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I. WORK FOR OTHERS - WFO Procedure
   F.  Amendments, Continuations, and Process
1. Amendments:  For proposed amendments to existing WFO projects that are "out of scope" or the original proposal or involve additional funding for which DOE approval is required, a similar process as used for the original proposal and agreement should be followed for the amendment. This also includes supplements 

· After the Division Analyst has consulted with the SPO CO to determine that the proposal will actually result in an amendment to the current award by the Sponsor, then the Division Analyst creates a new proposal (with a new, RAPID assigned proposal number) using the "Create Continuation" function under Process in the Establish Award Panel Group in RAPID. This is process is discussed in the RAPID Training and Reference Manual: Creating and Managing Proposals. 

· The Division Analysts follow the same process as a new proposal in data entry into RAPID. Proposal submission to SPO includes submitting WFO SPPFs as in the same manner as a new proposal. 

· The SPO CO follows the proposal review process as for a new proposal as outlined in the RAPID Training and Reference Manual: SPO Proposal Review and Approval including updating all information in the RAPID Proposal Certification Panel. 

· The Patent Clearance Form and review form for classified information, export controlled information, and intellectual property rights. The completed forms are mailed (or faxed for urgent approvals) to the Patent Department for review and approval. A copy of the package should also be forwarded to the Licensing Manager in the Technology Transfer Department if the Amendment is for a Non-Federal sponsor. 

· The Patent Department approval should be received prior to submittal of the proposal to the sponsor and DOE. Proposals can be submitted to meet critical deadlines and Patent approval should be received soon thereafter and before sending to DOE/BSO for approval. 

· SPO CO and/or CA prepares the proposal transmittal letter and the selected non-federal WFO contract amendment and advance invoice, if required. The transmittal letter, proposed non-federal WFO contract, advance invoice, the Advance Policy, the proposed scope of work and budget and other sponsor application forms, if required, are then transmitted to the sponsor contact identified by the scientific division. (Sponsor contact information is entered by the Division Analyst in RAPID/Proposal Submission Panel and is printed on the WFO SPPF.) 

· Verify LBNL NEPA/CEQA approval and if appropriate, LBNL HARC coordinated approvals for Human and/or Animal Approvals. The SPO CO and/or CA update the RAPID Proposal Certification Panel to indicate approval and the Employee ID of who approved. See the specific Certification Approval Process in RAPID in the RAPID Training and Reference Manual: SPO Proposal Review and Approval. 

· 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 (including the Waiver of FAC). The SPO CO updates the Award Modification Subpanel in the RAPID Award Profile with the period of performance and the new funding amount. The SPO CO generates the Sponsored Project Award Authorization (SPAA). The updating of the Award Profile and the Award Modification subpanel for amended awards is outlined in the RAPID Training and Reference Manual: SPO Award Generation and Management.  
· The SPO CA updates the SPO Award file by filing the amendment proposal, correspondence, etc.  

· For proposed amendments to existing WFO projects that involve schedule and/or minor funding changes but no change in the scope of work, the DOE Order 481.1C Section 4.c.does not require DOE approval of the amended proposal. A "Create Continuation" type proposal may not be required to be generated in RAPID for such proposed amendments at the discretion of the SPO CO after consultation with the SPO Manager or Supervisor. 

· For federal agency amendments to the original interagency agreement, DOE Contracting Officer signature may be required by the sponsoring federal agency. Check the funding document for instructions. 

· Some sponsors, such as NIH, UC Special Research Programs (i.e. California Breast Cancer Research Program, California Tobacco Research and Development Research Program), and California Cancer Research Program, require "continuation" proposals to be submitted prior to providing funds for the next incremental funding period of a multi-year award. Although, the original proposal (with multiple incremental funding periods) has been previously reviewed and approved by the sponsor, DOE , and LBNL for the entire period of performance, Continuation Proposals are submitted through SPO for LBNL review, approval, and submittal to the sponsor.

2. Continuations:  Continuation proposals typically involve submittal of a scientific progress report, budget information, and other sponsor required information. Since DOE approval has already been obtained for the entire project, DOE approval of the continuation proposal is not required 

· The Division Analyst creates a new proposal (with a new, RAPID assigned proposal number) using the "Create Continuation" function under Process in the Establish Award Panel Group in RAPID. This process is discussed in the RAPID Training and Reference Manual: Creating and Managing Proposals. 

· The Division Analysts follow the same process as a new proposal in data entry into RAPID. Proposal submission to SPO includes submitting WFO SPPFs in the same manner as a new proposal. 

· The SPO CO follows the proposal review process for a new proposal as outlined in the RAPID Training and Reference Manual: SPO Proposal Review and Approval including updating all information in the RAPID Proposal Certification Panel. 

· 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. The SPO Contracts Assistant (CA) sets up a separate proposal file for each new proposal received from the Divisions. The SPO CO or CA may include a WFO Proposal Checklist (which can be printed out from RAPID) in the file to remind them of the actions necessary in the proposal review and submittal process. 

· For NIH grants and similar continuations, the Patent Clearance Form and review form for classified information, export controlled information, and intellectual property rights are required. The completed forms are faxed to the Patent Department for review and approval. 

· The Patent Department approval should be received prior to submittal of the proposal to the sponsor and DOE. Proposals can be submitted to meet critical deadlines and Patent approval should be received soon thereafter and before sending to DOE/BSO for approval. 

· SPO CO and CA prepares the proposal transmittal letter and the selected non-federal WFO contract amendment and advance invoice, if required. The transmittal letter, proposed non-federal WFO contract, advance invoice, the Advance Policy, the proposed scope of work and budget and other sponsor application forms, if required, are then transmitted to the sponsor contact identified by the scientific division. (Sponsor contact information is entered by the Division Analyst in RAPID/Proposal Submission Panel and is printed on the WFO SPPF.) 

· Verify if appropriate, LBNL HARC coordinated approvals for Human and/or Animal Approvals. The SPO CO and/or CA update the RAPID Proposal Certification Panel to indicate approval and the Employee ID of who approved. See the specific Certification Approval Process in RAPID in the RAPID Training and Reference Manual: SPO Proposal Review and Approval. 

· Once the awards has been receipted and all required LBNL 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.  The SPO CO updates the Award Modification Subpanel in the RAPID Award Profile with the period of performance and the new funding amount. The SPO COs generate the Sponsored Project Award Authorization (SPAA). The updating of the Award Profile and the Award Modification subpanel for amended awards is outlined in the RAPID Training and Reference Manual: SPO Award Generation and Management 

· The SPO CA updates up the SPO Award file by filing the amendment proposal, correspondence, etc. 

