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Guideline


Purpose:

The purpose of this guideline is to identify NREL documents that require signatures at management levels within the Center for Transportation Technologies and Systems.

Procedure:
The documents in the table below require signature approval at the indicated levels.

	Document
	Center Director
	Tech Manager
	Group Manager/Team Leader 
	Task Leader

	Publications
	X
	X
	X
	X

	Subcontracts (purchase requests)
	
	Some
	X
	X

	All Personnel Documents
	X
	
	
	

	SSJ
	
	
	
	X

	Bankcard Logs
	
	
	X
	X

	Amenities
	X
	
	
	

	Travel
	X
	
	X
	X

	Equipment Transfers
	X
	
	X
	

	Property Pass
	X
	
	X
	

	Time Sheets
	X
	
	X
	

	Request for Checks
	
	
	X
	

	Foreign Travel
	X
	X
	
	

	ROI
	X
	X
	
	X

	CRADA
	X
	X
	
	

	WFO
	X
	
	
	

	MOU
	X
	
	
	

	PAR
	X
	
	
	

	AOP
	X
	X
	
	

	SOP
	X
	
	
	X

	Tuition Reimbursement
	X
	
	
	

	Purchase Requisition
	
	
	
	X

	Site Access
	X
	X
	
	

	Business Cards
	X
	
	
	

	Analytical Service Agreement
	X
	
	
	

	Phone Card Authorization
	X
	
	
	

	Credit Cards Authorization
	X
	
	
	

	DOE Conference Approval
	X
	
	
	

	DDRD
	X
	
	
	

	ES&H Training Plan
	X
	
	X*
	

	Alternate Work Schedule
	
	
	X*
	X

	Move Form
	X
	
	
	

	Shipping Requisition
	
	
	
	X

	Meeting/Conference Checklist
	X
	
	
	

	Foreign National Visitors Form
	
	X
	X*
	

	Multi Attendee Memo
	X
	
	
	

	Professional Memberships
	
	
	X
	X


* Center Director must officially sign for these items, however the Team Leaders are to initial requests before submitting them to the Center Director.
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