C-100 

Pre-Project Development



1.0   Purpose

This procedure defines the typical steps followed by ORF to answer customers’ questions in order to define a project prior to the submission of a work request.

2.0   Applicability

This procedure applies when any ORF employee receives an inquiry from a potential client.

3.0   Responsibilities

Any ORF employee contacted by a customer may act as contact for queries, employee shall inform their supervisor immediately.  

A contact, who may be a supervisor or chief, is responsible for providing contact information to the IC or for notifying the appropriate supervisor or team chief of an IC inquiry, and for following up as necessary. The contact that addresses the customer’s questions must provide a summary to the appropriate supervisor or chief if they are not the appropriate supervisor or chief.  The supervisor or team chief to whom the information is passed is responsible for following up on the IC customer’s requirements and assuring that the Central Services Activity (CSA) request is assigned to the appropriate organization or Project Officer (PO) for implementation.

4.0   Procedure

4.1       The ORF contact receives an inquiry from a customer.  As an example, the inquiry may include the process to initiate a work request; an idea that needs more development in terms of scope, feasibility, and budget; an idea, but insufficient space to implement the idea; or a specific problem to be addressed to support new equipment or a new NIH or IC initiative.

4.2       The contact notifies the appropriate supervisor or team chief and describes the inquiry.  The appropriate supervisor or team chief will follow up with the IC customer or designate a contact for this purpose.

4.3       The designated contact undertakes a preliminary investigation of the scope/idea submitted by the IC customer. The investigation may include, but is not limited to, the following:

· Investigation of the physical limitations of the request such as adjacencies, code limitations, availability of support, and infrastructure (mechanical and electrical support) 

· Preliminary coordination with other NIH facility support groups that may be affected by the potential project 

· Investigation of the appropriate funding source.

· If in Building 10, reviewing the appropriateness of the project against the Building 10 (Clinical Center) Renovations Restriction Policy.

4.3.1    The designated contact meets with the customer to discuss the scope/idea in detail. If the scope/idea is well defined and understood, the IC customer is informed of the procedure for submitting a CSA request to the Work Reception Team.  

4.3.2    The contact must not exceed 8 hours of marketing time in helping a potential customer define a scope of work. Should the process exceed 8 hours, the contact if not the supervisor or chief, must ask for the supervisor or team chief’s approval prior to continuing with the process.

4.3.3    The supervisor or team chief may approve up to 20 hours of marketing time without the prior approval of the Branch Chief or Division Director.  Approval must be obtained from the appropriate Branch Chief or Division Director if more than 20 hours of time are anticipated.

4.3.4 If a CSA request is submitted and assigned to another PO, the contact must forward all relevant project information, to the assignee. 

5.0   Related Procedure

C-200, Project Assignment and Transfer Process

6.0   Relevant Documents

· Space Justification Document 

· Building 10 (Clinical Center) Renovations Restriction Policy

7.0 Records

Summary of IC inquiry and/or investigation (e-mail or written memorandum)

Space Justification Document



