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Instructions - General

Notes for FY 2001

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

· This form is available primarily for Word97/2000. Please do not convert it to older Word formats, or to WordPerfect
. Critical calculations are performed by Word, and data is electronically extracted from this document and will be omitted if not in the proper format.

· If you absolutely cannot use the Word97/2000 version, there is a less functional version for WordPerfect, named blank.wpd, available on the diskette and at www.cbfwf.org/2001/download.htm. Please note that the WordPerfect version loses significant functions. If at all possible, it will be worth your time to find a PC with Word97 or Word2000.

· 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 blank.doc for the security settings to take effect.

· 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 won’t print out as gray boxes.

· You can insert rows in any table. Press Alt-R from within a table and you’ll 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 all sections and various calculated fields in Section 7. Alt‑C verifies that totals between task and itemized budget tables match, and that crucial data fields are completed.

How the form is structured

The form consists of seven sections.

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.

Section 2 is past accomplishments, where you should list work completed in the last several years, major milestones, etc.

Sections 3 through 6 ask for objectives, tasks, schedules and costs for four phases of your project:

Section 3 - planning and design

Section 4 - construction/implementation

Section 5 - operations and maintenance

Section 6 - monitoring and evaluation.

These phases are defined in the beginning of each section.

Section 7 is the total budget, which calculates totals from Sections 3-6, and asks for narrative regarding budget or scope changes since FY 2000. You can also add cost-sharing information.

Steps to complete the form

1. Read the next section of this document which describes each content field on the form.

2. Open blank.doc and save it using your 9-digit project ID number, such as 198906200.doc.

 ! 
If Word displays a macros warning, 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.
 !  
Important notes
a) You must keep the Word proposals in Word97 or Word2000 format. Do not save them into any other versions (i.e. saving down from Word97 to Word6), and do not open them in any other word processor, even if it supports Word conversions. You will lose the ability to add rows, perform calculations, and may risk not being able to re-open the document.

b) Always start by making a copy of blank.doc. Some changes to the form cannot be undone, so keep an copy if you need to start over, or have several projects to submit. If you need another copy of the form or instructions, visit www.cbfwf.org/2001.

3. Complete and print the proposal.

4. Save the document to diskette and mail both paper and diskette to:



Bonneville Power Administration – KEW-4



ATTN: Deanna Binney
The street address for parcel delivery is:



FY 2001 Project Update



P.O. Box 3621
905 NE 11th Street

Portland OR 97208-3621
Portland, OR 97232

For technical questions related to using this form, see Appendix B. Troubleshooting, or contact Eric Schrepel at the Columbia Basin Fish and Wildlife Authority, 503-274-7191, eric@cbfwf.org.

!
Project updates must be received by Bonneville by 5pm PST on May 1, 2000.
Late proposals will not be reviewed for FY 2001 funding.

Instructions – Specific Content

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”.

BPA Project Number. 
· The BPA project number is now 9 digits. To accommodate 4-digit year formats, two digits have been added to the front of all project numbers. Most will have “19” on the front, so that 8906200 becomes 198906200. Newly funded FY 2000 projects may have numbers like 2000010500 (2000-105-00 for clarity).

· If you’re unsure of your project number, visit www.cbfwf.org/2001 to find your project. This web page lists all FY 2000 projects approved for FY 2001 funding review.

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.

Province and subbasin fields. The new ecosystem provincial review process arranges work by province instead of subregion (the previous designation). See the list below for provinces and their subbasins.

Both of these fields are drop-down boxes that let you choose from a list of values. When you select a province, the list of available subbasins in the next field will change to only those within the province.

If this is a project with work in multiple subbasins/provinces, designate the principal province and subbasin. If it is a project with broad application to the program, select the Systemwide province and subbasin. Mainstem projects have a choice of provinces; choose the most appropriate one based on the geographic description under each province name.
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Province

and description
Subbasin

Systemwide
Systemwide

Columbia River Estuary

Columbia River and all tributaries downstream of the Cowlitz River confluence
Youngs
Elochoman

Grays

Mainstem Columbia

Lower Columbia

Columbia River and all tributaries above the estuary and downstream of, but not including, Bonneville Dam
Cowlitz
Willamette

Kalama
Washougal

Lewis
Sandy 

Lewis and Clark

Mainstem Columbia

Columbia Gorge

Columbia River and all tributaries between, and including, Bonneville and The Dalles dam
Wind
Hood

White Salmon
Fifteenmile Creek

Klickitat

Little White Salmon 

Mainstem Columbia

Columbia Plateau

Columbia River and all tributaries upstream of The Dalles up to and including Wanapum Dam; Snake River and all tributaries from Lewiston, Idaho, to the confluence with the Columbia River
Deschutes
Walla Walla

John Day
Crab Creek

Yakima
Tucannon

Umatilla
Palouse

Rock Creek
Mainstem Snake

Mainstem Columbia

Columbia Cascade

Columbia River and all tributaries downstream from, but not including, Chief Joseph Dam to Wanapum Dam
Wenatchee
Methow

Entiat
Okanogan

Lake Chelan

Mainstem Columbia

Inter-Mountain

Spokane River downstream of Lake Coeur d’Alene;

Columbia River and all tributaries between and including Chief Joseph Dam and the US/Canada border
Spokane
Colville

San Poil
Lake Roosevelt

Mainstem Columbia

Mountain Columbia

Lake Coeur d’Alene and all tributaries, Pend Oreille River and all tributaries, Kootenai River
Pend Oreille
Flathead

Priest
Blackfoot

Kootenai
Bitteroot

Clark Fork
Coeur d’Alene

Blue Mountain

Snake River and all tributaries from Lewiston to Hells Canyon Dam
Grande Ronde

Asotin

Imnaha
Mainstem Snake

Mountain Snake
Clearwater
Salmon

Middle Snake

Snake River and all tributaries from Hells Canyon Dam to Shoshone Falls
Burnt
Boise

Powder
Owyhee

Weiser
Bruneau

Malheur
Payette

Mainstem Snake

Upper Snake

Snake River and all tributaries from Shoshone Falls to headwaters, all closed basins within the Columbia Basin east of Shoshone Falls
Big Wood
Little Lost

Little Wood
Henry’s Fork

Mainstem Snake

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). The next field (abstract) allows more space for description of the project and work activities, so please keep this answer short.

Abstract. You have more space in this field (about 300 words) to describe the project and work to be accomplished in FY 2001. Please note that the next four sections will ask for specific detailed objectives/tasks, so only use this field for additional description and narrative about the project and FY 2001 work.

Expected biological outcomes. Please list any expected biological outcomes resulting from this project. Limited to about 200 words.

What data is available to measure biological outcomes? List data used to measure or evaluate biological outcomes. Limited to about 200 words.

Where does this data reside? Indicate if this data is publicly available, and if so, list its source or web site address if applicable.

Section 2. Past accomplishments

Briefly describe past major accomplishments and quantitative outcomes by year. List only one accomplishment per row, using multiple rows for a single year if necessary. If you need more rows, press Alt-R from within this table. Use Alt-D to delete rows.

Sections 3-6 Preface

The next four sections look identical, except that the data being requested is for four different phases: 1) planning and design, 2) construction/implementation, 3) operations and maintenance, and 4) monitoring and evaluation. These phases are defined in each section. It is likely that your project may not consist of work in all four phases, so some sections may be left blank.

Instructions for each table are only described in the first of these sections, Section 3.

For each section/phase, you are asked to provide budget details by task and by line item. Budget totals for the task table and line item table should match in a given section/phase. This sample table shows how task budgets and line item budgets might be defined for the planning phase (some columns omitted for this example):

Task-based estimates
Conduct baseline assessments
$100,000


Complete NEPA
$50,000


Complete engineering
$85,000


Total
$235,000

Itemized estimates
Personnel
$150,000


Materials
$65,000


Indirect charges
$20,000


Total
$235,000

Important: These estimates will be used only to review proposed scopes of work for Fiscal Year 2001 and to establish initial recommended budgets for Bonneville funding. Final project budgets will only be defined after completion of actual statements of work and contracting by Bonneville.

Section 3. Estimated budget for planning and design phase

This component defines the budget estimated to complete project design, review and necessary approvals. The objectives defined for funding in this component should be those leading to project implementation. Examples of such objectives would include baseline assessments, NEPA (including ESA) review and approvals, Council “three-step” review, and project engineering and design.

Task-based 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 fiscal years). How many fiscal years 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.

This table ends with a calculated total, which can be updated by pressing Alt-C. If your total doesn’t match the total in the next table, “itemized budget,” you will see a warning.

Note that pressing Alt-C calculates the entire form, and displays warnings for incomplete data fields, so you may want to wait until the form is mostly finished before calculating (takes 5-10 seconds to calculate).
Itemized estimated budget

List FY 2001 budget amounts for each category in this phase. If an item needs more explanation, provide it in the Note column. Specific help for line items follows.

a) NEPA costs. At the end of this document, see Appendix A. “NEPA Questions and Answers” for help with estimating NEPA costs, or contact Nancy Weintraub at BPA, 503-230-5373.

b) Subcontractors. To add more subcontractors, press Alt-R from within the table. Press Alt-D to delete subcontractors. Please note that while this form only asks for a single total per subcontractor, for BPA’s statement of work you will asked to provide line-item detail for each subcontractor.

This table ends with a calculated total, which can be updated by pressing Alt-C. If your total doesn’t match the total in the previous table, “task-based budget,” you will see a warning.

Note that pressing Alt-C calculates the entire form, and displays warnings for incomplete data fields, so you may want to wait until the form is mostly finished before calculating (takes 5-10 seconds to calculate).
Out year estimated budgets for planning & design phase

Enter estimated total budgets as they apply to this phase for each year after 2001 through 2005.

Section 4. Estimated budget for Construction/Implementation phase

This component defines the objectives to take the project through the focus of its strategy. Examples would be facility construction, land acquisition, habitat enhancement and research. This phase completes a strategy, as distinct from ongoing operation and maintenance or monitoring and evaluation. Even if the strategy will take many years to complete, its scope and budget should be defined here. If the phase will take more than one year to complete, only include the tasks to be funded in 2001.


Most “on-the-ground” construction will likely be done by subcontract. Please estimate a budget for this work even if current bids are not available.

See Section 3 descriptions for task-based budget, itemized budget, and out years tables.

Section 5. Estimated budget for operations and maintenance phase

This component defines annual costs for the necessary operation of a completed project; the labor, materials and management to perform the project’s functions. This also defines the maintenance needed to preserve the investment in the project. These costs are anticipated to be required over the life of the project. 

See Section 3 descriptions for task-based budget, itemized budget, and out years tables.

Section 6. Estimated budget for monitoring and evaluation phase

This component defines annual costs for long term requirements to collect and analyze data about program strategies and previous project implementation. This is distinct from research undertaken to assess potential program strategies or address gaps in scientific information. As with operation and maintenance, these costs are generally long term commitments if not permanent but should be defined in duration according to the monitoring design.

See Section 3 descriptions for task-based budget, itemized budget, and out years tables.

Section 7. Budget summary

This section lists budget totals from the previous sections, comparisons to projections from FY 2000 and narrative describing changes in budget or scope since FY 2000.

The first table is a total of FY 2001 budgets from Sections 3-6, with fields to subtract carryover/carryforward funds, and comparisons to projections from FY 2001. Some fields in this table are calculated fields which require no input. Comments for each row are shown on the left.

Press Alt-C to calculate any fields listed as “no input required.” You can wait until your form is filled in completely before pressing Alt-C, or use it frequently to check your work as you progress.

Comment




No input required. This figure is a calculated total of the task budget totals from Sections 3-6.
Total FY 2001 project cost

$ 0 






If the project cost includes funds committed by Bonneville in FY 2000 that you expect to used in FY 2001(e.g. carryover funds, carryforward), show that amount. This will be deducted from the project cost and displayed in the next field as your total FY 2001 request. If unsure of the funds committed to your project, contact your Contracting Officer’s Technical Representative (COTR) Rollie Sivyer, BPA, 503-230-4210, for the most current balance for your project.
Amount anticipated from previously committed BPA funds

 -       






No input required. This figure is calculated by subtracting previously committed funds from the FY 2001 project cost. Check this figure carefully, because this is the budget you are asking BPA to consider for FY 2001.
Total FY 2001 budget request

$ 0 






See your FY 2000 proposal form for this figure, or visit www.cbfwf.org/2001.
FY 2001 forecast from FY 2000

      






No input required. This figure is calculated to show how much your current budget estimates increased or decreased from your projections in FY 2000. Formula is (difference of forecast minus request) divided by request.
% change from forecast

0.0% increase 

Reason for change in estimated budget. If your budget changed significantly from the FY 2000 projection (see “% change from forecast” from previous table), please describe why.

Reason for change in scope. If your project has added entirely new objectives/tasks, or has changed significantly since the FY 2000, describe the changes and rationale. New work should also be described in the Abstract field in Section 1.

Cost-sharing

List other funding sources and how they participate in your project. Enter a dollar amount in column 3. When all organizations have been entered, press Alt-C to calculate the total. Press Alt‑R to add/insert more rows, or Alt‑D to delete rows. For the cash/in-kind field, click in the field to display a drop down box from which you can choose “cash” or “in-kind.”

Out year budget totals

No input required. These values are calculated from out year totals in Sections 3-6. Press Alt-C to calculate.

Appendix A. NEPA Questions and Answers

(to determine if additional NEPA analysis will be required for your project)

How do I know if NEPA applies to my project?

Since BPA is a federal agency, any project we fund, authorize, or carry out is subject to the National Environmental Policy Act. Almost all projects need to have one of the following NEPA documents before they are funded for anything more than planning work: 

· a categorical exclusion, 

· a supplemental analysis, 

· an environmental assessment (EA) and finding of no significant impact (FONSI), or 

· an environmental impact statement (EIS) and record of decision (ROD). 

In addition, most projects (including those that can be categorically excluded) will need some level of Endangered Species Act consultation, and many projects will need cultural resources surveys.


You should determine if your project is adequately covered by previous NEPA analysis. If you are already undertaking NEPA and Endangered Species consultation through another Federal agency, BPA can usually review and accept documentation of that process in lieu of going through a duplicative process. Please make us aware of this as soon as possible. 

How do I know what level of NEPA analysis I will need? 

Generally, watershed (fish habitat) and wildlife projects will need a supplement analysis for NEPA. BPA has already completed programmatic EISs on these types of projects. The process includes the project proponent filling out a detailed checklist that provides BPA NEPA staff with the documentation needed to assure that the project will be in compliance with the planning steps and mitigation BPA has committed to for these projects in the programmatic Environmental Impact Statements. Once we have the checklist and all of the items are either completed or committed to by the project proponent, BPA NEPA staff will prepare a Supplement Analysis. 

For research and fisheries enhancement projects, the level of NEPA analysis is based on the potential for adverse impacts. Most research projects can be categorically excluded, while most fisheries enhancement projects will need an EA or possibly an EIS. It is best to check with Nancy Weintraub, Fish and Wildlife NEPA team lead, 503-230-5373, for a preliminary assessment of the level of NEPA required for your project if you have not yet done so.

What do I put down for NEPA costs?

BPA NEPA staff time is NOT charged to your project (so you do not need to include it in your cost estimate), but any outside contractor work will be. For example, if we will need to have a cultural resources survey done for the project and your agency does not have that capability, BPA will contract for these services. Other types of services we may need to contract for, depending on the project, the BPA staff availability, and the capabilities of your agency, include writer-editor services and/or environmental firm services for doing analysis and/or writing for EAs, EISs, and Biological Assessments under the Endangered Species Act. Nancy Weintraub or your COTR can provide typical costs for these contracts. Note that cultural resources surveys and endangered species consultations are often required even if you are just doing a supplement analysis or your action is categorically excluded, so please consider whether you need to include these costs.

Appendix B. Troubleshooting

Q:
When I open the document, my virus protection program (McAfee or Norton AntiVirus) says it is infected with a virus.

A:
This is your virus protection program warning you about the potential for viruses, since this document includes macros. This document is certified virus-free, and McAfee or Norton should let you open it if you confirm that you know the document source, etc.

Q:
None of the macros seem to work (I can’t add or delete rows, and do calculations).

A:
There are three reasons the macros may not be available:

1. Even if your virus protection program lets you open the document, Word will also warn you about potential macro viruses. This document is certified virus-free, so you should enable macros. Word2000 may even be set to not run any macros, and not display a warning. See the next paragraph for setting security appropriately.

Word 2000 – close your document, then choose Tools, Macro, Security and make sure security is set to either medium (so you’ll be prompted to enable macros), or low (won’t even prompt you). Only use the ‘low’ setting if you have other virus protection software enabled. Macros should be available when you re-open your document or blank.doc.
Word 97/2000 – When you open your document and are prompted to enable or disable macros, choose enable.

2. If you convert this document to any other word processor or to an older version of Word, macros will be lost. (Even if the document is converted back to Word97/2000, you won’t regain the macros.)

3. Your virus protection software may have removed the macros and saved the document again (with or without you knowing it). To verify this, check the filesize of the blank.doc (before you’ve done any data-entry). It should be 216,576 bytes.

Q:
When I click in certain sections of the document, my cursor jumps to another area.

A:
Most of this document is protected to restrict input to the data-input fields (gray boxes). If you click text that’s not in a gray box, your cursor will be positioned at the closest available gray box.

Q:
The document seems to run really slowly, especially during calculations.

A:
If you are using the document from diskette, try saving it to your local hard drive or a network drive. When you press Alt-C to calculate the document, it can take between 5 and 20 seconds, depending on the speed of your system, because it calculates numerous fields throughout the document.

Other questions? Contact Eric Schrepel, Columbia Basin Fish & Wildlife Authority, at 503-274-7191, or eric@cbfwf.org. Or visit www.cbfwf.org/2001 for downloads and other information.
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