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III. USER AGREEMENT - User Procedures 

D. SPO Process for Federal Users 

1.  User Agreement Sponsored Projects Proposal Form (SPPF) 
The LBNL scientific divisions enter all required proposal information into the Research Administration Proposal/Project Information Database (RAPID) as outlined in the RAPID Training and Reference Manual: Creating and Managing User Agreements. The scientific division is also responsible for identifying the user facility by entering the appropriate facility in the RAPID Proposal Purpose field and budget. The User Agreement SPPF (which is printed from RAPID) must be signed and approved by the Principal Investigator and/or their Division Director, or designee, in order to be accepted for review by SPO. In addition to submitting the SPPF to SPO, the scientific division submits, if necessary, the LBNL Human and Animal Subject Review Committee (HARC) approval. DOE approval is not required for User Agreement proposals. 

2.  The SPO Contracts Officers (CO) have the institutional review responsibility for submitting all proposals to non-DOE entities. The SPO CO should review the various scientific divisions (designated user facilities) supplied information elements contained in the User Agreement SPPF. Any item found to be in error or in need of additional work should be brought to the attention of the submitter for discussion and revision. SPO sets up a separate proposal file for each new user agreement proposal received from the various scientific divisions. For proposals being submitted to federal government sponsors, SPO Contracts Officers should give special attention to the following:

(a) Ensure all elements of the User Agreement SPPF have been completed properly, including the scope of work and budget. 

(b) SPO CO and CA prepare the user proposal transmittal letter and attach the proposed scope of work and budget, and transmit it to the Federal sponsor contact identified by scientific divisions if required. 

(c) SPO CO receives and reviews the Federal sponsor award document to determine if it contains the appropriate LBNL and DOE approval requirements. Coordinate with scientific divisions to obtain concurrence if the proposed scope of work and budget have been altered in the award document. Negotiate if necessary with the Federal sponsor if the terms of the award are unacceptable. 

(d) The SPO CO and CA prepares the Funding Order Reconciliation Sheet. The SPO CO or CA scans the Funding Order Reconciliation and federal sponsor award document. The SPO CO or CA e-mails the packet to the DOE BSO using the e-mail template language. 

(e) After 5 days of submittal of the Federal sponsor award document to DOE, follow-up with the DOE/BSO Contracting Officer to ensure approval. 

(f) Once all required LBNL and DOE approvals have been obtained for the award, the SPO CO reviews the proposal information in RAPID to assure that all actions have been noted such as all certifications have been approved and that the scientific division has reviewed and updated the Proposal Burden Panel. After the Scientific Division has certified (via e-mail) that the burdens are correct, the SPO CO generates award in the RAPID system and issues the Sponsored Project Account Authorization (SPAA). The Award Generation Process is outlined in the RAPID Training and Reference Manual: SPO Award Generation and Management. 

(g) Before a SPAA can be issued, the SPO CO must authorize the funding in the Award Modification Subpanel, determine the Billing and Property Attributes in the Award Attribute Panel, and record any additional guidance on the Award Notepad. More information regarding this process can be accessed in the RAPID Training and Reference Manual: SPO Award Generation and Management. 

(h) SPO CO issues and initials SPAA for distribution. The SPAA is an information tool which is e-mailed by SPO along with a copy of the Federal Sponsor award document to the Principal Investigator, Division Analyst(s), the Budget Office and Accounts Receivable Office. The Scientific Division's Principal Investigator informs the Federal user to start work in the designated User Facility. 

(i) Upon receipt of the SPAA, the Division Analyst will go into the Project Status Panel in RAPID and access the Project(s) associated with the Award. This includes one more review of the burdens. The Division Analyst will then place the Project(s) into requested status. 

(j) SPO CA sets up the SPO Award File. 

