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Instructions – General

Important notes

· This form is to submit 2001 Action Plan For Fish Proposals in Response to Power System Emergency Solicitation BPA FY 2001 funding (see solicitation letter at http://www.efw.bpa.gov/cgi-bin/FW/ActionPlanProposalComment.cgi). Only 2001 Action Plans For Fish in Response to Power System Emergency Proposals are being solicited at this time. To be sure this is the right form for your project, visit http://www.efw.bpa.gov/cgi-bin/FW/ActionPlanProposalComment.cgi.
· Diskettes, ZIP disks or CDs submitted with proposals or other electronic files must be IBM-formatted.

· Please carefully read the help document and cover letter sent with this form. They provide field- and content-related help 2001 and information on submitting and tracking your project during the review process. If you are missing either document, please visit http://www.efw.bpa.gov/cgi-bin/FW/ActionPlanProposalComment.cgi or call Cate Hanan at 503-230-5276.

· Please familiarize yourself with the form far before the deadline, so that any questions can be answered promptly. Questions near the deadline will take longer to answer.

· This document is only available for Word97/Word2000. Do not save down to older formats, or use in another word processor such as WordPerfect, even if it supports Word conversions. You will lose the auto-calculations, and will not be able to add or delete table rows. You may also risk not being able to re-open the document.

· Please enable macros if Word prompts you about macro/virus security. This document is virus-free, and the macros are crucial to performing calculations and allowing you to add and delete table rows.
Word2000 – make sure you are able to run macros by choosing Macro, Security, and setting the security level to medium or low. You may need to close then re-open for the security settings to take effect.

· Always start by making a copy of your form. Some changes to the form cannot be undone, so keep a copy if you need to start over, or have several projects to submit. If you need another copy of the form or instructions, visit
· http://www.efw.bpa.gov/cgi-bin/FW/ActionPlanProposalComment.cgi. 

· Some help text is included as “hidden” comments on the data form, which is displayed by resting the mouse cursor over any yellow text 
(usually section headings or field names).

· If your submission is a "Reconsidered High Priority Proposal", please list your proposal identification number, proposal title, submitter's name, company name, phone number, and e-mail address. 

For technical questions related to using this form, contact Cate Hanan at the Bonneville Power Administration, 503-230-5276, fwproposals@bpa.gov.

How the form is structured

The form consists of 4 sections, which are separated into 2 parts:

Part 1 “Administration and Budgeting”: Sections 1 and 2, which require brief responses. Your input is restricted to gray boxes.

Part 2 “Narrative” (separate document): Sections 3 and 4, which allow you to describe your project at length, and the inclusion of maps, tables, graphics, etc. Your input is not restricted.

1. Section 1 is general administrative information about the project, such as project ID, title, contact information, geography, a short description of the project, and questions on biological objectives.

2. Section 2 asks for objectives, tasks, schedules and costs for your project and an itemized budget. You can also add cost-sharing information.

3. Section 3 is the project description, which has several questions that can be answered at length.

4. Section 4 is key personnel, which includes job descriptions, resumes, etc.

Steps to complete the form

· Read the next section of this document which describes each content field on the form.
· If Word displayed a macros/virus warning when you opened this document, close it, then open it again and choose ‘Enable macros’. The macros allow you to insert and delete rows, and calculate totals. Word 2000 users – choose Tools, Macros, Security and set the security level to medium or low.
· Save this as something other than “blank_ap.doc”. Preferably, use the first few words of the title, like “RestoreFish.doc”.

· Your cursor is already in the first input field, Title of Project, so start typing.

· Fill in all fields (gray boxes) pressing Tab to advance from one field to the next.

· When this document is complete, save/close it, and open “narrative_ap.doc” to continue with Part 2.

· Provide narrative fields to complete Part 2.

· When done, save the narrative document using the same name as your Part 1 document, but add “n” or “narrative” to the end of the filename, like “RestoreFishNarrative.doc”.

· To mail your proposal, please print the completed documents. Part 1 prints in landscape (sideways) orientation, Part 2 in portrait (regular).

· E-mail completed forms to fwproposals@bpa.gov or mail to the street address below. 

· If you do not have access to e-mail, or have supporting material that cannot be submitted electronically, e.g., maps, reports, etc., please mail three copies to:

Bonneville Power Administration

Attention: Cate Hanan

2001 Action Plan Proposals

905 NE 11th Avenue - KEWB-4

Portland, OR 97232

You will be notified with an autoreply e-mail to confirm that your proposal has been received. A followup

e-mail confirmation from BPA will be sent to let you know your proposal has been processed.  If you don't receive your "follow-up confirmation e-mail" within three business days you can call Cate Hanan at 503-230-5276.  You can also monitor the website http://www.efw.bpa.gov/cgi-bin/FW/ActionPlanProposalComment.cgi to verify your project is received and posted correctly. Once all proposals are received, they will be available through the Bonneville's website at

http://www.efw.bpa.gov/cgi-bin/FW/ActionPlanProposalComment.cgi.


2001 Action Plan For Fish in Response to Power System Emergency Proposals must be submitted to BPA by no later than 5 P.M. Pacific Standard Savings Time May 24, 2001. Late proposals will not be reviewed for funding.

**NOTE:  BPA CANNOT RECEIVE FILES VIA E-MAIL THAT ARE LARGER THAN 5 MEGABYTES.  SOME E-MAILED PROPOSALS WITH EMBEDDED GRAPHICS, AND/OR HAVE SEPARATE ATTACHMENTS, MAY GO THROUGH A 2-DAY VIRUS SCAN PROCESS PRIOR TO BEING RECEIVED BY CATE HANAN.

Instructions – Specific

PART 1 of 2. Administration and Budgeting

For Part 1 of the form:

· Your input is restricted to the gray boxes, which will grow as you type text (although most boxes will limit the number of characters you can type). They will not print out as gray boxes.

· You can insert rows in any table. Press Alt-R from within a table and you will be prompted to either insert a row at the cursor position, or add a row to the end of the table.

· You can delete rows in tables by pressing Alt-D at the row to be deleted.

· Press Alt-C at any time to calculate table totals in Section 2. Alt‑C verifies that totals between task and itemized budget tables match, and that crucial data fields are completed.

· You can spell check by pressing Alt-S.

Section 1. General administrative information

Title of project. 150 characters or less; do not include the contractor name or acronym; use abbreviations if appropriate; start with action verbs, i.e., “Evaluate Coho...”, not “Evaluation of Coho”.

Business Name and Acronym. Identify your agency, institution, or organization.

Proposal Contact person. This is the person who should be contacted regarding this specific project. Include name, address, phone number, fax, and email address.

Manager of program authorizing this project. Who is responsible for the program that authorizes this project? This person assumes responsibility for the correctness of the information being submitted for review and that the work is authorized to be performed by the entity applying for funding. For example, if your project is one of several that are being managed together, give that manager’s name. This should not be your BPA COTR.

Location of project. Enter one or more latitude/longitude points to define the location of your project. Use the description field to add more detail like street address, driving directions, nearby towns, counties, landmarks, river reaches, etc. Latitude and longitude points can be entered either in decimal form (110.5968) or as degrees minutes seconds (110 35 48.48). Include +/- signs as appropriate.  Use the description field to include other location designations such as hydrologic units and township, range, and section.  

Target species. Name the species that are most affected by your project. Scientific names are not necessary.

Short description. Describe the project in a short phrase (less than 255 characters or about 30 words). Give information that is not in the title. If possible start this field with an action verb (protect, modify, develop, enhance, etc.) rather than a noun (this project protects). There is room in Part 2 for a longer abstract, so please keep this answer short.

Information transfer. Check any boxes that indicate what type of data your project will make available, if any, and how.

Section 2. Estimated budget 

Briefly describe measurable objectives, tasks, and the schedule and costs associated with each. Objectives do not need to be listed in any particular order, and need only be listed once, even if there are multiple tasks for a single objective. List only one task per row. To add rows, press Alt‑R; to delete rows, press Alt-D.

Use the individual columns this way:

a) Objective. Number objectives sequentially, such as “1. Increase salmon population.” Once an objective has been defined, just refer to it by number in successive rows (if you have multiple tasks for the objective). Objectives do not have to be listed in date order.

b) Task. Assign tasks sequential letters, such as “a. Raise hatchery salmon”, “b. Release salmon”. List only one task per row.

c) Task duration (in months). How many months will this task take to complete? 

d) Estimated FY01 cost. Estimate the FY 2001 cost of this task to the nearest dollar. Task-level estimates may be rough figures. These estimates are subject to review and revision when Bonneville negotiates contracts in FY 2001.

e) Subcontractor. Check this box if the task will be performed by a subcontractor.

A table is provided to list FY 2001 budget amounts for each category. If an item needs more explanation, provide it in the Note column. This table ends with a calculated total, which can be updated by pressing Alt‑C. If the total itemized budget does not match the total of all “task-based budget” tables in the previous table, you will see a warning.
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