Look Up Part 6: Laboratory Approvals
e Once Budget has signed and uploaded a copy of Attachment | and I, and email will be sent to

the Program Director for approval with a cc: to ORO.
- If you are a Program Director and the Pl for a PPF, please sign each section once you get
the appropriate email.
e Upon the Program Director’s signature, e-mails will be simultaneously sent to the Associate
Laboratory Director and Deputy Director for signatures with a cc: to ORO.

1. Recall the email that was sent to you attention. It will have the PPF number and directions for

you to sign.
2. Choose “Look up Part 6: Laboratory Approvals”
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3. Enter the PPF Number.
a. Ifyou are unsure of the number, type in the year the PPF was assigned “20XX” to get

those listed for the Fiscal Year they were entered. Click the Update button on the PPF
you would like to work on. You will only be shown the PPF’s you have entered or are Pl

on.
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4. Click the “Update” Button for the PPF you would like to work with.
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5. Confirm you would like to update the record by clicking “ok”
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Review the information provided on the form. If any changes are required and cannot be made,
clearly detail those in the comment box. If the information is grayed out, you will not be able to
edit the information.

a. The Statement of Work can be found at TEAM-Mod (T:)/ PPFs/Statement_of Work

b. The Budget sheets can be found at TEAM-Mod (T:)/ PPFs/Budget
Once the document has been reviewed, choose your name in the drop down box, enter your
password in the appropriate box. You will only see your section to sign.

a. Program Director
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1028304
Budget Office Representative Date

AS per DOE Order 481.1C and DOE M 481.1-1A; this document certifies to the extent possible that: 1) The proposed work is
consistent with or complementary to DOE mission and the missions of the facility to which the work is to be assigned, 2) The
proposed work will not adversaly Impact execution of assigned programs of the facility. 3) The proposed werk will not place
the facility in divect competition with the domestic private sector, 4) The proposed work ks not anticipated to create a
detrimentad future burden on DOE resources

Any potential conflict of interest on the part of Ames Laboratory employees who have a substantial role in the

preparation, negotiation, or approval of this projoct hes been addressed,
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1038304
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Do you want notifications sent to all parties?
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1028304
Budget Office Representative Date

AS per DOE Order 481.1C and DOE M 481.1-1A; this document certifies to the extent possible that: 1) The proposed work is
consistent with or complementary to DOE méission and the missions of the facility to which the work ks to be assigned. 2) The
proposed work will not adversaly Impact execution of assigned programs of the faclity. 3) The proposed work will not place
the facility in direct competition with the domestic private sector, 4) The proposed work is not anticipated to create a
detrimentad future burden on DOE resources

Any potential conflict of interest on the part of Ames Laboratory employees who have a substantial role in the

preparation, negotiation, or approval of this projoct hes been addressed,
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c. Deputy Director

ZB-2014
Budget Office Representative Date

AS per DOE Order 481.1C and DOE M 481.1-1A; this document certifies to the extent possible that: 1) The proposed work is

with or comy ¥ to DOE mission and the missions of the facility to which the work is to be assigned, 2) The
proposed work will not ad ly impact execution of assigned programs of the facility. 3) The proposed work will not place
the facility In direct competition with the domestic private sector. 4) The proposed work Is not anticipated to create a
datrimental future burden on DOE resources,
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8. When you are ready to sign, press “Submit”

9. Once the Program Director, Associate Laboratory Director, and Deputy Director have signed, an
email is sent to the ORO@ameslab.gov stating the PPF has been fully executed.

10. The ORO Representative will then will review the document and update any changes suggested
in the comments boxes.

11. Once the comments are addressed, an email will be sent with a fully executed copy of the PPF
and attachments to the Principal Investigator, Program Director, Program Assistant, Budget
Office, Accounting (if not OUQ), and if applicable LDRD and AMSO.







