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1 Executive Summary

In August 1999, the Under Secretary of Energy, Dr. Ernest Moniz, launched a Strategic Information Management (SIM) process study to determine how best to modernize and streamline Research and Development (R&D) management and move toward a corporate R&D portfolio management environment. The study was prompted by the fact that although the Department of Energy (DOE) annually funds approximately seven billion dollars of research in a broad range of areas, it has no central source of reliable data on that research. The R&D facilities performing the work follow their own research management processes tailored to their expertise and methods of operation. The information collected and stored to support these management processes is often in different formats and at different levels of resolution. This makes the overall management of DOE-funded research a difficult challenge.

The SIM process study recommended that DOE develop a Corporate R&D Portfolio Management Environment and estimated annualized productivity gains of approximately $39 million. The Corporate R&D Portfolio Management Environment is the technology infrastructure, information integration methodologies, and process enhancements that will enable cradle-to-grave tracking of research projects, information sharing across programs, and snapshots of the Department’s R&D activities.

As currently envisioned, the ePME project will be implemented using a three-phased modular approach. This modular approach spans a period of approximately 3 years:

· Module 1: Automating the proposal submission process, from electronic submission and review through award. This module consists of three integrated sub-modules including: 

· Module 2: Project tracking and program management reporting, providing program managers and others the tools to perform electronic R&D portfolio analysis.

· Module 3: Integration with the Department’s corporate electronic budget system(s), supporting complete R&D project management, tracking and reporting including Work Authorizations.

The development of Module 1 began with a business process reengineering (BPR) activity. The goal of the BPR was to create a business model and to design the business processes that provide a context for the requirements gathering activity. A key finding of the BPR for Modules 1.1 and 1.2 is that significant benefits will be realized from automating what are currently paper based processes for the most part. 

After analyzing the BPR results, the next step was to collect, analyze and present high-level functional and data requirements for building Module 1. Several steps were involved in collecting the functional and data requirements. The ePME team formulated requirements based on preliminary research and DOE staff interviews. Preliminary research included reviewing sample lab proposals, guidance, Field Work Proposals (FWP), Technical Task Plans (TTP), and Activity Data Sheet (ADS) forms. The DOE website and glossary were also used when further clarifications were needed. 

These requirements were presented for discussion and refinement at requirement workshops held at DOE Headquarters, Chicago, and Albuquerque. This enabled representatives from the entire DOE complex to participate, including DOE Headquarters organizations, site offices, and laboratories. The requirements and data elements were presented on the Electronic Meeting System (EMS), which allowed workshop participants to enter notes, questions, and comments for each requirement and data element. The users also used the EMS to provide the ePME team with additions and changes to the requirements and data elements. 

After completion of the workshops, the analysis team reviewed and analyzed the information results from the workshops and refined the requirements and data elements. These requirements were presented for discussion and validation at the validation meeting in Tucson, Arizona in February 2003. The EMS was used again for capturing user comments and consensus for each requirement and data element. The ePME analysis team incorporated the validation meeting results and applied updates and additions to the Functional Requirements document where applicable.

The two major sections of the requirements document are Functional Requirements and Data Elements, followed by appendices. The Functional Requirements section is organized by high-level system functions beginning with the receipt of proposals to the completion and archiving of projects. 

The Data Elements section includes data elements that are proposed to be included in the ePME system. The data elements are divided into three main categories: Proposal Submissions, Merit Review and Work Authorization. 

2 Introduction

The e-Government Corporate R&D Portfolio Management, Tracking and Reporting Environment (ePME) is designed to be a distributed information management system that enables the electronic assembly of Research and Development (R&D) project management data from existing laboratory and grant R&D systems across the Department of Energy (DOE) organization. ePME will use information contained in the many heterogeneous systems in the Department, extracting critical data necessary to track research projects from the point of submission, through project review, funding decisions, project execution, and eventually project closeout. 

ePME’s objectives are to simplify and unify the Department's R&D project submission, review and award, tracking, management, and reporting processes; and to support the R&D management processes electronically in a distributed information environment. 

ePME, when implemented, will benefit a variety of user groups involved in the R&D processes, both within DOE as well as those external to the Department. Customers and stakeholders of ePME include, but are not limited to, the following: DOE Management, National Laboratories, Universities and other R&D Organizations, DOE Field and Operations Offices, and DOE Program Secretarial Offices (PSOs). In addition, external constituents such as Congress, Office of Management and Budget (OMB), and Office of Science and Technology Policy (OTSP) will benefit from ePME through more accurate and consistent reporting of R&D investments.

2.1 Background

A DOE-funded pilot project was initiated in 1996: the Collaborative Management Environment (CME). It successfully demonstrated the use of advanced web-based technologies to automate R&D project proposal submission and to integrate project data from a multitude of sources. As part of the project, several DOE R&D facilities developed a shared, consistent, and automated way of reporting proposal, cost, and execution data for R&D project management purposes. Their approach allowed them to continue using their own project management methods and systems while streamlining reporting processes back to DOE program managers. 

The successful CME pilot project was used as the foundation for a Strategic Information Management (SIM) study launched by the Under Secretary of Energy, Dr. Ernest Moniz, in August 1999. The study evaluated the entire lifecycle of DOE R&D project management, tracking, and reporting of R&D programmatic operations and equipment projects that are defined in the Office of Management and Budget (OMB) Circular A-11.

The goal was to determine how best to modernize and streamline R&D management and move toward a corporate R&D portfolio management environment. The study was prompted by the fact that although DOE funds a vast amount of energy-related research in a broad range of areas, it has no central source of reliable data on that research. The R&D facilities performing the work follow their own research management processes tailored to their expertise and methods of operation. The information collected and stored to support these management processes is often in different formats and at different levels of resolution. This makes the overall management of DOE-funded research a difficult challenge.

Based on the results from the SIM study, a Corporate R&D Portfolio Management Environment was recommended with an estimated annualized productivity gain of approximately $39 million. 

In May 2002, DOE embarked on a Corporate R&D ePME project, sponsored by the DOE Office of Science, to ensure continued fulfillment of its mission to effectively administer and manage R&D projects. The ePME project lays the foundation for the technology infrastructure, information integration methodologies, and process enhancements that will enable cradle-to-grave tracking of research projects, information sharing across programs, and authoritative status of the Department’s R&D activities. ePME will facilitate increased communication within and across projects and programs. 

As currently envisioned, the ePME project will be implemented using a three-phased modular approach. This modular approach spans a period of approximately 3 years:

· Module 1: Automating the proposal submission process, from electronic submission and review through award. This module consists of three integrated sub-modules including: 

· Module 1.1: Provides the ability to collect information related to ongoing R&D projects from National Laboratories. 

· Module 1.2: Provides for electronic submission of new start work proposals at National Laboratories.

· Module 1.3: Enables ePME to obtain R&D post-award grant data information for portfolio management.
· Module 2: Project tracking and program management reporting, providing program managers and others the tools to perform electronic R&D portfolio analysis.

· Module 3: Integration with the Department’s corporate electronic budget system(s), supporting complete R&D project management, tracking and reporting including Work Authorizations.
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Activity for Modules 1.1 and 1.2 started with a business process reengineering (BPR) activity focused on the management processes regarding submission of information for ongoing R&D projects. The reengineered business processes provide a comprehensive and flexible foundation for continued process improvement. The follow-on systems development effort began with gathering and analyzing the requirements for Module 1.1 and Module 1.2.  

2.2 Document Scope

This document specifies requirements stated by ePME subject matter experts and validated by participants from the labs, site offices and Headquarters. The requirements in this document are presented for reaching a consensus that these are the requirements for what the system will do for Modules 1.1 and 1.2. This document includes functional, system and technical requirements.

Methodology

Several steps were involved in collecting the functional and data requirements. The ePME team formulated requirements and data elements based on preliminary research and through interviews with DOE staff. Preliminary research included reviewing sample lab proposals, guidance, Field Work Proposals (FWP), Technical Task Plans (TTP), and Activity Data Sheet (ADS) forms. The DOE website and glossary were also used when further clarifications were needed. 

These requirements were presented for discussion and refinement at requirement workshops held at DOE Headquarters, Chicago, and Albuquerque. This enabled representatives from the entire DOE complex to participate, including DOE Headquarters organizations, site offices, and laboratories. The requirements and data elements were presented on the Electronic Meeting System (EMS), which allowed workshop participants to enter notes, questions, and comments for each requirement and data element. Through the EMS, users provided the ePME team with additions and changes to the requirements and data elements. 

After completion of the workshops, the analysis team reviewed and analyzed the information results from the workshops and refined the functional requirements and data elements. These requirements were presented for discussion and validation at the validation meeting in Tucson, Arizona in February 2003. The EMS was used again for capturing user comments and consensus for each requirement and data element. The ePME analysis team incorporated the validation meeting results and applied updates and additions to the Functional Requirements document, where applicable.

2.3 Assumptions and Constraints

The following are assumptions and constraints pertaining to the ePME system and this document.

· ePME is an unclassified system.

· The budget request data in ePME is business sensitive.

· ePME is not a document management system. It is a data management system.

· The standards for the import of data from the labs shall be dictated by ePME. The labs must comply with the prescribed import standards if they want to import data into ePME.

· Values on pick lists, i.e., reference tables, shall be from authoritative sources, which can be in the form of a system feed or authorized user input.
· This document is not a system design document. The methodology on how to accomplish the functional requirements, unless requested by the users as a specific requirement, shall be handled in the ePME design document.
2.4 Definitions 

The following is a list of terms used throughout the ePME Functional Requirements document that have a meaning in this context. 

Active Proposal/Project

Proposals or projects that are in the system and have not been archived.

Administrative Data  

One of three categories of information on a proposal in ePME.  This category comprises proposal title, proposal terms, person and organization contact information and signatures.

Archive 

Proposals or projects that are considered completed by their owner(s). This data will be retained for historical and analytical purposes. The length of retention is still to be determined by Department of Energy records management personnel.

Associated Data 

Data that is logically linked within the system for explanatory or business reasons. For example, the contact information (organization, telephone number and email) of a system user or the address of a laboratory.

Audit Trail 

An electronic log or database table that tracks transactions on a proposal and proposal ownership.

Authoritative Source

The source designated as the official and definitive authority of information. For example, the Budget and Reporting Classification Codes system is the authoritative source of Budget & Reporting codes.
Authorized User 

User access to view the system data and attachments is determined by a combination of who the user is, the organization(s) with which the user is associated, and the process role(s) assigned to the user for that organization.  For more details, refer to Appendix I - Authorized Users.
Budget & Reporting Codes (B&R Codes)

An alphanumeric code that represents a Budget and Reporting (B&R) classification and  fund type. A Budget & Reporting Classification is a coding structure that parallels DOE’s activities and programs. This structure is used for the formulation of the budget; the reporting of obligations, costs, and revenues; and the controlling and measuring of actual versus budgeted performance.

Budget & Reporting Code System (BARC)

BARC is the application that serves as the repository for the Department of Energy’s Budget and Reporting (B&R) Classification Codes.  B&R codes are used by all the Department’s financial systems.  The codes correlate Departmental activities and are used to formulate budgets; report obligations, costs and revenues; and control and measure budget variances.  B&R codes are the vehicle used by the Department to track costs and exercise funds control.  BARC provides valid B&R codes and the B&R crosswalk files to core financial systems.

Budget Data 

One of three categories of information on a proposal in ePME.  This category comprises B&R codes, and financial and staffing information for previous, current and future fiscal years.

Commercial Off-The-Shelf (COTS)

A product that one can buy or lease, ready-made, from a vendor (e.g., through a catalogue or from a price list). Access to source code and specifications may be unavailable, thereby limiting the ability to have modifications made to address a specific purpose.

Concurrence Chain 

A user- or business-specified list of people, who must review a proposal or project and indicate their agreement/disagreement before it can progress to the next step in the process.

Copy a Proposal

Reuse proposal data from one proposal by viewing the original proposal data and saving it to a new proposal. Restrictions on some data elements are enforced by the system. 

Electronic Signature 

A digital signature that can be used to authenticate the identity of a sender of an electronic message or the signer of an electronic document, and ensure that the original content of the message or document that is sent is unchanged.
External Attachment 

A document that is completed and submitted as part of a proposal. Detailed attachments are to be completed when necessary to clarify or enhance a proposal. External attachments can be viewed across organizations by those who have been authorized to view a proposal.

External Instructions and Comments 

Information or notes that are completed and sent to a person in the workflow. This information may be sent with or without a proposal and is used for either informational purposes or to request that some action be performed regarding the proposal.

Integrated Management Navigation System (I-MANAGE)

This program is the cornerstone of the Department’s efforts to achieve improved financial performance, integrated budget and performance, and expanded electronic government in support of the President’s Management Agenda. I-MANAGE will integrate the Department’s business management systems for financial and cost accounting, travel, payroll, budget formulation and execution, procurement and contracts management, facilities management and human resources. 

Internal Attachment 

A document attached to a proposal used within an organization to enhance the understanding of a proposal and facilitate the concurrence process within the organization. Only others within the organization can view internal attachments.
Internal Instructions and Comments 

Additional information and directions used within an organization to enhance the understanding of a proposal and facilitate the concurrence process within the organization. 

Mandatory

Each organization is only responsible for inputting the information required at their level. For example, a lab will not have to input items such as signatures or information on site offices and/or Headquarters organizations in order to move a proposal to the next level in the concurrence chain.

Organization 

An official entity that performs a specific function or functions. In ePME, the term organization may refer to laboratories, site offices or specified Headquarters offices and divisions.

Originator 

One who either initiates a proposal for submission or creates attachments as part of the proposal submission package.

Ownership  

Current possessor of proposal information in the workflow. This person usually has an action to perform (editing or concurrence). Other users who have view access to a proposal may only view the proposal when they do not have ownership.

Pick List 

A dialog box that has a scrollable list of items from which the user can select. The data for this list may be filtered because of previous data selections and, if necessary, derived from an authoritative source. Two primary uses of a pick list are to assist the user in filling in a data field with standardized entries and to prevent erroneous data from entering the database.

Proposal Submission 

The complete package of proposal information, including attachments, which is sent through the workflow for concurrence and a funding decision.

Suspense Time 

The time allotted for a user of the system to perform an action on a proposal.

Technical Data 

One of three categories of information on a proposal in ePME.  This category comprises scientific and descriptive information, which describes the work to be performed, the approach to the work and the non-financial resources, which will be used to accomplish the work. Some of this information may be included in attachments.

Template 

A template is a copy of the original proposal to be used as a starting point to create new proposals. Users can copy an existing proposal, either active or archived, to use as a template to create a new proposal.

Types of Merit Review 

There are different kinds of merit review that are performed on a proposal prior to making a funding decision. Merit reviews generally fall into two categories:  1) panel reviews where reviewers meet face-to-face or through electronic conferencing to discuss the applications/proposals and 2) mail reviews done by mail or electronic transmission.  If needed, both types of merit reviews can be conducted. 

Workflow 

The sequence of people who sequentially obtain ownership of a proposal or project for the purposes of performing an action or obtaining concurrence.

2.5 References

The following is a list of documents referenced in preparation of this document: 

Department of Energy, CME SIM Project Team, Business Case for the Corporate R&D Portfolio Management Environment, August 15, 2000.

Department of Energy, Order 412.1, Work Authorization System, Approved April 20, 1999.

Department of Energy, Merit Review Guide for Financial Assistance and Unsolicited Proposals, Approved December, 1999.

Section 508 of the Rehabilitation Act of 1973 (29 U.S.C. 794d).

Department of Energy, Portfolio Management Environment (PME), BPR Document Module 1.1, September 30, 2002.

Department of Energy, Portfolio Management Environment (PME), BPR Document Module 1.2 Draft, January 31, 2003.
Office of Chief Financial Officer, Department of Energy Accounting Handbook, October 17, 1995

Executive Office of the President, Office of Management and Budget, Circular No. A-11 Preparation, Submission, and Execution of the Budget, June 2002

U.S. Department of Energy Enterprise Architecture Draft Version 2.1, March 2003 

Functional Requirements

This section describes the functionality requirements of ePME Modules 1.1 and 1.2. These modules provide the labs with the capability to submit proposals electronically for ongoing and new R&D work for review and approval. The “To-Be” business process for ePME drives these requirements. The BPR “To-Be” process model is depicted in the following diagrams. Figure 3-1 illustrates the process model for Module 1.1. Figure 3.2 illustrates the process model for Module 1.2.
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Figure 3-1.  BPR Module 1.1  “To Be” Process Model (Sheet 1) 
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Figure 3-1.  BPR Module 1.1  “To Be” Process Model (Sheet 2)
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Figure 3-2.  BPR Module 1.2  “To Be” Process Model (Sheet 1)
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Figure 3-2.  BPR Module 1.2  “To Be” Process Model (Sheet 2)
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Figure 3-2.  BPR Module 1.2  “To Be” Process Model (Sheet 3)

A context for understanding the ePME functionality is provided in the following example of a high-level process flow. The proposal processing can take many twists and turns. This example walks through a process flow for a proposal. The example is intended to provide an overview of some of the functionality proposed within the system. This example is based on the assumption that a proposal is created within the ePME system. Additionally, it follows the general rule in the system that when a user receives a proposal for an action, they have ownership of that proposal. This means they may perform their action on the proposal but other qualified users may only view the proposal.

Example of a Proposal Process Flow
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Example of a Proposal Process Flow (Cont’d)
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Requirements are categorized into high-level functions that occur or are performed by the system for the electronic proposal submission, review and approval processes. The categories are as follows.

· Lab Proposal Processing – presents the requirements for creating and updating proposals, processing the proposal at the lab for review and approval, and submission of the proposal to the site office and/or Headquarters. 

· Site Office Proposal Processing – presents the requirements for processing the proposal at the site office for review and approval, routing the proposal back to the lab for revisions, and submission of the proposal to Headquarters.

· Headquarters Proposal Processing – presents the requirements for processing the proposal at Headquarters for review and approval, routing the proposal back to the site office and lab for revisions, and approval or declination of the proposal.

· Workflow – presents the requirements for the workflow of a proposal.  Workflow is an integral part of the processing and review of proposals

· Merit Review – presents the requirements for the processing of the merit review of a proposal.

· Search – presents the requirements for the capability for users to find proposals and proposal information in the system.

· System Access – presents the requirements for system security, accessing the system, and process roles and the default rights associated with each role. The system shall be role based, which means that what an individual user shall be allowed to do in the system is dependent on his/her role(s) and rights.

· History – presents the requirements for retaining proposal information after the processing of a proposal is completed or the proposal work is completed.

· General – presents the requirements that are not directly related to a proposal submission, review and approval processing but are required for the overall functioning of the system. 

2.6 Requirements List

1 Lab Proposal Processing

1.1
Create and Update Proposal

	
	New Proposal Creation

	1
	The system shall allow the user to input a new proposal in response to a budget call, program solicitation, or laboratory initiated unsolicited proposal. 

	2
	The system shall set the initial staffing, budget dollars, proposal revision number and copy version number to zero and the other data fields to blank.

	
	

	
	

	
	

	6
	For new proposals created for funding, the system shall assign the initial proposal status to Draft – in progress.

	7
	For new proposals created for budget calls, the system shall assign the initial proposal status to Budget call draft .

	8
	The system shall allow the user at the lab to change a proposal status to Draft – on hold only from a status of Draft – in progress.

	9
	The system shall allow the user at the lab to change a proposal status to Draft – in progress only from statuses of Draft – on hold and Budget Call Draft.

	10
	The system shall allow the authorized user to edit all data fields according to his rights.

	11
	Only one Lead Principal Investigator is allowed on a proposal.

	
	

	
	Proposal Number

	12
	The system shall generate a new proposal number. 

	13
	The system shall provide for a unique proposal identifier by concatenating proposal data element components such as proposal number, fiscal year and program office.

	14
	The proposal number shall remain with the project record forever.

	15
	The system shall provide the capability for labs to enter internal lab proposal identifiers that shall provide for a crosswalk to the system generated proposal numbers.

	
	

	
	

	
	Rules for Entering B&R code


	16
	The full 9-character B&R code shall not be required for initial proposal submission. 

	17
	The system shall provide the capability for the user at the lab to enter all or some of the components of the B&R code. The five B&R code components are Program, Sub-Program, Category, Task and Sub-Task. 

	18
	The system shall allow the user to input multiple B&R codes for items such as joint funding.

	
	

	
	Pre-population of Lab Specific Data

	19
	The system shall populate lab-related proposal data based upon the ID of the user entering proposal data. Refer to Appendix G – Data Dependency Due to Relationships for list of data fields.

	20
	The system shall allow pre-populated data to be changed via a pick list selection.

	
	

	
	Copying Proposals for Reuse Purposes

	21
	The system shall allow the user to fill information in a proposal from previously written proposals  . 

	22
	The system shall provide the capability for the user to copy one or multiple proposals at the same time.

	
	

	24
	When a proposal is copied, the system shall omit all signatures and their dates from the copy.

	25
	The system shall not copy the proposal attachments when the user is copying the proposal. 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	Creating Proposals for Submission to Multiple Program Secretarial Offices (PSOs) 

	
	

	
	

	
	

	48
	The system shall assign a new proposal number to each proposal being submitted to a PSO.  

	
	

	50
	The system shall link proposals that are submitted to multiple PSOs. The system shall identify the set of proposals that were submitted to multiple PSOs.  The system shall enable users to list proposals that are linked together for multiple submissions.

	51
	The system shall assign the initial proposal status to Draft – in progress.

	52
	The system shall allow authorized users to edit all data fields except the proposal number according to his rights.

	53
	The system shall allow each proposal to follow its own workflow process.

	
	

	
	Proposal Package Attachments

	54
	The system shall allow the lab to include electronic proposal attachments for proposal submission

	55
	The system shall allow the user at the lab to upload attachments for internal and external purposes.

	56
	The system shall display a list of standard proposal attachments for a proposal. 

	57
	An Other proposal attachment category shall be included for users to include one or multiple non-standard attachments.

	58
	The system shall validate that proposal attachments are included when a user checks the attachment off the attachment checklist.

	59
	The system shall allow the user to overwrite proposal attachments in the system for modifications to the attachments. 

	60
	Proposal attachments can be removed by the proposal originator, the originator of the proposal attachment or their designated alternate.

	
	

	
	Deleting Proposals

	61
	The system shall allow authorized users at the lab to delete proposals.

	62
	The system shall allow proposals to be deleted only if a proposal status is Draft – in progress, Draft – on hold, or Budget Call Draft.


1.2 Upload Proposal for New or Ongoing Work

	63
	The system shall provide the capability to import proposal data from the lab systems.

	64
	The data import files shall be in extensible markup language (XML).

	65
	The system shall define required data elements that must be provided when data is imported from the lab system.

	66
	The system shall provide a standard data field order for data imported from the labs.

	67
	The system shall provide a specific size for each data field for data imported from the labs. 

	68
	The system shall convert the lab’s data field type into the system specified data field type before loading the data into the database.

	69
	The system shall perform data property and format validations on data that is imported from the labs.

	70
	The system shall provide the capability for the import file to contain the Uniform Resource Locators (URLs) of the lab proposal attachments to be imported into the system’s central repository.

	71
	The system shall provide the capability for the import file to contain one or multiple proposals. 

	72
	The system shall generate the proposal number and proposal version when proposals are imported. 

	73
	The system shall generate a report to notify the sender of the accepted proposals and their proposal numbers. 

	74
	The system shall reject only the proposals within the data import file where the required data elements are not provided or there are issues in terms of data standards, such as the data element order and size, defined for the import file. The entire data import file shall not be rejected unless all proposals are bad.

	75
	If the import process fails with respect to one or more proposals, the system shall generate an error report identifying the rejected proposals and the data fields in question.

	76
	After the proposal data is imported, the system shall provide the capability for the user to process the proposal for review and submission by the lab to the site office.


1.3 Generate Internal Instructions and Comments

	77
	The system shall provide the capability for users at the lab to enter internal and external instructions and comments that are associated with proposal processing.

	78
	The system shall only allow authorized users at the originating lab to view internal lab instructions and comments.


1.4 Proposal Review and Submission to Site Office

	79
	The system shall allow the proposal owner at the lab to initiate a merit review.

	80
	The system shall not permit a proposal to be submitted to the site office until all required data has been entered.

	81
	The system shall alert the user at the time of proposal submission when required data is missing.

	82
	The system shall allow authorized users at the lab to approve one or multiple proposal submissions at one time.

	83
	The system shall have the capability to allow authorized users at the lab with signature authority to electronically sign for single or multiple proposals at one time.

	84
	The system shall assign the proposal status to Submitted when a proposal for funding is sent from the lab to the site office in the workflow.

	85
	The system shall assign the proposal status to Budget call submitted when a proposal for budget calls is sent from the lab.

	86
	The system shall delete the internal instructions and comments when the proposal is submitted by the lab. 


1.5 Update Proposal after Submission 

	87
	The system default for the lab shall allow administrative data to be changed by authorized users at the lab with the exception of the following data fields: Proposal Number, Version, Signatures, and Signature Dates.

	88
	The system default for the lab shall allow B&R codes and non-B&R code budget information, such as dollar amounts, to be changed by the budget reviewer at the lab who has ownership of the proposal or their alternates prior to proposal approval or declination. 

	89
	The system default shall allow technical information to be changed only by the Lead PI on the proposal or alternate prior to proposal approval or declination.


2
Site Office Proposal Processing

2.1 Receive and Review Proposal

	90
	The system shall assign the proposal status to Pending – waiting to process when the next person in the concurrence chain at the site office receives ownership of a proposal for processing for funding.

	91
	The system shall provide the capability for the proposal’s current owner at the site office to assign the proposal status for a proposal for funding to Pending – waiting for available funds, Pending – waiting for offline resolution of an issue, Pending – waiting execution of instructions and comments, Declined – rejected with no review, Declined – not going to consider for funding, and Declined – funds not available. 

	92
	The system shall allow authorized users at the site office to upload general attachments for internal use purposes.

	93
	The system shall allow the proposal owner at the site office to initiate a merit review.


2.2 Generate Instructions and Comments

	94
	The system shall provide the capability for authorized users at the site office to enter instructions and comments that are associated with proposal processing.

	95
	The system shall differentiate between instructions and comments that are internal and external to the site office. Internal instructions and comments stay within the site office that created the comments. External instructions and comments go across organization boundaries.

	96
	The system shall allow the site office to add instructions and comments at any stage of the concurrence process for proposal processing.

	97
	If the proposal for funding has not been approved or declined, the system shall assign the proposal status to Pending – waiting execution of instructions and comments when the site office sends the proposal back to the originating lab (to incorporate instructions and comments.)

	98
	The system shall only allow authorized users at the originating site office to view internal site office instructions and comments.


2.3 Update Proposal

	99
	The system default for the site office shall allow B&R codes, to be changed by the budget reviewer at the site office who has ownership of the proposal or their alternates prior to proposal approval or declination. 

	100
	The system shall provide the capability for the authorized user at the site office to enter all or some of the components of the B&R code. The five B&R code components are Program, Sub-Program, Category, Task and Sub-Task.

	
	

	101
	The system default for the site office shall allow administrative data to be changed by authorized users at the site office with the exception of the following data fields: Proposal Number, Version, Signatures, and Signature Dates.


2.4 Routing Proposal

	102
	If the proposal for funding has not been approved or declined, the system shall assign the proposal status to Pending – waiting execution of instructions and comments when the proposal is sent from the site office to the lab (to incorporate instructions and comments.)

	103
	The system shall allow the authorized user to advance a proposal from the site office to Headquarters only if all required data fields are complete.

	104
	The system shall delete the internal instructions and comments when a proposal is sent from the site office that owns the internal comments to Headquarters or back to the lab.


2.5 Site Office Approval

	105
	The system shall allow authorized users at the site office to approve one or multiple proposal submissions at one time.

	106
	The system shall have the capability to allow authorized users at the site office with signature authority to electronically sign for single or multiple proposals at one time.


3
Headquarters Proposal Processing

3.1 Receive and Review Proposal

	107
	The system shall assign the proposal status to Pending – waiting to process when the first person in the concurrence chain at Headquarters receives ownership of a proposal for funding.

	108
	The system shall provide the capability for the proposal’s current owner at Headquarters to assign the proposal status for a proposal for funding to Pending – waiting for available funds, Pending – waiting for offline resolution of an issue, Pending – waiting execution of instructions and comments, Approved, Declined – rejected with no review, Declined – not going to consider for funding, and Declined – funds not available.

	109
	The system shall allow the user at Headquarters to upload general attachments for internal use purposes.

	110
	The system shall allow the proposal owner at Headquarters to initiate a merit review.


3.2 Generate Instructions and Comments

	111
	The system shall provide the capability for authorized users at Headquarters for entering instructions and comments that are associated with proposal processing.

	112
	The system shall differentiate between instructions and comments that are internal and external to Headquarters. Internal instructions and comments stay within Headquarters. External instructions and comments go across organization boundaries.

	113
	The system shall allow Headquarters to add instructions and comments at any stage of the concurrence process for proposal processing.

	114
	The system shall only allow authorized users at Headquarters to view internal Headquarters instructions and comments.

	115
	If the proposal has not been approved or declined, the system shall assign the proposal status to Pending – waiting execution of instructions and comments when the proposal is sent from Headquarters to the lab or site office (to incorporate instructions and comments.)


3.3 Update Proposal

	116
	The system default for Headquarters shall allow administrative data to be changed by authorized users at Headquarters with the exception of the following data fields: Proposal Number, Version, Signatures, and Signature Dates.

	117
	The system default for Headquarters shall allow B&R codes to be changed by the budget reviewer at Headquarters who has ownership of the proposal or their alternates prior to proposal approval or declination. 


.

3.4 Routing Proposal

	118
	If the proposal for funding has not been approved or declined, the system shall assign the proposal status to Pending – waiting execution of instructions and comments when the proposal is sent from Headquarters to the lab or site office (to incorporate instructions and comments.)


3.5 Generate Project Guidance

	119
	The system shall allow for entering project guidance created in Headquarters by the program manager and/or budget office.

	120
	The system shall provide the capability for the user who has ownership of the proposal to associate the project guidance with one or multiple proposal submissions.

	121
	Funding guidance created by the budget reviewer in Headquarters must include header data from the system (proposal number, B&R code to lowest level, project title, lead Principal Investigator and creator of the project guidance).

	122
	The system shall allow for authorized program managers, budget reviewers at Headquarters, and top official at Headquarters who are in the workflow to create and edit the proposal project guidance.

	123
	Project guidance shall have points of contact information including name, location, phone number and e-mail address for the creator of the guidance.

	124
	Project guidance shall have a date issued.

	125
	Project guidance shall not be limited in format, content, or length. 


3.6 Headquarters Approval

	126
	The system shall allow authorized users at Headquarters to approve one or multiple proposal submissions at one time.

	127
	The system shall have the capability to allow authorized users at Headquarters with signature authority to electronically sign for single or multiple proposals at one time.

	128
	The complete 9-character B&R code is required when funding is approved.

	129
	The system shall delete Headquarters internal instructions and comments when a proposal is funded. 


3.7 Declination of Proposal

	130
	The system shall have the capability to generate a standard declination letter when a proposal is declined.

	131
	The system shall provide the capability for the user to export the declination letter to a word processor for editing, printing, and e-mailing. 

	132
	The merit review initiator shall have the capability to create a summary of reviewers’ comments. 

	133
	The system shall allow for attaching summary merit review information to the letter of declination.

	134
	The system shall delete Headquarters internal instructions and comments when a proposal is declined


4 Workflow

	135
	The system shall provide a mechanism for routing a proposal through the approval process

	136
	The system shall provide the capability to define one or more workflows for an organization and to customize a workflow using default, customized and ad hoc workflows.

	
	

	
	Routing 

	137
	The system shall allow the user who is the current owner of a proposal to assign who the next responsible person in the workflow chain is for proposal submission. 

	138
	The system shall change the ownership of a proposal when an owner sends the proposal to the next level in the workflow.

	139
	The system shall have the flexibility to allow authorized users of the concurrence chain to assign proposals in either workflow direction. 

	140
	The system shall have the capability to send a proposal package in either direction in the approval chain with or without instructions and/or comments.

	141
	The system shall provide the capability for the owner of the proposal to indicate his/her concurrence. 

	
	

	
	Reassigning Proposal Ownership

	142
	The system shall provide the capability for the current proposal owner to transfer proposal ownership to another user with the same role. 

	143
	The system shall send e-mail to the person receiving the transfer of proposal ownership.

	144
	The system shall assign ownership of a proposal when it is declined to the originator of that proposal.

	
	

	
	Notification

	145
	The system shall provide notification to the Lead PI and other people in the workflow that have processed a proposal if there are changes made to the administrative or budget data fields after the proposal has been submitted.

	146
	The system shall notify the next person in the workflow that proposals are pending their action.

	147
	The system shall notify the alternate designated by the next person in the workflow of proposals pending their action.

	148
	For automatic system processes, the system will generate the e-mail text. The text will include, but is not limited to, the reason for the e-mail, indication if review of the proposal or other user action is required, and if any data has been changed.

	149
	The system shall provide notification to every person in the workflow at the lab who has already processed a proposal if the PI or Budget Reviewer at Lab deletes a proposal in draft status.

	
	Request Receipt of E-mail Delivery

	150
	The system shall have a capability to allow senders of the work item the option to receive a receipt acknowledging delivery of e-mail.

	
	Proposal Submission to Multiple PSOs

	151
	The system shall provide the capability to notify each of the multiple PSOs that there are multiple proposal submissions.

	
	

	
	Reminders

	152
	The system shall provide a default time period for the notification to the user of proposals in pending status that he/she needs to take action on.

	153
	The system shall allow the user to establish his/her own default time period for the notification of proposals in pending status that he/she needs to take action on. 

	154
	The system shall notify the proposal owner of proposals that are in pending status for more than his/her default time period.

	155
	The system shall provide the capability to send a reminder to the person responsible for an action and to the person who sent it to them, if no action was taken for more than a specified time period.

	
	

	
	Track Workflow Date and Time

	156
	The system shall track the date and time of proposal arrival and departure from each point in the workflow for metric use.


5 Merit Review

The merit review requirements have been moved from Modules 1.1 and 1.2 to a later Module. These requirements will be revisited at that time. 
	157
	The system shall allow the merit review initiator to assign merit reviewers.

	158
	The system shall provide the capability for the merit review initiator to select reviewers from a global list of Subject Matter Experts (SME) for merit review and/or a personal list of SMEs.

	159
	The system shall allow multiple reviewers for a single proposal submission.

	160
	The identity of the reviewer shall not be included in attachments.

	161
	The system shall provide the capability for the merit review initiator to create and maintain a list of SMEs for his/her personal use.

	162
	The system shall provide the capability for the merit review initiator to add the names of SMEs to a global list that shall be available to all merit review initiators.

	163
	The system shall record the date on which the merit reviewer performed the last review of a proposal. This date will represent when the merit reviewer submits results back to the merit review originator.  

	164
	The system shall provide the capability for both the person who added the SME to the pick list and system administrators to delete the SME from the list. 

	165
	The system shall allow the user to specify the type of merit review via a pick list.

	166
	The system shall allow the merit review initiator to define and enter the review criteria to be used for the review.

	167
	The system shall allow the merit review initiator to define and enter questions to be answered in the review.

	
	

	
	Copying Proposals for Merit Review

	168
	For the purpose of merit review, only the merit review initiator who has ownership of a proposal can copy a proposal for merit review.

	169
	The system shall provide the capability for the review initiator to create one copy of a proposal for merit review. 

	170
	The system shall provide the capability for the review initiator to copy one or multiple proposals at the same time.

	171
	When the copy is made for merit review, the system shall hide proposal data that the reviewers are not authorized to view.

	172
	The system shall copy the proposal attachments when the copy reason is merit review.

	173
	The system shall provide the capability for the merit review initiator to edit the copied proposal attachments to sanitize them for the merit reviewers.

	174
	To generate a proposal copy for merit review, the copy is from the proposal with the latest revision number.

	175
	The system shall identify that the copy is for Merit Review.

	176
	For the copied proposal for merit review, the system shall remove the Principal Investigator, lab information, Collaborating Organization, Contractor Code, Contractor Name, Internal Lab Number, and Subcontractor name. The other data field values remain as is.

	177
	The copied proposal for merit review shall be read access only.

	178
	The same proposal version shall be used by all merit reviewers for that proposal.

	
	

	
	Agreements and Forms

	179
	The system shall require the reviewer to sign a conflict of interest/non-disclosure form in the system for each merit review assignment prior to beginning the review.

	180
	The system shall require the reviewer to sign a confidentiality agreement in the system for each merit review assignment prior to beginning the review.

	181
	The system shall require the digital signature of the merit reviewers to be in the system.

	
	

	
	User Access

	182
	The merit reviewer shall not be allowed to review a proposal for merit review unless non-disclosure and confidentiality agreements have been signed and submitted.

	183
	The system shall allow merit reviewer personnel to access limited, edited proposal information, if view access rights are given.

	184
	The system shall not allow a merit reviewer to view another reviewer’s comments, score, and ranking. 

	185
	The system shall only allow those with view access rights to view the merit review results.

	186
	The system shall restrict access to all merit review related information to the merit review initiator.

	
	

	
	Submit Review 

	187
	The system shall allow merit reviewers the capability to submit merit review information back to the system.

	
	

	
	Attach Reviews to Proposal

	188
	The system shall allow merit review information (comments, score, summary, etc.) to be attached to a proposal.

	
	

	
	Progress Tracking of Reviews

	189
	The system shall provide a reminder (tickler) to the merit review initiator that a proposal is pending for merit review.

	190
	The system shall notify the merit review initiator when a reviewer has submitted his/her findings.

	191
	The system shall provide a reminder (tickler) to reviewers that a proposal is pending for merit review.

	192
	The system shall allow the setting of the reminder (tickler) time criteria.

	193
	The system shall allow a merit review initiator to list all proposals under review by user-specified sort order.

	
	

	
	Scoring

	194
	The system shall allow the merit review initiator to select a scoring criteria and scale to be used for the review. The system shall allow the user to select a scale system of 0 to 5 or 0 to 10.

	
	

	
	Reviewer’s Comments and Rankings

	195
	The system shall provide the capability for the review initiator to aggregate and summarize individual reviewer comments and rankings on each proposal.

	196
	The system shall provide the capability to remove identification of the reviewers from their comments (e.g., if those review comments were to be attached to declination letter).

	197
	Only the merit reviewer can create and edit his/her review.

	198
	The merit review information is locked by the system after the review has been submitted.

	199
	The merit review comments, score, and ranking cannot be edited after the merit review has been submitted, unless the review initiator unlocks the review information to allow the merit reviewer to edit it.

	
	

	
	Lab Notification

	200
	The system shall notify the PI and Lab Official who submitted a proposal, as well as the site office official in the workflow, that the proposal will receive a merit review.


6 Search

	201
	The system shall display the original proposal and all corresponding proposal copies, i.e., proposals that have the same base proposal number, when the user searches by proposal number. 

	202
	The system shall provide the capability for users to search for a proposal by selecting the search criteria of data fields.

	203
	The system shall have the capability to allow authorized users to search for proposals of related work that are performed by several labs. 

	204
	The results from the search for related proposals shall be displayed in a list for user selection.

	205
	For the purpose of review the system shall allow the user to search for proposals by status. 

	206
	The system shall provide the capability for authorized users in the workflow chain to view the status of a proposal submission at any time.

	207
	The system shall provide the capability for authorized users in the workflow chain to check who has ownership of a proposal submission package; i.e., where the proposal is in the concurrence chain on an as-needed basis.

	208
	The system shall provide the capability to search archived proposal data, if view access rights are given, based on user specified criteria.

	
	

	
	Find Proposal in the Workflow

	209
	Authorized users shall have the capability to view their proposals by searching on date and ownership. 

	210
	The system shall allow authorized users to locate the current proposal assignee and the length of time it has been with the assignee. 

	211
	The system shall allow authorized users to view the history of previous people in the workflow that accessed a proposal. 

	212
	The system shall display a graphical representation of a proposal status and concurrence to allow users to get a quick view of where a proposal is in the workflow and then select it to get details.

	
	

	
	Search for Proposal Information 

	213
	The system shall have the capability to allow authorized users to retrieve a list of proposals under their ownership. 

	214
	The system shall have a search function for program/project managers to search for proposals within and across program offices using predefined lists of selected data elements and their values.


7 System Access

	215
	The system shall allow access to all core system capabilities when authorized users have logged in and been authenticated by the system.

	216
	The system shall allow users to view all funded proposals where work is ongoing when they are given view access rights.

	217
	The system shall allow authorized users the ability to update and view data dependent on rights, rules, and privileges within the system. 

	218
	The system shall allow authorized users access to attachments based on the user’s view and edit access rights to a proposal.

	219
	The system shall provide the capability to allow authorized users the access to look up information to facilitate data entry. Refer to Appendix H – Data Elements with Standardized Values.


7.1 Security

	220
	The system shall employ user authentication techniques to restrict access to the system to authorized users.

	221
	The system shall prevent users from linking proposals to which they normally do not have access.

	222
	The system shall provide security restrictions to electronic signature capability.

	223
	Proposal and review data shall be considered “business sensitive”.

	224
	Proposal budget data shall be considered “administratively sensitive” until funding has been approved.


7.2
Process Roles

	225
	The system shall be role based.

	226
	Each role shall have specified rights.

	227
	Each user shall have the ability to perform one or more roles.

	228
	Each user shall have the ability to designate one or more alternates to perform that user’s function(s).

	229
	Each user may act as an alternate for multiple users.

	230
	Each role performed is dependent on the organization and location of the user.

	231
	Each user may assign their view and edit rights to another user for selected proposals or projects.

	232
	The system shall provide the option for the user to set a period of time that he/she assigns their view and/or edit rights to another user. 

	233
	If a person has been assigned view and/or edit rights by the owner of the item, the assignee cannot reassign those rights to someone else. 

	234
	Users who are assigned view and/or edit rights may not send items to the next level.

	235
	Users who are assigned view and/or edit rights may not copy proposals.

	
	

	237
	Users may link proposals with other proposals they have view and/or edit access rights.

	
	

	
	Roles and Default Rights

	238
	The system shall control user access to the system data and attachments by

· users’ roles, 

· rights associated with those roles, 

· organization and role associated with the user, and 

· level of responsibility.  

	
	

	239
	The process roles and the default rights, responsibilities and authority level for each role are described for the following roles. 

	
	

	239.1
	 Lead Principal Investigator

· Rights

· May initiate a new proposal
· May view proposal that has their name on it for their organization
· May edit administrative information 
· May edit technical information 
· May delete proposal that is in draft or budget call draft status
· May attach and edit internal attachments 
· May attach and edit external attachments 
· May assign view and edit rights
· May delegate an alternate
· May create, edit and send instructions and comments

	239.2
	Technical Reviewer 

· Rights

· May view proposal for their organization
· May attach and edit internal attachments 
· May concur
· May assign view and edit rights
· May delegate an alternate
· May initiate merit review
· May create, edit and send instructions and comments
· Responsibility

· Proposals that are under their level of responsibility 

	239.3
	Budget Reviewer at Lab

· Rights

· May view proposal for their organization
· May edit administrative information 
· May edit B&R code
· May edit budget data 
· May delete proposal that is in draft or budget call draft status
· May submit proposal
· May attach and edit internal attachments 
· May attach and edit external attachments 
· May concur
· May assign view and edit rights
· May delegate an alternate
· May create, edit and send instructions and comments
· Responsibility

· Proposals that are under their level of responsibility

	239.4
	Budget Reviewer at Site Office

· Rights

· May view proposal for their organization
· May edit administrative information 
· May edit B&R code
· May attach and edit internal attachments 
· May concur
· May assign view and edit rights
· May delegate an alternate
· May create, edit and send instructions and comments
· Responsibility

· Proposals that are under their level of responsibility

	239.5
	Budget Reviewer at Headquarters

· Rights

· May view proposal for their organization
· May edit administrative information 
· May edit B&R code
· May attach and edit internal attachments 
· May concur
· May assign view and edit rights
· May delegate an alternate
· May create, edit and send instructions and comments
· May create and edit project guidance 
· Responsibility

· Proposals that are under their level of responsibility

	239.6
	Top Official at Lab

· Rights

· May view proposal for their organization
· May edit administrative information 
· May submit proposal
· May attach and edit internal attachments 
· May attach and edit external attachments 
· May concur
· May assign view and edit rights
· May delegate an alternate
· May initiate merit review
· May create, edit and send instructions and comments
· Responsibility

· Proposals that are under their level of responsibility

· Authority

· Signature authority

	239.7
	Top Official at Site Office

· Rights

· May view proposal for their organization
· May edit administrative information 
· May attach and edit internal attachments 
· May concur
· May assign view and edit rights
· May delegate an alternate
· May initiate merit review
· May create, edit and send instructions and comments
· Responsibility

· Proposals that are under their level of responsibility

· Authority

· Signature authority

	239.8
	Top Official at Headquarters

· Rights

· May view proposal for their organization
· May edit administrative information 
· May attach and edit internal attachments 
· May concur
· May assign view and edit rights
· May delegate an alternate
· May create, edit and send instructions and comments
· May create and edit project guidance 
· Responsibility

· Proposals that are under their level of responsibility

· Authority

· Signature authority

	239.9
	Program/Project Manager at Lab and Site Office

· Rights

· May view proposal for their organization
· May edit administrative information 
· May attach and edit internal attachments 
· May concur
· May assign view and edit rights
· May delegate an alternate
· May initiate merit review
· May create, edit and send instructions and comments
· Responsibility

· Proposals that are under their level of responsibility

	239.10
	Program Manager at Headquarters

· Rights

· May view proposal that has their name on it for their organization
· May edit administrative information 
· May attach and edit internal attachments 
· May concur
· May assign view and edit rights
· May delegate an alternate
· May initiate merit review
· May create, edit and send instructions and comments
· May create and edit project guidance

· May create, edit and send declination
· May create and edit funding guidance
· Responsibility

· Proposals that are under their level of responsibility

· Authority

· Signature authority

	239.11
	Administrative 

· Rights

· May view proposal based on organization or Principal Investigators or Program/Project Managers assigned to
· Responsibility

· Proposals that are under their level of responsibility except when the Administrative role user is assigned to a Principal Investigator and/or Program/Project Manager. When assigned to a Principal Investigator and/or Program/Project Manager, they inherit level of responsibility of that Principal Investigator and/or Program/Project Manager.


	239.12
	Merit Reviewer

· Rights

· May view proposal assigned to review
· May create and edit merit review scoring and comments


7.3
Assigning Roles and Rights to Users

	240
	The system shall provide the capability to give a user additional rights (or denied certain rights) for a specific role on a case-by-case basis.

	241
	The system shall provide the capability to assign users to an organization.

	242
	The system shall provide the capability to assign users to level(s) of authority for his/her role and organization.


.

7.4
User ID and Password

	243
	The system shall provide the capability to assign each user a unique user ID and a temporary password for access. 

	244
	The system shall require users to change their temporary password after initial login.

	245
	The system shall provide the capability to maintain a user profile that includes the user ID.

	246
	The system shall implement the system password policy based on DOE G 205.3-1 Password Guide, dated November 23, 1999.

	247
	The system shall provide the capability for users to change their password.

	248
	The system shall maintain a history of passwords. 

	249
	The system shall enable the system administrator to reset a password for a user.

	250
	The system shall prevent a user from reusing a password for a specified period of time.

	251
	The system shall provide the capability for the system administrator to unlock a user ID that was locked after three invalid logon attempts.


8 History

	252
	Currently the records retention schedule for the system has not been determined. The existing DOE records retention policies do not completely address this system. The DOE records disposition people are working to formulate a records retention schedule for this system.

	
	

	
	Funded Proposals

	253
	The system shall provide the capability to archive funded proposal information and all associated attachments, when the proposed work is completed. 

	254
	The system shall allow the user to indicate when the proposal work is complete for a proposal.

	255
	The system shall archive attachments associated with archived proposals. 

	256
	The system shall retain a history, i.e., audit trail, of all workflow activities related to a particular proposal.

	
	

	
	Declined Proposals

	257
	The system shall retain declined proposal information, except for associated attachments that shall not be retained.

	258
	When proposals are declined, the system shall provide the capability for authorized users to use a function within ePME to extract proposal data such as, but not limited to, title, lab, abstract, PI and budget information to generate a proposal summary.


9 General

9.1 Attachments

	259
	The system shall allow the authorized user to access attachments as read only documents after proposal submission. 

	
	

	
	Allowable Electronic Source Document File Types

	260
	Attachments shall be created using standard commercial off-the-shelf (COTS) packages.

	261
	The system shall support multiple attachments types (e.g., text documents, diagrams, black and white and color photos).

	
	

	
	Verify Attachment Included

	262
	The system shall verify that each attachment saved to the system includes a file location.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

	263
	The system shall list the files that were attached to a proposal so the user can confirm that files have been uploaded and linked successfully.

	
	

	
	Attachment Date and Time

	264
	The system shall indicate with a date and time stamp when attachments are submitted to the system.

	265
	The system shall display the date and time for an attachment to authorized users who have access to a proposal.

	266
	The system shall update the date and time stamp when an attachment is re-submitted. 

	
	

	
	Internal Attachments

	267
	The system shall delete internal attachments before the proposal reaches the next organizational level.


9.2
Instructions and Comments

	268
	External instructions and comments may be viewed by anyone who can view the proposal.

	269
	Instructions and comments shall have author and date for identification. The system shall automatically insert author and date into the instructions and comments.

	270
	The system shall provide ample space and format types for instructions and comments.

	
	

	271
	The system shall provide for points of contact information for instructions and comments.


9.3
Proposal Status

	272
	The system shall record the status of a proposal.

	273
	Proposal status may change when sent through the concurrence chain.

	274
	After the status is changed to Budget call submitted, the system shall not allow the user to change a proposal status.


9.4 Electronic Signature

	275
	The system shall provide the capability to support electronic signatures.

	276
	The system shall have the capability to accept multiple signatures for the same role.

	277
	The system shall comply with the digital signature security requirements mandated by the DOE IDEA initiative at Headquarters - PKI/eSignature.

	278
	The system shall allow for single or multiple signature authorizations for a single proposal.

	279
	The system shall provide the capability for authorized users to electronically sign multiple proposals at one time.

	280
	The system shall not allow modifications to the electronic signature and signature date after it is entered and saved.

	281
	The system shall allow electronic signature for approval/authorization to be delegated.


9.5
Interface

9.5.1
User Interface

	282
	The system interface shall be web based.

	283
	The minimum web browser allowed shall be Microsoft Internet Explorer version 5.x and above or Netscape Navigator 6.x and above according to established DOE standards.  

	284
	The minimum screen resolution supported shall be 800x600 dots per inch (dpi) or higher, according to established DOE standards.  

	285
	The system shall provide consistency in commands, dialog windows, menu structures and information presentation across web pages.

	286
	The system shall allow the users to perform system functionalities as needed.  This could be accomplished with, but not limited to, menus, drop down lists, and tabs.

	287
	The system shall use standard web navigation.

	288
	The system shall allow the user the option to move from field to field within the same data screen by using the mouse or the keyboard.

	289
	The system shall allow the user the option to navigate from data screen to the next data screen by using the mouse or the keyboard.

	290
	The system shall allow the user the option to navigate across the available functions by using the mouse or the keyboard.

	291
	The system’s graphical user interface screen format shall be consistent throughout the system.

	292
	The system shall notify users of processing errors with a standard error message.

	293
	The system shall note mandatory data fields with a visual indicator such as an asterisk. Refer to Appendix C – Proposal Related Data Elements and Appendix D – Merit Review Data Elements

	294
	The system shall allow copy and paste functionality.

	295
	The system shall display an indicator to designate that a process is executing.

	296
	The system shall display a message to designate that a process is completed.

	
	

	297
	The system shall validate the format and type of data that is entered.

	298
	The user shall have the capability to input proposal related data into the system via data fields on data screens/windows.

	299
	The system shall compute dollar amount and quantity totals, where applicable (budget information).

	300
	The system shall support scientific notation and equations for the proposal narrative. This means, for example, that the system shall not alter the scientific notation entered.

	301
	The system shall provide the capability to modify the B&R code originally entered on a proposal.

	302
	Each of the five components that comprise the B&R codes shall only be available via a pick list of values from the authoritative source which is the BARC system.

	303
	The system shall validate information input before submission to the site office, where applicable.

	304
	The system shall provide reference tables of codes, descriptions or names, and valid end date to validate the data that is captured by the system.

	305
	The system shall validate the following data:

· Attachment Type

· B&R Code

· Category of Research

· Category of Work

· Country

· Merit Review Scale

· Merit Review Type

· Organizations

· Organization Type

· Primary Research Area

· Proposal Actions

· Proposal Status

· Secondary Research Area

· State

(Refer to Appendix H – Data Elements with Standardized Values)

	306
	The system shall minimize redundant data entry and information retrieval.

	307
	The system shall be compliant with Section 508 of the Rehabilitation Act of 1973, as amended August 7,1998.

	
	

	
	Grouping of data into categories

	308
	The input data fields shall be separated into data categories to facilitate input.

	309
	Administrative data shall be a category. Examples of administrative data would include signature data, start/end dates, and date prepared.

	310
	Budget data shall be a category. Examples of budget data would include B&R codes and financial and budget information.

	311
	Technical data shall be a category. Examples of technical data would include research area, abstracts, project objectives, milestones, and various attachments.

	
	

	
	Pick Lists

	312
	The system shall provide pick lists for entering information where applicable and practical.

	313
	The values in the pick list shall be from authoritative sources.

	
	

	
	Automatic Population of Associated Data

	314
	The system shall populate some data fields based on data input in other fields.   Refer to Appendix F – Data Dependency Data Entry for list of data fields.

	315
	Auto-populated fields can be changed via pick list selection.

	316
	The system shall validate data in other data fields that are dependent on data fields changed by a user.

	
	

	
	Linking Proposals

	317
	The system shall have the capability to link proposals for related work performed by multiple labs. 

	318
	The system shall have the capability to allow authorized users to view linked proposals of related work, when user access is granted.

	319
	The system shall allow authorized users to select proposals to link for actions such as aggregating data.


9.5.2
Systems Interface

	320
	The B&R code pick list shall be updated on a reqular basis of no less than a minimum of a daily update. The process shall be monitored to determine if the frequency of updates needs to increase.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	E-mail Interface

	326
	The system shall use simple mail transport protocol (SMTP) as an e-mail transport when the system requires automatic e-mail notifications to be transmitted by the system. 

	327
	The system shall provide the capability to bring up the users e-mail client for proposal related messages with the recipient and subject pre-populated. 

	328
	The system shall populate the addresses in the To section of the e-mail for persons indicated by the workflow to receive notification.

	329
	The system shall populate the Subject section of the e-mail with the proposal number and title for all e-mails generated within the system.

	330
	For automatic system processes, the system shall generate the e-mail text. The text shall include, but is not limited to, the reason for the e-mail, indication whether review of the proposal or other user action is required, and whether any data has been changed.

	331
	The user’s e-mail system shall populate the From section of the e-mail with the e-mail address of the person who initiated the e-mail.

	
	

	
	Data Export to Microsoft Excel

	332
	The system shall provide the capability for the user to export proposal data, excluding attachments, for use in COTS packages such as to Microsoft Excel.

	333
	If the export process fails, the system shall generate an error message identifying the cause of failure.


9.6 Audit Trail

	334
	The system shall date stamp and track the proposal submissions and other data in an audit log file.

	335
	The system shall maintain an audit trail when proposal ownership is transferred.  

	336
	The audit trail shall record a date, time and ownership to track proposal workflow.

	337
	The system shall record the date and time that the status is assigned by the system or changed by the user.


9.7
Ad Hoc Querying

	338
	The system shall provide ad hoc query capability.

	339
	The system shall restrict the results of the ad hoc query to the proposals that the user is authorized to view.

	340
	The system shall allow users to customize query criteria. 

	341
	The system shall provide customizable query results. 

	342
	The system shall provide drill down capability on query results.

	343
	The system shall allow the user to save ad hoc queries.

	344
	The system shall allow ad hoc querying on user-defined fields and linking criteria.


9.8
Reports

	345
	The system shall provide a proposal status report sorted on a proposal submission status and suspense times.

	346
	The system shall have the capability to generate summary reports based on user defined criteria, such as B&R, PI, Lab, Status, etc.

	347
	The system shall have the capability to export reports to be generated by users to Microsoft Excel.

	348
	The system shall provide the capability for a user to view reports electronically.


9.9 User Help

	
	On-line Help and User Guide

	349
	The system shall provide an on-line help function to assist users with the system.

	350
	The system shall provide an on-line user guide and system tutorial.

	
	

	
	Proposal Approval Process Reference Section

	351
	The on-line help shall include a reference guide of the steps to follow for proposal processing.

	
	

	
	Helpdesk Support

	352
	The Helpdesk shall support the system during normal nationwide business hours from 8 am to 8 pm Eastern Standard time Monday through Friday.

	353
	A service level agreement (SLA) shall be established between ePME management representatives and the Help Desk to define performance measures for customer support.

	354
	A tracking system shall be used to record and track all requests. 

	355
	For emergency production issues outside of normal business hours, an emergency telephone number for the Helpdesk shall be provided.


9.10
System Administration

	356
	The system shall provide for system administration to be performed by global and local system administrators.

	357
	The system shall provide for multiple global and local system administrators. 

	358
	The system shall provide a program interface for the system administrators to perform their administrative functions.

	
	

	
	

	
	Global System Administrators

	359
	The system shall enable global system administrators to execute administrative functions across all organizations and globally for all organizations.

	360
	The system shall provide the capability for a global system administrator to initially add users to the system.

	
	

	361
	The system shall provide the capability for a global system administrator to initially associate a user to a single or multiple organizations.

	362
	The system shall provide the capability for a global system administrator to initially assign a user to a single or multiple roles for an organization.

	363
	The system shall provide the capability for a global system administrator to control user access.

	364
	The system shall provide the capability for a global system administrator to disable or enable user access by user ID.

	365
	The system shall provide the capability for a global system administrator to modify specific rights and permissions that had been previously assigned to a system user.

	366
	The system shall allow a global system administrator to maintain user access and authorities based on the role(s) a user performs in the system.

	367
	The system shall allow a global system administrator to access and maintain user and password data.

	368
	The system shall provide the capability for a global system administrator to create and maintain all user accounts. 

	369
	The system shall provide the capability for a global system administrator to create and maintain data contained in system and reference tables.

	370
	The program interface for the global system administrators will be utilized for the data maintenance of the system and reference tables and the user account information.

	
	

	
	Local System Administrators

	371
	The system shall enable local system administrators to execute administrative functions within a local organization.

	372
	The system shall provide the capability for a local system administrator to initially add users in the local organization to the system.

	373
	The system shall provide the capability for a local system administrator to initially associate a user to the local organization.

	374
	The system shall provide the capability for a local system administrator to initially assign a user to a single or multiple roles in the local organization.

	375
	The system shall provide the capability for a local system administrator to control user access of users at the local organization.

	376
	The system shall provide the capability for a local system administrator to disable or enable user access by user ID of users at the local organization.

	377
	The system shall provide the capability for a local system administrator to modify specific rights and permissions that had been previously assigned to a system user at the local organization.

	378
	The system shall allow the local system administrator to maintain user access and authorities based on the role(s) a user performs in the system at the local organization.

	379
	The system shall allow local system administrators to access and maintain user and password data for users at the local organization.

	
	

	380
	The system shall provide the capability for the local system administrator to create and maintain user account data at the local organizational level.

	381
	The system shall provide the capability for the local system administrator to maintain the process roles and rights for users in the local organization.

	382
	The program interface for the local system administrators shall be utilized for the maintenance of the user account data and process roles and rights for users in the local organization.


9.10 System Support Infrastructure

	383
	The system shall be available to users during normal nationwide business hours from 8 am to 8 pm Eastern Standard time Monday through Friday.

	384
	The scheduled system maintenance shall follow established DOE standards.

	385
	Schedule maintenance notifications shall be displayed on the system as the users log on.

	386
	The operations and support team shall monitor the system to ensure it is up and available during scheduled available time periods.

	387
	A procedure shall be established for contacting the appropriate people to address the problem if any system hardware is down for a specified period of time. 

	388
	An SLA shall be established between ePME management representatives and system technical support to identify performance measures for system availability and other production related items

	
	

	
	Backup

	389
	The system shall provide for a system backup to be performed on a regular basis according to standard DOE rules and procedures. This includes a daily backup. 

	390
	The system backup shall comprise non-corruptible media such as digital tape or optical drives (e.g., digital versatile disks or DVD).

	391
	Backups shall be retained for at least two weeks for incrementals, at least six weeks for full system backups, and one year for the full system backup performed on the first Friday of the month.

	392
	The backup data shall be stored at a location that is physically separate from the source of the data. 


9.12
System Load

	393
	The peak period of system usage will be between the hours of 10:00 am to 5:00 pm Eastern Standard Time. 

	394
	The system shall initially be able to support a minimum of 1000 simultaneous users during peak periods.

	395
	The system must support a total system user base of approximately 10,000 users.

	396
	The system must be able to process 100,000 laboratory proposals and projects annually.


Data Elements

The following section contains data elements that have been proposed for the ePME system. The data elements identified help to fulfill the functional requirements identified in the previous section of this document.  The majority of data elements are related to proposal submissions and the data required for submitting and tracking a proposal through the submission process. The listing of data elements does not contain system-generated data elements such as internal system tables and reference table entries.

2.7 Overview

The data elements are divided into three main categories: 

1. Proposal Submissions

2. Merit Review

3. Work Authorization

Each category is sorted in ascending order by data element name within the subheadings.

The Proposal Submission category is further divided into three sub-categories:

1. Administrative - Data elements relating to managerial and contact information, including names, organizations, signatures and dates. 

2. Budget - Data elements relating to financial and budgetary information, such as B&R codes and dollar figures. 

3. Technical - Data elements relating to scientific and technical information, including project abstracts and detail attachments. 

A Merit Review encompasses the data elements listed that deal with information required for initiating, assigning, reviewing, scoring and completing a merit review of a proposal submission. 

A Work Authorization encompasses data elements listed that deal with information required to complete a Work Authorization form. The values for some of these data elements will be derived from the values entered for existing data elements in the Proposal Submission category.

2.8 Format

Each data element may contain up to four items of information, where applicable:

1. Definition - Explains the meaning of the individual data element. This was determined by the review of available DOE documentation, and feedback from the requirements workshops and validation meeting. 

2. Source - Identifies the basis or reference used to create the definition.  

3. Category (applies to Proposal Submissions only) - Identifies which one of the three sub-categories on a proposal (Administrative, Budget or Technical) within which the data element falls.

4. Requirement - Identifies if the data element was determined to be mandatory or optional. This information was based on completed data surveys by the workshop participants. 

2.9 Database Requirements

	397
	All data, including attachments, shall reside in a central database accessible to all authorized users in the system.  

	398
	The system shall enforce data integrity with regards to data type (numeric, alphanumeric, Boolean, etc.).

	399
	The system shall provide data integrity with regards to data properties (length).

	400
	The system shall enforce data integrity with regards to data uniqueness (identifying key fields).


List of Data Elements

2.9.1.1 Proposal Submission

1.1 Administrative (Category)

1.1.1 Associate Director/Organizational Director/Deputy Assistant Secretary (AD/OD/DAS) (Group)

1.1.1.1 Associate Director/Organizational Director/Deputy Assistant Secretary (AD/OD/DAS) Signature

The signature of the individual who is identified as the AD/OD/DAS for a proposal submission

Source: ePME Team

Category: Administrative

Requirement: Mandatory

1.1.1.2 Associate Director/Organizational Director/Deputy Assistant Secretary (AD/OD/DAS) Signature Date

The date on which the AD/OD/DAS signed a proposal submission

Source: ePME Team

Category: Administrative

Requirement: Mandatory

1.1.2 Budget Call Description

A free form text field describing the purpose for creating a Budget Call proposal.

Source: ePME Team

Category: Administrative

Requirement: Optional

1.1.3 Budget Officer (Group)

1.1.3.1 Budget Officer Signature

The signature of the individual who is recognized as the Budget Certifying Official for a proposal submission

Source: ePME Team

Category: Administrative

Requirement: Mandatory

1.1.3.2 Budget Officer Signature Date

The date on which the Budget Certifying Official signed a proposal submission

Source: ePME Team

Category: Administrative

Requirement: Mandatory

1.1.4 Budget Reviewer Signature

The signature(s) of the individual(s) identified as the Budget Reviewer(s) responsible for reviewing the budgetary information submitted on a proposal. 

Source: HQ Requirements Workshop

Category: Administrative

Requirement: Mandatory

1.1.5 Collaborating Organization

A field identifying organization that will participate in the work encompassed by a proposal. This would include universities.

Source: Albuquerque Lab Workshop

Category: Administrative

Requirement: Mandatory

1.1.6 Contractor Code

A field that is associated to the named contractor for a particular Contractor Work Proposal 

Source: ePME Team

Category: Administrative

Requirement: Mandatory

1.1.7 Contractor Name

The name of the contractor associated to the named Contractor Work Proposal 

Source: ePME Team

Category: Administrative

Requirement: Mandatory

1.1.8 Contractor Work Proposal Manager (Group)

1.1.8.1 Contractor Work Proposal Manager Email

The email address of the individual who is identified as the Contractor Work Proposal Manager.

Source: ePME Team

Category: Administrative

Requirement: Optional

1.1.8.2 Contractor Work Proposal Manager Fax

The fax number of the individual who is identified as the Contractor Work Proposal Manager.

Source: ePME Team

Category: Administrative

Requirement: Optional

1.1.8.3 Contractor Work Proposal Manager Name

The name of the individual who is identified as the Contractor Work Proposal Manager

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.8.4 Contractor Work Proposal Manager Phone

The phone number of the individual who is identified as the Contractor Work Proposal Manager

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.8.5 Contractor Work Proposal Manager Signature

The signature of the individual who is identified as the Contractor Work Proposal Manager who is responsible for a proposal

Source: DOE 412.1, TTP

Category: Administrative

Requirement: Mandatory

1.1.8.6 Contractor Work Proposal Manager Signature Date

The date on which the Contractor Work Proposal Manager signed a proposal submission

Source: DOE 412.1, TTP

Category: Administrative

Requirement: Mandatory

1.1.9 CRADA Number

A field that will uniquely identify the Cooperative Research and Development Agreement (CRADA). This field would only be provided if a proposal were associated to a CRADA.

Source: Argonne Lab Workshop, ePME Team

Category: Administrative

Requirement: Optional

1.1.10 CRADA Project?

A field indicating whether or not the proposed work is associated to a Cooperative Research and Development Agreement (CRADA) (Y or N).

Source: ePME Team

Category: Administrative

Requirement: Optional

1.1.11 Date Prepared

The date on which a proposal submission was prepared.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.12 Fiscal Year

A field indicating the fiscal year in which a proposal was prepared for.

Source: ePME Team

Category: Administrative

Requirement: Mandatory

1.1.13 Foreign Collaborator Citizenship

The country of citizenship for the foreign collaborator. If feasible, this information will be obtained from the Foreign Access Central Tracking System (FACTS) system.

Source: HQ Requirements Workshop

Category: Administrative

Requirement: Optional

1.1.14 Foreign Location
If foreign collaborator(s) is/are participating in the work encompassed by a proposal, this field will indicate the country or countries where the foreign collaborator(s) will be physically located while performing work on the proposal. If feasible, this information will be obtained from the FACTS system.

Source: Validation Meeting, ePME Team

Category: Administrative

Requirement: Optional
1.1.15 Foreign Collaborator Name

The name(s) of the individual(s) identified as collaborator(s) on the work encompassed by a proposal and physically located in a country outside the United States. If feasible, this information will be obtained from the FACTS system.

Source: HQ Requirements Workshop

Category: Administrative

Requirement: Optional

1.1.16 HQ Program Manager (Group)

1.1.16.1 HQ Program Manager Email

The email address of the individual who is identified as the HQ Program Manager.

Source: ePME Team, TTP

Category: Administrative

Requirement: Mandatory

1.1.16.2 HQ Program Manager Fax

The fax number of the individual who is identified as the HQ Program Manager.

Source: ePME Team, TTP

Category: Administrative

Requirement: Optional

1.1.16.3 HQ Program Manager Name

The name of the individual who is identified as the HQ Program Manager who monitors the work

Source: DOE 412.1, TTP

Category: Administrative

Requirement: Mandatory

1.1.16.4 HQ Program Manager Organization

The name of the Headquarters organization associated with the named HQ Program Manager

Source: DOE 412.1, TTP

Category: Administrative

Requirement: Mandatory

1.1.16.5 HQ Program Manager Organization Code

A field that indicates the organization that is associated with the named HQ organization for a particular HQ Program Manager

Source: DOE 412.1, TTP

Category: Administrative

Requirement: Mandatory

1.1.16.6 HQ Program Manager Phone

The phone number of the individual who is identified as the HQ Program Manager who monitors the work

Source: DOE 412.1, TTP

Category: Administrative

Requirement: Mandatory

1.1.16.7 HQ Program Manager Signature

The signature of the individual who is identified as the HQ Program Manager who is responsible for reviewing the submission

Source: ePME Team, TTP

Category: Administrative

Requirement: Mandatory

1.1.16.8 HQ Program Manager Signature Date

The date on which the HQ Program Manager signed a proposal submission

Source: ePME Team, TTP

Category: Administrative

Requirement: Mandatory

1.1.17 Internal Lab Number

A unique identifier for a proposal that has been generated by the organization that will be performing the work encompassed by the proposal. This is primarily used for cross-referencing with laboratory systems.

Source: Albuquerque Lab Workshop, ePME Team

Category: Administrative

Requirement: Optional

1.1.18 Is this proposal Included in the institutional plan?

A field indicating whether or not the work encompassed by a proposal is included in the institutional plan (Y/N).

Source: Argonne Lab Workshop, ePME Team

Category: Administrative

Requirement: Optional

1.1.19 Is this proposal to do work that includes a security interest?

A field indicating whether or not the proposed work includes a security interest (Y/N).

Source: Argonne Lab Workshop, ePME Team

Category: Administrative

Requirement: Optional

1.1.20 Non-US Citizen Collaborator Citizenship

The country of citizenship for the non-US citizen collaborator.

Source: HQ Requirements Workshop

Category: Administrative

Requirement: Optional

1.1.21 Non-US Citizen Collaborator Name

The name(s) of the individual(s) identified as collaborator(s) on the work encompassed by the proposal and physically located in the United States, but is not a US citizen.

Source: HQ Requirements Workshop

Category: Administrative

Requirement: Optional

1.1.22 Number of Graduates

A number indicating the total number of graduate students that will be supported under this proposal. A graduate student is an individual who has received a degree and is working toward a Master’s or doctorate degree.

Source: ePME Team, Grant Submissions

Category: Administrative

Requirement: Optional

1.1.23 Number of Post Docs

A number indicating the total number of postdoctoral students that will be supported under this proposal. A postdoctoral student is an individual who currently has a doctorate degree.

Source: ePME Team, Grant Submissions

Category: Administrative

Requirement: Optional

1.1.24 Number of Undergraduates

A number indicating the total number of undergraduate students that will be supported under this proposal. An undergraduate is an individual who has not yet completed requirements for a bachelor's degree or equivalent.

Source: ePME Team, Grant Submissions

Category: Administrative

Requirement: Optional

1.1.25 Principal Investigator (Group)

1.1.25.1 Principal Investigator Email

The email address of the individual(s) who is/are identified as the Principal Investigator(s).

Source: ePME Team, TTP

Category: Administrative

Requirement: Mandatory

1.1.25.2 Principal Investigator Fax

The fax number of the individual who is identified as the Lead Principal Investigator.

Source: ePME Team, TTP

Category: Administrative

Requirement: Optional

1.1.25.3 Principal Investigator Name

The name(s) of the individual(s) who is/are identified as the main researcher(s). A distinction is made between the Lead PI, the co-PI(s) and the Collaborator(s).

Source: ePME Team, TTP

Category: Administrative

Requirement: Mandatory

1.1.25.4 Principal Investigator Phone

The phone number(s) of the individual(s) who is/are identified as the main researcher(s).

Source: ePME Team, TTP

Category: Administrative

Requirement: Mandatory

1.1.25.5 Principal Investigator Signature

The signature of the individual who is identified as the Lead Principal Investigator for a proposal submission. In some cases, the appropriate Lab Manager may sign on behalf of the PI.

Source: ePME Team, TTP

Category: Administrative

Requirement: Mandatory

1.1.25.6 Principal Investigator(s) Signature Date

The date on which the Lead Principal Investigator signed a proposal submission.

Source: ePME Team, TTP

Category: Administrative

Requirement: Mandatory

1.1.26 Program Announcement Number

A field indicating the number used to identify the program announcement.

Source: Argonne Lab Workshop, HQ Requirements Workshop, ePME Team

Category: Administrative

Requirement: Optional

1.1.27 Program Announcement Title

A short description of the research described in the program announcement.

Source: SC Lab Program Announcement

Category: Administrative

Requirement: Optional

1.1.28 Project Complete?

A field indicating whether or not the work encompassed by the project is complete (Y/N). A project that is marked complete shall be archived.

Source: ePME Team

Category: Administrative

Requirement: Optional

1.1.29 Project Completion Date

The date on which the project is marked as complete.

Source: ePME Team

Category: Administrative

Requirement: Optional

1.1.30 Proposal Copy Reason

A field indicating the purpose for creating or copying a proposal. Values:

· Ongoing Work

· Budget Call

· New Proposal

· Multiple Submissions

· Merit Review

Source: ePME Team

Category: Administrative

Requirement: Mandatory

1.1.31 Proposal involves Animal Research

A field indicating whether or not the work encompassed by a proposal will involve Animal subjects (Y/N).

Source: DOE 412.1

Category: Administrative

Requirement: Optional

1.1.31.1 IACUC Approval Date

If a proposal involves animal research, the date on which research was approved by the Institutional Animal Care and Use Committee (IACUC).

Source: ePME Team, SC Lab Program Announcement

Category: Administrative

Requirement: Optional

1.1.31.2 NIH Animal Welfare Assurance Number

If a proposal involves animal research, the number from the National Institute of Health (NIH) that guarantees assurance for the animal research.

Source: ePME Team, SC Lab Program Announcement

Category: Administrative

Requirement: Optional

1.1.32 Proposal involves Human Research

A field indicating whether or not the work encompassed by a proposal will involve Human subjects (Y/N).

Source: DOE 412.1

Category: Administrative

Requirement: Optional

1.1.32.1 Assurance of Compliance Number

If a proposal involves human research, a signifier that the institution has current assurance appropriate for research on file with the Office for Protection from Research Risks, Health and Human Services (HHS).

Source: ePME Team, SC Lab Program Announcement

Category: Administrative

Requirement: Optional

1.1.32.2 IRB Approval Date

If a proposal involves human research, the date on which the Institutional Review Board (IRB) approved the research

Source: ePME Team, SC Lab Program Announcement

Category: Administrative

Requirement: Optional

1.1.33 Revision Number

A number which indicates the number of times a proposal submission has been copied for ongoing work. The number shall begin at zero for a new proposal and be incremented by one each time the proposal is copied for ongoing work.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.34 Site Office Manager (Group)

Other Names: Operations Office Work Proposal Reviewer; DOE Field Element Work Proposal Reviewer

1.1.34.1 Site Office Manager Email

The email address of the individual identified as the Site Office Manager.

Source: ePME Team, TTP

Category: Administrative

Requirement: Optional

1.1.34.2 Site Office Manager Fax

The fax number of the individual identified as the Site Office Manager.

Source: ePME Team, TTP

Category: Administrative

Requirement: Optional

1.1.34.3 Site Office Manager Name

The name of the individual identified as the Site Office Manager.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.34.4 Site Office Manager Organization

The name of the organization that is associated with the named Site Office Manager.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.34.5 Site Office Manager Organization Code

The Organization code that is associated to a particular Site Office manager for the named site office organization.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.34.6 Site Office Manager Phone

The phone number of the individual identified as the Site Office Manager.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.34.7 Site Office Manager Signature

The signature of the individual identified as the Site Office Manager, and who is responsible for reviewing the submission and managing the project under consideration.

Source: DOE 412.1, TTP

Category: Administrative

Requirement: Mandatory

1.1.34.8 Site Office Manager Signature Date

The date on which the Site Office Manager signed a proposal submission.

Source: DOE 412.1, TTP

Category: Administrative

Requirement: Mandatory

1.1.35 Status

A code that indicates the status of a proposal submission. Values:

	Draft - In progress
	Prior to submittal of proposal

	Draft - On hold
	Proposal has not been submitted and is on hold

	Submitted
	Proposal is sent to the site office

	Pending - Waiting to process
	This status can occur in several steps of the workflow. It also applies to resubmittals.

	Pending - Waiting for available funds
	Proposal is awaiting funding.

	Pending - Waiting for offline resolution of an issue
	Proposal is awaiting resolution of an issue

	Pending - Waiting execution of instructions and comments
	Proposal is awaiting execution of instructions comments.

	Approved
	Proposal is funded

	Declined - Rejected with no review
	Proposal is declined without review.

	Declined - Not going to consider for funding
	Proposal is declined after review is performed.

	Declined - Funds not available
	Proposal is declined due to lack of funds.

	Budget Call Draft
	Proposal is created for Budget Call

	Budget Call Submitted
	Proposal is submitted for Budget Call


Source: ePME Team

Category: Administrative

Requirement: Mandatory

1.1.36 Subcontractor Name

The name of the individual or organization participating in the performance of the work encompassed by a proposal, and utilizing a portion of the allocated funding, in cooperation with the recognized Management and Operating (M&O) contractor.

Source: HQ Requirements Workshop

Category: Administrative

Requirement: Optional

1.1.38 Work Proposal Number

A unique number that identifies a proposal. The number shall be generated by the system.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.39 Work Proposal Term (Group)

1.1.39.1 Work Proposal Term Begin Date

The date on which the work encompassed by a proposal did begin or is projected to begin.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.39.2 Work Proposal Term End Date

The date on which the work encompassed by a proposal is expected to be completed or terminated.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.1.40 Work Proposal Title

A short description of the work to be encompassed by a proposal submission.

Source: DOE 412.1

Category: Administrative

Requirement: Mandatory

1.2 Budget Information (Category)

Labels indicating actual fiscal year (i.e., 2003, 2004, etc.) shall be calculated and displayed on the budget columns.

1.2.1 Budget & Reporting Code

The Budget and Reporting (B&R) code in accordance with the B&R classification codes set forth by the CFO. B&R codes shall be derived from the Budget and Reporting Classification Codes (BARC) system.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2 Equipment (Group)

1.2.2.1 Costs (Group)

1.2.2.1.1 Equipment, Costs, Prior Years

For the prior budget years, the actual total costs for equipment directly related to a proposal. For proposals related to projects, information for all prior years in which work has been performed should be provided to allow total project cost and other information to be calculated. This field reflects actual costs.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.1.2 Equipment, Costs, CFY

For the current fiscal year, which begins on October 1 and ends on September 30, the estimated total costs for equipment directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.1.3 Equipment, Costs, BY-1

For the year following the current fiscal year, and prior to the current budget year, the estimated total costs for equipment directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.1.4 Equipment, Costs, BY

For the budget year, which is the year of the submission request, the estimated total costs for equipment directly related to a proposal. 
Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.1.5 Equipment, Costs, BY+1

For the first year following the budget year, the estimated total costs for equipment directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.1.6 Equipment, Costs, BY+2

For the second year following the budget year, the estimated total costs for equipment directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.2.1.7 Equipment, Costs, BY+3

For the third year following the budget year, the estimated total costs for equipment directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.2.1.8 Equipment, Costs, BY+4

For the fourth year following the budget year, the estimated total costs for equipment directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.2.1.9 Equipment, Costs, BY+5

For the fifth year following the budget year, the estimated total costs for equipment directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.2.1.10 Equipment, Costs, Total to Complete

For all budget years totaled, the estimated total costs for equipment directly related to a proposal. The system shall calculate this field based on the entries for equipment costs listed in the different budget years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.2 Obligations (Group)

1.2.2.2.1 Equipment, Obligations, Prior Years

For the prior budget years, the actual total obligations for equipment directly related to a proposal. For proposals related to projects, information for all prior years in which work has been performed should be provided to allow total project funding and other information to be calculated. This field reflects actual obligations.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.2.2 Equipment, Obligations, CFY

For the current fiscal year, which begins on October 1 and ends on September 30, the funds that are being obligated for equipment directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.2.3 Equipment, Obligations, BY-1

For the year following the current fiscal year, the estimated total obligations for equipment directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.2.4 Equipment, Obligations, BY

For the budget year, which is the year of the submission request, the estimated total obligations for equipment directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.2.5 Equipment, Obligations, BY+1

For the first year following the budget year, the estimated total obligations for equipment directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.2.2.6 Equipment, Obligations, BY+2

For the second year following the budget year, the estimated total obligations for equipment directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.2.2.7 Equipment, Obligations, BY+3

For the third year following the budget year, the estimated total obligations for equipment directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.2.2.8 Equipment, Obligations, BY+4

For the fourth year following the budget year, the estimated total obligations for equipment directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.2.2.9 Equipment, Obligations, BY+5

For the budget year following the budget year, the estimated total obligations for equipment directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.2.2.10 Equipment, Obligations, Total to Complete

For all budget years totaled, the estimated total obligations for equipment directly related to a proposal. The system shall calculate this field based on the entries for equipment obligations listed in the different budget years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3 Operating Expense (Group)

1.2.3.1 Total Cost (Group)

1.2.3.1.1 Operating Expense, Costs, Prior Years

For the prior budget years, the total costs for operating funds related to a proposal. This should include inventory changes. For proposals related to projects, information for all prior years in which work has been performed should be provided to allow total project cost and other information to be calculated. This field reflects actual costs.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.1.2 Operating Expense, Costs, CFY

For the current fiscal year, which begins on October 1 and ends on September 30, the funds that are being costed for the estimated total costs, for operating directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.1.3 Operating Expense, Costd, BY-1

For the year following the current fiscal year, prior to the current budget year, the estimated total costs for operating directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.1.4 Operating Expense, Costs, BY

For the budget year, which is the fiscal year for which the budget is being formulated, the funds for the estimated total costs, for operating directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.1.5 Operating Expense, Costs, BY+1

For the first year following the budget year, the estimated total costs, for operating directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.1.6 Operating Expense, Costs, BY+2

For the second year following the budget year, the estimated total costs, for operating directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.3.1.7 Operating Expense, Costs, BY+3

For the third year following the budget year, the estimated total costs, for operating directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.3.1.8 Operating Expense, Costs, BY+4

For the fourth year following the budget year, the estimated total costs, for operating directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.3.1.9 Operating Expense, Costs, BY+5

For the fifth year following the budget year, the estimated total costs, for operating directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.3.1.10 Operating Expense, Costs, Total to Complete

For the all the budget years totaled, the estimated total costs. The system shall calculate this field based on the entries for operating expense total costs, listed in the different budget years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.2 Total Obligations (Group)

1.2.3.2.1 Operating Expense, Obligations, Prior Years

For the prior budget years, the estimated total obligations, for operating directly related to a proposal. This should include inventory changes. For proposals related to projects, information for all prior years in which work has been performed should be provided to allow total project obligations and other information to be calculated. This field reflects actual obligations.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.2.2 Operating Expense, Obligations, CFY

For the current fiscal year, which begins on October 1 and ends on September 30, the funds that are being obligated , for operating directly related to a proposal
Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.2.3 Operating Expense, Obligations, BY-1

For the year following the current fiscal year, and  prior to the current budget year, the estimated total obligations.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.2.4 Operating Expense, Obligations, BY

For the budget year, which is the fiscal year for which the budget is being formulated, the funds for the estimated total obligations, for operating directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.2.5 Operating Expense, Obligations, BY+1

For the first year following the budget year, the estimated total obligations, for operating directly related to a proposal.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.3.2.6 Operating Expense, Obligations, BY+2

For the second year following the budget year, the estimated total obligations, for operating directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.3.2.7 Operating Expense, Obligations, BY+3

For the third year following the budget year, the estimated total obligations, for operating directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.3.2.8 Operating Expense, Obligations, BY+4

For the fourth year following the budget year, the estimated total obligations, for operating directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.3.2.9 Operating Expense, Obligations, BY+5

For the fifth year following the budget year, the estimated total obligations, for operating directly related to a proposal.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.3.2.10 Operating Expense, Obligations, Total to Complete

For the all the budget years totaled, the estimated total obligations. The system shall calculate this field based on the entries for operating expense total obligations, listed in the different budget years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4 Staffing (Group)

1.2.4.1 Staffing, Other Direct (Group)

1.2.4.1.1 Budget Info, Staffing, Other Direct, Prior Years

For the prior budget years, the other direct personnel staffing in full time equivalent person-years. For proposals related to projects, information for all prior years in which work has been performed should be provided to allow total project cost and other information to be calculated. This field reflects actual full time equivalent data.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.1.2 Budget Info, Staffing, Other Direct, CFY

For the current fiscal year, which begins on October 1 and ends on September 30, the funds that are being obligated and costed for the other direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.1.3 Budget Info, Staffing, Other Direct, BY-1

For the budget year following the current fiscal year, and prior to the current budget year, the other direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.1.4 Budget Info, Staffing, Other Direct, BY

For the budget year, which is the fiscal year for which the budget is being  formulated, the funds for the other direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.1.5 Budget Info, Staffing, Other Direct, BY+1

For the first year following the budget year, the other direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.1.6 Budget Info, Staffing, Other Direct, BY+2

For the second year following the budget year, the other direct personnel staffing in full time equivalent person-years.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.1.7 Budget Info, Staffing, Other Direct, BY+3

For the third year following the budget year, the other direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1, ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.1.8 Budget Info, Staffing, Other Direct, BY+4

For the fourth year following the budget year, the other direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1, ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.1.9 Budget Info, Staffing, Other Direct, BY+5

For the fifth year following the budget year, the other direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1, ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.1.10 Budget Info, Staffing, Other Direct, Total to Complete

For all budget years totaled, the other direct personnel staffing in full time equivalent person-years. The system shall calculate this field based on the entries for staffing, other direct, listed in the different budget years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.2 Staffing, Scientific (Group)

Scientific personnel are defined as anyone contributing scientific knowledge to the performance of the work encompassed by a proposal.

1.2.4.2.1 Budget Info, Staffing, Scientific, Prior Years

For the prior budget years, the scientific personnel staffing in full time equivalent person-years. For proposals related to projects, information for all prior years in which work has been performed should be provided to allow total project cost and other information to be calculated. This field reflects actual full time equivalent data.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.2.2 Budget Info, Staffing, Scientific, CFY

For the current fiscal year, which begins on October 1 and ends on September 30, the funds that are being obligated and costed for the scientific personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.2.3 Budget Info, Staffing, Scientific, BY-1

For the budget year following the current fiscal year, and prior to the current budget year, the scientific personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.2.4 Budget Info, Staffing, Scientific, BY

For the budget year, which is the fiscal year for which the budget is being formulated, the funds for the scientific personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.2.5 Budget Info, Staffing, Scientific, BY+1

For the first year following the budget year, the scientific personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.2.6 Budget Info, Staffing, Scientific, BY+2

For the second year following the budget year, the scientific personnel staffing in full time equivalent person-years.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.2.7 Budget Info, Staffing, Scientific, BY+3

For the third year following the budget year, the scientific personnel staffing in full time equivalent person-years.

Source: DOE 412.1, ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.2.8 Budget Info, Staffing, Scientific, BY+4

For the fourth year following the budget year, the scientific personnel staffing in full time equivalent person-years.

Source: DOE 412.1, ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.2.9 Budget Info, Staffing, Scientific, BY+5

For the fifth year following the budget year, the scientific personnel staffing in full time equivalent person-years.

Source: DOE 412.1, ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.2.10 Budget Info, Staffing, Scientific, Total to Complete

For all budget years totaled, the scientific personnel staffing in full time equivalent person-years. The system shall calculate this field based on the entries for staffing, scientific, listed in the different budget years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.3 Staffing, Total Direct (Group)

1.2.4.3.1 Budget Info, Staffing, Total Direct, Prior Years

For the prior budget years, the total direct personnel staffing in full time equivalent person-years. For proposals related to projects, information for all prior years in which work has been performed should be provided to allow total project cost and other information to be calculated. This field reflects actual full time equivalent data.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.3.2 Budget Info, Staffing, Total Direct, CFY

For the current fiscal year, which begins on October 1 and ends on September 30, the funds that are being obligated and costed for the total direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.3.3 Budget Info, Staffing, Total Direct, BY-1

For the budget year following the current fiscal year, and prior to the current budget year, the total direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.3.4 Budget Info, Staffing, Total Direct, BY

For the budget year, which is the fiscal year for which the budget is being formulated, the funds for the total direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.3.5 Budget Info, Staffing, Total Direct, BY+1

For the first year following the budget year, the total direct personnel staffing in full time equivalent person-years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.4.3.6 Budget Info, Staffing, Total Direct, BY+2

For the second year following the budget year, the total direct personnel staffing in full time equivalent person-years.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.3.7 Budget Info, Staffing, Total Direct, BY+3

For the third year following the budget year, the total direct personnel staffing in full time equivalent person-years.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.3.8 Budget Info, Staffing, Total Direct, BY+4

For the fourth year following the budget year, the total direct personnel staffing in full time equivalent person-years.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.3.9 Budget Info, Staffing, Total Direct, BY+5

For the fifth year following the budget year, the total direct personnel staffing in full time equivalent person-years.

Source: ePME Team

Category: Budget

Requirement: Mandatory

1.2.4.3.10 Budget Info, Staffing, Total Direct, Total to Complete

For all budget years totaled, the total direct personnel staffing in full time equivalent person-years. The system shall calculate this field based on the entries for staffing, total direct, listed in the different budget years.

Source: DOE 412.1

Category: Budget

Requirement: Mandatory

1.2.5 Subcontractor Cost Share

A number indicating the portion of the overall funding that the subcontractor is projected to expend.

Source: HQ Requirements Workshop

Category: Budget

Requirement: Optional

1.3 Technical (Category)

1.3.1 Actual Milestone Progress and Other Accomplishments

A detailed explanation of the actual program milestones achieved as compared to projected milestones for the work encompassed by a proposal. This could include other accomplishments as they relate to an individual milestone or the overall goals of the proposal. This would only apply to ongoing work.

Source: HQ Requirements Workshop

Category: Technical

Requirement: Optional

1.3.2 Category of Research

A field indicating the type of research encompassed by a proposal. Values:

	Basic
	The systematic study directed toward fuller knowledge or understanding of the fundamental aspects of phenomena and of observable facts without specific applications towards processes or products in mind.

	Applied
	The systematic study to gain knowledge or understanding necessary to determine the means by which a recognized and specific need may be met.

	Development
	The systematic application of knowledge or understanding, directed toward the production of useful materials, devices, and systems or methods, including design, development and improvement of prototypes and new processes to meet specific requirements.


Source: HQ Requirements Workshop

Category: Technical

Requirement: Mandatory

1.3.3 Category of Work

A field indicating the type of work encompassed by a proposal. Values:

· Research

· Development

· Demonstration

· Deployment

· Outreach

· Education

· Information Dissemination

· Other

Source: HQ Requirements Workshop

Category: Technical

Requirement: Mandatory

1.3.4 Critical Outcome of the M&O Contract

A long-term goal stated in terms of the desired end-state or critical product that is expected to be reached by the performance of the work by the M&O contractor.

Source: HQ Requirements Workshop

Category: Technical

Requirement: Mandatory

1.3.5 Detail Attachments (Category)

1.3.5.1 Approach

If necessary, an attachment to be completed that explains the management controls and methodology that will be used to execute a proposal in all fiscal years.

Source: DOE 412.1, TTP

Category: Technical

Requirement: Optional

1.3.5.2 Background

If necessary, an attachment to be completed that presents a brief historical overview of a proposal, or preview work or theories that have led to the proposal.
Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.3 Biographical Sketches/Resumes

An attachment specifying the individual(s) who will be participating in the work encompassed by the submission proposal, along with a description of their qualifications and/or biographical information.
Source: TTP, SC Lab Program Announcement

Category: Technical

Requirement: Optional

1.3.5.4 Deliverables

An attachment to be completed that contains an itemized list of deliverables for a proposal.

Source: DOE 412.1, TTP

Category: Technical

Requirement: Optional

1.3.5.5 Environment and Safety

If necessary, an attachment to be completed that contains a description of the ES&H hazards arising from the performance of the proposed work and mitigating actions to protect the workers, public and the environment.

Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.6 Facility Requirements

If necessary, an attachment to be completed that contains facility information. If execution of a proposal requires the use of existing or approved facilities, the user should briefly describe the required use and location, with the associated gross square footage and the impact on site utility services by fiscal year in which the proposal begins and each subsequent fiscal year during the anticipated life of the proposal. Facility needs should be reviewed in the context of overall site planning and utilization and expressed in terms of space function. Proposed facilities that have service periods greater than two years and expected design and construction costs greater than $5.0 million require a separate DOE Project Construction Data Sheet providing mission need, rejected alternatives, budget profile, description and schedule.

Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.7 Future Accomplishments

If necessary, an attachment to be completed that describes any anticipated benefits that will accrue in the future which are attributable to a proposal.
Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.8 Human/Animal Subjects

If necessary, this attachment should be completed if the work involves human or animal subjects. It should briefly describe any anticipated human subjects or animal subjects research activity that may occur as part of the proposed work.

Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.9 Milestones

If necessary, an attachment to be completed that contains a detailed explanation of the approved program milestones presented on the second page of a proposal. For basic research, the only milestone may be the submission of a yearly progress report

Source: DOE 412.1, TTP

Category: Technical

Requirement: Optional

1.3.5.10 NEPA Requirements

If necessary, an attachment to be completed that fulfills the National Environmental Policy Act (NEPA) requirements, which describes the long-term and short-term potential impacts and effects of the work package upon the ecosystem and NEPA documentation that must be prepared.

Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.11 Other (Specify)

An attachment that does not fall under a prescribed category, but provides supplemental or needed information regarding the work encompassed by a proposal submission.  The user must give this attachment a meaningful name so the purpose of the attachment is clear.

Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.12 Performance Measures/Expectations

If necessary, an attachment to be completed that contains a description of the performance measures described as outcomes and the expectations for achieving those measures by which the success of a proposal will be measured.

Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.13 Publications

If necessary, an attachment to be completed that lists all publications pertaining to a proposal during the prior fiscal year. The writer of the attachment provides the title or subject and planned date of publications of all topical reports over the life of the proposal. Periodic progress reports are to be listed in this section.

Source: DOE 412.1, TTP

Category: Technical

Requirement: Optional

1.3.5.14 Purpose

If necessary, an attachment to be completed that provides the reason(s) for a proposal and the objectives that will accomplish the stated purpose. The objectives should be the single highest level of measurable achievement that can serve as a criterion for measuring the success or failure of the proposal.

Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.15 Relationship to Other Projects

If necessary, an attachment to be completed that provides a description of any relationships, interrelationships or dependencies that a proposal has with other known federally funded projects.
Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.5.16 Technical Progress

If necessary, an attachment to be completed that contains the last Technical Progress Report when required by the DOE program. Also, describes the technical progress in the last complete fiscal year, and expected progress.

Source: DOE 412.1

Category: Technical

Requirement: Optional

1.3.6 Milestone Schedule

A listing of milestones for the work encompassed by a proposal submission, along with the projected dates for milestone completion.

Source: DOE 412.1

Category: Technical

Requirement: Mandatory

1.3.6.1 Authorized

A listing of authorized project milestones and their approved completion dates.

Source: DOE 412.1

Category: Technical

Requirement: Mandatory

1.3.6.2 Proposed

A listing of projected project milestones and their estimated completion dates.

Source: DOE 412.1

Category: Technical

Requirement: Mandatory

1.3.7 Primary Research Area

The area of research that is the primary focus of the work encompassed by a proposal. This can be implemented as a pick list.

Source: ePME Team

Category: Technical

Requirement: Optional

1.3.8 Program Strategic Performance Goal (PSPG)

A description of the projected goals or outcomes of the work encompassed by a proposal as they relate to the Strategic Performance Goals for the PSO.

Source: HQ Requirements Workshop

Category: Technical

Requirement: Mandatory

1.3.9 Project Objective

A description of the projected goals or outcomes of the work encompassed by a proposal. The objectives should be the single highest level of measurable achievement that can serve as a criterion for measuring the results of the proposal.

Source: HQ Requirements Workshop

Category: Technical

Requirement: Mandatory

1.3.10 Secondary Research Area

The area of research that is the secondary focus of the work encompassed by a proposal. This can be implemented as a pick list.

Source: ePME Team

Category: Technical

Requirement: Optional

1.3.11 Strategic Objective

A description of the projected goals or outcomes of the work encompassed by a proposal as they relate to the advancement of the department's overall strategic goals or the achievement of an organization’s specific program area goals.

Source: HQ Requirements Workshop

Category: Technical

Requirement: Mandatory

1.3.12 Subcontractor Description of Work

A description of the work that the subcontractor will perform on a proposal. This should include purpose, approach, objectives, deliverables and milestones.

Source: HQ Requirements Workshop

Category: Technical

Requirement: Optional

1.3.13 Work Proposal Description/Abstract

A description of the proposed work which should include purpose, approach, anticipated benefits, objectives, tasks and deliverables that a proposal will provide in achieving the programs mission. This field shall be limited to 500 words.

Source: DOE 412.1

Category: Technical

Requirement: Mandatory

2.9.1.2 Merit Review (Category)

2.1 Appropriateness of Approach

Summarization of assessment of project approach as seen by person(s) reviewing the approach used in the research.

Source: ePME Team, SC Lab Program Announcement

2.2 Appropriateness of Approach Score

The score the reviewer gives this area of the review.

Source: ePME Team, SC Lab Program Announcement

2.3 Budget Reasonableness and Appropriateness

Summarization of assessment of proposed budget as seen by person(s) reviewing the research.

Source: ePME Team, SC Lab Program Announcement

2.4 Budget Reasonableness and Appropriateness Score

The score the reviewer gives this area of review.

Source: ePME Team, SC Lab Program Announcement

2.5 Date of Review

The date the merit review was conducted.

Source: ePME Team

2.6 Last Review Date

The date on which a merit reviewer performed his/her last merit review.

Source: Requirements Workshop, ePME Team

2.7 Merit Review Comments

Summarization of findings from all merit reviewers for the proposed research.

Source: ePME Team

2.8 Merit Review Decision

A field indicating whether or not a Merit Review needs to take place for a proposal submission (Y/N)

Source: ePME Team

2.9 Merit Review Score

The overall score the reviewer gives the completed review.

Source: ePME Team

2.10 Review Type

Identifies the type of review vehicle the reviewer used to perform the merit review.

Options: Individual, Review Panel, Review Committee, Other

Source: ePME Team

2.11 Reviewer Name(s)

The name(s) of the reviewer(s).

Source: ePME Team

2.12 Scientific and/or Technical Merit

Summarization of assessment of overall scientific and technical merit as seen by person(s) reviewing the proposed research.

Source: ePME Team, SC Lab Program Announcement

2.13 Scientific and/or Technical Merit Score

The score the reviewer gives this area of review.

Source: ePME Team, SC Lab Program Announcement

2.14 Staff Competency/Resource Adequacy

Summarization of assessment of overall competency of researchers and adequacy of facilities and resources as seen by the research reviewer(s).

Source : ePME Team, SC Lab Program Announcement

2.15 Staff Competency/Resource Adequacy Score

The score the reviewer gives this area of the review.

Source: ePME Team, SC Lab Program Announcement

2.9.1.3 Work Authorization

3.1 Attachments, Reporting Requirements

A status report, monthly progress report, cost reports, scientific and technical information or other required reports

Source: DOE 412.1

3.2 Attachments, Statement of Work

The detailed statement of work to be performed which should include scope of work, milestones, deliverables, performance measures and expectations.

Source: DOE 412.1

3.3 Expected Completion Date

The date on which the work is expected to be completed or funding is exhausted for the current fiscal year.

Source: DOE 412.1

3.4 Funds Authorized ($ in thousands) (Group)

3.4.1. Funds Authorized B&R Code(s)

The Budget and Reporting code(s) of the account that will have funding changes. B&R code level may be as few as two characters, or the full nine characters. If the full 9-character B&R code is not entered, the system shall not zero-fill the remaining fields 

Source: DOE 412.1

3.4.2 Funds Authorized Change

The change in the amount of funding for the stated B&R codes.

Source: DOE 412.1

3.4.3 Funds Authorized Current

The current level of funding for the stated B&R codes after the change.

Source: DOE 412.1

3.4.4 Funds Authorized Previous

The previous amount of funding for the stated B&R codes.

Source: DOE 412.1

3.5 HQ Budget Point of Contact, Name

The name of the individual who is identified as the HQ budget point of contact.

Source: DOE 412.1

3.6 HQ Budget Point of Contact, Org Code

The organization code of the individual who is identified as the HQ budget point of contact.

Source: DOE 412.1

3.7 HQ Budget Point of Contact, Phone

The phone number of the individual who is identified as the HQ budget point of contact.

Source: DOE 412.1

3.8 HQ Program Point of Contact, Name

The name of the individual who is identified as the HQ programmatic point of contact.

Source: DOE 412.1

3.9 HQ Program Point of Contact, Org Code

The organization code of the individual who is identified as the HQ programmatic point of contact.

Source: DOE 412.1

3.10 HQ Program Point of Contact, Phone

The phone number of the individual who is identified as the HQ programmatic point of contact.

Source: DOE 412.1

3.11 M&O Contractor

The name of the M&O contractor responsible for the work to be performed.

Source: DOE 412.1

3.12 M&O Contractor, Name

The name of the individual who is identified as the official signatory of the M&O contractor.

Source: DOE 412.1

3.13 M&O Contractor, Signature

The signature of the individual who is identified as the official signatory of the M&O contractor.

Source: DOE 412.1

3.14 M&O Contractor, Signature Date

The signature date of the individual who is identified as the official signatory of the M&O contractor.

Source: DOE 412.1

3.15 Performance Period Covered by Funds (Group)

3.15.1 Performance Period Covered, From Date

The beginning date of the funding. This date could be the beginning of the fiscal year.

Source: DOE 412.1

3.15.2 Performance Period Covered, To Date

The ending date of the funding. This date could be the ending of the fiscal year.

Source: DOE 412.1

3.16 Project Title

The title of the project. This field may be the name of the program.

Source: DOE 412.1

3.17 Responsible Field Element

The name of the field office or operations office responsible for the work to be performed.

Source: DOE 412.1

3.18 Responsible Field Element Point of Contact Name

The name of the individual who is identified as the M&O Contractor point of contact.

Source: DOE 412.1

3.19 Responsible Field Element Point of Contact Phone

The phone number of the individual who is identified as the M&O Contractor point of contact.

Source: DOE 412.1

3.20 Responsible Program

The program office that is responsible for the work to be performed.

Source: DOE 412.1

3.21 Responsible SO, Name

The name of the Program Secretarial Officer responsible for the work to be performed.

Source: DOE 412.1

3.22 Revision Number

A number identifying the number of times the WAS is revised.

Source: DOE 412.1

3.23 Site Office Manager, Name

The name of the individual who is identified as the official signatory in the DOE field office.

Source: DOE 412.1

3.24 Site Office Manager, Signature

The signature of the individual who is identified as the official signatory in the DOE field office.

Source: DOE 412.1

3.25 Site Office Manager, Signature Date

The signature date of the individual who is identified as the official signatory in the DOE field office.

Source: DOE 412.1

3.26 Work Authorization Number

A unique 7 digit number that identifies the WAS. The Work Authorization Number comprises a 2-digit Program identifier, 4-digit sequential number and the last digit of the fiscal year.

Source:  DOE 412.1

3.27 Work Authorization Official, Name

The name of the individual who is identified as the HQ program official signatory.

Source: DOE 412.1

3.28 Work Authorization Official, Signature

The signature of the individual who is identified as the HQ program official signatory.

Source: DOE 412.1

3.29 Work Authorization Official, Signature Date

The signature date of the individual who is identified as the HQ program official signatory.

Source: DOE 412.1

3.30 Work Proposal Number

The proposal number associated with the WAS

Source: DOE 412.1

3.31 Work Start Date

The date on which work is approved to start. 

Source: DOE 412.1
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Appendix A

Process Roles and Default Rights

The following items control user access to ePME data and attachments:

· Users’ process roles 

The rights associated with these users

· The organization and role associated with the user 

· The level of responsibility  

The ePME system default user roles and the rights associated with these roles are displayed in the matrix on the next page. Specific user process roles are displayed across the top row of the matrix. The process Rights, Responsibilities, and Authority are shown on the left side.    Each checkmark indicates the default Rights, Responsibilities, and Authority for specific user process role within ePME.  

Refer to the System Access requirements section of this document for details.  

	
	
	
	Budget Reviewer
	Top Official
	Program/Project Mgr
	
	


	 

	Lead
 PI
	Technical Reviewer
	Lab
	Site Office
	HQ
	 Lab
	Site Office
	HQ
	Lab/Site Office
	HQ
	Admin- istrative
	Merit Reviewer

	Rights
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 

	Initiate a New Proposal
	
	
	 
	 
	 
	
	
	
	
	
	 
	 

	View
	
	
	
	
	
	
	
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	
	

	Edit-Administrative
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	Edit-Technical
	
	
	 
	 
	 
	
	
	
	
	 
	 
	 

	Edit-B&R Code
	
	 
	
	
	
	
	
	
	
	 
	 
	 

	Edit-Budget Data
	
	 
	
	
	
	
	
	
	
	 
	 
	 

	Submit Proposal
	 
	 
	
	
	
	
	
	
	
	
	 
	 

	Attach & Edit Internal Attachments 
	
	
	
	
	
	
	
	
	
	
	 
	 

	Attach & Edit External Attachments 
	
	 
	
	
	
	
	
	
	
	
	 
	 

	Concurrence
	
	
	
	
	
	
	
	
	
	
	 
	 

	Assign View and Edit Rights
	
	
	
	
	
	
	
	
	
	
	 
	 

	Delegate an Alternate
	
	
	
	
	
	
	
	
	
	
	 
	 

	Initiate Merit Review
	
	
	
	
	
	
	
	
	
	
	 
	 

	Create/Edit Merit Review Scoring and Comments
	
	
	
	
	
	
	
	
	
	
	 
	

	Create/Edit/Send Instructions & Comments
	
	
	
	
	
	
	
	
	
	
	 
	 

	Create & Edit Project Guidance 
	
	
	
	
	
	
	
	
	
	
	 
	 

	Create/Edit/Send Declination 
	
	
	
	
	
	
	
	
	
	
	
	

	Delete Proposal in Draft or Budget Call Draft Status
	
	 
	
	
	
	
	
	
	
	
	 
	 

	Responsibility
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	Level of Responsibility 
	 
	
	
	
	
	
	
	
	
	
	
	 

	Authority
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	Signature Authority
	 
	 
	 
	 
	 
	
	
	
	
	
	 
	


1 The level of responsibility for the Administrative role does not apply when Administrative is assigned to PI and Program/Project Manager.
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Proposal Related Data Elements

The following data elements are related to Proposal Submission. The data elements listed are those dealing with the information required for submitting a proposal and following its progress through the workflow process. The data elements are sorted ascending by Category, ascending by Data Element name.

	Data Element
	Requirement
	Category

	AD/OD/DAS Signature
	Mandatory
	Administrative

	AD/OD/DAS Signature Date
	Mandatory
	Administrative

	Assurance of Compliance Number
	Optional
	Administrative

	Budget Call Description
	Optional
	Administrative

	Budget Officer Signature
	Mandatory
	Administrative

	Budget Officer Signature Date
	Mandatory
	Administrative

	Budget Reviewer Signature
	Mandatory
	Administrative

	Collaborating Organization
	Mandatory
	Administrative

	Contractor Code
	Mandatory
	Administrative

	Contractor Name
	Mandatory
	Administrative

	Contractor Work Proposal Manager Email
	Optional
	Administrative

	Contractor Work Proposal Manager Fax
	Optional
	Administrative

	Contractor Work Proposal Manager Name
	Mandatory
	Administrative

	Contractor Work Proposal Manager Phone
	Mandatory
	Administrative

	Contractor Work Proposal Manager Signature
	Mandatory
	Administrative

	Contractor Work Proposal Manager Signature Date
	Mandatory
	Administrative

	CRADA Number
	Optional 
	Administrative

	CRADA Project?
	Optional
	Administrative

	Date Prepared
	Mandatory
	Administrative

	Fiscal Year
	Mandatory
	Administrative

	Foreign Collaborator Citizenship
	Optional
	Administrative

	Foreign Collaborator Country
	Optional
	Administrative

	Foreign Collaborator Name
	Optional
	Administrative

	HQ Program Manager Email
	Mandatory
	Administrative

	HQ Program Manager Fax
	Optional
	Administrative

	HQ Program Manager Name
	Mandatory
	Administrative

	HQ Program Manager Organization
	Mandatory
	Administrative

	HQ Program Manager Organization Code
	Mandatory
	Administrative

	HQ Program Manager Phone
	Mandatory
	Administrative

	HQ Program Manager Signature
	Mandatory
	Administrative

	HQ Program Manager Signature Date
	Mandatory
	Administrative

	IACUC Approval Date
	Optional 
	Administrative

	Internal Lab Number
	Optional
	Administrative

	IRB Approval Date
	Optional
	Administrative

	Is this Proposal Included in the Institutional Plan?
	Optional
	Administrative

	Is this Proposal to do Work that Includes a Security Interest?
	Optional
	Administrative

	NIH Animal Welfare Assurance Number
	Optional
	Administrative

	Non US Citizen Collaborator Citizenship
	Optional
	Administrative

	Non US Citizen Collaborator Name
	Optional
	Administrative

	Number of Graduates
	Optional
	Administrative

	Number of Post Docs
	Optional
	Administrative

	Number of Undergraduates
	Optional
	Administrative

	Principal Investigator Email
	Mandatory
	Administrative

	Principal Investigator Fax
	Optional
	Administrative

	Principal Investigator Name
	Mandatory
	Administrative

	Principal Investigator Phone
	Mandatory
	Administrative

	Principal Investigator(s) Signature
	Mandatory
	Administrative

	Principal Investigator(s) Signature Date
	Mandatory
	Administrative

	Program Announcement Number
	Mandatory
	Administrative

	Program Announcement Title 
	Mandatory
	Administrative

	Project Complete?
	Optional
	Administrative

	Project Completion Date
	Optional
	Administrative

	Proposal Complete
	Optional
	Administrative

	Proposal Complete Date
	Optional
	Administrative

	Proposal Copy Reason
	Mandatory
	Administrative

	Proposal Involves Animal Research
	Optional
	Administrative

	Proposal Involves Human Research
	Optional
	Administrative

	Revision Number
	Mandatory
	Administrative

	Site Office Manager Email
	Optional 
	Administrative

	Site Office Manager Fax
	Optional
	Administrative

	Site Office Manager Name
	Mandatory
	Administrative

	Site Office Manager Organization
	Mandatory
	Administrative

	Site Office Manager Organization Code
	Mandatory
	Administrative

	Site Office Manager Phone
	Mandatory
	Administrative

	Site Office Manager Signature
	Mandatory
	Administrative

	Site Office Manager Signature Date
	Mandatory
	Administrative

	Status
	Mandatory
	Administrative

	Sub Contractor Name
	Optional 
	Administrative

	
	
	

	Work Proposal Number
	Mandatory
	Administrative

	Work Proposal Term Begin Date
	Mandatory
	Administrative

	Work Proposal Term End Date
	Mandatory
	Administrative

	Work Proposal Title
	Mandatory
	Administrative

	Budget & Reporting Code
	Mandatory
	Budget

	Equipment, Costs and Obligations, BY
	Mandatory
	Budget

	Equipment, Costs and Obligations, BY+1
	Mandatory
	Budget

	Equipment, Costs and Obligations, BY+2
	Mandatory
	Budget

	Equipment, Costs and Obligations, BY+3
	Mandatory
	Budget

	Equipment, Costs and Obligations, BY+4
	Mandatory
	Budget

	Equipment, Costs and Obligations, BY+5
	Mandatory
	Budget

	Equipment, Costs and Obligations, BY-1
	Mandatory
	Budget

	Equipment, Costs and Obligations, CFY
	Mandatory
	Budget

	Equipment, Costs and Obligations, Prior Years
	Mandatory
	Budget

	Equipment, Costs and Obligations, Total to Complete
	Mandatory
	Budget

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Operating Expense, Total Cost, BY+1
	Mandatory
	Budget

	Operating Expense, Total Cost, BY+2
	Mandatory
	Budget

	Operating Expense, Total Cost, BY+3
	Mandatory
	Budget

	Operating Expense, Total Cost, BY+4
	Mandatory
	Budget

	Operating Expense, Total Cost, BY+5
	Mandatory
	Budget

	Operating Expense, Total Cost, BY-1
	Mandatory
	Budget

	Operating Expense, Total Cost, CFY
	Mandatory
	Budget

	Operating Expense, Total Cost, Prior Years
	Mandatory
	Budget

	Operating Expense, Total Cost, Total to Complete
	Mandatory
	Budget

	Operating Expense, Total Obligations, BY
	Mandatory
	Budget

	Operating Expense, Total Obligations, BY+1
	Mandatory
	Budget

	Operating Expense, Total Obligations, BY+2
	Mandatory
	Budget

	Operating Expense, Total Obligations, BY+3
	Mandatory
	Budget

	Operating Expense, Total Obligations, BY+4
	Mandatory
	Budget

	Operating Expense, Total Obligations, BY+5
	Mandatory
	Budget

	Operating Expense, Total Obligations, BY-1
	Mandatory
	Budget

	Operating Expense, Total Obligations, CFY
	Mandatory
	Budget

	Operating Expense, Total Obligations, Prior Years
	Mandatory
	Budget

	Operating Expense, Total Obligations, Total to Complete
	Mandatory
	Budget

	Staffing, Other Direct, BY
	Mandatory
	Budget

	Staffing, Other Direct, BY+1
	Mandatory
	Budget

	Staffing, Other Direct, BY+2
	Mandatory
	Budget

	Staffing, Other Direct, BY+3
	Mandatory
	Budget

	Staffing, Other Direct, BY+4
	Mandatory
	Budget

	Staffing, Other Direct, BY+5
	Mandatory
	Budget

	Staffing, Other Direct, BY-1
	Mandatory
	Budget

	Staffing, Other Direct, CFY
	Mandatory
	Budget

	Staffing, Other Direct, Prior Years
	Mandatory
	Budget

	Staffing, Other Direct, Total to Complete
	Mandatory
	Budget

	Staffing, Scientific, BY
	Mandatory
	Budget

	Staffing, Scientific, BY+1
	Mandatory
	Budget

	Staffing, Scientific, BY+2
	Mandatory
	Budget

	Staffing, Scientific, BY+3
	Mandatory
	Budget

	Staffing, Scientific, BY+4
	Mandatory
	Budget

	Staffing, Scientific, BY+5
	Mandatory
	Budget

	Staffing, Scientific, BY-1
	Mandatory
	Budget

	Staffing, Scientific, CFY
	Mandatory
	Budget

	Staffing, Scientific, Prior Years
	Mandatory
	Budget

	Staffing, Scientific, Total to Complete
	Mandatory
	Budget

	Staffing, Total Direct, BY
	Mandatory
	Budget

	Staffing, Total Direct, BY+1
	Mandatory
	Budget

	Staffing, Total Direct, BY+2
	Mandatory
	Budget

	Staffing, Total Direct, BY+3
	Mandatory
	Budget

	Staffing, Total Direct, BY+4
	Mandatory
	Budget

	Staffing, Total Direct, BY+5
	Mandatory
	Budget

	Staffing, Total Direct, BY-1
	Mandatory
	Budget

	Staffing, Total Direct, CFY
	Mandatory
	Budget

	Staffing, Total Direct, Prior Years
	Mandatory
	Budget

	Staffing, Total Direct, Total to Complete
	Mandatory
	Budget

	Sub Contractor Cost Share
	Optional
	Budget

	Actual Milestone Progress and Other Accomplishments
	Mandatory
	Technical

	Category of Research
	Mandatory
	Technical

	Category of Work
	Mandatory
	Technical

	Critical Outcomes from the M&O Contract
	Mandatory
	Technical

	Detail Attachment, Approach
	Optional
	Technical

	Detail Attachment, Background
	Optional
	Technical

	Detail Attachment, Biographical Sketches/Resumes
	Optional
	Technical

	Detail Attachment, Deliverables
	Optional
	Technical

	Detail Attachment, Environment and Safety
	Optional
	Technical

	Detail Attachment, Facility Requirements
	Optional
	Technical

	Detail Attachment, Future Accomplishments
	Optional
	Technical

	Detail Attachment, Human/Animal Subjects
	Optional
	Technical

	Detail Attachment, Milestones
	Optional
	Technical

	Detail Attachment, NEPA Requirements
	Optional
	Technical

	Detail Attachment, Other (Specify)
	Optional
	Technical

	Detail Attachment, Performance Measures/Expectations
	Optional
	Technical

	Detail Attachment, Publications
	Optional
	Technical

	Detail Attachment, Purpose
	Optional
	Technical

	Detail Attachment, Relationship to Other Projects
	Optional
	Technical

	Detail Attachment, Technical Progress
	Optional
	Technical

	Milestone Schedule, Authorized
	Mandatory
	Technical

	Milestone Schedule, Proposed
	Mandatory
	Technical

	Primary Research Area
	Optional
	Technical

	Program Strategic Performance Goal (PSPG)
	Mandatory
	Technical

	Project Objective
	Mandatory
	Technical

	Secondary Research Area
	Optional
	Technical

	Strategic Objective
	Mandatory
	Technical

	Sub Contractor Description of Work
	Optional
	Technical

	Work Proposal Description/Abstract
	Mandatory
	Technical


TOTAL: 170
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Appendix D

Merit Review Data Elements

The following data elements are related to Merit Review. The data elements listed are those dealing with information required for initiating, reviewing, scoring and completing a merit review of a proposal submission. The data elements are sorted ascending by Data Element name. 

	Data Element
	Requirement

	Merit Review, Appropriateness of Approach
	Optional

	Merit Review, Appropriateness of Approach Score
	Optional

	Merit Review, Budget Reasonableness and Appropriateness
	Optional

	Merit Review, Budget Reasonableness and Appropriateness Score
	Optional

	Merit Review, Date of Review
	Mandatory

	Merit Review, Last Review Date
	Optional

	Merit Review, Merit Review Comments
	Optional

	Merit Review, Merit Review Decision
	Mandatory

	Merit Review, Merit Review Score
	Optional

	Merit Review, Review Type
	Optional

	Merit Review, Reviewer Names(s)
	Optional

	Merit Review, Scientific and/or Technical Merit
	Optional

	Merit Review, Scientific and/or Technical Merit Score
	Optional

	Merit Review, Staff Competency/Resource Adequacy
	Optional

	Merit Review, Staff Competency/Resource Adequacy Score
	Optional


TOTAL: 15
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Appendix E

Work Authorization Data Elements

The following data elements are related to the Work Authorization. The data elements listed are those dealing with information required to complete the Work Authorization. Some of the values for these data elements will be derived from existing data element values previously entered in the Proposal Submission category. The Work Authorization data elements have been included because the original plan for Module 1 included Work Authorization. It has since been deferred until Module 3. The data elements are sorted ascending by Data Element name. 

	Data Element
	Requirement

	Attachments, Reporting Requirements
	Mandatory

	Attachments, Statement of Work
	Mandatory

	Expected Completion Date
	Mandatory

	Funds Authorized B&R Code(s)
	Mandatory

	Funds Authorized Change
	Mandatory

	Funds Authorized Current
	Mandatory

	Funds Authorized Previous
	Mandatory

	HQ Budget POC Name
	Mandatory

	HQ Budget POC Organization Code
	Mandatory

	HQ Budget POC Phone
	Mandatory

	HQ Program POC Name
	Mandatory

	HQ Program POC Organization Code
	Mandatory

	HQ Program POC Phone
	Mandatory

	M&O Contractor
	Mandatory

	M&O Contractor, Name
	Mandatory

	M&O Contractor, Signature
	Mandatory

	M&O Contractor, Signature Date
	Mandatory

	Performance Period Covered, From Date
	Mandatory

	Performance Period Covered, To Date
	Mandatory

	Project Title
	Mandatory

	Responsible Field Element
	Mandatory

	Responsible Field Element POC Name
	Mandatory

	Responsible Field Element POC Phone
	Mandatory

	Responsible Program
	Mandatory

	Responsible SO Name
	Mandatory

	Revision Number
	Mandatory

	Site Office Manager, Name
	Mandatory

	Site Office Manager, Signature
	Mandatory

	Site Office Manager, Signature Date
	Mandatory

	Work Authorization Number
	Mandatory

	Work Authorization Official, Name
	Mandatory

	Work Authorization Official, Signature
	Mandatory

	Work Authorization Official, Signature Date
	Mandatory

	Work Proposal Number
	Mandatory

	Work Start Date
	Mandatory


TOTAL: 35
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Appendix F

Data Dependencies Due to Data Entry

The following list indicates data elements that are available dependent upon entry of another data element. 

If enter B&R Code Program


Available Sub-Programs

If enter B&R Code Program and Sub-Program


Available Categories

If enter B&R Code Program, Sub-Program and Category


Available Tasks

If enter B&R Code Program, Sub-Program, Category and Task


Available Sub-Tasks
If enter Person


Their Organization


Their role(s) within the organization


Their Contact Information



Email

Fax

Phone

If enter Organization


Organization Code


Organization Type



Lab



Site Office



Headquarters


Organization Name


Organization Address

If enter Contractor Code


Contractor Name

If enter Contractor Name


Contractor Code

If enter Fiscal Year


Budget Year labels in budget section would be calculated

If enter Foreign Collaborator


Their Citizenship


Their Work Location

If enter Non-US Collaborator


Their Citizenship

Appendix G
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Appendix G

Data Dependency Due to Relationships
The following list indicates data that is related to a selected item of data.

Organization

If an Organization is selected, 


Organization Code


Organization Address


Organization Type



Lab



Site Office



Headquarters


Organization Description


All Persons associated to the Organization


All Proposals associated to the Organization

Person

If a Person is selected,


All Roles associated to that person


All Organizations associated to that Person


Any active Alternates for that Person, in chosen Role


All Contact Information for that Person

A Person must belong to at least one Organization

A Person must have Contact Information

Role

If a Role is selected,


All default Rights for that Role


All Persons in that Role, for an Organization

Proposal

If Proposal is selected,


All information related to that Proposal



Proposal Number



Revision Number



Copy Reason



Version Number



Internal Lab Number



Proposal Title



Abstract



Status



B&R Code(s)



Primary Research Area



Secondary Research Area



Category of Research



Category of Work


All Actions performed on that Proposal


All Attachments associated to that Proposal


All Persons who have had ownership of that Proposal


All Proposals linked to that Proposal


All Instructions associated to that Proposal


All Project Guidance associated to that Proposal


Which Organization the Proposal belongs to

Miscellaneous

If CRADA Project = ‘YES’, then CRADA Number must be provided

If Foreign Collaborator is named, then Country and Citizenship must be provided

If Non-US Collaborator is named, then Citizenship must be provided

If Project Complete = ‘YES’, then Project Completion Date must be provided

If Proposal Involves Animal Research = ‘YES’, then IUCAC Approval Date and NIH Animal Welfare Assurance Number must be provided.

If Proposal Involves Animal Research = ‘YES’, then Assurance of Compliance Number and IRB Approval Date must be provided.
When any Signature is entered, the corresponding Signature Date must be provided.

When Program Announcement Number is entered, the corresponding Program Announcement Title must be provided.

Appendix H

Data Elements with Standardized Values
Appendix H

Data Elements with Standardized Values
The following is a list of data elements that will have a defined, standardized list provided for selection:

Attachment Type

Valid Attachment Types and their descriptions. The following are valid attachment types:

· Approach

· Background

· Biographical Sketches/Resumes

· Deliverables

· Environment and Safety

· Facility Requirements

· Future Accomplishments

· Human/Animal Subjects

· Milestones

· National Environmental Policy Act (NEPA) Requirements

· Other

· Performance Measures/Expectations

· Publications

· Purpose

· Relationship to Other Projects

· Technical Progress

B&R Code
Previous and current valid B&R code combinations and their meanings. The B&R code consists of five components: Program, Sub-Program, Category, Task, and Sub-Task. This reference table shall be populated via direct interface from the Budget and Reporting Classification Codes (BARC) system.

Category of Research
Valid Categories of Research and their descriptions. The following are valid Categories of Research: 

· Applied

· Basic

· Development

Category of Work
Valid categories of work and their descriptions. The following are valid Categories of Work: 

· Research

· Development

· Demonstration

· Deployment

· Outreach

· Education

· Information Dissemination

· Other

Country
Valid Countries and their names. 

Merit Review Scale
Valid scoring scales that are available for rating a proposal or project that is undergoing a Merit Review. For each rating scale, the lowest scale position will always be zero, representing an absence of merit. The following are valid types of Merit Review scales: 

· 0 through 5

· 0 through 10

Merit Review Type
Valid types of Merit Reviews and their descriptions. The following are valid types of Merit Reviews: 

· Panel

· Individual

Organizations 
Valid Organization codes and their descriptions. This will include Lab, Site Office and Headquarters Codes

Organization Type

Valid Organization Types and their descriptions. The following are valid Organization Types:

· Lab

· Site Office

· Headquarters

Primary Research Area
Valid Primary Research Areas and their descriptions. Organizations will have to be surveyed to provide valid data for this table.

Proposal Actions 

Valid Proposal Actions and their names that can be applied to a proposal or project. 

Proposal Copy Reason
Valid Proposal Copy Reasons and descriptions. The following are valid copy reasons: 

· On-going Work

· Budget Call

· New Proposal Creation

· Multiple Submissions

· Merit Review

Proposal Status
Valid Proposal Status codes and their meanings. The following are valid proposal status:

· Draft – in progress 

· Draft – on hold 

· Submitted 

· Pending – waiting to process 

· Pending – waiting for available funds

· Pending – waiting for offline resolution of an issue

· Pending – waiting execution of instructions and comments

· Approved

· Declined – rejected with no review

· Declined – not going to consider for funding

· Declined – funds not available

· Budget Call Draft
· Budget Call Submitted 

Secondary Research Area
Valid Secondary Research Areas and descriptions. Organizations will have to be surveyed to provide valid data for this table.

State

Valid State codes and their names. 
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Authorized Users

Authorized users fall into three levels of involvement with the proposal. 

· The first level authorized user has direct responsibility for the proposal. 

· The second level authorized user is not directly responsible for the proposal but is responsible for first level users in their chain of authority. 

· The third level authorized user is responsible for the proposal only to the extent that the first and second level users have allowed them to be for viewing and editing.

1.   First Level Authorized Access

User access to view data and attachments is determined by a combination of

· who the user is, 

· the organization(s) the user is associated with, and 

· the process role(s) they perform in that organization.

For some roles the view access to data is determined by the organization that the user is performing that role for and the organization on the proposal. For the Principal Investigator and Program Manager at Headquarters roles the view access to the system data is determined by the organization that the user is performing that role for, the organization on the proposal, and whether their name is on the proposal as Principal Investigator (PI) and Program Manager (PM).

· The following presents the parameters for all roles except Administrative and Merit Reviewer. 

	Role
	at
	Organization Associated With
	Name is on the Proposal

	Lead PI
	
	√
	√

	Technical Reviewer
	
	√
	

	Budget Reviewer


	Lab
	√
	

	
	Site Office
	√
	

	
	HQ
	√
	

	Program/Project Manager


	Lab/Site Office
	√
	

	
	HQ
	√
	√

	Top Official


	Lab
	√
	

	
	Site Office
	√
	

	
	HQ
	√
	


· Administrative Role Data Access

Access to the system data by a user with an Administrative role is determined by the following.

· The user with an Administrative role is assigned in the system to an organization or specific PIs or specific PMs. 

· A user with an Administrative role for an organization can view proposals for the organization that the user is associated with. 

· A user with an Administrative role for specific PIs or PMs can view proposals that have the name of these PIs and PMs on them. 

· Merit Reviewer Role Data Access

Users with a Merit Reviewer role have view access only to the proposals that they are assigned to review. 

2.   Second Level Authorized Access

Users with process roles that have levels of responsibility beyond themselves (i.e., they have supervisory/oversight responsibility) also have view access to proposals that are in the organizations that fall under their responsibility. For example, the Top Official at Headquarters for the SC organization has view access to proposals for the organizations SC, SC70, SC72, SC73, SC74 and SC75.

3.   Third Level Authorized Access

Users who have First Level access to proposal data may assign their view rights to other users for specific proposals. Both the assignor and the assignee must have a role in ePME. 
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