Expectations for Task Leaders

Who Interact with DOE Clients

Manage Relationships

· Understand what motivates your DOE Program Manager (PM)

· Professionally (e.g., basis for decisions)

· Personally (e.g., last book read, interests, family)

· Meet regularly with your PM and maintain contact with your PM by telephone and e-mail

· Understand the professional and personal relationships that your PM has with other DOE staff and key stakeholders

· Build and gain trust of DOE so that they look to us for guidance in program planning and so that they share their emerging plans with us

· Communicate within the DOE structure and NREL in a coordinated manner

Plan and Develop Projects and the DOE Program

· Understand the DOE program under which your task is conducted

· Goals, objectives, R&D roadmap, multiyear program plan, budget information, AOP preparation, etc.

· Participants (national laboratories, contractors, universities)

· Stakeholders

· Be able to articulate clearly the goal of your task, how it supports DOE’s mission, and why DOE should support the work at NREL

· Understand the strategic plan for the program and conduct your task to support it

· Gain stakeholder support for work under your task

· Develop links to other work within your DOE program and with other DOE programs

· Coordinate work under your task with other tasks at NREL

· Draft AOPs for task work and define staffing and budget requirements

Manage the Task

· Manage the schedule and finances of your task

· Manage spending as recorded by NREL to meet targets for annual uncosted balances
· Coordinate work by staff members who work on your task as a unit and with other tasks

Execute Work under the Task

· Ensure the quality of work under your task, including experimental design, implementation, and reporting of results

· Provide a statistical analysis and uncertainty analysis for your results to enhance their usefulness

· Negotiate any changes from original AOP scope, schedule, or budget with Technology Manager

Communicate

· Keep your Technology Manager apprised of the status of your work, issues, and opportunities

· Provide early warning communication to Technology Manager for any milestone/deliverable that might be missed or delayed (at least 2 months before its due date)

· Provide DOE with information on the status of your work, results, and their implications

· Communicate results of work through presentations, publications, and Web sites

· Provide copies of all major DOE correspondence and reports to Technology Managers

	DOE Client
	CTTS Contact

	Bluestein, Linda  
	Nawaz, Kathleen 

	Bordeaux, Chris
	Eudy, Leslie

	Carpenter, Joseph 
	Penney, Terry

	Cataquiz, Lucito 
	Clark, Wendy

	Chalk, Steve 
	Sverdrup, George

	Devlin, Pete  
	Sverdrup, George

	Diamond, Sid   
	Hendricks, Terry

	Duong, Tien  
	Pesaran, Ahmad

	Eberhardt, James 
	Lawson, Doug

	Fairbanks, John 
	Hendricks, Terry

	Fardanesh, Shabnam  
	Nawaz, Kathleen

	Ferrell, John
	McCormick, Bob

	Garbak, John 
	Sverdrup, George

	Goguen, Steve  
	Clark, Wendy/T Penney

	Gravel, Roland 
	Rugh, John

	Groenich, Sig
	Wipke, Keith

	Howden, Ken  
	Penney, Terry

	Howell, David
	Pesaran, Ahmad

	Launey, Shelley 
	Brennan, Ann

	Milliken, JoAnn 
	Wipke, Keith

	Moorer,  Richard
	Goodman, Barb

	O’Hara, Dana 
	Nawaz, Kathleen 

	Patterson, Phil
	Bergeron, Paul

	Quinn, Marsha
	Brennan, Ann

	Rogers, Susan  
	Hassani, Vahab & Hendricks, Terry

	Rood, Marcy 
	O'Connor, Kevin

	Singh, Gurpreet 
	Whitacre, S. McCormick, B., Penney, T.

	Slezak, Lee  
	Eudy, L., Markel, T., Penney, T.

	Smith, Dennis 
	Parish, Richard

	Stork, Kevin 
	Clark, Wendy

	Sullivan, Ro
	Penney, Terry

	Wall, Ed 
	Penney, Terry

	Yoshida, Phyllis 
	Penney, Terry


W:\cttsdev\intranet\docs\expectations.doc
Updated 3/18/2004

