Instructions to Project Managers and Teams

The schedule for the 1999 proposal process is shown below. 

What
When
Where

Project Abstracts
Due Tue 5/04/99 
Dropbox/RSC/Projects2K/abstracts

RSC/PCO Response to Abstracts
Distributed Tue 5/11/99     
Back to PI’s

Proposal Submission Deadline
Due Tue 6/1/99
Dropbox/RSC/Projects2K/proposal

Resource Supervisor Review Starts
Tue 06/01/99 to 
Mon 06/14/99


Administrator Compilation & Check
Tue 06/15/99 to 
Mon 06/28/99


PCO Review
Tue 06/29/99 to 
Mon 07/26/99


PCO Comments to Proposal teams
Distributed Tue 07/27/99 
Back to PI’s

Final Proposals
Due Mon 08/16/99   
Dropbox/RSC/Final

Review Final Proposals
Tue 08/17/99 to 
Mon 08/23/99


Changes from 1999 Proposal Process

· All projects, new for 2000 and continuing from 1999, will require an abstract to be submitted on May 4, 1999.  

· New projects:  describe the project and fill out the abstract resource request form.  

· Continuing 1999 projects:  describe current status, any significant deviations from the 1999 proposal, resources requested but not needed, resources needed but not requested and anticipated problems.  

· An abstract form will be provided in the RSC dropbox. 

· Resource Supervisor signatures will not be required at the proposal submission deadline.  However, proposal managers are still expected to discuss resource requirements with supervisors before the proposal is submitted.  Resources supervisors will have 10 working days from the proposal submission deadline to review proposals and discuss any issues with proposal teams.  The resource supervisor review period will not be used to address poorly planned resource requests.  At the end of this period, the proposals together with RS approval and/or comments will be submitted to the administrators for compilation and review before submission to the PCO.  The PCO may require significant changes in some proposals.  Proposal teams will have 15 working days after the PCO review to address the PCO comments and submit the final proposal for review.  The PCO will be responsible for final determination of project approval and resource allocations.

Questions about the proposal process may be directed to the chairperson of the RSC (Gene Massion- interim).

Guidelines

1 Abstracts: 

A. Proposal abstracts should use the included form (also available on dropbox/RSC/Projects 2000) and not exceed one page. 

B. Abstracts are intended to describe new proposals in enough detail so key proposal team members can be identified, similar projects can be combined, and large projects can be divided into smaller, more manageable projects.  

C. Abstracts for continuing projects are intended to identify current status and significant changes from proposal (see page 1 of this document).

DEADLINE FOR ABSTRACT SUBMISSION:  MAY 4th, 1999

Abstracts for all projects, new and continuing, need to be in the TYPHOON/Dropbox/RSC/Abstracts directory by 12:00 on the due date!

2
Proposals:

A. Include a clear statement of the problem/question being addressed and how it relates or contributes to MBARI’s strategic plan.

B. Describe the proposed approach to solving the problem.  Include technology (mechanical, electrical or software) development efforts, lab programs, field programs, algorithms, processes or information applications which will be developed, data analysis programs, etc.

C. Include specific deliverables and milestones with projected dates and resource requests.  The resource request form is provided in this document.  Resources requests must be tied to specific milestones.  Resource supervisors are available to help proposal teams develop appropriate milestones and examples are provided in the milestone section.

D. Proposals must include a detailed budget justification for all capital and travel items requested, including reason for travel, make versus buy decisions, etc. Any line item not accompanied by a budget justification will be automatically red lined. For proposals being submitted for external funding, distinguish what part of the budget is being requested from MBARI as a cost share versus what is being requested from the funding agency. (Less detail is needed in the latter case)

E. Separate forms should be included for video lab, ship/ROV, machine shop, mechanical or electrical technician resource requests.

F. The main body of the proposal (part 1) must be no longer than 10 pages, including illustrations, with a font size of 12 or larger.  Color illustrations should be used sparingly, however, this year the proposals will be published on CD’s, so color-printing costs will not be as big of a factor as in the past.  .

DEADLINE FOR PROJECT PROPOSAL SUBMISSION: JUNE 1ST, 1999

Proposals need to be in the TYPHOON/Dropbox/RSC/Proposals directory by 12:00 on the due date!

3.
Resources

Resource Requests  should be made by generic resource category (i.e., Mechanical Engineer) unless a valid justification is provided. Every effort will be made to honor valid justifications.

During the resource supervisor review period, Resource Supervisors (RS) or their designees may meet with project managers to refine milestones, review requirements and deliverables, modify resource requests, suggest division of large projects into smaller more manageable projects, combine similar projects, etc. 

Machine Shop Resources

Proposal budgets should include the cost of all machine shop materials. These 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 RS 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.

4.
Milestones

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.  Tasks in a project will typically lead up to a milestone.  Example milestones include 1) Release of project requirements document, 2) Completion of Critical Design Review, 4) Drawings released to machine shop 4) Bench top testing complete, 5) Chemical process validated, 6) Data analysis complete, 7) Paper submitted, 8) Licensing agreement signed. 

Definition of Roles

PCO Committee – (Project Coordination Office) A decision making body that resolves conflicts, selects final proposals, and reviews progress.

RSC Committee – (Resource Scheduling Committee) Review proposals for feasibility as a function of resources and schedule and provide this input to PCO.  The RSC does not evaluate a proposal's merit. The RSC will track actual project progress during the year and work with project managers to recommend reallocating/rescheduling of resources to PCO throughout the project cycle.

Project Team

Project Manager – Responsible for developing, maintaining, adhering to and reporting project schedule, budget, and milestones.  Will be responsible for timely reporting to RSC of project progress and requests for reallocation or rescheduling of resources.

Lead Scientist – Responsible for science requirements, science direction, data collection, processing, interpretation, and publication.

Lead Engineer – Responsible for converting science driven requirements into engineering solutions, oversees engineering design, development, review, fabrication, testing, and debugging, documentation.

Resource Supervisor – Responsible for insuring requested resources and schedule are adequate for the proposed project.  During the Resource supervisor review period, supervisors will refine milestones with the project teams to insure projects can be adequately tracked.

Division Administrators – Responsible for aiding Project Managers/Teams in the development of project documentation to ensure consistency. Having direct access to all up-to-date project documentation for projects in their respective divisions; aiding Project Managers and Resource Supervisors to communicate any requests/changes in writing to all parties (i.e. PCO, Resource Supervisors, etc.) Final Proposal Phase: Responsible for aiding Project Managers/Teams and/or Resource Supervisors in development and upkeep of timelines (Microsoft Project) and other project documentation.

