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	REPORTING REQUIREMENTS CHECKLIST

	PURPOSE

	

	The checklist identifies and communicates additional reporting requirements, which are not otherwise set forth in DOE contractual agreement.  It will be included as part of the contractual agreements.  The checklist will be completed for each contract or financial incentive agreement.  If necessary, special instructions may be appended to modify the checklist to adapt it to specific situation.

	INSTRUCTIONS

	Item 1.
Enter the title of the project as indicated in the procurement request, contract, interagency agreement, initiating memorandum, or official award, as appropriate.

Item 2.
Enter the identification number of the procurement request, contract award, or financial incentives agreement, as appropriate.

Item 3.
Enter the name and address of the participant.

Item 4.
Check spaces to indicate plans and reports selected.  For each reporting requirement selected, indicate the frequency of delivery using one of the frequency codes from Item 5.  The addressees to whom reports will be sent and the total number of copies required will be referenced in an attached coded distribution list.


	Note:
Frequency codes represent specific reporting frequencies for each selected report. The frequencies are recommended in the solicitation and negotiated prior to award.  The number of copies required and the addressees are similarly finalized prior to award.
Item 5.
This item lists the possible frequency codes to be applied in the

selection of reporting requirements. 

Item 6.
Attach  special  instructions  as  necessary.  Check the appro-

priate box(es).

Item 7. 
Signature of person preparing checklist and the date prepared.

Item 8.
Signature of person reviewing the checklist and date reviewed.



	
	

	
	

	
	

	


GENERAL INSTRUCTIONS FOR THE PREPARATION AND SUBMISSION OF REPORTStc "J.4      GENERAL INSTRUCTIONS FOR THE PREPARATION AND SUBMISSION OF  REPORTS (MAR 1999) " \l 2
The contractor shall prepare and submit (postage prepaid) the plans and reports indicated on the “Reporting Requirements Checklist” to the addressee identified on the checklist.  The level of detail the contractor provides in the plans and reports shall be commensurate with the scope and complexity of the effort and shall be as delineated in the guidelines and instructions contained herein.  The prime contractor shall be responsible for acquiring data from any subcontractors to ensure that data submitted are compatible with the data elements which prime contractors are required to submit to DOE.  

STATUS REPORT tc "J.6      STATUS REPORT (MAR 1999) " \l 2
The Status Report is the contractor’s project manager brief narrative assessment (by WBS) of the work actually performed and the overall status of the various tasks.

The Status Report provides a concise narrative assessment of the status of the work being performed under the contractual agreement.  DOE management uses the report to monitor status and to provide early recognition of potential problem areas.  The report highlights changes to objectives, changes to technical approach, relationship to previously planned activities, task variances from baselines in excess of stipulated thresholds by WBS reporting element, causative factors, and actions taken or proposed to resolve them, list of presentations and publications, as well as factors with potential for causing significant variances in the future.  Task progress of major accomplishments for each task in bullet form may also be highlighted.  The report identifies open items requiring action by DOE or the contractor.  The report also provides a summary assessment of the current situation, including forecast of the near future and the expected impact on project accomplishment.

COST PLAN (DOE F 1332.7)tc "J.8      COST PLAN (DOE F 1332.7) (MAR 1999) " \l 2
The Cost Plan establishes the plan for accruing total costs by WBS element for the life of the contractual agreement.  The time-phased baseline establishes the basis for the measurement of actual cost accumulation and provides basic information for updating and forecasting budget requirements.  The Cost Plan itemizes accrued costs by WBS element for prior fiscal years, the current fiscal year by month, and future fiscal years until completion of the contractual agreement.  For projects being managed to the fourth WBS level, additional forms show cost detail for each task individually.

TECHNICAL REPORTStc "J.17      TECHNICAL REPORTS (SEPT 2000) " \l 2
CAUTION: Technical reports SHALL NOT include Limited Rights Data (such as restricted, proprietary or business sensitive information).  Limited Rights Data shall be submitted in a separate appendix to the technical report.  This appendix SHALL NOT be submitted in an electronic format but rather submitted in ONE ORIGINAL AND THREE (3) PAPER COPIES along with the paper version of the sanitized technical report deliverable.  The appendix shall be referenced in, but not incorporated into, the sanitized technical report deliverable under the contract.  In accordance with FAR 52.227-14, Rights in Data-General, the appendix must be appropriately marked and identified.  
The appendix shall be referenced in, but not incorporated into, the sanitized technical report deliverable under the contract.  

FINAL TECHNICAL REPORT tc "J.18      FINAL TECHNICAL REPORT (MAR 1999) " \l 2
The Final Report shall document and summarize all work performed during the contract period in a comprehensive manner.  It shall also present findings and/or conclusions produced as a consequence of this work.  This report shall not merely be a compilation of information contained in subsequent quarterly, or other technical reports, but shall present that information in an integrated fashion, and shall be augmented with findings and conclusions drawn from the research as a whole.

The contractor shall deliver a draft copy of the final report sixty (60) days before the completion of the period of performance.  The Government shall be allowed thirty (30) days to review the draft copy and to notify the contractor, in writing, of approval or recommended changes.  If the Government does not approve or recommend changes within thirty (30) days of receipt of the draft copy, the report shall be deemed approved.  The approved final report is due on the contract completion date. 

 TOPICAL REPORT tc "J.19      TOPICAL REPORT (MAR 1999) " \l 2
These reports usually provide a comprehensive statement of the technical results of the work performed for a specific task or subtask of the Statement of Work (SOW), or detail significant new scientific or technical advances.  If required, DOE shall review and approve the report outline prior to submission of the report.

GUIDELINES FOR ORGANIZATION OF TECHNICAL REPORTS  tc "J.20      GUIDELINES FOR ORGANIZATION OF TECHNICAL REPORTS (DEC 1999) " \l 2
The following sections should be included (as appropriate) in technical reports in the sequence shown.  Any section denoted by an asterisk is required in all technical reports.

TITLE PAGE* -  The Title Page of the report itself must contain the following information in the following sequence:

Report Title

Type of Report (Quarterly, Semi-Annual, Annual, Topical, Final)

Reporting Period Start Date

Reporting Period End Date

Principal Author(s)

Date Report was Issued (Month [spelled out] and Year [4 digits])

DOE Award Number (e.g., DE-AC28-04RW12345) and if appropriate, task number

Name and Address of Submitting Organization (This section should also contain the name and address of significant contractors or subcontractors who participated in the production of the report.)

DISCLAIMER* -- The Disclaimer must follow the title page, and must contain the following paragraph:

“This report was prepared as an account of work sponsored by an agency of the United States Government.  Neither the United States Government nor any agency thereof, nor any of their employees, makes any warranty, express or implied, or assumes any legal liability or responsibility for the accuracy, completeness, or usefulness of any information, apparatus, product, or process disclosed, or represents that its use would not infringe privately owned rights.  Reference herein to any specific commercial product, process, or service by trade name, trademark, manufacturer, or otherwise does not necessarily constitute or imply its endorsement, recommendation, or favoring by the United States Government or any agency thereof.  The views and opinions of authors expressed herein do not necessarily state or reflect those of the United States Government or any agency thereof.”

ABSTRACT* - should be a brief, concise summary of the report.

TABLE OF CONTENTS*

LIST(S) OF GRAPHICAL MATERIALS 

INTRODUCTION

EXECUTIVE SUMMARY - this should be a well organized summary that highlights the important accomplishments of the research during the reporting period.  It should be no less than one page and no more than two pages in length, and should be single spaced.  This summary must be more comprehensive than the traditional “abstract.”

EXPERIMENTAL* - this should describe, or reference all experimental methods being used for the research. It should also provide detail about materials and equipment being used. Standard methods can be referenced to the appropriate literature, where details can be obtained. Equipment should be described only if it is not standard, or if information is not available thru the literature or other reference publications.

RESULTS AND DISCUSSION* - It is extremely important that this section includes enough relevant data, especially statistical data, to allow the project manager to justify the conclusions.  With the relevant data, explain how the data was interpreted and how it relates to the original purpose of the research. Be concise in the discussion on how this research effort solved or contributed to solving the original problem.

CONCLUSION* - The conclusion should not simply reiterate what was already included in the “Results and Discussion” section. It should, however, summarize what has already been presented, and include any logical implications of how the successes are relevant to technology development in the future. This is extremely important, since “relevancy” continues to be a criteria of the program.

REFERENCES*

BIBLIOGRAPHY 

LIST OF ACRONYMS AND ABBREVIATIONS 

APPENDICES (IF NECESSARY) 

Company Names and Logos -- Except as indicated above, company names, logos, or similar material should not be incorporated into reports. 

Copyrighted Material -- Copyrighted material should not be submitted as part of a report unless written authorization to use such material is received from the copyright owner and is submitted to DOE with the report.

Measurement Units -- All reports to be delivered under this instrument shall use the SI Metric System of Units as the primary units of measure.  When reporting units in all reports, primary SI units shall be followed by their U.S. Customary Equivalents in parentheses ( ).

The contractor shall insert the text of this clause, including this paragraph, in all subcontracts under this award.

Note:  SI is an abbreviation for "Le Systeme International d'Unites."

ELECTRONIC MEDIA STANDARD FOR PREPARATION OF TECHNICAL REPORTS tc "J.21      ELECTRONIC MEDIA STANDARD FOR PREPARATION OF TECHNICAL REPORTS (DEC 1999) " \l 2
FILE FORMAT 

Production of high-quality, an electronic document is dependent on the quality of the input that is provided. Thus, the contractor shall submit one good quality paper copy using either permanent or alkaline paper plus an electronic version of each technical report.   

ELECTRONIC REPORTS SHALL BE SUBMITTED IN THE ADOBE ACROBAT PORTABLE DOCUMENT FORMAT (PDF).  ELECTRONIC REPORTS SUBMITTED IN A FORMAT OTHER THAN ADOBE WILL BE RETURNED AND THE REPORT CONSIDERED DELINQUENT.

Each report shall be an integrated file that contains all text, tables, diagrams, photographs, schematics, graphs, and charts. 

SUBMISSION FORMAT  

The electronic file(s) shall be submitted via diskette or CD-ROM.  Diskettes or CD-ROMs must be labeled as follows:

DOE Award Number

Type/Frequency of Report(s)

Reporting Period (if applicable) 

Name of submitting organization 

Name, phone number and fax number of preparer

FILE NAMING

In naming the electronic file, the contractor shall use the standard eight-character naming convention for the main file name, and the three character extension applicable to the software use, e.g., .pdf for Adobe.  

For the main file name, the first five characters are the last five digits from the award number; e.g., for Award Number DE-AC28-04RW12345, the first five characters are 12345.

