PROJECT/ACTIVITY REQUEST MEMO
DATE: 


TO:         

R. Melucci, Budget Officer; and Project Activity Request 1 or 2 




(Dependent upon organization – Reference Budget Office Home Page – 



www.bnl.gov/budget for details)

FROM:    

Department Manager, Department Chair or Division Manager
SUBJECT: 

New Project/Activity Request


Effective immediately, please establish the following project in the PeopleSoft system.
	Provide information for the following fields, for they relate to ALL projects:

	Project Title:  

	Activity Title:  

	Principal Investigator (Last Name, First Name):

	Project Type:

	Project Status:
	Department Code:

	Activity Status:
	Sub Division Code (if desired):


	Provide information, if applicable, that specifically relates to the following:

	Budget and Reporting (B&R) Code:

	Budget Reference (required for EQU, GPE,  GPP, PRN):

	Program Task Number (if required):

	Agreement Number (if required):

	Reimbursable Work Order Number (if required):


	Provide information for the following if the project is Indirect-Funded:

	 LDRD or  Program Development (PD) Number (if applicable):

	

	Provide information for the following if the project is funded by a Non-Federal Sponsor:

	Name of Sponsor:  

	CRADA Number (if applicable):


A memorandum dated (enter date of memo) that provided a standard set of names of those with Signature and/or Release Authority for (enter related department code) was sent to the Budget Officer from our Business Operations Manager/Department Administrator.  (Note that this memo must be annually updated for each organization and sent to the Budget Office.)
Project Activity Request Memo

Dated:

Page Two

The employees listed below have:


Been briefed and are familiar with the allowable and unallowable cost provisions contained 
in Contract Clause H.4 and I.102 of the BSA Contract DE-AC02-98CH10086 with the U.S. 
Department of Energy.  

Successfully completed the on-line web course entitled Signature and Release 
Authorities 
and are knowledgeable of the available project funding.







(For Web Req input ONLY)

	SIGNATORIES (Provide ONLY EXCEPTIONS to the ‘standard’ set of signatories for your organization.)
	
	RELEASE AUTHORITY Amount (Provide information ONLY for those who do NOT currently have authority.)

	Name (provide Last Name, First Initial)
	Life No.
	Tier II or III
	
	Name (provide Last Name, First Initial)
	Life No.
	Dollar Limit

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


cc:
Cognizant Budget Administrator

Also, for the following project types, please provide copy to:

Susan Cuevas (for LS Users)

Fran Hille (for Other Federal Agencies or Other Laboratories)


Georgia Irving (for Non-Federal Agencies, Other and Dept Users except LS Users)

Maureen McDonnell (for NRC)
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