	RAPID GUIDE
	Division: Non Federal Proposal Preparation

Proposal Header




Resources Page:  The Resources page is used to maintain information about the key personnel a proposal project.

Professional:  (Bottom of Page)
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	Non-Federal Proposal Header Field
	Field and Instructions
	Responsibility

	
	The “Resource and Subrecipient Details” are not used.
	No Action
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	The Professional Details lists the PI, Co-PI, and other Key Personnel including the Mentor for Fellowships.  For Fellowships, the “fellow” is the PI.

The PI on the Resource page MUST be the same PI on the Proposal Header Page.  These must be kept in synch.  Please add the Project Contact with the role or “Other”. 

The listed Professionals will populate the Team page in Project Costing Module when the Award is generated.
	Division is responsible for accuracy

SPO will check.


Reports Page:  The Reports page is used to capture the Abstract information for a proposal.  This proposal abstract is a public document used by DOE/Berkeley Site Office to approve the proposal and for other publications.
Abstract:
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Select Abstracts from *Report Type list
	In Non-Federal WFO – only the Abstract is used.  You may cut and paste the abstract from the proposal or one is provided by the PI/Division.
	Division is responsible.

SPO will assure that it is included.


Documents Page:  As part of the proposal process, it is may be appropriate to link (upload) documents into RAPID.  This page helps you keep track of documents such as statements of work, human and another subjects, etc.  You can attach multiple documents to the proposal.

Electronic Submission to SPO CO:  If a Sponsor doesn’t require a “wet” signature, you can upload the SPPF, budget, and Statement of Work – the Sponsor’s Proposal – into RAPID.  You will not be required to submit a hardcopy, original proposal.  Your SPO Contracts Officer will print it out.  Please coordinate these submissions like all other proposal submissions with your SPO Contracts Officer.
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	Click on the Documents tab.

Click the Add Attachment button[image: image7.png]


 to attach a document to the proposal.

The document link (upload) page is displayed.
	Optional at this time for Non-Federal WFO.


Browse Subpage:
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	Step
	Action

	1.  
	Click to search for the document that you want to attach to the proposal. This button appears after you click the Add Attachment button.

Browse

	2.  
	Click to attach the file to the proposal and return to the Documents page. This button appears after you click the Add Attachment button.

Upload

	3.  
	The document is displayed under attachments on the Documents page.  See example below.
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Viewing the Attachment in the Documents Page
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	Step
	Action

	4.  
	Hold down your Control Key on your PC keyboard and click the View Attachment button  to view the attachment.   Click on “open” to view or “save” to save the document.  This button appears only after you attach a document to the page. 
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	5.  
	Click the Delete Attachment button to delete a document.   Once a document is deleted, it will no longer to be available.  There is no “undo” button.  You will have to go through the “upload” process again for the document to be available in RAPID.  This button appears only after you attach a document to the page.  
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Certification Page:  The Certification page for NonFederal Proposals will display eight (8) internal review and approvals.  Divisions only complete the Certification Indicator for the Animals (AN), Human Subjects (HS), and NEPA/CEQA at the time of proposal submission.  The updates/approvals will be done by the SPO Contracts Officers as part of the Award Generation review procedure.

DO NOT DELETE LINES.  The certifications displayed are those that are required for the NonFederal proposal/award category.
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Certification Panel Definitions and Data Entry Grid

	Certification Code
	Definition

	AN
	Animal Use:  

	AR
	Accounts Receivable Review and Approval

	COI
	Conflict of Interest

	DOEAG
	DOE Approval of Agreements with NonStandard Terms and Conditions.

	DOECO
	DOE Contracting Officer Approval of Proposals

	DOEWV
	DOE Financial Approval of Waiver of Federal Administration Charge (FAC) 

	HS
	Human Subjects

	NEPA
	NEPA/CEQA Review

	PAT
	Patents Proposal Review
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	Non-Federal Proposal Header Field
	Field and Instructions
	Responsibility

	For this example, select Yes. Click the Indicator list.`[image: image15.png]


 

Click an entry in the list.
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	Do not enter a date under Certification Date
Next, select the certification indicator. Please see the next page for the appropriate Certification Indicator for the different types of actions.
Next enter the person name that authorized the certification.  For Animal and Human subjects, the name must be the PIs.  Enter the desired information into the Certified By field.
Enter the date on which the certification was approved.  Enter the desired information into the Approval Date field. 
	Division is responsible in accordance to guidance on the following page.

SPO will check for accuracy.


Divisional Certification Actions (PI, Administrative Staff, NEPA/CEQA)

	Certification Code
	Cert Date
	Indicator
	Certified by
	Approval Date

	AN
	Blank
	Pending
	Blank
	Blank

	
	Blank
	N/A – Animals will not be used on the research
	PI’s Name
	Date PI approved Proposals

	
	Blank
	Yes – Animal Use approved and research may commence
	Chris Byrne

Name
	Date of Approval

	
	Blank
	No – Animal Use no approved and research may not commence
	Chris Byrne

Name
	Date of Disapproval

	HS
	Blank
	Pending
	Blank
	Blank

	
	Date of Review
	N/A – Humans will not be used on 
	PI PI’s Name
	Date PI approved Proposal.

	
	Blank
	Yes – Human Use approved and research may commence
	Chris Byrne

Name
	Date of Approval

	
	Blank
	No – Human Use no approved and research may not commence
	Chris Byrne

Name
	Date of Disapproval

	NEPA
	Blank
	Pending
	Blank
	Blank

	
	Date of  SPO Review
	N/A – Users Only
	SPO CO’s Name


	Date of  Review

	
	Blank
	Yes – NEPA/CEQA Approved
	NEPA/CEQA Reviewers Name
	Date of Approval

	
	Blank
	No – NEPA/CEQA disapproved.
	NEPA/CEQA Reviewers Name
	Date of Disapproval
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