5. Proposals: 

  

5.1 Outline of Proposal Process 

a) After the Abstract phase, the proposal process will be conducted in two phases, Phase 1 and Phase 2. The Phase 1 proposal must include all necessary information for the justification of the project, feasibility, and resource requirements (expense, labor & ship). 
b) The initial proposals (Phase 1) will be reviewed by the RSC to determine whether resources requested are reasonable for the proposed program. This will be followed by a review by the MT, to make a first cut based on merit, feasibility, and relevance of the program alone. The proposals will be divided into three categories:
· Category 1: These proposals are approved for Phase 2, perhaps with minor changes requested  

· Category 2: Proposals in this category need further information (a) to provide additional clarification or justification (b) to change priority of goals (c) to revise resources estimates or (d) to re-scope.  The MT will provide written details to the Project Managers/PI indicating what is needed from the Project Managers/PI. After the Project Managers/PI has responded to the MT directions, the proposal can be submitted to Phase 2.  

· Category 3: These proposals are not approved for Phase 2. 

c) During the Phase 2 process, the MT will select the approved 2003 projects based on considerations that include budget and resource availability.
5.2 Specific Instructions for Proposals
a) Project Managers/PIs will build all three aspects of their budgets (expense, labor, ship) using the MBARI Budget Entry web.  Questions regarding the use of the budget entry system should be directed to Mike Pinto.
b) Project numbers will be available on the MBARI Budget Entry System the week following the MT review of the Abstracts.
5.2.1 Proposal Form  
NOTE: If your proposed project will be either partially or fully funded by an external grant, please use the appropriate Proposal Form found in the Instructions for Project Managers/PIs submitting External Project Proposals.
a) All Internal Projects, new and continuing, that plan to use any MBARI resource in 2003 (expense, labor or ship time) must submit a proposal and  follow the instructions on the proposal form.  Click here to go to the Internal Proposal Form, or go to Tornado\Proposals\Projects_2003\Blank_Forms\Proposal_form_internal_2003.doc.
b) When your proposal is completed, name your proposal "project_number_project_title.doc" (i.e. 600027_MOOS_Mooring_System.doc) and place the file in the directory Tornado/Proposals/Projects 2003/Proposals Phase 1 (please note: proposals should be MS Word (.doc) files not Adobe (.pdf) files).  

5.2.2 Continuing Projects
a) Continuing proposals should complete the sections on the proposal form that are marked "to be completed by continuing proposals". Use the same project number and project title as the previous year.
5.3 Labor Resource Requests
5.3.1 Labor Resource Request Form.  Requests for Labor resources can be made using the MBARI Budget Entry Web.  
5.3.2 Estimating Labor Resource Needs. All Project Managers/PIs are encouraged to talk to the Resource Supervisors (RS) or their designees to refine milestones, review requirements and deliverables, modify resource requests etc. If you are requesting to use shared resources in any of the following categories:  electrical engineering, software engineering, mechanical engineering, IAG, IS, you must describe the work that they will be doing.  These resources are in high demand throughout the Institute on projects, so if you do not provide a justification for needing these resources they are likely to be removed from the proposal. The resource supervisors are listed below:
(1) Information Applications – John Graybeal
(2) Engineering
    (a) Mechanical Engineering – Gene Massion
    (b) Software Engineering – Duane Edgington
    (c) Electrical Engineering – Mark Chaffey
    (d) Support Engineering – Doug Au
    (e) Machine Shop – Carolyn Todd
    (f)  TSG – Carolyn Todd
(3) Mooring Observatory Support –Mike Kelley
(4) Ship Support – Steve Etchemendy
(5) Video Laboratory – Nancy Jacobsen-Stout
(6) Computer Information Systems – Todd Ruston 
(7) ROV Input and Support (for upgrades and/or modifications to vehicles such as mounting of new equipment) – Jim Barry
(8) Mooring Users Committee – Chris Scholin
(9) Data Users Committee – Dave Caress
(10) AUV Users Committee - Marcia McNutt
(11) Wireless User Committee - Doug Au
 

5.3.3 Number of Labor Resource days in a Year (Science Division). For the purposes of building the budgets for proposals, please assume that for positions in the science division (scientist, research specialist, research technician, post doc, lab assistant) a full year is equivalent to 230 days.
5.3.4 If a Project Requires more than 10 days of a Shared Labor Resource.  For any of the shared resource categories in your proposal that need more than 10 days of that resource, you must get approval signed off from the Resource Supervisor (have the resource supervisor sign off on a printout of your resource requests).  Submit signed resource requests to Keith Raybould no later than the submission deadline. If you are requesting less than 10 days of a shared resource there is no requirement for a signature from the Resource Supervisor.  The MT needs to be assured that for projects requesting significant shared resources (over 10 days), the Resource Supervisors have checked the scope of the program to verify that the resource estimates are as accurate as possible.
5.3.5 Machine Shop Resources.  Proposal budgets should include the cost of all machine shop materials. These cost estimates should be developed with the machine shop supervisor. Project proposals should not include the cost of outside machining. The machine shop supervisor will review proposals during the RSC review period to determine the machine shop’s budget request for outside machining services. Which projects are done outside MBARI will be determined by the machine shop supervisor.
5.3.6 Support Engineering.  Project Managers/PIs should not request Support Engineering resources (with the exception of Mooring Maintenance and DMO Divisional Support).  However, in the proposal you may mention where appropriate that certain tasks would be ideally suited to certain Support Engineering staff, because of their special skills or expertise. At the end of the proposal process some Support Engineering resources may be allocated (by Jim Bellingham and Doug Au) to suitable projects.
5.3.7 Engineering Division Technicians (TSG & group technicians). You do not need to request time allocation on projects for any of the Engineering Division Technicians ~ this includes both the TSG technicians (Jim Schofield, John Ferreira, Clark Brecht, Dick Littlefield) and the "core engineering" technicians ( Larry Bird, Karen Salamy, Mike Parker, Duane Thompson). 
Technicians will be allocated to suitable projects by the group supervisors after Phase 2. 
5.3.8 AUV Team.  (under the category of Research Engineer support staff, not EE and SE).  If you need support from Hans Thomas and Mark Sibenac for AUV related development projects you  should request their time using the MBARI Budget Entry web.  
5.4 Expense Budget
a)  Building an Expense Budget. Project Managers/PIs will build their expense budgets using the MBARI Budget Entry web.  Questions regarding the use of the budget entry system should be directed to Mike Pinto. 

b) Expense Budget Justification. Proposals must include a detailed budget justification for all capital and travel items requested, including reason for travel, make versus buy decisions, etc., which must be submitted with your Project Proposal.  

c) Budget Numbers. Budget numbers for projects will be available for your project when you enter the MBARI budget entry web page.  
NOTE: If your proposed project will be either partially or fully funded by an external grant, please use the Proposal Form on the Instructions for Project Managers/PIs submitting External Proposals.
d) Project computers. Project budgets need to cover computer hardware and software specifically required by the projects. For example, computers or software that are directly integrated into a project system or dedicated solely to the support of the project should be budgeted for in the project budget. A secondary laptop for general use (working from home, traveling, etc.) by a member of a project team should not be charged to a project budget. Projects are encouraged to budget for any unusual quantities of computing basics that are dedicated to the support of the project as well, such as cables, switches, PCMCIA cards, unusual data storage needs, etc., that will become a part of the project system. IS can provide some of these items as needed in small quantities, but some projects have consumed large quantities of these kinds of items, and it is possible for the well to run dry if a project has not planned for its needs
5.5 Ship and ROV Requests (Questions should be directed to Chris Grech) 

5.5.1 Budget Entry Web
Ship/ROV requests should be made using the MBARI Budget Entry web 
5.5.2 Sea time
You will be asked for proposed and alternate start dates which will be integrated and adjusted into a proposed schedule. Please list days that are not available for cruises, under "Special Scheduling Considerations."
When requesting ship time, indicate sea days, rather than ROV dives for the request. See DMO’s Cruise Planning Manual for a description of a sea day for MBARI vessels.
It is not necessary to request ship time if planning to collaborate with another project requesting sea time (provided all of the joint ship time you need is requested in your collaborators proposal ship requests
5.5.3 Scheduling considerations
The schedule for each vessel is completed by assembling all of the sea day requests together with other constraints (such as tides) and considerations. These days eventually have to work within the operating parameters of the vessel and crew. Therefore, the days you have requested are not guaranteed. However, if you need firm dates, please justify the need for them on the MBARI Budget Entry web system.
5.5.4 Combining R/V Western Flyer cruises
To optimize the schedule of the R/V Western Flyer, we recommend that scientists plan to use the vessel for 5-10 day legs, thereby minimizing shorter trips. Any request for short duration cruises should be justified in "scheduling considerations" (field in the budget web entry system) since these will require an added level of review.
5.5.5 Operating locations
By defining "operating locations" (a field in the budget web entry system), DMO is better able to combine trips to optimize boat scheduling.
5.5.6 Mobilization days
Mobilization days are added to the R/V Point Lobos schedule to facilitate ROV/vessel reconfiguration. These days are added by DMO during the construction of the schedule. Please add comments to elaborate any unique mobilization requirements.
5.5.7 Transit days
Please request transit days when planning cruises outside of Monterey Bay (greater then 50m from Moss Landing). DMO may modify transit day requests to combine with other cruises and optimize travel time. DMO will add transit time during the scheduling process to your ship time request if needed. Please use 10 knots when determining speed for all MBARI vessels.
5.5.8 External Ship Time
Project Managers/PIs requesting internal funding for External Ship time (i.e. Point Sur, etc.) should submit an expense ($) request under the category of "Outside Services/External Ship time" in the expense portion of the MBARI Budget Entry web.
NOTE: Staff should correspond with the Marine Superintendent to verify external vessel capability and scheduling issues before submitting their expense request in the budget entry system.
5.5.9 ROV and CTD requests 
ROV and CTD requests are now included under "Operations and Equipment."
5.5.10  Divers, Marine Operations Technician and Instrumentation Technician
Indicate need for divers, Marine Operations Technician, or Instrumentation Technician under Labor Resources using the MBARI Budget Entry Web.
5.6 Project  Milestones 

a) Milestones are reference points in the timeline of a project that define significant events that can be used to monitor the project’s progress. Milestones are events that can be clearly identified as complete or not. Complete the milestone table in the proposal form together with estimates of resources needed to achieve these milestones. 
b) Resource supervisors are available to help proposal teams develop appropriate milestones.
5.7 Project Team 

5.7.1 Project Categories and Project Team Roles 
The proposal should identify key individuals for each of the responsibilities below.  Projects should fall into one of the two categories either: 

· Science Research Projects, Technology Exploration, or 

· Development Projects 

a) Science Research Projects (eg Midwater Ecology, Benthic Biology) Technology Exploration (eg Visual Image Detection, ISMS, HDTV for Tiburon, Low Light Imaging Module for AUV's).  These projects are based on science or engineering basic research themes and need to be able to respond rapidly to opportunities that may arise. Usually there are no well defined project stages. Technology exploration projects, if successful, may transition at some stage to a development project. 

· PI- Responsible for providing direction and coordination of the research program as well as managing all of the project resources  

(In general Science Research Projects should not contain significant engineering resources (less than a few days).  If there is a development project associated with a research project, it should be proposed separately as a development project with a Project Managers etc etc)
b) Development Projects (BRS, MOOS mooring, ISI, VARS, SSDS) / and System Deployment Projects (eg Broadband Seismic Observatory, Ridge Observatory, Moorings).  These projects usually have well defined phases and technical direction is generally well understood at the proposal stage.  Project development models can be based on waterfall, prototype or incremental development approaches.   

· Project Manager – Responsible for: 

· managing all of the resources allocated to the project, including budget, resources and ship time 

· project performance 

· balancing cost, schedule, risk and performance when necessary 

· developing the project implementation plan with significant input from other members of the project team (the plan may include the following items as appropriate: WBS, schedule, milestones, budget, project deliverables, as well as plans for risk mitigation, trade off studies, bench/field verification testing, interface control 

· defining the responsibilities and authority of project team members 

· defining lines of communication for the project team 

· identifying and documenting project functional requirements (this task can be delegated to the project scientist or the project engineer) 

· identifying what design reviews will be held. Organizing and holding the design reviews. Ensuring the design review recommendations are evaluated and adopted where appropriate 

· work with the group supervisors to schedule resources for the project when they are needed to meet project schedule 

· assigning who will do what on the project, and when it needs to be done by  

· determining and providing the level of documentation appropriate for DMO to support the final product 

· handover, demonstration and training, if the project is transitioned to DMO 

· preparing a summary of the project achievements for the MBARI annual report 

  

· Project Scientist (if applicable) Responsible for: 

· identifying and recommending to the Project Manager, the project Functional Requirements (i.e. the Science Requirements). The project manager has the responsibility for approving the Functional Requirements, and after they are documented, for formally accepting or rejecting any further changes  

· providing science input and perspective on all design decision that affect system performance and the user interface during the project development 

· participating in system verification,  

· science data collection, processing, interpretation, and publication 

  

· Project Engineer – Responsible for: 

· converting science driven requirements (Functional Requirements) into the System Design Requirements  

· advising the Project Manager on engineering matters, or undertaking tasks such as (a) identifying suitable trade off studies that should be performed (b) evaluating technical approaches (c) recommending technical direction (d) developing of suitable test plans (e) developing risk mitigation plans (f) providing interface control 

· overseeing the engineering design, development, review, fabrication, testing, debugging, deployments and documentation. 

· performing design activities as directed by the Project Manager 

· monitoring manufacture, test and integration as directed by the Project Manager 

5.7.2 Identifying Project Teams
In addition to identifying the roles outlined above, Project Managers/PI's are encouraged to identify individuals for their project teams with the approval of the Resource Supervisor, and to have the team members assist in the scoping and generation of the resource estimates for the project.  The MT and the Resource Supervisors will make every effort to allocate these individuals to the project team if the project is approved.
Deadline for 2003 Phase 1 Proposal Submission:  Monday, August 19th, 8:00 a.m.
Deadline for 2003 Phase 2 Proposal Submission:  Thursday, September 26th, 5:00 p.m.
