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Creation of award numbers in RAPID will be done manually until it is programmed to automatically insert the appropriate award prefix into the award number when generating a proposal into an award.

Proposal Stage:

New agreement (hard copy not RAPID):

Insert into the agreement the appropriate prefix (see below) and numbers as follows:




[insert prefix]00[insert 4-digit proposal #]



Example: WF006060 (for proposal #000006060)
Award Stage:

RAPID:

Rapid data entry is the same until ready to generate the award.  Follow the procedure below to over-ride the award # assigned in RAPID.

1. Go to: Generate Award tab
2. Go to: “To Award” field (top right of screen)
3. Type in the appropriate agreement prefix (see below) and proposal number. 
4. For LBNL/HHMI/Host 3-Party User Agreements type in the appropriate agreement prefix and add the ‘HHMI’ suffix after the number.  
EXAMPLES:

New Agreement:



[insert prefix]00[insert 4-digit proposal #]


Example: WF006060 (for proposal #000006060)

or
Amendment with New PO or Reference Number:



[insert prefix]00[insert 4-digit proposal #][insert amendment #]


Amend1 Example: WF006060A1 (for Amend 1 to WF006060)



Amend 2 Example: WF006060A2 (for Amend 2 to WF006060)
Or

LBNL/HHMI/Host 3-Party User Agreements:

[insert prefix]00[insert 4-digit proposal #][insert ‘HHMI’]
Example:  NPUSR006060HHMI 
5. Click MOVE button (done!)  
	Agreement Type
	Award Prefix
	Award Suffix 

(LBNL/HHMI/Host 3-Party User Agreements Only)

	WFO (non-Fed and Fed IAs)
	WF
	

	ICOs/M&Os
	IC
	

	CRADA (funds–in)
	CRADA
	

	CRADA (zero $)
	UFCRA
	

	Gift (Monetary)
	GIFT
	

	Gift (Equipment)
	EQGIFT
	

	Proprietary User
	PUSR
	

	Non-Proprietary User 
	NPUSR
	HHMI


