.4
	KP1504
	Environmental Remediation Sciences Division
	

	SC-24
	AT
	Office of Fusion Energy Sciences
	Send CD Package to:
John Sauter
U.S. Department of Energy

SC-24/GTN

19901 Germantown Road

Germantown, MD  20874-1290
e-mail: john.sauter@science.doe.gov

	SC-24.1
	AT5512
	ITER & International Division
	

	SC-24.2
	AT5010/15/20/25/30, AT5502/03/05/06/08, AT6010/20
	Research Division
	

	SC-25
	KA
	Office of High Energy Physics
	Send CD Package to:
Dean Oyler
U.S. Department of Energy

SC-25/GTN

19901 Germantown Road

Germantown, MD  20874-1290
e-mail:  dean.oyler@science.doe.gov

	SC-25.1
	KA
	Research and Technology Division
	

	SC-25.2
	KA
	Facilities Division
	

	SC-26
	KB
	Office of Nuclear Physics
	Send CD Package to:
Brenda May

Program Support Specialist

U.S. Department of Energy

SC-26/GTN

19901 Germantown Road

Germantown, MD  20874-1290
(301) 903-0536
e-mail: Brenda.may@science.doe.gov

	SC-26.1
	KB01, KB02, KB03, KB04
	Physics Research Division
	

	SC-26.2
	KB01, KB02, KB03, KB04
	Facilities & Project Management Division
	

	SC-27
	KL01, KL02, KL03, KL04, KL05
	Office of Workforce Dev for Teachers & Scientists
	Send CD Package to:
Vera O’Conner

U.S. Department of Energy

SC-27/GTN

19901 Germantown Road

Germantown, MD  20874-1290

	SC-28
	
	Office of Project Assessment
	

	SC-3
	
	Office of the Deputy Director for Field Operations
	

	SC-31
	
	Office of Safety, Security, & Infrastructure
	

	SC-31.1
	KG
	Environment, Safety & Health Division
	

	SC-31.2
	KG
	Infrastructure Division
	Send CD Package to:

Theresa Kelly

U.S. Department of Energy

SC-31.2/GTN

19901 Germantown Road

Germantown, MD  20874-1290
e-mail:  Theresa.kelly@science.doe.gov

	SC-31.3
	FS10
	Safeguards and Security Division
	Send CD Package to:
Jim Lint
U.S. Department of Energy

SC-31.3/GTN

19901 Germantown Road

Germantown, MD  20874-1290
(301) 903-2741
e-mail:  james.lint@science.doe.gov

	
	
	Chicago Office 
	Send CD Package to:

Mary Sunderland

Director, Budget

SC Chicago Office

U S Department of Energy

9700 S. Cass Ave.

Argonne, IL   60439 

(630)252-2410
e-mail:  mary.sunderland@ch.doe.gov

	
	
	Oak Ridge Office
	Preston Maples
U.S. Department of Energy

Oak Ridge, TN.  37831

(865) 576-0638
e-mail:  maplesp@oro.doe.gov

	
	
	OSTI
	Send CD Package to:
Science FWPs
Office of Scientific and Technical Information

1 Science.gov Way
Oak Ridge, TN  37830

(865)576-4665
e-mail:  hendersd@osti.gov
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