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Welcome! 

Center for Transportation Technologies & Systems
Overview

The Center for Transportation Technologies and Systems (CTTS) works toward developing advanced vehicle and fuel technologies; moving them from research and development to the marketplace. Working in partnership with public and private organizations, our Center develops and demonstrates innovative vehicle and fuel technologies that reduce the nation’s dependence on imported oil and improve air quality. 

Housed at the National Renewable Energy Laboratory (NREL) in Golden, Colorado, our diverse team of engineers, scientists and support staff focuses on many aspects of advanced transportation systems, including vehicle components, systems development and optimization, vehicle simulation, fuels research and development, fleet evaluations, and emissions-related fuel use and air quality research. Integrating this technology through CTTS’ Web sites, print publications, hotlines, and other outreach efforts provides important information to industry, academia, government agencies, and the public. 

Mission

CTTS' mission is to reduce the nation's dependence on foreign oil supplies, while improving air quality, by developing and demonstrating innovative technologies that will allow alternative fuels and advanced vehicle systems to supply a significant portion of the nation's transportation needs.

Goals

· Facilitate penetration of alternative fuels into the marketplace 

· Collaborate with the automotive industry to advance innovative transportation technologies 

· Provide technical support to DOE to achieve a significant reduction of imported oil, while improving air quality 

· Continue to improve information development/dissemination and present information through the Internet and direct interaction 

· Work with suppliers to screen enabling technologies 

· Continue to develop and enhance technical expertise and laboratory capabilities

Center for Transportation Technologies & Systems
Guidelines

(Policies and procedures found on the NREL Web site are updated periodically,

and supersede information found in these guidelines.)
Mail, Intranet & Telephone Information

Center:


Center for Transportation Technologies & Systems (CTTS)

Center # 5400 
Mailing Address:
Employee Name




National Renewable Energy Laboratory (NREL)

1617 Cole Boulevard, Mail Stops: 1631 (ReFUEL) & 1633

Golden, CO 80401

(Mail is picked up in building 16 third floor lobby at 10:00 a.m. and 2:00 p.m. daily. Unstamped business and stamped personal mail may be placed in the outgoing mailbox in the lobby. Mail is delivered at 10:30 daily and is distributed to employee boxes by Administrative Assistants by noon each day.)

NREL Website: 

http://www.nrel.gov/
NREL Intranet Website:
http://thesource.nrel.gov/
CTTS Website:


http://www.ctts.nrel.gov/
CTTS Intranet Site:

http://devctts.nrel.gov/intranet/vehiclesandfuels
Communications: 

· EMERGENCY



x1234
· NREL Switchboard



(303) 275-3000

· CTTS Center AA



(303) 275-4499

· Voicemail** From Outside NREL

(303) 275-4000, then # key

· E-mail Address



firstname_lastname@nrel.gov 
· CTTS Fax Number



(303) 275-4415 (3rd floor)
· Client Services



(303) 275-4171

· CTTS Members



(Attachment A)
· Security




(303) 384-6811 

· 17/1 Reception



(303) 275-3274

To make any call from your phone, dial 9 to connect to an outside line. For long distance calls dial 9+1. For internal calls use the extension number, (the last four digits of the telephone number).

**Voicemail instructions are sent in the mail at the time of hire or may be obtained by dialing x4141. 

General Business Information

Approvals and Signature Authority

Many documents generated or used at NREL and CTTS require various levels of approvals and signatures. Group members obtain approvals and have documents signed by their respective Group Managers. Group Managers obtain approvals and signatures from the Center Director. In the event that a Group Manager and/or Center Director are out of the office on business travel or taking personal time, approval and signature authority is delegated to other individuals as determined by the Group Manager and/or Center Director. A memo is prepared notifying the center staff and other NREL managers/staff, as appropriate, of delegation of signature authority. The memo is attached to each document that is signed by the signature designee. 

Building Emergencies/Fire Drills

In the event of an emergency, call X1234. When a building evacuation is announced or a fire drill is conducted, employees are REQUIRED to leave the building and meet other CTTS members in the designated gathering area. Employees are to reenter the building only when it is determined safe to do so by the Building Emergency Coordinator (BEC). 

Center Work

DOE work conducted within the center is included in program Annual Operating Plans (AOP) and the Field Work Proposals (FWP). Work for non-DOE sponsors is coordinated through the center’s leadership team as specified in the center’s Business Development Guidelines (Attachment B). Any work allocated to or conducted for other centers in excess of 10% of an employee’s time also requires advanced approval from center leadership. When employees from other centers are working on CTTS tasks in excess of 10% of their time, the task leader needs to coordinate with the CTTS Center Director. 

Computers, Printers, Copy and Fax Machines

Computer information for log in and password is provided during New Employee Orientation. Questions regarding your computer should be directed to Client Services at ext. 4171.

NREL copy machines are accessed using a code that has been assigned to you. Place the item(s) to be copied face up, enter the copy code into the counter, and press enter. Press start on the copier. Your copy code works on any NREL copy machine.

The center fax machine is located next to the copy machine and mailboxes in building 16, 3rd floor. To use the fax machine, place fax face down, dial the number (be sure to include “9" to get an outside line, plus a “1" if the number is long-distance) and press start. Inside NREL faxes only require the extension number. International faxes are sent from the NREL mailroom located on 16/1.

Dress for the CTTS

Casual business attire is appropriate in the CTTS. However, there are times when guests, visitors from other labs or industry, and DOE clients may deem more formal business attire appropriate. Fridays are casual days. 

Environment, Safety and Security (ES&S) 
We take your health and safety seriously. Generally, an annual workstation review is conducted. However, at any time, employees may request an ergonomic evaluation from the ES&S Specialist, assigned to the Center. Any repetitive motion injuries are to be reported to the Occupational Health Administrator, located in the medical office, in the SERF Building. Lab safety reviews are conducted quarterly.

ANY WORK RELATED INJURY IS TO BE REPORTED TO THE OCCUPATIONAL HEALTH ADMINISTRATOR AND THE CENTER DIRECTOR WITHIN 24 HOURS OF THE INJURY.

Ordering Supplies and the Supply Room 

General Office Supplies

To perform your job it is important to have the supplies you need. General office supplies such as pens, pencils, notebooks, envelopes, markers, staples, paperclips, binders, etc. are kept in 16/330 and monitored by the Center AA. As supplies are used, or if you are in need of a specific office supply, contact the Center AA who will order supplies for you. 

Task-Related Supplies/Documents

Task related supplies such as, discs, zip discs, CDs, special computer hardware or software, special meeting set-up materials or other non-routine office supplies, documents or reports are to be ordered through your Group AA using your project task number. If you are in question as to who orders what, go to your Group AA first for assistance.

Furniture and Equipment Orders

Offices are furnished with the essentials for you to perform your job. Any furniture additions to existing modules are to be approved by the Group Manager and Center Director and coordinated through the Center AA. Computers and other equipment that are task related are to be approved by the Group Manager and ordered by the Group AA through your project task number.

Professional Memberships

Membership in professional organizations, industry groups, university departments, and community projects is encouraged. Memberships and activities should help enhance, develop, or provide information with regards to the mission and goals of NREL and CTTS. NREL will pay for membership dues in one professional society. A second membership requires Center Director Approval.

Time sheets 

Time sheets are due bi-weekly and are to accurately reflect work that has been done during the specified pay period. Group Managers approve group members’ timesheets and the Center Director approves Group Managers’ timesheets. Due to frequent travel, there are times when individuals are out of town when time sheets are due. Nevertheless, time sheets are to be turned in IN ADVANCE of travel to ensure timely processing. Time sheets are routed to the respective group AA and are due by noon on Thursday of the bi-weekly cycle. Use of an electronic spreadsheet time sheet is strongly encouraged within the center.) To use it contact your group AA.

Training Requests 

NREL requires several training courses depending on your specific job assignment. A quarterly report is issued by Human Resources that keep you up to date on your training status. NREL also offers additional courses and seminars for professional development. Information about these courses can be found on a weekly basis in NREL NOW, an informative e-mail publication of laboratory activities. Training required to perform the essential functions of your job or to provide career development is usually charged to your task number unless otherwise directed. NREL meetings and/or mandatory training are charged to 5400-1000 unless directed otherwise.

Task Leaders and/or Group Managers approve requests and payment for off-site training. If overhead funds are determined to be the most appropriate funding for a particular training session, the Group Manager is to obtain approval from the Center Director, IN ADVANCE.

Work Schedules

The traditional workday is 8:00 a.m. to 5:00 p.m. However, due to project requirements, personal preference, and family obligations, an alternative work schedule may be an option for employees. Alternative schedules are a privilege and subject to demands of the position. The Group Manager and the Center Director approve alternative work schedule requests. Once an alternative schedule is approved, the Group Manager will inform the Technology Manager of work schedule changes. The Group Manager should approve any changes from this schedule IN ADVANCE. 
Time Off Information 

For the most current information on time off refer to:

http://thesource.nrel.gov/hr/benefits.html. See the time off section.

Comp Time 

There is no laboratory policy regarding comp time. In rare circumstances; however, a Group Manager may feel that an exempt employee has worked extensive additional hours on a particular project and may determine that some time compensation is appropriate. Group Managers may decide case-by-case these issues. To protect the employee who is granted comp time, a memo that documents approval should be generated and placed in the employee’s center file.

Holidays
Compensated holidays are provided to full-time employees (8 hours per holiday); part-time employees’ holiday hours are prorated. The official holidays are New Year's Day, President's Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, the day after Thanksgiving, Christmas Day, and two floating holidays. An employee hired on or after July 1, will have one floating holiday that year.

Overtime 

Only nonexempt employees are eligible for overtime. Advanced approval from the Center Director is required for any overtime worked. Overtime for non-exempt employees is compensated at 1.5 times the employee’s normal pay and is to be paid within the same time period as it is worked.

Personal Time Off (PTO)

You can use PTO for vacations, medical and dental appointments, the first three days of personal illnesses and injuries, family illnesses and injuries, and personal business. Advanced approval for planned PTO is required from your group manager.

Extended Sick Leave

Extended Sick Leave can be used beginning 1) on the fourth consecutive workday missed due to personal illnesses or injuries (the first three days will be charged to PTO), 2) on the first day of an absence due to a chronic medical condition, and thereafter until short-term disability begins, or 3) the first day of hospitalization, and thereafter until short-term disability begins. Please fill out the Extended Sick Leave form (MS Word 47 KB) and have your doctor sign it before submitting it to Human Resources. After an extended illness, a physician’s note that states you are able to return to work is required.

Roles and Responsibilities

The center’s RACI Chart (Attachment C) defines roles and responsibilities for many activities within the CTTS. Additional details for program execution are detailed below.

AOPs and FWP
The Technology Manager organizes the AOP structure and content and is responsible for submittal to the DOE. Group Managers and Task Leaders prepare input for individual components of work to be included in the AOP/FWP in consultation with the Technology Manager. The Center Director and Technology Manager approve all AOPs/FWPs.

Communication with DOE 

Telephone and e-mail communication with DOE Program Managers on technical issues within the scope, budge, and schedule specified in the APF/FWP occurs with Group Managers and Task Leaders, as appropriate. For detailed information regarding communication with DOE see (Attachment D).

Goods and Services on Order (GSO)
The Technology Manager manages the GSO for the program as a whole and distributes year-end balances according to program needs and priorities. The Group Managers and Task Leaders prepare a plan for managing their portion of the budget, including prior year(s) GSO, for approval by the Technology Manager.

Labor Assignments
Task plans and labor assignments (internal and external) are negotiated in joint discussion with the Center Director, Group Managers, and Task Leaders. When work assignments change, the same individuals approve those changes. 

Subcontracting

The Technology Manager, Group Manager, and Task Leaders work with subcontract administrators to determine the appropriate procurement approach to utilize (e.g. competitive, limited solicitation, noncompetitive). The Group Manager or Task Leader recommends the accrual schedule and phasing and provides copies of all subcontract statements of work to the Technology Manager at the same time they are submitted to subcontracts. The Technology Manager sets guidance based on the dollar value and other sensitivities for subcontract procurements they want to review or approve in advance of submission to procurement.

Task Leader Responsibilities 

Task Leaders play a significant role in delivery of work within CTTS. They develop AOPs and are charged with seeing that the AOP is carried out as written. They assist in determining the Work Breakdown Structure (WBS), oversee the completion of the DOE Milestones, and as assigned, provide task, budget, and cost information at monthly meetings. They frequently meet with DOE and key industry contacts. They also assist with the development and implementation of communication and publication materials.

Budget Information

Task Numbers

Projects and assignments from the DOE and other partners through WFO are each assigned a task number. Employee time, office supplies, equipment, or anything related to the completion of the task are charged to the task number assigned to the project. Approvals for use of task funds are the responsibility of Task Leaders and/or Group Managers. Group AAs make purchases of supplies, equipment, or materials that are TASK RELATED.

Technical and Financial Reporting 

The Technology Manager holds program meetings as required for technical information exchange, financial review, planning, and quality control. Employees are to follow the NREL policy regarding publication reviews and approvals. Web sites and electronic publications are considered “publications” under the NREL policy. There are also formal policies for press releases and interaction with media representatives, and for conducting meetings and conferences. Employees are to follow these policies as well. The signatures of the Task Leader, Group Manager, Center Director, and the Technology Manager are required on all papers and reports.

Technical Overhead

Overhead funds are controlled by the Center Director and are used for general management of the Center. Office supplies, furniture, equipment, training, and Center off-site meetings are part of the activities supported by technical overhead monies. These funds are limited and to use them employees are required to obtain approval IN ADVANCE from the Center Director. Purchasing of supplies, equipment or materials that are for GENERAL USE are made by the Center AA.

Meetings/Activities

Allowable Meals and Refreshments

Many meetings at NREL require meals and/or refreshments. When appropriate, meals and/or refreshments are to be charged to task. For specific requirements, contact your group AA s or see the Allowable Meals/Refreshment Checklist located at http://thesource.nrel.gov/forms.html.
Center Meetings

Center Meetings are held quarterly and provide an opportunity for Center updates on tasks and accomplishments. Center meetings are usually 3 to 5 hours and the time is charged to 5400-1000.

Conference Room Scheduling

CTTS is fortunate to have its own conference room. To determine room availability, or to schedule the conference room, go to the public folders in Outlook and click on 5400, 16/316, to view the calendar. When scheduling the conference room be sure to include the event name and your name as the scheduler.

When the CTTS conference room is not available, there are several conference rooms on the NREL campus. To schedule other NREL conference rooms, contact Conference Room Scheduling at ext. 3232 or call the 17/1 Reception Desk at ext. 3274.

CTTS Activities Calendar

Located in the CTTS shared files on the Y: drive is our group activities and travel calendar. Everyone in CTTS has access to view the calendar and update it. If you are planning vacation, extended sick leave, or are going on travel, please provide your Group AA with your schedule. Also, please provide the names of visitors you are hosting to your center AA for inclusion on the calendar.

Meetings and Visitors

Center employees are asked to provide the names of outside visitors to the center AA for inclusion on the CTTS calendar. Technology Managers, Center Director, Group Managers, and Task Leaders are to keep each other informed of meetings and outcomes with visitors. Special requirements apply to any foreign visitors, so please see the current NREL policy regarding Foreign Nationals.

Performance Reviews

Knowing what is expected in the way of performance is essential for employees. Upon hire, employees meet with Group Managers and develop objectives. At the conclusion of a Fiscal Year (FY) ending in September, input from task leaders, co-workers, peers, and external contracts is collected and used to assist with the review process. Following the end of the performance review period the Center management meets to discuss the reviews and feedback to the employees. Employees then meet with Group Managers to review work performance. During the review meeting, new goals and objectives are set by the employee and Group Manager for the next fiscal year. At the conclusion of the review process, the Center Director submits recommendations for raises and promotions to Human Resources and the Associate Director for Science and Technology. Once approved, they become effective in April of the next fiscal year. A mid-year review is conducted approximately six months following the annual review to revise goals and objectives to ensure they address changes, additions, or deletions in the employee’s work assignment.

Travel

Domestic

With the increased need to manage travel costs, a baseline budget is established jointly with Technology Manager, Center Director, Group Managers, and Task Leaders. Actual vs. planned costs are tracked at the task level. Travel guidelines as outlined at http://thesource.nrel.gov/travel should be followed. Hotel reservations and vehicle rental are made at or below government rate. In the rare event that hotel reservations or vehicle rental exceed the current per diem schedule, ADVANCED APPROVAL, in writing from the Center Director, is required.

Combining Business and Non-business Travel. NREL reimburses allowable non-business travel expenses up to 75% of documented airfare savings. Prior senior management approval is required on the Request for Approval to Combine Business and Non-business Travel form.
Individuals make their own travel reservations or may request assistance from their group AA. Each group AA maintains travel itineraries for individual travelers. 

Upon return, the traveler is required to submit a Travel Expense Report (within 7 days) to receive reimbursement for out-of-pocket expenses. The report requires approval from Task Leaders and/or Group Managers and the Center Director. Signed travel expense reports are submitted to accounting for payment.

Foreign Travel 

Evolving world events require special consideration for foreign travel. For the most current information see http://thesource.nrel.gov/travel/faq.html.







Updated: 3/10/04


