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Federal Assistance Reporting Checklist
All Other Editions Are Obsolete

             For instructions see FAL  Management of Report Deliverables

	1. Identification Number:

     DE-FC02-03CHXXXXX
	2. Program/Project Title:

     To be determined




	3. Recipient:

     To be determined

	4. Reporting Requirements:

MANAGEMENT REPORTING
 FORMCHECKBOX 
 Progress Report (1), (2)
 FORMCHECKBOX 
 Special Status Report (4)

SCIENTIFIC/TECHNICAL REPORTING

(Reports/Products must be submitted with appropriate DOE F 241.  The 241 forms are available at www.osti.gov/elink.)


Report/Product


     Form
 FORMCHECKBOX 
 Final Technical Report (6)
                                    DOE F 241..3

 FORMCHECKBOX 
 Conference papers/proceedings*  

DOE F 241..3

 FORMCHECKBOX 
  Software/Manual                                                       DOE F 241. 4
 FORMCHECKBOX 
  Other (see special instructions)
 * Scientific and technical conferences only
FINANCIAL REPORTING

 FORMCHECKBOX 
 SF-269, Financial Status Report

 FORMCHECKBOX 
 SF-272, Federal Cash Transactions Report  (8)
CLOSEOUT REPORTING

 FORMCHECKBOX 
 Final Invention and Patent Report

 FORMCHECKBOX 
 Property Certification

 FORMCHECKBOX 
 Other (see Special Instructions)
OTHER REPORTING

 FORMCHECKBOX 
 Other (See Special Instructions) (5) (6) (7) (9)
	Frequency
	No. of Copies
	Addressees

(3)

	
	Q
 A
F
Q, F
Q
F

F
See Special Instructions
	1,1,1
1,1,1
1,1,1
1,1,1
1
1
1,1,1
	A,  B, C

A, B, C
A, B,C
A ,B,C
C

C

A, B ,C 

	FREQUENCY CODES AND DUE DATES:


A -
Within 5 calendar days after events or as specified.


F -
Final; 90 calendar days after expiration or termination of the award.


Y -
Yearly; 90 days after the end of the reporting period.


S -
Semiannually; within 30 days after end of reporting period.


Q -
Quarterly; within 30 days after end of the reporting period.

       O -   One time after project starts; within 30 days after award.


	5.  Special Instructions:

(1)   Technical Progress Report: Shall include narrative status by topic(s) and tasks in the statement of work, current accomplishments, problems, near-term plans, and open items; provide an analysis of variances from schedule,
        cost plans by month, and assess overall progress.

(2)   Report will be sent by electronic e-mail.
(3)   See attachment A for address list for distribution of reports.
(4)   Special Status Report:  Provides notice of problems, delays, or adverse conditions, which materially impair the                                                                                                                                                        awardee's ability to meet the objectives of the award or developments that have a significant favorable impact on the project.  The report must include the remedial action to be taken to correct or resolve any problem or adverse conditions.  Frequency: A
(5)   Management Plan: Will provide project information including, but not limited to, a work breakdown structure,                    start and end  dates, resource amounts and rates, materials, baseline data, task dependencies, cost plan by month, a management control system description, and other information required to measure the progress of schedule and costs.  Frequency: O,A; Addresses: A,B,C
(6)  Electronic Draft and Final Technical Report: A draft of the final technical report shall be submitted electronically to the DOE Project Officer for review and approval prior to distribution.  Comments will be discussed and incorporated into a final technical report.  The final technical report will be submitted electronically via the DOE Energy Link System (E-Link) which can be accessed at http://www.osti.gov/elink-2413.  For further guidance regarding electronic submission requirements, refer to the provision entitled “Submission of Scientific/Technical Reports.”
(7)   Presentation materials from review meetings and technical conferences: Will be provided to the DOE Project Officer.  Frequency: A     
(8)  Federal Cash Transactions Report (Standard Form 272):  Required to be submitted 15 calendar days following the end of each quarter.
(9) Topical Reports: Will be written to cover significant events as mutually agreed upon.  Frequency: A
      November 2002

	


ADDRESSEE LIST

DE-FC02-03CHXXXXX

A.
Program Manager

U. S. Department of Energy


1000 Independence Ave., SW


Code EE-16     2H

Washington, D.C. 20585-0121


Phone:

202-586-XXXX

Fax

202-586-XXXX

E-mail: Program.Manager@hq.doe.gov
B.
Project Officer

U. S. Department of Energy


9800 South Cass Avenue


Argonne, IL  60439-4899


Phone:

630-252-XXXX

Fax

630-252-XXXX

E-mail:
 Project.Officer@ch.doe.gov
C.
Contract Specialist


U. S. Department of Energy


9800 South Cass Avenue


Argonne, IL  60439-4899


Phone:

630-252-XXXX


Fax

630-252-XXXX

            E-mail:
 Contract.Specialist@ch.doe.gov
