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Appendix A- Project Schedule Gantt Chart
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Appendix B- As-Is Process Models

These As-Is process flow diagrams and their narrative activity descriptions illustrate the current formal process for managing R&D- related work at the National Laboratories.  The participants of the Module 1.1 BPR effort validated these processes, and are listed in Appendix F: BPR Participants and Organizations.

The process flows have been developed using “swim lanes”.  When used in process flow diagrams, “swim lanes” are a method of depicting responsibility for an activity within the organizational hierarchy.  The dashed horizontal lines that run across the diagram represent the “swim lanes”.  The name of the responsible organizational unit is identified on the left side of the page within the “swim lane”.

The process legend depicted below, identifies the process shapes and their meaning as used throughout the process flow diagrams in this document.  
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Figure 2- Prepare Field Budget Call (FBC) Process and Table 1- Prepare Field Budget Call Definitions, describe the activities performed in preparing for the annual FBC.  This process begins with the corporate budget office and moves vertically through the organizational levels, and horizontally through the processes that take place within the swim lanes, building the specific FBC guidance.
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Table 1:  Prepare Field Budget Call Definitions

	“Swim Lane”
	Process Name
	Definition

	CFO Corporate Budget Office
	CFO formulates FBC guidance for memo
	The activity of adding the budget direction received from current OMB Circular A-11, Appropriations Committee language to last year’s FBC.

	CFO Corporate Budget Office
	Request inputs to FBC
	The activity of composing a memorandum requesting supplemental budget planning guidance from all DOE PSOs, as well as DOE Secretarial direct report offices and other CFO staff.  This request also solicits management policy issues that should be addressed in submitted budgets.  In addition, it requests comments on format and other process improvements. 

	CFO Corporate Budget Office
	Develop FBC Guidance
	The activity of incorporating responses from DOE Secretarial direct report offices and other CFO staff into updated budget preparation guidance document.

	CFO Corporate Budget Office
	Input received
	The decision by the CFO budget office to obtain formal budget planning responses from individual PSO Budget Offices. If yes, the process proceeds to Incorporate inputs into CFO FBC memo. If no, the process returns to Distribute CFOs budget guidance request. 

	CFO Corporate Budget Office
	Incorporate inputs into CFO FBC Memo
	The integration of responses from individual PSO Budget Offices into updated corporate budget preparation guidance. The submissions are then reviewed for consistency with current general DOE and OMB policy. 

	CFO Corporate Budget Office
	Finalize FBC Guidance
	The activity following internal CFO staff review, to submit updated Field Budget Guidance Call to the MBE Director for signature.  Recognizing that the late guidance will be diminished in value and legitimacy, they must finalize the budget call so that field has sufficient time to meet expected deadlines.

	PSO Budget Office
	Distribute CFO's Budget Guidance Request
	The activity that requests inputs from PSO HQ staff for unique guidance to be included in the Department annual Field Budget Call.

	PSO Budget Office
	Develop Area Specific Guidance
	The activity that identifies corporate PSO-level budget planning requirements within the context of current PSO policy and priorities.  It also solicits program specific needs from DAS or Office Directors within a defined PSO context.

	PSO Budget Office
	Consolidate FBC Guidance Submitted
	The review of program specific budget planning direction from individual DASs or Office Directors for consistency and policy appropriateness.

	PSO Budget Office
	Submit Consolidated AD/OD Guidance to CFO Budget Office
	The activity that integrates PSO corporate policy direction along with individual program specific budget planning requirements for PSO approval and subsequent transmission to CFO Budget Office.

	PSO AD/OD or DAS
	Notify PSO PMs to Submit Guidance for FBC
	The activity that requests program specific budget planning considerations from individual Headquarters program/project managers within the context of prescribed guidelines as well as the DAS or Office Director goals and objectives.

	PSO AD/OD or DAS
	Consolidate FBC Guidance from PMs
	The review of program specific budget planning considerations submitted by individual Headquarters program/project managers, as well as identify DAS or Office Director level corporate needs.

	PSO AD/OD or DAS
	Submit FBC Guidance to PSO Budget Office
	The activity that forwards approved program specific budget planning considerations identified by individual Headquarters program/project managers as well as those included by DASs or Office Directors themselves.

	Program/Project Managers
	Submit FBC Guidance
	The activity that forwards for DAS or Office Director approval, identified program specific budget planning considerations.


* Annotates processes that are outside the scope of Module 1.1

Figure 3- Distribute Field Budget Call Process, and Table 2 – Distribute Field Budget Call Descriptions, illustrates how the FBC memo goes out simultaneously through the organization, with the opportunity for each management level to clarify and supplement the guidance as it flows down.
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Table 2: Distribute Field Budget Call Process Descriptions
	“Swim Lane”
	Process Name
	Definition

	All But Labs
	CFO Distributes the FBC Memo
	The activity of distributing the FBC Memorandum to the Departments headquarters staff and PSOs.  The memorandum may be distributed as a Universal Resource Locator (URL), or link, to the CFO’s home page, or it may go out as a file, or in hard copy.  The FBC Memo is not provided to the National Laboratories, except the Government Owned Government Operated (GOGO’s).

	PSO Budget Office
	Create & Distribute Supplemental Guidance
	The activity of developing and providing additional guidance to subordinate organizations to guide their response to the FBC. 

	PSO AD/OD or DAS
	Create & Distribute Supplemental Guidance
	The activity of developing and providing additional guidance to subordinate organizations to guide their response to the FBC.

	Program/Project Managers
	Create & Distribute Supplemental Guidance
	The activity of developing and providing additional guidance to subordinate organizations to guide their response to the FBC.

	Field Offices
	Create & Distribute Supplemental Guidance
	The activity of developing and providing additional guidance to subordinate organizations to guide their response to the FBC.

	Labs
	Development of Preliminary FBC Response
	The activity of the National Laboratories to prepare a draft response to the FBC Memorandum.  The Labs can anticipate the content of the FBC Memo based on their past experience and their relationships with the PMs, and prepare a draft response.

	Labs
	Review FBC Guidance
	The activity of the reviewing the specific guidance within the FBC Memorandum to identify what tasks will be affected in the Lab.


* Annotates processes that are outside the scope of Module 1.1

Figure 4- Respond to Field Budget Call and Table 3- Respond to Field Budget Call Descriptions, show how the response begins at the National Laboratories and flows up through the management chain.  Each management level performs its activities to smooth the response and meet the needs of its constituents.
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Table 3: Respond to Field Budget Call Process Descriptions
	“Swim Lane”
	Process Name
	Definition

	CFO Corporate Budget Office
	Receive Direct Response to FBC
	The activity that receives the Field Office’s, R&D Budget Summary submission for the FBC.  The budget summary is sent directly to the CFO Budget office and copied to the PSO’s Budget Office.

	CFO Corporate Budget Office
	Process FBC Response
	The activity of consolidating the Departments R&D Budget Summaries and preparing the information for inclusion with the Departments overall budget.

	PSO Budget Office
	Process Statement of Work
	The activity of reviewing the scope of work to ensure it fits within the current R&D guidelines and budget.  If it fits the guidelines it will be approved and sent to the PSO AD/OD, or DAS.

	PSO AD/OD or DAS
	Distribute Statement of Work Document
	The activity of reviewing and approving the proposed R&D Statement of Work.  Following this approval the Statement of Work is transmitted to the PSO PM for action. 

	PSO Program/Project Managers
	Receive Statement of Work and File
	The activity of receipt and review of the approved R&D Statements of Work for all the PM’s projects.  The total of these projects are the PM’s R&D portfolio.

	Field Offices
	Develop Official FBC Response
	The activity of creating an “official response” for the R&D portion of the FBC.  This is coordinated with the National Laboratories to ensure the appropriate language is included in the response.

	Field Offices
	Response Complete?
	The decision to reject the National Laboratories response if it did not included all the requested information on scope of work and budget summary. If yes, the process splits and proceeds to Submit Budget Summary and Submit Scope of Work.  If no, the process returns to the lab and the Develop Draft FBC Response. 

	Field Offices
	Submit Budget Summary
	The activity of stripping the budget information out of the laboratory submission for transmission to the CFO Corporate Budget Office.

	Field Offices
	Submit Scope of Work (I.e. FWP, ADS, TTP)
	The activity of stripping the R&D project scope of work information out of the laboratory submission for transmission to the PSO Budget Office.

	Lab
	Develop Draft FBC Response
	The activity of the laboratory preparing the draft scope of work and budget information on each R&D program/project performed for a particular PSO and submitting it to the Field Office for their transmission to management.


* Annotates processes that are outside the scope of Module 1.1

The Budget Formulation process flow outlines the annual budget cycle of the Department and how it impacts the various management levels.  The Figure 5- Budget Formulation Process is only shown to provide context for the As-Is process.  This process is out of scope for PME and will not be automated by PME, and is only shown to provide context for the As-Is process. 
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Figure 6- Budget Execution Phase 1 Process and Table 4- Budget Execution Phase 1 Process Descriptions, illustrates how the Department’s budget originates and is translated into the budget allocations for PSO projects.
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Table 4: Budget Execution - Phase 1 Process Descriptions

	“Swim Lane”
	Process Name
	Definition

	CFO Corporate Budget Office
	Begin Budget Execution. Distribute Energy and Water Development (EWD) and Interior Conference Reports 
	The activity of initiating a “Call” for the initial Approved Funding Program (AFP) including guidance and due dates.  Also copying and distributing the House, Senate and Conference Committees reports.

	PSO Budget Office
	Develop Execution Plan based on House and Senate Reports (July BY-1)
	The activity of analyzing and reviewing the House and Senate reports, highlighting differences from President’s Request, restrictive language, Congressional add-ons and direction, etc.   This activity also provides program controls and high-level guidance to the AD/OD.

	PSO Budget Office
	Distribute EWD and Interior Conference Reports 
	The activity of copying and distributing the House, Senate and Conference Committees reports.

	PSO AD/OD or DAS
	Distribute EWD and Interior Conference Reports 
	The activity of copying and distributing the House, Senate and Conference Committees reports.

	PSO Program/Project Managers
	Distribute EWD and Interior Conference Reports 
	The activity of copying and distributing the House, Senate and Conference Committees reports.

	PSO Budget Office
	Initial Allocation of Program Funds
	The activity of utilizing input from program managers, AD/ODs; input detailed allocations of funding distributions into Funds Distribution System (FDS).

	PSO AD/OD or DAS
	Initial Allocation of Program Funds
	The activity of utilizing input from program managers, prepare detailed allocations of funding distributions via various spreadsheets and software.

	PSO Program/Project Managers
	Initial Allocation of Program Funds
	The activity of preparing detailed allocations of funding distributions.

	PSO AD/OD or DAS
	Allocate PSO Project Managers (Budget Authority)
	The activity of using guidance from the PSO budget office, to allocate resources to individual divisions and program managers, with additional guidance as necessary.

	PSO AD/OD or DAS
	Analyze Budget and Allocate Among Individual Projects
	The activity of allocating resources at detailed project level within constraints of funding availability, Congressional direction, etc.

	PSO Program/Project Managers
	Analyze Budget and Allocate Among Individual Projects
	The activity of allocating resources at detailed project level within constraints of funding availability, Congressional direction, etc.


* Annotates processes that are outside the scope of Module 1.1

Figure 7- Budget Execution Phase 2 Work Authorization and Table 5 - Budget Execution Phase 2 Work Authorization Descriptions, illustrates how scope of work and funding changes are processed through the management layers to the National Laboratories for execution year expenditures.
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Table 5: Budget Execution - Phase 2 Work Authorization Process

	“Swim Lane”
	Process Name
	Definition

	PSO Budget Office
	Prepare WAS (Alt Flow)
	The activity of taking the PSO AD/OD input, consolidating all approved work into summary level data and preparing a WAS.

	PSO Budget Office
	Prepare Explanation of Change (Alt. Flow)
	The activity of taking the PSO AD/OD input, consolidating all approved work into summary level data and preparing an EOC.

	PSO Budget Office
	Check Was Submission for Necessary Information
	The activity of reviewing the data/information contained on PSO Budget office prepared WAS.

	PSO Budget Office
	Transmit Approved WAS
	The activity of transmitting the approved WAS to field office with programmatic guidance.

	PSO AD/OD or DAS
	Approval?
	The decision to approve the program managers request for additional work/funding and transmitting it to the PSO budget office. If yes, the process splits and proceeds to Prepare for Explanation of Change (EOC) and Transmittal Document for Authorization (WAS).  If no, the process proceeds to Identify Impact on Lab.  

	PSO Program/Project Managers
	Request Information on Project to Support Funding Decisions
	The activity of requesting additional information, as necessary, from the laboratory to support request for additional funds.

	PSO Program/Project Managers
	Analyze Budget and Allocate Among Individual Projects
	The continuing activity to review field requests for additional funds and allocate remaining resources based on priority, peer review, etc.

	PSO Program/Project Managers
	Submit Approved Funding Program - Work Authorization and Explanation of Change
	The activity of submitting funding requests, based on the allocation of funds; to the PSO budget office with explanation and justification for additional funds.

	PSO Program/Project Managers
	Transmittal Document for Authorizations) - WAS
	The activity of providing the PSO budget office with narrative documentation required for preparation of WAS and EOC.

	PSO Program/Project Managers
	File and Store Approved WAS
	The activity of storing the signed and approved WAS in the PSO’s office.

	Field Offices
	File and Store Approved WAS
	The activity of storing the signed and approved WAS in the Field Office.

	Field Offices
	Distribute Approved WAS
	The activity of transmitting the signed and approved WAS to the Laboratory.

	Field Offices
	Perform Contract Modification
	The activity of modifying contracts as necessary to accommodate changes to the scope of work.

	Lab
	Submit Project Information to PSO Project Managers
	The activity of providing requested information to the PSO PM’s to support funding decisions.

	Lab
	Provided Needed Information
	The activity of responding to information requests from the PSO PM’s.

	Lab
	Identify Impact at Lab
	The activity of estimating the impact a specific decision or scenario will have on the ongoing R&D tasks/projects.

	Lab
	Transmit Copy of WAS
	The activity of transmitting the fully signed and approved, acceptance of work, WAS to the Field Office. 

	Lab
	Receive Approval and Signed WAS
	The activity of storing the signed and approved WAS at the Laboratory

	Lab
	Perform Work
	The activity of executing the contracted scope of work tasks.


* Annotates processes that are outside the scope of Module 1.1 

Figure 8- Budget Execution Phase 2 Process and Table 6- Budget Execution Phase 2 Process Descriptions,  show how the budget is analyzed and translated through the management layers into an approved AFP used to distribute funds to projects the National Laboratories execute.
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Table 6: Budget Execution - Phase 2 Approved Funding Plan Process Descriptions

	“Swim Lane”
	Process Name
	Definition

	CFO Corporate Budget Office
	Process AFP Submission Using CFO System
	The activity of processing AFP and field allotments consistent with PSO budget office input to the Financial Data Systems (FDS).

	CFO Corporate Budget Office
	 Funds expended in accordance with Budget as appropriated?
	The decision to review requests for funding changes against DOE, OMB, Congressional guidance for consistency with guidelines and regulations. If yes, the process proceeds to Transmit approval AFP. If no, the process proceeds to Justify expenditure of funds FWP + work auth. 

	CFO Corporate Budget Office
	Analyze Resubmission
	The activity of reviewing the revised requests for funding changes against DOE, OMB, Congressional guidance for consistency with guidelines and regulations. 

	CFO Corporate Budget Office
	Accept Resubmission?
	The decision to approve the request after completion of the resubmission review. If yes, the process proceeds to Transmit approved AFP. If no, the process goes to End process.

	CFO Corporate Budget Office
	Transmit Approved AFP
	The activity of sending the approved AFP to field.

	PSO Budget Office
	Prepare and Submit AFP (Alt. Flow)
	The activity of preparing and submitting the AFP, based on PSO AD/OD input, to FDS.

	PSO Budget Office
	Prepare Explanation of Change (Alt. Flow)
	The activity of consolidating all approved work into summary level data, based on PSO AD/OD input, and preparing the EOC.

	PSO Budget Office
	Process AFP Submission Using CFO System
	The activity of inputting the detailed funding data into FDS.

	PSO Budget Office
	Check AFP Submission for Necessary Information
	The activity of verifying the accuracy of keyed input.

	PSO Budget Office
	Justify Expenditure of Funds FWP and Work Authorizations
	The activity of preparing the EOC and WAS.

	PSO AD/OD or DAS
	Approved?
	The decision by the AD/OD or DAS to review and approve the AFP EOC prior to submission to PSO budget personnel. If yes, the process proceeds to Submit information to PSO Budget Office. If no, the process goes to Identify impact on Lab.  

	PSO AD/OD or DAS
	Submit Information to PSO Budget Office
	The activity of submitting, upon approval, requests with justifications to the PSO budget office.

	PSO Program/Project Managers
	Request Information on Project to Support Funding Decisions
	The activity of requesting, as necessary, additional information from laboratory to support request for funds.

	PSO Program/Project Managers
	Analyze Budget and Allocate Among Individual Projects
	The continuing activity of reviewing field requests for additional funds and allocating remaining resources based on priority, peer review, etc.

	PSO Program/Project Managers
	Submit Approved Funding Program AFP and Explanation of Change
	The activity of submitting funding requests, based on the allocation of funds, to the PSO budget office with explanation and justification for additional funds.

	Field Office
	Distribute Funds by Project (DOE Order 412.1) Work Authorization
	The activity of providing funding to the National Laboratories for task/project execution.

	Field Office
	Perform Contract Modification
	The activity of modifying contracts as necessary to accommodate changes to the scope of work.

	Lab
	Submit Project Information to PSO Project Managers
	The activity of providing requested information to the PSO PM’s to support funding decisions.

	Lab
	Provide Needed Information
	The activity of responding to information requests from the PSO PM’s.

	Lab
	Identify Impact at Lab
	The activity of estimating the impact a specific decision or scenario will have on the ongoing R&D tasks/projects.

	Lab
	Perform Work (Expend Funds)
	The activity of executing the contracted scope of work tasks.


* Annotates processes that are outside the scope of Module 1.1

Appendix C- To Be Process Models

1.1 To-Be Process Models 

Figure 9- Lab Acceptance Update / Approval Process, and the process flow descriptions depicted in Table 7 , below outlines the new To-Be process developed for change or update request submissions from the National Laboratories.  The activities depicted in the National Laboratory “swim lane” may be performed outside of the PME system by proprietary systems.  However, submission of information to the Department must occur through PME.  This flow also depicts the Department’s formal management process for approving change requests.  
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Table 7:  Lab Information Update / Approval Process Descriptions

	“Swim Lane”
	Process Name
	Definition

	Lab
	Start Process
	This activity starts the Lab Information/Update Approval process.

	Lab
	Off-Page Connector “A”
	Identifies guidance produced as a result of the Government Analysis and Information Update process or contingency planning.

	Lab
	On-Page Connector “B”


	Identifies the start of the Lab Information/Update Process as a result of new guidance being generated, information changing, or non-approval of an action or change.

	Any “Swim Lane” 
	Off-Page Connector “D”


	Identifies the connection to the Work Acceptance Process flow.

	Lab
	Review Project Guidance
	The activity of the Lab’s Point of Contact (POC), or designee, to depict what or how project information must be updated.

	Lab
	Review Project Information
	The activity of thoroughly reviewing the current project information and guidance provided.

	Lab
	Information Changed?
	The decision to update project information.  If yes, the process proceeds to Update Project Information.  If no, the process returns to Review Project Guidance.  

	Lab
	Update Project Information (EOC)
	The activity of updating information about the project and providing an Explanation of Change (EOC).  Only authorized individuals may modify information related to the project.

	Lab
	Lab Review Required?
	The decision to perform a Lab review of changes to the project information.  If yes, the process proceeds to Perform Lab Review.  If no, the process moves to Update and Notify of Change.  Note: Business rules and the Lab project POC will determine if an internal Lab review is required for a change.

	Lab
	Perform Lab Review
	The activity of reviewing changes to project information for overall Lab compliance prior to general release of the information to DOE.  The release of the information will be controlled by the designated individual at the Lab.

	Lab
	Release Approved?
	The decision by the Lab to release changes to the project information.  If yes, the process proceeds to Update Record/File activity.  If no, the process returns to Review Project Guidance, through the On-Page Connector “B.”

	All “Swim lanes”
	Update Record/File
	The activity of updating project information with data changes or the results of specific decisions.

	Lab
	Update and Notify of Change
	The activity of updating project information with the data changes or the results of specific decisions.  This activity comes from the “no” decision at Lab Review Required?  Notification is provided to interested parties in accordance with established business rule requirements.

	Lab 
	End Process
	This activity ends the Lab Information Update/ Approval process.

	Field Sites
	Perform Field Office Review
	The activity of reviewing changes to project information to determine if they are in-scope, in budget, and within contract specifications.  Note that this activity is preceded by the Release Approved, activity from the Lab.

	Field Sites
	Update Approved?
	The decision to approve proposed changes from the Lab by the Field Office.  Approval is based on the changes being in-scope, in budget, and within the contract specifications.  If yes, the process proceeds to Update Record/File activity.   If no, the process proceeds to Generate Guidance.

	Field Sites
	Generate Guidance 
	The activity of providing official parameters related to the update of project information. 

	PSO PM
	Perform Project/ Program Manager Review
	The activity of reviewing changes to project information to determine if they are in-scope, in budget, and meet the Department’s strategic needs.

	PSO PM
	Update Approved?
	The decision to approve the project information update by the PSO Project/Program Manager based on the changes being in-scope, in budget, and meeting the Department’s strategic needs.  If yes, and it requires authorization, the process proceeds to the Update Record/File activity.   If no, the process proceeds to Generate Guidance.

	AD/OD/DAS
	Perform AD/OD DAS Review
	The activity of reviewing changes to project information to determine if they are in-scope, in budget, and within tract specifications.  This is the final review, and generally supports the decisions of the previous reviewers.

	AD/OD/DAS
	Authorize Work (WAS)?
	The decision to authorize work by the AD/OD DAS based on the changes being in-scope, in budget, and meeting the Department’s strategic needs.  If yes, the process proceeds to the Update Record/File.   If no, the process proceeds to Generate Guidance.

	AD/OD DAS
	Is AFP Required?
	The decision by the AD/OD DAS to determine if the changes warrant the revision to, or requests an AFP.  If yes, the process proceeds to the Update Record/File activity.   If no, the process proceeds to Off-Page Connector “D” linking to the Work Acceptance Process Flow.

	AD/OD DAS
	Request/Revise AFP
	The activity to request a new AFP or revise an existing AFP based on changes to the project information.  This includes the activity of the AD/OD or DAS formally requesting the PSO Budget Officer to generate an approved funding plan (AFP) including amount authorized for change.   

	PSO Budget Office 
	*Generate AFP
	This activity represents the PSO HQ Budget Officers use of the CFO provided AFP information system. The activity officially requests a change to the funds available for the project for distribution / allocation to the field office / operations office to disperse to the laboratory.  

	PSO Budget Office 
	*Modify AFP
	This activity represents the PSO HQ Budget Officers use of the CFO provided AFP information system to formally submit the requested funding change.  

	CFO Corporate Budget Office 
	*Review AFP
	This activity represents the CFO Corporate Budget Officers review of the requested funding change for funds availability in the corporate financial system.  

	CFO Corporate Budget Office 
	*Approve AFP
	This activity represents the CFO Corporate Budget Officers approval of the formally submitted funding change.

	Field Site
	*Allocate Funds 
	This activity represents the allocation of approved funding changes related to the project.    


* Annotates processes that are outside the scope of Module 1.1

Figure 10- Work Acceptance Process Flow, and Table 8- Work Acceptance Process Descriptions, below, outline the new To-Be process developed to ensure the Government contractual requirements are met prior to allowing the National Laboratory to begin or change scope related to a project.  This flow also depicts the process for the National Laboratories formal acceptance of work.  
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INSERT PROCESS MODEL AND DESCRIPTIONS HERE
Table 8: Work Acceptance Process Descriptions

	“Swim Lane”
	Process Name
	Definition

	Field Office
	Off-Page Connector “D”
	This off-page connector comes from the Lab Information Update and Approval Process and flows out of the decision to Authorize Work.  It initiates this sub-process to start work acceptance at the Field Site.

	Field Office
	Field Office Approval of Work?
	The decision by the Field Office to approve/accept the work based on the availability of AFP dollars, scope authorization, and contract modification/ specifications.  If yes, the process proceeds simultaneously to the Modify Contract, Approve Work Authorization and Certify Funding Available activities.   If no, the Field Office rejection is recorded in the Update Record/File activity.

	Lab
	Work Accepted?
	The decision by the Lab to accept the work and all the identified changes.  If yes, the process proceeds to Start Work.   If no, the process continues to the “A” Off-page connector which links to the Lab Information Update/ Approval process.  

	Lab
	Start Work
	This activity signifies the agreement between the Field Office and the Lab to accept the project changes.

	Field Office
	Off-page Connector “A”
	This activity identifies that guidance was produces as a result of an action and is ready for review.  The off-page connector links the process to the Lab Information Update / Approval Process Flow.  

	Field Office
	A) Modify Contract (if necessary)
	The process of checking the defined business rules to see if a contract modification is necessary

	Field Office
	B) Approve Work Authorization (if necessary)
	The process of checking the defined business rules to see if an approve work authorization is necessary 

	Field Office
	C) Certify Funding Available (if necessary)
	The process of checking the defined business rules to see if a funding certification is necessary

	Field Office
	Activities (A, B, C) Complete?
	The process of checking if all required activities are complete, based on the defined business rules prior to the lab acceptance of work


* Annotates processes that are outside the scope of Module 1.1

Figure 11- Government Analysis and Information Update Process, and Table 9- Government Analysis and Information Update Process Descriptions below, outline a recommended future addition to the To-Be process.  Requirements and further analysis should be completed with stakeholders to enable individual user analysis and provide users with the ability to formally document communications related to the projects.  
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Table 9:  Government Analysis and Information Update Process

	“Swim Lane”
	Process Name
	Definition

	Any Government “Swim Lane”
	Start Update Process
	This activity starts the Government Analysis and Information Update process.

*Note- this process can occur at any Federal Government swim lane level.  

	Any Government “Swim Lane”
	Off-Page Connector “A”
	This activity identifies that guidance was produced as a result of contingency planning, Government analysis or information update process and is ready for review. The “A” Off-page connector links the user back to the Lab Information Update / Approval Process. 

	Any Government “Swim Lane”
	Perform Portfolio Analysis
	The activity of analyzing a collection of projects together creating a portfolio.  Analysis may include data compilations, calculations, spreadsheets, etc.  

	Any Government “Swim Lane”
	Information Update Occur? 
	The decision to update personal portfolio information.  If yes, the process proceeds to Update User Specific Portfolio Information.  If no, End Process.  

	Any Government “Swim Lane”
	Update User Specific Portfolio Information
	The activity of updating the system with individual portfolio information that can be accessed by the specific individual at a later point in time.  This activity allows managers to update notes and information about the project(s) in his/her portfolio.  The information available in the portfolio is only accessible by the individual user.  

	Any Government “Swim Lane”
	Communication Necessary? 
	The decision to convey a message about the availability of portfolio information. As information about the project is communicated, it becomes part of the official record.  If yes, the process proceeds to Create Portfolio Analysis Communications.  If no, the process proceeds to the Set User Specific Portfolio Analysis Expiration activity.  

	Any Government “Swim Lane”
	Set User Specific Portfolio Analysis Expiration
	If a decision is made not to communicate the portfolio analysis information the individual portfolio user updating the record must set a date in which the portfolio analysis information expires.   

	Any Government “Swim Lane” 
	Create Portfolio Analysis Communications
	Once user specific portfolio information is updated, this activity provides the individual user with the capability to establish communications about the portfolio.  This activity prepares the announcement about the available portfolio analysis.       

	Any Government “Swim Lane”
	Lab Communication Needed? 
	The decision to communicate specific information to the Lab regarding particular projects and portfolios.  If yes, the process proceeds to Generate Project Guidance activity.  If no, the process proceeds to Send Portfolio Analysis Communication activity.  

	Any Government “Swim Lane” 
	Generate Project Guidance
	The activity of providing official direction or parameters related to the update of project information to the appropriate individuals within Government.

	Any Government “Swim Lane”
	Send Portfolio Analysis Communication
	The activity of conveying official project and portfolio analysis information to the appropriate individuals within the Government.    

	Any Government “Swim Lane”
	Review Communication of Portfolio Analysis
	The activity of examining communication and related information about a particular portfolio.  This activity occurs between Federal Government staffs.  

	Any Government “Swim Lane” 
	End Process
	This activity ends the Government Analysis and Information Update process.


* Annotates processes that are outside the scope of Module 1.1

Figure 12- Assignment / Update of Roles Process and Table 10- Assignment / Update of Roles Process Descriptions, outline the new To-Be process developed to assign a role to an individual user for a specific project.  This process is necessary to gain original access to projects or to reassign access within the system. 
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Table 10: Assignment / Update of Roles Process Description

	“Swim Lane”
	Process Name
	Definition

	Any “Swim Lane”
	Start Process
	This activity starts the Assignment /Update of Roles process.

	Any “Swim Lane”
	Review Management Guidance/

Communications
	This activity is the role management function of reviewing available guidance / communication requests to add or update a project users role on a project. 

	Any “Swim Lane”
	Analyze Project Resource Needs
	The parallel activity of identifying personnel requirements for a given project.

	Any “Swim Lane”
	Analyze Staff Resources
	The parallel activity of comparing the available staff resources with a specific project’s requirements.

	Any “Swim Lane”
	Assign User to Project
	The activity of associating a user with a project.

	Any “Swim Lane”
	Assign User Project Role(s)
	The activity of assigning one or more roles to a specific project team member.

	Any “Swim Lane”
	Review User Performance
	The activity of reviewing the contribution of a user in their assigned role(s) to a project.

	Any “Swim Lane”
	Is Change Required?
	The decision to modify the assignment and/or role(s) of a user in a project.  If yes, the process proceeds to Generate Change Guidance activity.  If no, the process proceeds to the End Process activity.

	Any “Swim Lane”
	Generate Change Guidance
	The activity of providing guidance or direction to change user role(s) or project assignments.

	Any “Swim Lane”
	End Process
	The conclusion of the Assignment / Update of Roles process.


* Annotates processes that are outside the scope of Module 1.1

Figure 13- Process and System Configuration Management Process and Table 11- Process and System Configuration Management Process Descriptions, outline the new To-Be process developed to facilitate review and approval of change recommendations to the process or to the system once PME has been developed.  
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Table 11: Process and System Configuration Management Process Definition

	“Swim Lane”
	Process Name
	Definition

	Any “Swim Lane”
	Start Process
	This activity starts the Process and System Configuration Management process dealing with process and system change recommendations.

	Any “Swim Lane”
	Identify Management Process/System Shortfall
	The activity of identifying a shortfall, or defect, in the Portfolio Management Environment (PME) management system, or the supporting information system. 

	Any “Swim Lane”
	Propose Alternative Solution
	The activity of proposing a solution to the identified shortfall.  Note:  A form or standard template will be provided to make these recommendations.

	Any “Swim Lane”
	Submit Change Request
	The activity of submitting the form or template for review through the Configuration Management (CM) process.  

	Any “Swim Lane”
	Analyze Requested Change
	The CM process of reviewing and analyzing the recommendation for process or systems changes/improvements.  This activity ensures that the request is valid and meets CM guidelines.

	Any “Swim Lane”
	Identify Process and System Impact
	The CM process of identifying the specific process and/or system impacts of the proposed process improvement or systems change.  This activity will provide an assessment of the magnitude of change being requested.

	Any “Swim Lane”
	Forward to CCB?
	The decision to forward the request to the Change Control Board (CCB) for consideration.  If yes, the process proceeds to Provide Response to Submitter.  If no, the process proceeds to Provide Response to Submitter.  Note: Following the decision to forward the request or reject the request, the submitter must be notified of the decision.

	Any “Swim Lane”
	Provide Response to Submitter
	The activity of notifying the change request submitter of the disposition of their change request recommendation.

	Any “Swim Lane”
	Finalize/Revise Recommendation
	The activity of the CM function to clarify and finalize the wording of the change request to ensure it fits the CCB format.

	Any “Swim Lane”
	Seek Approval from

Change Control Board
	The activity of presenting the change request to the CCB and requesting approval of the change.

	Any “Swim Lane”
	Change Approved?
	The decision to approve or reject the change request by the CCB.  If yes, the process proceeds to the Document Approval of Change activity.  If no, the process proceeds to Reconsider Change activity.  

	Any “Swim Lane”
	Implement Change
	The activity to implement the change approved by the CCB.  This high-level activity involves the planning and sequencing of the change request in the overall PME effort.

	Any “Swim Lane”
	Reconsider Change?
	The decision by the CCB to reconsider the rejection of the proposed change request if appropriate modifications are made to the change request.  If yes, the process proceeds to Provide Feedback and Guidance activity.  If no, the process proceeds to End Process activity.

	Any “Swim Lane”
	Provide Feedback and Guidance
	The activity of providing the CCB’s feedback on the proposed change.  This guidance provides the basis for modifying the request for resubmission to the CCB. 

	Any “Swim Lane”
	Notify Submitter and Gather Input
	The activity of notifying the submitter of the CCB’s decision, gathering additional input, and modifying the change request.  The process then proceeds to Finalize / Revise Recommendation activity. 

	Any “Swim Lane”
	Document Approval of Change
	This activity formally captures the change request as approved and schedules the change for the prioritization / sequencing process.

	Any “Swim Lane”
	End Process
	This activity ends the Process and Systems Configuration Management process.  


* Annotates processes that are outside the scope of Module 1.1

Appendix D- To-Be Process Scenarios

Scenarios - Using The To-Be Process

The PME team developed a number of scenarios to help potential users understand how information will be used in the To-Be process and in the supporting the Internet-based system that will be developed.  The scenarios are written in narrative format with the exception of two that were originally part of the Module 1.1 process flow diagrams.  After further review the team of SMEs decided that these two process flow diagrams were more accurately types of scenarios identifying how Module 1.1 information would be used rather than a process for receiving, maintaining, or analyzing core information for the process.

Background and System Roles

In today’s As-Is process the National Laboratories use two separate processes to support execution year and out-year formulation activities.  Government managers and researchers currently may request changes in scope to an R&D project at any point.  However, the process can take 30 to 90 days to complete, even without objections to the request.  The significant time-delay faced in processing scope change requests along with the separation between budget execution and formulation activities force the creation of disparate informal processes that are redundant and inefficient. 

The Module 1.1 BPR activity developed a new process that would combine execution year activity information and formulation of out-year activities into a single process using an automated distributed information system.  The benefit of this continuous process is that it unifies and simplifies planning process by eliminating artificial barriers.

The To-Be process is based on a series of decision points or “gates” that give control to each individual, site or organization to review and provide interim approval to a request before the request is “sent on” to the next level for review.  Interim approvals ultimately lead to a review by the fiscally responsible individual sponsoring the project who must authorize the request.  

System Roles:

The system users will be assigned one or more of the following roles for each program/project in which they contribute.  The roles will support existing positions while providing flexibility to maximize the knowledge, skills, and abilities of individuals.  For example, any person throughout the Department may play a Reviewer or View Only role on any ongoing R&D project conducted at one of the National Laboratories regardless of their geographic location or title.  Seven roles have been identified as follows:

· Project Sponsor – The individual with ultimate fiscal responsibility for the government.  Project Sponsors may establish the basic workflow management process and assign as many or as few editors as necessary to protect the government’s interests and provide oversight to the program/project.  Normally a Project Sponsor will be a DAS or an AD/OD but can be field personnel if the project is funded from the field site.

· Editor – Individuals with interim approval authority.  Normally program managers and finance/budget personnel that possess the authority to prevent a request from passing their “gate”.  A person in this role can produce guidance to the National Laboratory contractor to modify the scope change request.  These individuals can assign roles including Reviewer and View Only.

· Reviewer – Individuals who can review and provide formal comment on a request but cannot approve or reject it.  

· View Only – Individuals with View Only rights have the ability to see individual program/project information assigned to them but do not have the authority to approve/reject or to provide formal comment.  They may however print reports and query the system.

· Laboratory Submitter – An individual with the responsibility to manage the development of the request and accept work on behalf of the laboratory.  The Laboratory Submitter will normally be a representative of the laboratory budget or procurement offices but may be anyone that the laboratory management assigns the responsibility to.  The Laboratory Submitter may assign Author, Reviewer and View Only roles to individuals.

· Author – An individual with Author rights is the only person that may update information contained in the execution year scope change or out-year information update request.  Since the request, prior to government authorization, represents the desire of the Laboratory, the Laboratory Submitter is the only person that may assign the Author role to a system user.  Normally the Author will be the laboratory principle investigator (PI) or their designee.

· System Administrator – An individual with rights to establish new users within the PME system and provide local support and training to users.  One or more of these individuals will be trained at each location that PME is deployed.  

A workflow management process can be customized for each individual program/project to include any number of interim approvals as necessary to accommodate headquarters personnel, field site (i.e. operations offices, regional offices, field sites, etc.) in program management, procurement, finance/budget or other offices provided the individuals are recognized users in the system.  
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There will be a document control regime in place that ensures that only officially approved information is available at all levels.  This ensures that draft information becomes available at appropriate stages along the approval process.  When new information is approved, the old records move into an information archive.  As depicted in Figure 14: Information Availability Diagram, when a project update is underway, the following steps are performed:

1. The historical approved project document Authorized/Approved Rev 0 information remains accessible to all system users in the archive.  Authorized/Approved Rev 0 is maintained as the approved project baseline.

2. Authorized/Approved Rev 1 represents the currently approved project scope of work documentation and is publicly available along with the Authorized/Approved Rev 0 project archive information 

3. When a change in project scope becomes necessary, a copy of the Authorized/Approved Rev 1 information becomes the baseline for the update record, considered Draft Rev 2.  The Authorized/Approved Rev 1 project information is accessible publicly, while the Draft Rev 2 project information is available for modification and management approval/authorization activities. 

4. When the Draft Rev 2 project document information is approved, it becomes Authorized/Approved Rev 2 project document information.  The Authorized/Approved Rev 2 project document information replaces the Authorized/Approved Rev 1 project information in the information repository as the newly authorized “updated” record.

5. At this time the Authorized/Approved Rev 1 project information moves into the archive, along with Authorized/Approved Rev 0, where it is available for historical management analysis.  

Scenario Participants:

· Project Sponsor – Office of Science, Basic Energy Research, Administrative Director / Office Director 

· Editors - Headquarters Program Manager (HQ PM); Chicago Operations Program Manager (CH PM) 

· Author – Brookhaven Laboratory PI 

· Laboratory Submitter – Authorized laboratory budget person with authority to submit proposals and accept work on behalf of the laboratory 

NOTE:  The following five scenarios are completely fictitious.  These examples are intended to assist potential system users in understanding how the process and automated system will support R&D oversight activities at the National Laboratories.

Scenario #1 - Laboratory initiated project information scope change request within execution year

Scenario Background – This is a relatively small dollar figure, headquarters sponsored basic research project that has been underway for five years in search of new ways to increase the power of batteries without increasing their weight or size.  The project is sponsored out of the Office of Science (SC) within the Basic Energy Research (BER) Division.  The Administrative Director / Office Director (AD/OD) of BER in this case is the Project Sponsor and has assigned Editor roles (i.e. interim approval authority) to a headquarters program manager (HQ PM) within her office, and to a field program manager at Chicago Operations (CH PM).  A very experienced Principle Investigator (PI) is the project Author conducting the efforts at the Brookhaven Laboratory.  The Brookhaven authorized budget official is acting in the Laboratory Submitter role.

A new discovery from the research team could lead to significant progress for the project.  The PI believes that by adding an additional task to the contract to explore the possibilities of the new discovery and determine the likelihood that this new direction will help the team reach the established project goal sooner than expected.  The addition of this new task nearly doubles the current cost of the project in the current year budget.

Formal Process Scenario- 

Step #1 – The Brookhaven PI enters the PME system and reviews current project information, identifying sections that need to be changed to add the new task.

Step #2 – The PI selects a system option providing the functionality to create an update to an existing project.

Step #3 – The PI delegates Author rights to this project to a research assistant and a budget person to input task details and ensure all compliance issues are addressed in the scope change request.

Step #4 – The PI notifies the Brookhaven Laboratory Submitter informing that a scope change request is under way.

Step #5 – Upon completion of the scope change request, the Brookhaven Laboratory Submitter reviews and formally approves or rejects the request to ensure the information correctly represents the laboratory’s interests.  Once the Brookhaven Laboratory Submitter approval is obtained they submit the request to the government for the pre-determined first interim approval review by the CH PM.

Step #6 – The PME system notifies the CH PM about the availability of the request from the Brookhaven Laboratory Submitter.

Step #7 – The CH PM reviews and formally approves or rejects the request by checking the Approval box.  In reviewing the request the CH PM has the option to assign Reviewer and View Only roles to solicit input.  If the request is denied, the CH PM, or their designee, submits specific project guidance to instruct the project Author at the laboratory how to modify the request so that it meets the criteria for interim approval. 

Step #8 – Upon completion of the CH PM review, the HQ PM receives notification that a project scope change request is waiting for their review and approval or rejection decision.  

Step #9 – The HQ PM reviews and formally approves or rejects the request.  In reviewing the request the HQ PM has the option to assign Reviewer and View Only roles to solicit their input.  If the HQ PM denies the request, a designee submits specific project guidance to PME to instruct the project Author at the National Laboratory how to modify the request so that it meets the criteria for interim approval. 

Step #10 – Upon completion of the HQ PM review, the HQ Project Sponsor (in this case the SC BER AD/OD) receives notice that a project scope change request is waiting for final authorization.

Step #11 – The SC BER AD/OD reviews and authorizes or rejects the request.  If the request is denied, the AD/OD, or their designee, submits specific project guidance to instruct the project Author at the laboratory how to modify the request so that it meets the criteria for final authorization. 

Step #12 – Once the AD/OD authorizes the scope change request she, or her designee, must make a decision to determine if an AFP change is required.  If so, the AD/OD, or their designee, composes the AFP change instructions/request within the PME system.  Next, the designated PSO budget support staff person enters the request into the CFO AFP system.  This flags the project as awaiting AFP action by the CFO.

If an AFP change is determined to be unnecessary, the PME system indicates that no AFP change is necessary and that the field office manager final contractual review need not wait for an AFP from HQ.

Step #13 – Once the project scope change request is complete, the CH PM conducts the final contractual review to ensure that the scope change is properly authorized, that any necessary AFP documentation is processed and funds are available. He completes any necessary contract modifications before certifying work start may begin.

Step #14 – Once the CH PM approves work start, the Laboratory Submitter at Brookhaven is notified that all necessary scope change documentation has been completed by the government. The researchers may begin work once the Laboratory Submitter accepts the final provisions on behalf of the Laboratory.

Step #15 – Once the Laboratory Submitter accepts the new work the newly authorized project scope change request replaces the prior authorized project scope.  (See Figure 14: Information Availability Diagram for additional detail) The newly authorized project scope becomes publicly available information in the PME system. The prior authorized scope will be available for future analysis in the historical archive of the PME system.

The To-Be process flows depicted in Figure 15-Lab Information Update /Approval Process – Scenario #1 and Figure 16 -Work Acceptance Process – Scenario #1 below, highlight the new process activity steps that would occur in the Scenario described above.  The highlight on the process flow depicts the path the scenario would take given the new To-Be process flow outlined in this document.
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Scenario #2 - HQ initiated project information scope change request within out-year

Scenario Background – This scenario illustrates how the process handles an update of out-year budget formulation information.  This is equivalent to the use of Field Work Proposals (FWPs), Activity Data Sheets (ADSs) and Technical Task Plans (TTPs) prepared in response to the Field Budget Call (FBC), also called the UNICALL.

The BER program has been informed that in two years their budget will be decreased by five percent as compared to its current funding level.  To tighten the belt the BER AD/OD in consultation with the program managers, SC budget/finance personnel and the CFO and the Secretary’s offices developed a contingency plan
. This plan identifies that the best way to reduce the overall program budget by 5 percent in two years is to move project tasks into additional out-years for the Brookhaven battery storage project, effectively reducing the projects funds by 50 percent.  

Using the Contingency Planning – Change in Funding and Guidance and the PME Analysis & Communications process flows (see Figures 19 and 20) the BER program manager would develop formal guidance to be carried out by the National Laboratory project Author.  This action will begin the activity steps presented in the Laboratory Acceptance/Update Approval process flow  (see Figure 21).

Formal Process Scenario –

Step #1 – Using the PME system the BER HQ PM submits formal project guidance to the Brookhaven project Author. The guidance reflects the instructions, agreed to in the development of the HQ contingency plan. In this scenario the instructions are to spread the projects tasks out over two years to reduce the per-year project costs by 50 percent in a given year.

Step #2 – Upon receiving notification, the Brookhaven PI enters the PME system and reviews the new guidance provided from HQ and begins a review of the current project information, identifying sections that need to be changed to create a new scope change request that meets the expectation of the government.

Step #3 – The PI selects a system option providing the functionality to create an update to an existing project.

Step #4 – The PI delegates Author rights to this project to a research assistant and a budget person to input task details and ensure all compliance issues are addressed in the scope change request.

Step #5 – The PI notifies the Brookhaven Laboratory Submitter to inform them that a scope change request is under way.

Step #6 – Upon completion of the scope change request, the Brookhaven Laboratory Submitter reviews and formally approves or rejects the request to ensure the information received correctly represented the National Laboratories interests.  Once the Brookhaven Laboratory Submitter approval is obtained, the Laboratory submits the request to the government for the pre-determined first interim approval review by the CH PM.

Step #7 – The PME system notifies the CH PM about the availability of the request from the Brookhaven Laboratory Submitter.

Step #8 – The CH PM reviews and formally approves or rejects the request.  In reviewing the request the CH PM has the option to assign Reviewer and View Only roles to solicit input.  If the CH PM, or designee, denies request, he submits specific project guidance to instruct the project Author at the laboratory how to modify the request so that it meets the criteria for interim approval. 

Step #9 – Upon completion of the CH PM review, the HQ PM receives notification that a project scope change request is waiting for review and approval or rejection decision.  

Step #10 – The HQ PM reviews and formally approves or rejects the request.  In reviewing the request the HQ PM has the option to assign Reviewer and View Only roles to solicit input.  If the HQ PM, or designee, denies the request, he submits specific project guidance to instruct the project Author at the laboratory about how to modify the request so that it meets the criteria for interim approval. 

Step #11 – Since only out-year information is affected in this scenario, Project Sponsor authorization is not necessary.  Once the individual who originally submitted the change guidance approves the new out-year project request, the new out-year information will replace the prior out-year information.

The To-Be process flows depicted in Figure 17 - Contingency Planning Change in Funding and Guidance– Scenario #2, Figure 18 - Government Analysis and Information Update Process– Scenario #2, Figure 19 - Laboratory Information Update/Approval Process – Scenario #2 below, highlight the new process activity steps that would occur in the Scenario described above.  
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Scenario #3 – PSO Project Collaboration Analysis

Scenario Background– Energy Efficiency (EE) is about to begin an applied research project to support energy needs for a new system located on a small remote platform.  Current self-contained power supply technology will not meet their specifications.  The power challenge needs to be resolved by Current Year (CY)+3 with a refined and reliable product.  

An EE HQ office program manager begins to review options for his new project and first turns to the PME system database to see if there are any self-contained energy supply projects underway that would support the EE specification.  By querying all authorized ongoing work at the National Laboratories she discovers the SC, BER group is supporting a battery project at the Brookhaven laboratory.  

Deciding to call the SC government point of contact for the project, the EE field PM searches the PME system for the name and phone number. 

After a very productive conversation, and follow up conversations with the project’s PI, the EE HQ PM decides to add tasks to the ongoing battery project.  EE will fund the Brookhaven researchers to use their discoveries made under the BER funded project to create a working product meeting the specific needs of the EE program.  In this scenario, the addition of tasks to the ongoing project increases the scope, funding and collaboration. 

Formal Process Scenario –

Step #1 – Using the PME system, the EE HQ PM submits a formal project guidance to the Brookhaven battery project Author.  In this scenario the instructions are to add additional task(s) to the ongoing project that will be sponsored by EE rather than by SC.  The guidance provides the technical specifications necessary, appropriate milestones, goals and reporting requirements for the additional tasks. 

Step #2 – Upon receiving notification, the Brookhaven PI enters the PME system and reviews the new guidance provided from HQ.  She begins with a review of the current project information, identifying sections that need to be changed to create a new scope change request that meets the expectation of the government.

Step #3 – The PI selects a system option providing the functionality to create an update to an existing project.

Step #4 – The PI delegates Author rights to this project to a research assistant and a budget person to input task details and ensure all compliance issues are addressed in the scope change request.

Step #5 – The PI notifies the Brookhaven Laboratory Submitter informing him that a scope change request is under way.

Step #6 – Upon completion of the scope change request, the Brookhaven Laboratory Submitter reviews and formally approves or rejects the request to ensure that the information correctly represents the laboratory’s interests.  Once the Brookhaven Laboratory Submitter approves the request, he submits  the request to the government for the pre-determined first interim approval review by the CH PM.

Step #7 – The PME system notifies the CH PM about the availability of the request from the Brookhaven Laboratory Submitter.

Step #8 – The CH PM reviews and formally approves or rejects the request.  In reviewing the request the CH PM has the option to assign Reviewer and View Only roles to solicit input. If the request is denied, the CH PM, or designee, submits specific project guidance to instruct the project Author at the laboratory about how to modify the request so that it meets the criteria for interim approval. 

Step #9 – Upon completion of the CH PM review, the EE HQ PM receives notification that a project scope change request is waiting for their review and approval or rejection decision.  

Step #10 – The EE HQ PM reviews and formally approves or rejects the request.  In reviewing the request the EE HQ PM has the option to assign Reviewer and View Only roles to solicit input.  If the request is denied the EE HQ PM, or designee, submits specific project guidance to instruct the project Author at the laboratory on how to modify the request so that it meets the criteria for interim approval. 

Step #11 – Upon completion of the EE HQ PM review, the new HQ Project Sponsor of the additional task(s) (in this case the EE DAS receives notice that a project scope change request is waiting for final authorization.

Step #12 – The EE DAS reviews and authorizes or rejects the request.  If the request is denied the EE DAS, or designee, submits specific project guidance to instruct the project Author at the laboratory on how to modify the request so that it meets the criteria for final authorization. 

Step #13 – Once the EE DAS authorizes the scope change request they, or the designee, must make a decision if an AFP change is required.  If so, the EE DAS, or designee, composes the AFP change instructions/request within the PME system.  Next, the designated PSO budget support staff person enters the request into the CFO AFP system.  This flags the project as awaiting AFP action by the CFO.

If an AFP change is determined to be unnecessary, the PME system sets a flag that no AFP change is necessary and that the field office manager final contractual review need not wait for an AFP from HQ.

Step #14 – Once the project scope change request is complete, the CH PM conducts the final contractual review to ensure that the scope change is properly authorized; that any necessary AFP documentation is processed and funds are available; and complete any necessary contract modifications before certifying work start may begin.

Step #15 – Once the CH PM approves work start, the Laboratory Submitter at Brookhaven is notified that all necessary scope change documentation has been completed by the government. The researchers may begin work once the Laboratory Submitter accepts the final provisions on behalf of the Laboratory.

Step #16 – Once the Laboratory Submitter accepts the new work the newly authorized project scope change request replaces the prior authorized project scope, becoming publicly available information in the PME system. Once replaced the prior authorized scope is available for future analysis in the historical archive of the PME system. (See Figure 16: Information Availability Diagram for detail)

The To-Be process flows depicted in Figure 20- Government Analysis and Information Update Process– Scenario #3, Figure 21 - Laboratory Information Update/Approval Process – Scenario #3, Figure 22 - Work Acceptance Process – Scenario #3 below, highlight the new process activity steps that would occur in the Scenario described above.  
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Scenario #4 – Budget Formulation Input

Scenario Background– The collection of budget information from the field has to date been accomplished using the yearly Field Budget Call or UNICALL.  Additional information comes in through various unstructured processes including ad-hoc calls from program managers (from both HQ and Field Offices), and from budget/finance personnel (from the CFO’s office, PSO HQ offices and from Field Offices).  All too often this administratively burdensome unstructured process has led to major discrepancies in response to stakeholders.  

The PME Module 1.1 To-Be process will be a major step forward addressing the issues of:

· Response discrepancies 

· Significantly reduce the administrative burden faced by the National Laboratories, field offices and headquarters elements in responding to ad-hoc requests and formulating out-year budget estimates.  

When all of the PME Modules are complete, a full picture of R&D activities will be available to system users.  Later modules of PME will integrate award information from procurement functions allowing users to review National Laboratory and university style financial assistance, such as grant awards.  Although users that have responsibilities beyond R&D will have to use other systems or manual process that they use today, the PME system will significantly improve the planning and control over approximately one third of the overall DOE budget.

Additionally, PME is planning on providing users with individual analysis capabilities within the online system as well as the ability to export information to Microsoft Excel where more detailed personal analysis can be maintained.  This process will make it possible to eliminate the vast majority of ad-hoc calls from corporate offices to field offices and National Laboratories, while at the same time giving HQ personnel better information about R&D project that is more easily verified and searched at their fingertips when working with budget/finance personnel for formulate the Corporate Review Budget (CRB), Office of Management and Budget (OMB) and President’s budgets.

Formal Process Scenario –

The following process flow diagram, in combination with the individual activity descriptions, illustrates the basic processes system users will be able to take advantage of when formulating out-year budget requests.  

The To-Be process flows depicted in Figure 23- Cross-Cuts / Budget Summary Process- Scenario #4 , and Figure 24 - Government Analysis and Information Update Process– Scenario #4 below, highlight the new process activity steps that would occur in the Scenario described above.  The step-by-step scenario description is not outlined below, because PME is only being used for information analysis as an input to a connected process, which is out of scope. 
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Scenario #5 – Execution Year Budget Rescission  

Scenario Background – This scenario illustrates how the process handles a rescission of execution year funding for the battery project leading to the submission of a new work scope, appropriate to the funds available. 

The BER program has been informed that it must contribute to $250,000 from their current year budget to fund an emergency Department program.  To tighten the belt, the BER AD/OD in consultation with her program managers, the SC budget/finance personnel and further with CFO and the Secretary’s offices to develop a contingency plan
. The plan identifies the best way to reduce their current year budget by $250,000. The Brookhaven battery storage project has been selected to bear $100,000 of the cutback.

Using Government Analysis and Information Update Process flow (see Figure 29) the BER program manager would develop formal guidance instructing the National Laboratory project Author to generate a new scope of work request moving two current tasks to CY+1.  This action will begin the activity steps presented in the Laboratory Acceptance Update/Approval Process flow diagram (see Figure 28).

Formal Process Scenario –

Step #1 – Using the PME system the BER HQ PM submits formal project guidance to the Brookhaven project Author. The guidance reflects the instructions, as appropriate, agreed to in the HQ contingency plan. In this scenario the instructions are to spread the projects tasks over two years to reduce the current year project costs by $100,000.

Step #2 – Upon receiving notification, the Brookhaven PI enters the PME system and reviews the new guidance provided from HQ and begins a review of the current project information. She will identify sections that need to be changed to create a new scope change request that meets the expectation of the government.

Step #3 – The PI selects a system option providing the functionality to create an update to an existing project.

Step #4 – The PI delegates Author rights to this project to a research assistant and a budget person to input task details and ensure all compliance issues are addressed in the scope change request.

Step #5 – The PI notifies the Brookhaven Laboratory Submitter informing them that a scope change request is under way.

Step #6 – Upon completion of the scope change request, the Brookhaven Laboratory Submitter reviews and formally approves or rejects the request to ensure the information correctly represented the National Laboratories interests.  Once the Brookhaven Laboratory Submitter approval is obtained, they submit the request to the government for the pre-determined first interim approval review by the CH PM.

Step #7 – The PME system notifies the CH PM to the availability of the request from the Brookhaven Laboratory Submitter.

Step #8 – The CH PM reviews and formally approves or rejects the request.  In reviewing the request the CH PM has the option to assign Reviewer and View Only roles to solicit input. If the request is denied the CH PM, or designee, submits specific project guidance to instruct the project Author at the laboratory on how to modify the request so that it meets the criteria for interim approval. 

Step #9 – Upon completion of the CH PM review, the HQ PM receives notification that a project scope change request is waiting for review and approval or rejection decision.  

Step #10 – The HQ PM reviews and formally approves or rejects the request.  In reviewing the request the HQ PM has the option to assign Reviewer and View Only roles to solicit input. If the request is denied the HQ PM, or designee, submits specific project guidance to instruct the project Author at the laboratory on how to modify the request so that it meets the criteria for interim approval. 

Step #11 – Upon completion of the HQ PM review, the HQ Project Sponsor (in this case the SC BER AD/OD) receives notice that a project scope change request is waiting for final authorization.

Step #12 – The SC BER AD/OD reviews and authorizes or rejects the request.  If the request is denied the AD/OD, or designee, submits specific project guidance to instruct the Author at the Laboratory on how to modify the request so that it meets the criteria for final authorization. 

Step #13 – Once the AD/OD authorizes the scope change request they, the designee, must make a decision to determine if an AFP change is required.  If so, the AD/OD, or designee, composes the AFP change instructions/request within the PME system.  Next, the designated PSO budget support staff person enters the request into the CFO AFP system.  This flags the project as awaiting AFP action by the CFO.

If an AFP change is determined to be unnecessary the PME system sets a flag that no AFP change is necessary and that the field office manager final contractual review need not wait for an AFP from HQ.

Step #14 – Once the project scope change request is complete, the CH PM conducts the final contractual review to ensure that the scope change is properly authorized, that any necessary AFP documentation is processed and funds are available. He completes any necessary contract modifications before certifying work start may begin.

Step #15 – Once the CH PM approves work start, the Laboratory Submitter at Brookhaven is notified that all necessary scope change documentation is completed by the government. The researchers may begin work once the Laboratory Submitter accepts the final provisions on behalf of the Laboratory.

Step #16– Once the Laboratory Submitter accepts the new work, the newly authorized project scope change request replaces the prior authorized project scope.  The newly authorized project scope becomes publicly available information in the PME system. Once replaced, the prior authorized scope is available for future analysis in the historical archive of the PME system.  (See Figure 14: Information Availability Diagram for additional detail)
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Appendix E:  Assumption Storyboards

The Module 1.1 BPR team began its analysis of the As-Is process, by detailing a set of assumptions that would begin to change the organization’s mindset about the current process.  These assumptions; outlined below, lay the foundation for a new way - a paperless way - of thinking about sharing information throughout the Department.
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Appendix F:  BPR Participants and Organizations 

PME SME Working Group

	· AL

· Doug Denham

· Tim Harmeson
	· CH


· Gary Peabody

	· EE

· Rick Budzick

· Dave Smith
	· EM

· Justine Alchowiak

· Texas Chee

	· ID

· Mike Schofield
	· IM

· Mike Tiemann

	· FE

· Patricia Graham
	· ME

· Rusty Perrin

	· NE

· Carol Warner
	· OAK

· Doug Low

	· SC

· Jim Turi

· Isla Wells
	


PME Core Team (Government)

	· RL

· Dave Biancosino
	· SNL


· Yukiko Sekine

	· SC

· Kimberly Rasar

· Dean Oyler

· Bonnie Lasky
	· OSTI

· Vince Dattoria 


PME Core Team (Contractors)

Chuck Bowen, Stanley Associates

June Crosby, EDS

David Garver, E-Grants Best Practices Inc

Kevin Tunks, Stanley Associates

PME Board of Directors

· Dr. James Decker, SC, BOD Chairman

· Dr. Bruce Carnes, CFO

· Ms. Karen Evans, CIO

· Dr. Maureen McCarthy, NNSA

PME Executive Steering Committee 

	· CIO

· John Przysucha
	· EE

· Dave Smith

	· FE

· Robert Porter

· Chuck Roy
	· NA

· Marc Hollander

· Mike Kane

	· NE

· Wade Carroll
	· OB

· Patricia Hodson

	· OMB

· Warren Huffer

· Jim Powers 
	· SC

· Bill Valdez


Appendix G:  As-Is vs. To-Be Process Comparison

	As-Is Process
	To-Be Process

	No common corporate R&D management process
	Provides a common corporate R&D management process

	Multiple process handoffs
	Creates a streamlined, integrated and unified process

	Paper submission
	Electronic submission

	Bottlenecks
	Elimination of process bottlenecks

	Slow inefficient process to develop guidance that is not used
	Elimination of R&D guidance in the FBC

	Heavy administrative burden
	Reduction of administrative burden on the laboratory and field sites

	Formal process does not support specific guidance 
	Facilitates program / project specific guidance

	Limited project visibility
	Improves information visibility and project control

	No standard business rules governing access to information
	Defined role-based access to pre-decisional information based on standard business rules

	Complete historical information is difficult to obtain 
	Provides limited historical project information 

	No department-wide process for project tracking
	Provides foundation for enhanced project tracking and accountability

	Total dependence on shadow systems 
	Reduces dependence on shadow systems

	Little or no performance management information available
	Lays the foundation for R&D management performance analysis

	Steep learning curve for new program managers
	Reduces risk associated with program management turnover

	Disparate shadow systems used
	Supports standard tool for project prioritization and resource analysis


Appendix H:  Benefits of the Reengineered Process (by Organization)

Corporate Benefits

· Moves the Department toward a centralized approach to R&D program management

· Provides a single source for portfolio information

· Facilitates information crosscuts within a portfolio

· Provides cost avoidance

· Automates the R&D portion of the FBC

PSO Headquarters Benefits

· Provides a single source for accessing portfolio information

· Facilitates a portfolio view of information including crosscut analysis

· Provides a communications mechanism for coordinated program / project instructions and guidance

· Provides the ability for online, electronic management approval and authorization

· Provides a unified view of current, historical, and out-year information

· Allows the Department to leverage R&D experience independent of geographic location

· Automates the R&D portion of the FBC

Field Site Benefits

· Provides the ability for online management approval and authorization

· Provides a single tool to manage R&D programs / projects consistently regardless of sponsor

· Facilitates the generation and coordination of program / project guidance electronically

· Provides a unified view of current, historical and out-year information

· Allows the Department to leverage R&D experience independent of geographic location

· Reduces processing costs and administrative burden

· Reduces the number of R&D information requests for the FBC

Laboratory Benefits

· Defined common electronic submission format

· Augments existing lab systems

· Provides capability to update information on ongoing basis 

· Provides documented guidance at the program / project level

· Provides lab control on the release of information

· Provides for proposal information integrity

· Reduces information cycle time

· Reduces the administrative burden on paper based FWP-type submissions

· Reduces the amount of ad-hoc queries

· Reduces the administrative burden on lab responses (consolidates format)

· Provides access to historical submission information

· Facilitates faster access to information to base funding decisions

· Reduces processing costs

 Appendix I:  Policy Documents Reviewed

DOE policy documents that were initially reviewed included:

· DOE O 481.1B, WORK FOR OTHERS (NON-DEPARTMENT OF ENERGY FUNDED WORK)

· DOE G 481.1-1, WORK FOR OTHERS GUIDE

· DOE M 481.1-1A, REIMBURSABLE WORK FOR NON-FEDERAL SPONSORS PROCESS MANUAL

· DOE O 412.1, WORK AUTHORIZATION SYSTEM 

· DOE O 130.1, BUDGET FORMULATION

· DOE O 135.1, BUDGET EXECUTION

· DOE O 120.1-5, GUIDELINES FOR PERFORMANCE MEASUREMENT

· DOE O 224.1A, PERFORMANCE-BASED BUSINESS MANAGEMENT PROCESS

· DOE O 200.1, INFORMATION MANAGEMENT PROGRAM

· DOE G 242.1-1, FORMS MANAGEMENT GUIDE (FOR USE WITH DOE O 200.1)

· DOE O 241.1A, SCIENTIFIC AND TECHNICAL INFORMATION MANAGEMENT

· DOE G 241.1-1A, GUIDE TO THE MANAGEMENT OF SCIENTIFIC AND TECHNICAL INFORMATION

· DOE O 483.1, DOE COOPERATIVE RESEARCH AND DEVELOPMENT AGREEMENTS

· DOE M 483.1-1, DOE COOPERATIVE RESEARCH AND DEVELOPMENT AGREEMENTS MANUAL

Appendix J:  Acronyms

-A-

· AD/OD – Associate Director / Office Director 

· ADS- Activity Data Sheet

· AFP – Approved Funding Plan 

-B-

· BER – Basic Energy Research

· BMIS – Business Management Information System

· B&R- Budget and Reporting 

· BOD – Board of Directors

· BPR – Business Process Reengineering

· BY- Budget Year

-C-

· CCB – Change Control Board

· C&C – Command and Control

· CFO/MBE – Chief Financial Office / Management Budget and Evaluation

· CH – Chicago Operations

· CIO – Chief Information Office

· CM – Configuration Management

· CMB – Configuration Management Board

· CME – Corporate Management Environment

· CRB – Corporate Review Budget

· CY– Current Year

-D-

· DAS – Deputy Assistant Secretary 

· DOE – Department of Energy

-E-

· EDI – Electronic Data Interchange

· EE – Energy Efficiency

· EM – Environmental Management

· EOC – Explanation of Change

· E-SIGN – Electronic Signature

· ESC – Executive Steering Committee

· EWD – Energy and Water Development 

-F-

· FBC – Field Budget Call 

· FDS – Funds Distribution System / Financial Data System

· FE – Fossil Energy

· FWP – Field Work Proposal

-G-

· GDD – Grants Data Dictionary

· GOGO – Government Owned Government Operated

· GPEA – Government Paperwork Elimination Act

· GPRA- Government Performance and Results Act

-H-

· HENP – High-Energy Nuclear Physics
· HQ - Headquarters
-I-

· IAEGC – Inter-Agency Electronic Grants Committee

· ICOM- Inputs, Controls, Outputs and Mechanisms

· ID – Idaho Operations Offices

· IDEA- Innovative Department of Energy E-Government Applications
· INEEL – Idaho Engineering Environmental Laboratory

· IMSC –  Information Management for the Office of Science

· IDEF – Integration Definition for Functional Modeling

· IDEF1X- Integration Definition for Information Modeling

-J-

· JAD – Joint Application Development

-L-

· Lab – National Laboratory

-M-

· M&O – Management and Operations

-N-

· NE – Nuclear Energy

· NNSA - National Nuclear Security Administration

-O-

· OAK – Oakridge National Laboratory

· OMB – Office of Management and Budget

· OSTI – Office of Science and Technical Information 

-P-

· POC – Point of Contact

· PI – Principal Investigator

· PKI – Public Key Infrastructure

· PM – Program Manager / Project Manager

· PME – Portfolio Management Environment

· PNNL – Pacific Northwest National Laboratory

· PSO – Program Secretarial Office

-R-

· R2A2 – Roles, Responsibilities, Authorities and Authorizations

· R&D – Research and Development

-S-

· SC – Office of Science

· SDLC – System Development Life Cycle

· SIM – Strategic Information Management

· SME – Subject Matter Expert

· SQL – Structured Query Language

-T-

· TTP – Technical Task Plan 

-U-

· UNICALL – Unified Field Budget Call 

· URL – Universal Resource Locator

-W-

· WAS – Work Authorization System

Appendix K:  Definitions

· Activity – The individual steps that together create the business process

· Business Process – AKA Process.  A specific ordering of work activities across time and place, with a defined beginning and end, that delivers value to the customer

· Configuration Control Board – A group of designated individuals responsible for approving process and software 

· Cross-Cut - A compilation of data based on a defined query 

· Portfolio – A collection of projects, a single individual or organization can have multiple R&D portfolios

· Process – AKA Business Process.  A specific ordering of work activities across time and place, with a defined beginning and end, that delivers value to the customer

· System – A network of related computer software components that are especially designed for creating and managing information  

· Role – A function or activity based on an individuals assigned responsibility on a project
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Figure � SEQ Figure \* ARABIC �28�: Work Acceptance Process - Scenario #5
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Figure � SEQ Figure \* ARABIC �27�: Government Analysis and Information Update Process - Scenario #5
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Figure � SEQ Figure \* ARABIC �26�: Lab Information Update/Approval Process- Scenario #5
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Figure � SEQ Figure \* ARABIC �25�: Contingency Planning Change in Funding Guidance Process - Scenario #5
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Figure � SEQ Figure \* ARABIC �24�: Government Analysis and Information Update Process - Scenario #4
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Figure � SEQ Figure \* ARABIC �23�: Cross-Cuts / Budget Summary Process - Scenario #4
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Figure � SEQ Figure \* ARABIC �22�: Work Acceptance Process - Scenario #3
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Figure � SEQ Figure \* ARABIC �21�: Lab Information Update/Acceptance Process - Scenario#3
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Figure � SEQ Figure \* ARABIC �20�: Government Analysis and Information Update Process - Scenario #3
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Figure � SEQ Figure \* ARABIC �19�: Lab Information Update/Approval Process - Scenario #2
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Figure � SEQ Figure \* ARABIC �18�: Government Analysis and Information Update Process - Scenario #2
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Figure � SEQ Figure \* ARABIC �17�: Contingency Planning Change in Funding & Guidance Process – Scenario #2
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Figure � SEQ Figure \* ARABIC �16�: Work Acceptance Process- Scenario #1 
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Figure � SEQ Figure \* ARABIC �15�: Lab Information Update/Approval Process- Scenario #1
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Figure � SEQ Figure \* ARABIC �14�: Information Availability Diagram
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Figure � SEQ Figure \* ARABIC �13�: Process and System Configuration Management Process
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Figure � SEQ Figure \* ARABIC �12�: Assignment / Update of Roles
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Figure � SEQ Figure \* ARABIC �11�: Government Analysis and Information Update Process
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Figure � SEQ Figure \* ARABIC �10�: Work Acceptance Process Flow
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Figure � SEQ Figure \* ARABIC �9�:  Lab Acceptance Update / Approval Process
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Figure � SEQ Figure \* ARABIC �8�: Budget Execution - Phase 2 Approved Funding Plan Process
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Figure � SEQ Figure \* ARABIC �7�: Budget Execution - Phase 2 Work Authorization
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Figure � SEQ Figure \* ARABIC �6�: Budget Execution - Phase 1 Process
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Figure � SEQ Figure \* ARABIC �5�: Budget Formulation Process
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Figure � SEQ Figure \* ARABIC �4�: Respond to Field Budget Call


� EMBED Visio.Drawing.6  ���





Figure � SEQ Figure \* ARABIC �3�: Distribute Field Budget Call Process
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Figure � SEQ Figure \* ARABIC �2�: Prepare Field Budget Call Process
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Figure � SEQ Figure \* ARABIC �1�: Process Model Activity Flow Legend
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� See Figure 19 To review the process flow diagram developed to explain the possible activities and PME use in the Contingency Planning Scenario.


� See Figure 27 To review the process flow diagram developed to explain the possible activities and PME use in the Contingency Planning Scenario.
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