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1. DEVELOPMENT OF THE NSLS ANNUAL OPERATING PLAN FOR FY2005

The National Synchrotron Light Source is one of the premier facilities of the United States Department of Energy.  Early in its history this preeminence was driven not only by its excellence, but by the fact that few alternative sources existed.   We now live in a changed world.  While the NSLS is still the leading contributor of peer reviewed publications at any DOE facility, it is now nearly two decades into its active life and facing stiff competition from other facilities in an era of limited budgets.   

Careful planning and investment is required to ensure continued NSLS contribution to science and to maintain the vitality of its user community.  This planning will require an effective combination of long range planning, coupled with annual operational plans.  The model we are using for this planning process is as follows.

Planning Model

The NSLS planning model consists of the following elements:

1.
A Department strategic plan, which identifies department goals and priorities for the next 5 years and beyond.  For the purposes of this document, these are given below as the Long Term Performance Objectives.

2.
An Annual Operating Plan, which defines department objectives for the year and authorizes budgets, staffing, and projects to accomplish those objectives.  Individual plans which lay out objectives, milestones and resources will be prepared for all authorized projects.

3.
Individual staff objectives prepared through the performance appraisal process that links to the section and department objectives.

The purpose of this document is to describe the policies and procedures for developing the Annual Operating Plan for FY2005.  Through this process we will define the FY2005 Performance Objectives and the specific budgets, projects, and staffing plans needed to move us toward our strategic goals. 

Mission

It is very important to understand the NSLS mission and long-term performance objectives as we prepare the FY2005 Operating Plan.

The mission of the National Synchrotron Light Source is to support users in doing outstanding science.  It does this by serving as a resource for the production of synchrotron light and as a focus for the multidisciplinary scientific community that utilizes its capabilities for their research.

Long Term Performance Objectives

To succeed in our mission over the next 5 years and beyond, we must achieve excellence in the following three critical areas:

Critical Area 1: Science and Technology

We will deploy our resources to provide the highest possible level of scientific performance, and continue to develop new capabilities in sources and science to extend the reach of the scientific community. 

In this critical area we seek to:

Maintain and strengthen the existing user programs at the NSLS 

· New beamline construction

· Beamline upgrades

· Streamline beamline operation and maintenance

Develop critical and enabling technologies for beam line research

· Development of optics

· Development of detectors

· Development of experimental techniques

Develop new accelerator technologies and sources

· Development of a proposal for a future upgrade to the photon sources at the NSLS

· Explore the potential of superconducting insertion devices 

· Development of the DUV-FEL as a source for NSLS user experiments

Enhance the performance of the existing storage ring sources at the NSLS

· Improve the orbit stability of the electron and photon beams

· Increase the photons on the sample for the users

· Develop state of the art insertion devices 

Critical Area 2: Operational Excellence

We will maintain and operate our facilities at the highest level of reliability that resources and technology allow, and we will conduct all activities in a safe and environmentally sound manner.
In this critical area we seek to:

Refit & maintain the facility infrastructure

· Commission new hardware

· Maintain systems critical to the safe and effective operation of the storage rings

Maintain and strengthen operational excellence in ESH/Q 

· Ensure compliance with BNL ESH requirements

· Maintain NSLS authorization basis documents

· Ensure effective work planning and provide appropriate training

· Demonstrate environmental stewardship

Critical Area 3: Leadership and Management

We will facilitate the highest quality science through the use of best management practices; and we will strive to ensure a high quality working environment for our users and staff.

In this critical area we seek to:

Ensure effective management of the NSLS and its resources

· Provide strategic and operational planning

· Provide a creative and supportive working environment for our staff and users

· Ensure effective communication within the organization and with our important stakeholders

· Provide opportunities that enhance development and growth of our staff

Expand the User Base

· Raise the visibility of the NSLS and improve the communication between the NSLS and the scientific community

· Lower the barrier and difficulties for users to come to the NSLS

· Develop new user science programs

2. NSLS BUDGET PROCESS AND GUIDELINES XE "2. NSLS BUDGET PROCESS AND GUIDELINES" 
Overview

The direction for the department’s planning and budget activities flows down from its mission and its long term performance objectives.  The actual expression of the detailed implementation flows up from the staff of the department through the budget proposal process.  The department budgets are divided into two broad categories, Operating Budgets and Projects, where projects can be further categorized as either new, existing or prior year projects.  Operating Budgets include the recurring responsibilities of the staff entirely within the scope of their own section.  Projects are considered to be one-time activities often requiring coordination between multiple sections of the department, or large procurements.  Projects may be of short duration or span multiple fiscal years, and so may either be new projects, completed or on-going prior year projects.

Department budgets can also be distinguished by the source of the funding.  The majority of the Department’s funding comes from a single FWP, referred to as LS001.  All of the Operating Budgets and a large majority of the projects, whether they are Operating, Capital, or Accelerator Improvement Projects (AIP), are funded by LS001.  In addition to LS001, there are a number of other funding sources for activities within the Department.   These include LDRD, Program Development, NIH, and other DOE, such as FWPs other than LS001.  The activities supported by these non-LS001 funds are referred to as OFW (Other Funded Work)-Projects.  Each year the PIs for these OFW-Projects are required to submit Project Plans for the use of these OFW funds, as described below.
These budget areas are intimately linked since people assigned to projects will have reduced availability for the recurring work of their sections.  Similarly some projects will require funds that might otherwise be available for operating expenses.  For this reason the budget development will necessarily be an iterative process.   The status of the operating budgets and the progress of the projects will be tracked throughout the year to allow redistribution of resources to respond to unanticipated delays or problems, and new opportunities that may arise.

The Budget/Administration Group, through Diane Hatton, will provide assistance with preparation of the budgets or any other aspect of the budget process.  Budget system links and spreadsheets can be found on the Web-Based Budget System.  The system requires your web requisition password for access.  If you do not have a password, contact Wendy Morrin at extension 4884.

The following guidelines are provided to assist staff members through the budgeting process.

Operating Budgets

The Sections will develop operating spendable budget requests for their operating activities which reflect their expectations for the necessary operating funds required to cover the ongoing, recurring functions of their Section, such as materials, building trades, machine shops, low value (<$25k) equipment, contract labor, etc. for the entire fiscal year. The use of BNL trades (including our assigned electricians, machinists, carpenters and air conditioning specialists) will not be costed against your operating accounts, but is requested here for planning purposes.    Fixed costs such as staff salaries, space costs, electric power and so forth will be covered by the Department, and should not be included in the operating budget request.

This information is collected using the “Operating Spendable Budget Description” and the accompanying “Operating Spendable Budget Spreadsheet.  When filling out the above, it is important to understand that PeopleSoft uses the terminology “project” and “activity” when describing an account.  For this reason all spendable budget items must be associated with an “activity”.  The “project” sums all activities that it contains but the “project” itself cannot contain any spendable budget.  Individual activity forms will be filled out. These activity forms automatically add into the “Operating Spendable Budget Activity Summary” sheet of the “Operating Spendable Budget Spreadsheet”.  Activities are synonymous with accounts, as the spendable account structure will be identical to the activity structure.  Below is the procedure for completing and submitting both items:

· As a point of reference, use the existing FY2004 budget reports that are provided each month by the Budget Group.  

· Section Heads review their activity structure to be sure that the activities they have open are relevant to the needs of their section.  Any additions, deletions, or modifications should be made using the Operating Spendable Budget Description link on the Web-Based Budget Planning System.  Since activities become accounts, the list of individuals who should have signature authority for each activity must also be given.  Once completed, Section Heads should electronically send their Operating Spendable Budget Descriptions to their respective Division Heads for review and submission.  See Attachment A for a sample “Operating Spendable Budget Description”.

· Section Heads develop their FY2005 budget requests using the Operating Spendable Budget Spreadsheet and electronically send the Excel spreadsheet to their respective Division Head for review.  Files names should include the Section at the end of the file name (for example, “OperatingSpendableBudgetSpreadsheetMECHANICAL.xls)  Division Heads should review these files and deposit them on the NSLSNT1 server under “NSLS_BudgetPlanning” in the folder labeled “FY2005 Operating Spendable Budget Spreadsheets”.  See Attachment A for a sample “Operating Spendable Budget Spreadsheet”.

· If Section Heads wish to request new staff, they should complete the New Staffing Request and electronically send their requests to their respective Division Head for review and submission.  See Attachment A for a sample “New Staffing Request.” 

· Operating budget and staffing requests will be reviewed and approved by the Chairman.

· All approved budget and staffing requests will be transmitted by the PPG to the Budget Group for final budget calculation and implementation.

Projects

Projects are one-time activities, which may fall within one fiscal year, or cover several fiscal years. They can include special tasks, fabrications, large procurements or R&D efforts. If a project can not yet be fully specified, then it may be appropriate to submit a project proposal aimed at an engineering analysis of a potential project, which might lead to a well founded second project proposal at a later date.  Projects might also be designed to cover one-time investments in tools or infrastructure.  Projects can be funded through Operating, Capital or AIP funds, depending upon the nature of the project. Unlike operating budgets, project budgets must identify all labor costs, including the salaries of NSLS staff required for the completion of the project.  Project proposals may be submitted by any member of the NSLS staff.

The proposal is prepared or requested by a ‘Project Champion’, who is the end customer or user of the result of the project at its completion.  If the project falls outside of the expertise of the champion, project definition and proposal support should be sought from knowledgeable technical contacts that can help develop the approximate cost and schedule for the preliminary proposal. In the proposal stage the Champion must provide motivation for the project.  If the project proceeds, the Champion serves as a progress monitor and evaluator of the continuing need for the project as it is being carried out, and hence has a stake in the project from start to finish.  
To proceed to the next step in the process, all of the proposals will be collected and discussed by the PPG.  Projects selected for further development by the PPG will be expected to produce a detailed Project Plan.  The emphasis shifts from motivating the project to an analysis of the activities that will be part of the project, how they are to be carried out, which people will actually conduct the project, and the resources required to conduct the project.  The project plan will also require the designation of a project manager who will be responsible for technical progress, tracking, and reporting on the project should it be funded.  All project plans will include the “Project Plan” information and the accompanying “Project Budget” spreadsheet.

Once a project is underway, the project manager will be required to report on the progress and note any deviations from the original plan.  The project champion has continuing responsibility for reviewing the progress, the continuing need for the project, and providing the project manager with any developments that may impact on the project.  This might include changes in operation objectives, operating modes, or related shutdown activities that may have an impact on the project.   Below is the procedure for completing and submitting and Project Proposal/Plan:

· The ‘Project Champion’ prepares or requests a “Project Proposal” through the NSLS Web-Based Budget Planning System.  Once completed, the proposal should be electronically sent to the appropriate Section Head for review and to the respective Division Head for submission.  See Attachment A for a sample “Project Proposal”.

· Project proposals will be reviewed by the PPG.  At this time, the PPG will designate a Project Manager (who may or may not be the Project Champion and may even be in a different Division than the Project Champion) for those project proposals selected for further development. 
· Projects selected for further development will be reviewed by the Work Control Coordinator and will be “binned” by the Budget Group according to potential funding sources. 
· The Project Manager, working with the Project Champion, will develop a detailed  ‘Project Plan’, which will be automatically available through the Web Based System upon Proposal approval.  Once completed, the Project Plan should be electronically sent to the appropriate Section Head who will review the added information and who will forward the Plan to his or her respective Division Head for submission.  See Attachment A for the additional fields that appear once your Proposal moves to the Plan stage.

· The Project Manager will also prepare a Project Budget spreadsheet, using the Project number as the file name (for example, 05CB000001).  Completed spreadsheets should be forwarded to the appropriate Section Head and Division Head for review.  Files should be deposited by either Section or Division Heads on the NSLSNT1 server under “NSLS_BudgetPlanning” in the folder labeled “FY2005 Project Budgets”.  See Attachment A for a sample “Project Budget”.

· Project plans and Budgets will be reviewed by the PPG and given final approval by the Chairman.

· All approved projects will be transmitted to the Budget Group by the PPG for final budget calculation and account implementation.

Prior Year Projects

All FY2004 projects must submit a “Yearly Report” which summarizes progress made on the project in FY2004 and describes the overall status of the project.  If the prior year project is on-going (i.e., needs funding in FY2005), then the same “Project Proposal” required for new projects must also be submitted.  This will make the case for the continuing need for the project, outline what would be accomplished in FY2005, and describe the resources needed to complete the project. Projects will not automatically receive the FY2005 amount originally requested when the project was approved in FY2004.  The “Yearly Report” and the “Project Proposal” will be reviewed by the PPG for a determination of whether the project should continue or not.

· Project Managers, working with the Project Champion, should complete the “Yearly Report”.  The completed “Yearly Report” should be forwarded to the appropriate Section for review and submission.  These reports will serve as the final report required for this fiscal year and should make some assumption about the work that will be completed during the final weeks of FY2004.  See Attachment A for a sample “Yearly Report”.

· Project Champions prepare a “Project Proposal” for all projects that were active in FY2004 and for which continued activity is requested in FY2005.  They should ask the Section Head to electronically review it and forward it to the appropriate Division Head for submission.

· Project Proposals will be reviewed by the PPG.

· For those projects selected by the PPG for continued activity, the Project Manager, working with the Project Champion, will complete the “Project Plan” boxes that appear in the Proposal system, along with a “Project Budget” spreadsheet.  Both documents should be reviewed and approved by the appropriate Section Head and Division Head.  Completed project plans should be submitted through the Web-Based System and budget spreadsheets should be saved, by Section or Division Heads, on the NSLSNT1 server under “NSLS_BudgetPlanning” in the file called “FY2005 Project Plans”.

· Project Plans and Budgets will be reviewed by the PPG and given final approval by the Chairman.

· All approved projects will be transmitted to the Budget Group by the PPG for final budget calculation and account implementation.

OFW-Project Plans XE "OFW-Project Plans" :

OFW (Other Funded Work) funds (i.e., those coming from sources other than LS1) include:

· All LDRD projects

· All Program Development projects

· All NIH projects

· Non-LS001 DOE FWPs

OFW-Project plans must be developed and submitted for all activities supported by these funds.   A “Project Plan” should be completed, together with the standard “Project Budget” spreadsheet.  The purpose of the above documents is to communicate to the Department your plans (both programmatically and financially) for these projects during the coming fiscal year.  The project plan should not repeat the justification for the project, which in most cases is already documented in the original proposal.  Instead, it should describe what will actually be done, and who will do it, in the coming fiscal year.  For NIH and other funds that do not coincide with the fiscal year, your current year budget should consist of a combination of carryover from the previous grant year and a portion of the expected funding for the current or future year.  See Diane Hatton for assistance in developing the budget portion of your OFW-Project Plan.

· The PI for the OFW funds will develop the “Project Proposal/Plan”, along with a “Project Budget” spreadsheet.  Both documents should be reviewed and approved by the appropriate Section Head and Division Head.  Completed “Project Plans” should be submitted by Division Heads through the Web-Based Budget System and completed “Project Budget” spreadsheets should be saved using the Project number as the file name (for example, 05CB000001) and deposited on the NSLSNT1 server under “NSLS_BudgetPlanning” in the folder labeled “FY2005 Project Budgets”.

· Project Plans and Budgets will be reviewed by the PPG and possibly engage in further discussion with the PI.

· All reviewed OFW-Projects will be transmitted to the Budget Group by the PPG for final budget calculation and account implementation.

 Monthly Reporting:

The status of operating budgets and projects is tracked throughout the fiscal year through the monthly budget reports distributed by the Budget Group and through the Monthly Progress Reports that are required for each approved project.

· The Project Manager for each approved project should prepare a monthly progress report using the “Monthly Report” template on the Web-Based Budget Planning System.  These reports are due the third Tuesday of each month based on progress made during the prior month. Once completed, the Project Managers should electronically send the report to his or her Section Head for submission.  A sample “Monthly Report” can be found in Attachment A. 

Yearly Reporting:

At the end of each fiscal year, an annual summary of progress made on projects is reported through the Yearly Project Report.

· The Project Manager for each approved project prepares the annual summary report, highlighting the progress made over the past fiscal year.  The “Yearly Report” template should be used for this purpose and once completed,  should be electronically sent the appropriate Section Head for submission.  A sample “Yearly Report” can be found in Attachment A. 

3. GLOSSARY

General Definitions

Account number:  An account number is known as a “project/activity” in the PeopleSoft system.  Any time an account number is requested – Shops work, credit cards, web requisitions, BNL main stockroom, etc. – you must provide two numbers – the “project” and the “activity”.

“activity”:   PeopleSoft term used to designate the second part of an account number.  All “activities” fall under a “project” and every “project” must have at least one “activity”.  All funds will reside in the “activities” within a “project”.  No funds will reside in the “projects” themselves.

Operating Budgets:  Estimates established by Section Heads for their operating activities that reflect their expectations for the non-labor costs associated with ongoing and recurring functions within their sections.

Other Funded Work (OFW):  NSLS term used to distinguish DOE funds allocated to operate the facility (LS001) from all other types of funding.

Pay Grade:  Code used by Brookhaven National Laboratory to distinguish job classifications within general work categories (e.g. T1, CW3, S1).

“project”:  PeopleSoft term used to designate the first part of an account number.  The “project” sums all activities that fall below it.  For example 07800 is the “project” and 07859 is the “activity” for the U12IR Beamline account.

Projects:  One-time activities such as special tasks, fabrications, large procurements or R&D efforts.  These activities fall outside the ongoing and recurring functions of sections and may span fiscal years.

Project Champion:  The project champion wants the project to happen and acts as the spokesperson for the project.  In the conception phase of a project, this person takes the lead in assembling the project proposal.  During the life of the project, this person will continually review its progress, monitor and evaluate the continuing need for the project and any developments that may have impact on the project and communicate these with the project manager.  Examples of the latter might include changes in operation objectives, operating modes, or related shutdown activities.

Project ID: The project ID is a descriptor, which identifies the project and is coded to reflect the fiscal year, the Work Group Code and the proposal/project number.  Examples are 03ED000001 and 04BB000009.  If a project continues from one fiscal year to the next, all digits remain the same, except the fiscal year changes to reflect the current fiscal year.

Project Manager:  The individual responsible for the reporting, progress and completion of a project.  The Project Manager may or may not be the same person as the Project Champion.

Project Plan:  A detailed plan that elaborates on the information contained in the project proposal, but focuses more on schedule, milestones, manpower and the budget required to execute the project.

Project Proposals:  A project proposal provides the project description, makes the case for why the project should be undertaken, and gives a rough estimate of schedule and resource requirements.

Technical Contact(s):  The technical contacts are closely involved in carrying out the actual work on the project.  This may or may not include the Project Champion or the Project Manager.  The technical contact(s) will most likely be involved in developing the cost and schedule for the project.

Budget Category Definitions

Purchased Services

Central Shops: Includes Machining, Welding, Cutting, Oiling, Calibrations, and Inspection.  The required hours and trades should be listed.  Also note if your plan assumes assigned machinists inside the department.
Building Trades: This includes Rigging, Painting, Locksmiths, and Masons.

Electricians: For this category please note if your plan assumes electricians assigned to the department.

Carpenters: Please note if your plan assumes help from the assigned (in-house) carpenter.

A/C: This should include HVAC support and Plumbers that are not part of equipment covered under maintenance transfer agreements

Photography and Graphic Arts: Time for photographers is no longer charged, however graphic arts services are charged.  Items in this category include copy services, prints from photography, slides, graphic design, and document processing.  Check with the Budget Group on specific questions.

Purchased Items

PO Purchases: This category is for purchases made on web requisitions  where the individual items are all less than $25K even though the total order may be more than $25K.

Credit Cards: This category is for purchases made on credit cards, where the transaction value is less than $2.5K.  Restrictions that apply to the use of credit cards can be found at  http://www.nsls.bnl.gov/organization/Admin/Budget/purchasing/CreditCardProcedures.doc 

Stores/Stockroom: Items obtained from the BNL or NSLS stockrooms.

Research Travel:  Travel undertaken to perform experiments or participate in collaborations.  Funds for this travel should be requested on the appropriate research account or Project. 

Travel/Training/Conferences: Routine travel/training/conference support is provided through each Division Account and is not requested in individual Section Operating Spendable Budget Requests.  Project- or OFW-related travel IS requested on Project Budgets.

Sensitive Equipment:  Those items considered to be susceptible to misappropriation for personal use and/or readily convertible to cash.  (See https://sbms.bnl.gov/ld/ld14/ld14e281.htm for a listing.)

Equipment: Used for equipment items that are over $5K in unit value but below $25K in unit value.

Contracts: Items such as service or maintenance contracts on equipment, or recurring licensing costs

Other

Research Collaborators: Costs associated with research collaborators that may include per diem, health insurance, or direct costs of research.  Housing should be captured in the housing category.

Consultants: Contract costs for consultants.

Housing: This category may include housing costs for research collaborators or consultants on-site.  Or housing for visitors associated with operations activities.  Specify number of days and required housing (guest house, dorm, apartment, cottage &c)

Other (Specify): Some items will not fit the categories above (e.g. students); this is the place to put them.

4. ATTACHMENTS 
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Activity 2:

Repeat the above information for each separate activity.

Operating Spendable Budget Spreadsheet
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Attachment B – FY2005 Calendar

Budget Item








Target Date
FY 2005 Budget Call







August 18, 2004

Operating Spendable Budget Descriptions, Spreadsheets, 

& New Staff Requests
 due from Section Heads



September 3, 2004

New & Continuing Project Proposals due from Project Champions

September 3, 2004

Yearly Reports due from Project Managers




September 3, 2004

Attachment C – Budget System Flowcharts




Attachment D – Sample E-mail Notifications

E-mail #1 – Project Proposal Submitted by Division Head

To:   PPG Members

Copy: Project Manager, Project Champion, Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Project Proposal Submitted by Division Head

This Project Proposal has now been submitted to the Policy Planning Group (PPG) for review.

<LINK FOR SUBJECT PROPOSAL WILL APPEAR HERE>

E-mail #2 – Proposal Not Approved

To:  Project Manager

Copy to:  Project Champion, Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Proposal Not Approved

Based on current department priorities, the proposal listed above was deemed to be less critical at this time than those that were authorized for further development.  The members of the Policy Planning Group (PPG) appreciate the thought and work that went into preparing these proposals, noting that one of the most difficult choices they face is the deferment of worthy activities to live within the resources of the department.  Please contact your Section Head for any additional information regarding this project.

<LINK FOR SUBJECT PROPOSAL WILL APPEAR HERE>

E-mail #3 – Proposal Approved for further Development

To:  Project Manager

Copy to:  Project Champion, Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Proposal Approved for Further Development

The project shown has been selected by the Policy Planning Group (PPG) for further development.  Please go to the Web-Based Budget Planning System and complete the additional information that is now required.  Please also complete and submit a Project Budget to your Section Head.  Refer to the Budget Calendar for due dates. 
<LINK FOR SUBJECT PROPOSAL WILL APPEAR HERE>

E-mail #3A – Proposal Approved for further Development

To:  Work Control Coordinator

Subject:  WBBPS (Web Based Budget Planning System) – Proposal Approved for Further Development

The project shown has been selected by the Policy Planning Group (PPG) for further development.  Please review the Project for Work Control issues.

<LINK FOR SUBJECT PROPOSAL WILL APPEAR HERE>

E-mail #4 – Proposal on Hold

To:  Project Manager

Copy to:  Project Champion, Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Proposal on Hold

This project has been put “On Hold”.  Please contact your Section Head regarding the issues that need to be addressed before this Project can move ahead.

<LINK FOR SUBJECT PROPOSAL WILL APPEAR HERE>

E-mail #5 – Project Plan Submitted by Division Head

To:  PPG Members

Copy: Project Manager, Project Champion, Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Project Plan Submitted by Division Head

This Project Plan has now been submitted for review.

<LINK FOR SUBJECT PLAN WILL APPEAR HERE>

E-mail #6 – Project Plan on Hold

To:  Project Manager

Copy: Project Champion, Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Project Plan on Hold

This project has been put “On Hold”.  Please contact your Section Head regarding the issues that need to be addressed before this Project can move ahead.

<LINK FOR SUBJECT PLAN WILL APPEAR HERE>

E-mail #7 – Project Plan Not Approved

To:  Project Manager

Copy: Project Champion, Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Project Plan Not Approved

Based on current Department priorities, the project plan listed was deemed to be less critical at this time than those that were authorized for further development.  The members of the PPG appreciate the thought and work that went into preparing these proposals, noting that one of the most difficult choices they face is the deferment of worthy activities to live within the resources of the Department.  Please contact your Section Head for any additional information regarding this project.

<LINK FOR SUBJECT PLAN WILL APPEAR HERE>

E-mail #8 – Project Plan Approved

To:  Project Manager

Copy: Project Champion, Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Project Plan Approved

This Project has now been approved.  Prior year or continuing projects may begin work immediately.  For new projects, the Budget Group will contact you regarding the additional information that is required to open this new account.

<LINK FOR SUBJECT PLAN WILL APPEAR HERE>

E-mail #9 – Operating Spendable Budget Description Submitted by Division Head

To:  Section Head

Subject: WBBPS (Web Based Budget Planning System) – Operating Spendable Budget Description Submitted by Division Head

This Operating Spendable Budget Description has now been submitted by your Division Head to the Budget Group for review.

<LINK FOR SUBJECT OPERATING SPENDABLE BUDGET DESCRIPTION WILL APPEAR HERE>

E-mail #10 – Operating Spendable Budget Submitted by Budget Group

To:  Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Operating Spendable Budget Submitted by Budget Group

The above Operating Spendable Budget has now been submitted to the Chairman and your Division Head for review.

<LINK FOR SUBJECT OPERATING SPENDABLE BUDGET DESCRIPTION WILL APPEAR HERE>

E-mail #11 – Operating Spendable Budget Not Approved

To:  Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Operating Spendable Budget Not Approved

This Operating Spendable Budget request has not been approved.  Please contact your Division Head regarding the issues related to this decision.
<LINK FOR SUBJECT OPERATING SPENDABLE BUDGET DESCRIPTION WILL APPEAR HERE>

E-mail #12 – Operating Spendable Budget on Hold

To:  Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Operating Spendable Budget on Hold

This Operating Spendable Budget request has been put “On Hold”.  Please contact your Division Head regarding the issues that need to be addressed before this Budget can be resubmitted.
<LINK FOR SUBJECT OPERATING SPENDABLE BUDGET DESCRIPTION WILL APPEAR HERE>

E-mail #13 – Operating Spendable Budget Approved

To:  Section Head

Subject:  WBBPS (Web Based Budget Planning System) – Operating Spendable Budget Approved

This operating spendable budget has now been approved.  The Budget Group will contact you if any additional information is required.

<LINK FOR SUBJECT OPERATING SPENDABLE BUDGET DESCRIPTION WILL APPEAR HERE>

E-mail #14 – New Hire Request Submitted by Division Head 

To:  Section Head

Subject: WBBPS (Web Based Budget Planning System) – New Hire Request Submitted by Division Head

This new hire request has now been submitted to the PPG for review.

<LINK FOR SUBJECT NEW STAFFING REQUEST WILL APPEAR HERE>

E-mail #15 – New Hire Request Not Approved

To:  Section Head

Subject:  WBBPS (Web Based Budget Planning System) – New Hire Request Not Approved

Based on current Department priorities and available funding, the department was not able to approve this new hire request.   Please contact your Division Head for any additional information.

<LINK FOR SUBJECT NEW STAFFING REQUEST WILL APPEAR HERE>

E-mail #16 – New Hire Request on Hold

To:  Section Head

Subject WBBPS (Web Based Budget Planning System) – New Hire Request on Hold

This new hire request has been put “On Hold”.  Please contact your Division Head regarding the issues that need to be addressed before this new hire request can move ahead.

<LINK FOR SUBJECT NEW STAFFING REQUEST WILL APPEAR HERE>

E-mail #17 – New Hire Request Approved

To:  Section Head

Copy: Frank Terrano, Eileen Morello

Subject:  WBBPS (Web Based Budget Planning System) – New Hire Request Approved

This new hire request has now been Approved.  Eileen Morello will contact you regarding any additional information that may be needed so that the new hire process can begin.

<LINK FOR SUBJECT NEW STAFFING REQUEST WILL APPEAR HERE>

Project number is assigned.


Enter Project Title.








To add Project Champion, Suggested Project Manager, & Technical Contacts, type individuals last name under Name Search.


Click on Find Name.  


Choose correct name/life # and click on the appropriate field for the name to appear.








Automatically sums to the Section Total & Section Summary.








Enter additional budget request and provide a description





Enter Activity number.





Enter Activity title.





Enter spendable budget request and provide a description





Enter hours for the Activity and provide a description.


 





Enter activity title and activity number (if known).





Enter description of the activity here. This should describe the activity and state its purpose, provide justification for why this activity (and its corresponding account) is necessary, and note any special circumstances.








To add signature authority, type individuals last name under Name Search.


Click on Find Name.  


Choose correct name/life # and click in Name.


Choose <$25K or >$25K from drop down.


Click on Add Authorized Signature.


Click on Save Activity.





Enter all information under the appropriate Titles and submit to the appropriate Section Head for review.





Total budget requested for the Project will automatically total. .





List items, unit price, quantity, & $ amount in the appropriate fields. 





The $ amount entered will automatically total.








The hours entered will automatically total.








Enter total requested hours for Distributed Technical Services under the different quarters of FY 05 and future years.





The hours entered will automatically total.








Enter total requested hours for NSLS Personnel under the different quarters of FY 05 and future hours.





Enter all relevant information in the appropriate fields and forward to the appropriate Section Head for review and submission.





Enter all relevant information in the appropriate fields and the Project Manager should forward the Monthly Report to the appropriate Section Head for submission.





This section should identify any significant issues that are slowing (or accelerating) progress on the project, cause of any problem and actions that the Project Manager has taken to address the problem.  Impacts on budget, issues related to available manpower, &/or access to work areas, (i.e. ring maintenance time or specific people to perform specific tasks).  Here is where you can flag things that your supervisors may be able to address by adjustments in resources.








This section should provide a brief description of activities during the reporting period.  It should be succinct and convey what took place that is important to the success of the project.  








This section should identify any revisions to the planned schedule for the project.








This section should provide a brief description of activities during the reporting period.  It should be succinct and convey what took place that is important to the success of the project.  








This section should identify any significant issues that are slowing (or accelerating) progress on the project, cause of any problem and actions that the Project Manager has taken to address the problem.  Impacts on budget, issues related to available manpower, &/or access to work areas, (i.e. ring maintenance time or specific people to perform specific tasks).  Here is where you can flag things that your supervisors may be able to address by adjustments in resources.








This section should identify any revisions to the planned schedule for the project.








This section should highlight any activities, procurements, or other accomplishments that are important to the success of the completion of this project.








This section should highlight any activities, procurements, or other accomplishments that are important to the success of the project in the next three months.








Signature Authorization List


This should be a suggested list of the names of individuals who should have signature authorization for the account corresponding to this activity.  Indicate which individuals should have Type I signature authority (< $25k) and which should have Type II signature authority (> $25k).








Description of what will be accomplished during FY2005 in this project and the anticipated schedule for carrying out the project.








Provide a list of important milestones and corresponding target dates during the life of the project.





Project Manager is responsible for the reporting, progress and completion of the project.








Enter Job Title – Pay Grade (e.g. T1, CW3, S1)





Role: Description of the role this new employee would play.


Responsibilities: Description of the employee’s responsibilities. 


Duties and Assignments: Description of the employee’s duties and assignments





Justification for why this position should be filled.  The consequences of not filling this position and alternative measures that could be taken if this position is not filled should also be discussed.























These two boxes will appear once your Project Proposal is approved for further development.





Project is described and the case is made as to why it should be undertaken (heart of the project proposal).  Motivation and goals for the project s/b clearly stated describing any relevant background information and the scope of the project.  Assess impact of the project by answering the following questions: What benefits are derived by the completion of the project, what penalties are suffered if the project is not completed, & what alternative measures can be taken if the project is not undertaken?


This section s/b 400 words or less; typically it will require at least 150 words in order to provide sufficient detail.








Approx. summary of required resources & schedule for carrying out the project.  It should include: purchased items & services in non-loaded dollars ($ to pay without overhead costs), NSLS Staff required (~how many people & how much time), & approximate project schedule.


This area will be looked at in more detail if the project is approved for further evaluation.  Detailed estimates are a  ‘ballpark’ & are not binding.





This column will be entered by the Budget Group for continuing projects.
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