Business Development Guidelines

Guideline:
CTTS encourages the development of new business; however, it is important that all new work efforts be coordinated within the Center to ensure that adequate resources are available and that other commitments to our primary sponsors are not negatively affected.  To expedite the approval process for submitting formal proposals, it is important that discussions occur during the planning phase and that the Center Management approve the proposed effort in advance of customer commitment.  These guidelines are provided to assist you in making sure the necessary steps are taken.

	Activity

	Proposal Planning:
All internal and external new business opportunities will be discussed/reviewed by the CTTS business development/technology transfer manager, who will discuss the new business opportunity with the Center Management and obtain approval for strategic alignment prior to preparing a proposal to a sponsoring entity.  The CTTS business development/technology transfer manager will inform/provide guidance to the appropriate staff to proceed. 

Proposal submitters are responsible for determining resource availability with the appropriate group manager(s) and technology manager(s) prior to submitting a proposal for internal review.  This means that a written plan needs to be prepared detailing who will complete the work, the percentage of time required for each individual on the project, the schedule for delivery of work, and the time phasing of the proposed effort.  The group manager and technology manager will review this in the context of other commitments before giving approval to proceed. 

For pre-proposals, the overall scope of work, budget, staffing requirements, and general timetable need to be discussed with the CTTS business development/technology transfer manager, the Center Director, the affected group manager(s), and the appropriate technology manager(s) prior to submittal to the sponsoring agency.

	Proposal Submittal:
The CTTS financial analyst shall review all cost and pricing data prior to proposal submittal.  

In addition to the statement of work, the submitter prepares a Proposal Approval Request (PAR) form for non-DOE sponsors, or a DDRD form, and obtains the Center Director’s signature.

	Proposal Awards:
The CTTS manager for business development/technology transfer manager, the Center Management, and the center's financial analyst shall be informed immediately upon notification of a successful submittal.

Upon award of funding the proposal submitter shall negotiate resources required to conduct the work with the respective group manager(s) and technology manager(s).

In general the proposal submitter will manage new work with oversight from his or her respective group manager as required; however, in some special circumstances it may be more appropriate to assign the work to a different team or individual.  These decisions will be made by the Center Management on a case-by-case basis.


