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MATERIALS LAB WORK PLAN
The Materials Lab Workplan form is used when the work will be done by Materials Lab personnel.  The Materials Lab will complete the form as fully as possible (working with the Administrative Liaison (AL)) and forward to the Technical Liaison (TL) for review and approval.  Once the TL has signed off approval of this work plan, the Principal Investigator signs it.  Then the Manager of Road Research Section signs the work plan.  Forward the work plan, with the TL approval, to the RSS Financial Services Section Manager, who will obtain the Director of Research Services (RSS) signature.   Once the Director of Research Services has signed the work plan, the work can begin.   A copy of the fully signed work plan will be distributed to all involved.

Amending the Materials Lab Work Plan

This form is also used to amend the current work plan.  Open the original work plan and save it as revised {project name} work plan #1 (or whichever number applies).  Work with the assigned AL and TL to make the necessary changes to the work plan (i.e. scope of work, time needed for each task, amount of money needed for tasks, etc).  Save the changes and get the necessary signatures (see above – same signature process) and forward to the RSS Financial Services Section Manager.   Once the Director of Research Services has signed the revised work plan and the changes are in effect.  A copy of the fully signed revised work plan will be distributed to all involved.

Final Reports
The final 2 tasks of the Work Plan should be Draft Final Report and Final Report Completion. Mn/DOT’s publishing guidelines must be followed (including submitting the report for technical and editorial reviews). The Final Report Completion task should have a duration time of 4 months to allow time for incorporation of review comments and publication.
In order to allow sufficient time for the Publication process, the last two tasks of each work order will be as follows:

Task x: Draft Final Report: A draft final report will be prepared, following the Mn/DOT publication guidelines, to document project activities, findings, and recommendations. This report will be submitted through the publication process for technical and editorial review.

Deliverable:  Draft final report

Duration:      x months

Task x: Final Report Completion: During this task, technical and editorial comments from the review process are incorporated into the document as appropriate. Reviewers will be consulted for clarification or discussion of comments. A revised final report will be prepared and submitted for publication.

Deliverable: Final Report

Durations: 4 months.

The dollar amounts for these have typically been 5% of the total contract.

FINAL REPORTS FROM THE MATERIALS LAB

PI should send final draft report to the AL and to Joe Barbeau at CTS, Barb0092@umn.edu (612-626-1077).
CTS coordinates the technical and editorial comments, but the AL needs to be kept in the loop. The PI can refer to the website or handouts for publication guidelines. http://www.dot.state.mn.us/research/documents/FinalGuidelines.pdf
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MATERIALS AND ROAD RESEARCH SECTION   

RESEARCH PROJECT WORK PLAN
	  INV. No.      
	

	
	

	
	

	
	

	TITLE OF PROJECT:      

	

	IS THIS A RESPONSE TO A PROBLEM STATEMENT?      FORMCHECKBOX 
 NO  FORMCHECKBOX 
 YES

IF YES, STATE NAME OF CONTACT PERSON.      

	PRINCIPAL INVESTIGATOR (LAST, FIRST, MIDDLE).      

	POSITION TITLE/DEGREES      

	MAILING ADDRESS:

        
 
	TELEPHONE AND FAX (AREA CODE, NUMBER, EXT.):

TEL:      
FAX:      
E-MAIL:      

	TOTAL BUDGET: 

FUNDING SOURCE                       AMOUNT

                                                         

	TOTAL BUDGET PERIOD:

START DATE:      
END DATE:      
PROJECT LENGTH (MONTHS):      

	KEY PERSONNEL OTHER THAN PRINCIPAL INVESTIGATOR.

	NAME      
POSITION TITLE      
ORGANIZATION      
DEGREE(S)      
ROLE ON THE PROJECT      

	NAME      
POSITION TITLE      
ORGANIZATION      
DEGREE(S)      
ROLE ON THE PROJECT      

	PROJECT LIAISONS
	

	TECHNICAL LIAISON: 

NAME      
ORGANIZATION      

	ADMINISTRATIVE LIAISON:

NAME      
ORGANIZATION      
ADDRESS      


	 TECHNICAL LIAISON: (Check one electronic approvals accepted)

  Work Plan Approved
 FORMCHECKBOX 

  Work Plan Approved  with Changes Noted
 FORMCHECKBOX 
        

  Work Plan Not Approved 
 FORMCHECKBOX 

	SIGNATURE OF TECHNICAL LIAISON:


____________________________________

   DATE:      

	PRINCIPAL INVESTIGATOR:  

I agree to accept responsibility for the scientific conduct of this project and to provide the required progress reports.  


	
SIGNATURE OF  PRINCIPAL INVESTIGATOR:


____________________________________

DATE:      

	MANAGER, ROAD RESEARCH SECTION :  

I hereby certify sufficient staff time will be scheduled for the Principal Investigator to complete the research as outlined in the attached work plan.  


	SIGNATURE OF MANAGER, ROAD RESEARCH SECTION:


____________________________________

DATE:      

	DIRECTOR, RESEARCH SERVICES SECTION:  

I hereby certify sufficient staff time will be scheduled for the Principal Investigator to complete the research as outlined in the attached work plan.
	SIGNATURE OF DIRECTOR, RESEARCH SERVICES SECTION:


____________________________________

DATE:      
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RESEARCH PROJECT WORK PLAN

	KEY WORDS

     


	ABSTRACT

     


	IMPLEMENTATION What methods, procedures, products, and/or standards should change as a result of this research project?

       
What are the specific benefits of this change(s), why would this change(s) be important, and how can these benefits be measured?
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DETAILED BUDGET FOR ENTIRE PROJECT



	SALARY:      
	DOLLAR AMOUNT (OMIT CENTS)

	NAME/ROLE
	YEAR 1
	YEAR 2
	TOTALS



	     

	     
	     
	     


	     

	     

	     
	     


	     

	     
	     
	     

	     

	     
	     
	     

	
TOTAL SALARIES



	     
	     
	     


	DIRECT COSTS:


	     
	     
	     

	CONSULTANT/CONTRACTOR COSTS (See Note(1))


	     
	     
	     

	EQUIPMENT (ITEMIZE)


	     
	     
	     

	SUPPLIES 


	     
	     
	     

	TRAVEL (In-state only)


	     
	     
	     

	OTHER EXPENSES (i.e., testing)


	     
	     
	     

	             TOTAL DIRECT COSTS


	     
	     
	     

	TOTAL PROJECT COSTS


	     
	     
	     


Note(1):  Contracts for consultants/contractors will be processed by P.I. through Consultant Services and encumbered directly from LRRB accounts.  Requisition for contract is sent through Research Services for coding of accounting information

IF PROJECT EXTENDS BEYOND TWO YEARS, DUPLICATE BUDGET PAGE AND PROVIDE PROJECT TOTAL AT THE END OF ADDITIONAL YEARS. 


BUDGET BY TASK:

(List Task number and dollar value for each task in work plan.  If project includes consultant/contractor, provide breakdown of  task budget for Materials and consultant/contractor)

	Task No.


	Description
	Lab
	Contractor

	     

	     
	$     
	$     

	
	
	$     
	$     

	
	
	$     
	$     

	
	
	$     
	$     

	
	
Total
	$     

	$     


	 COMMENTS/JUSTIFICATION 

      


	PROJECT INFORMATION

-SAMPLE-

PLEASE ATTACH SEPARATE SHEETS IF NEED TO  PROVIDE ALL OF THE INFORMATION LISTED BELOW:

	BACKGROUND:  Include any background information pertinent to the research including any previous related work performed for/by Mn/DOT.  Maximum length = 300 words.

	OBJECTIVE:  Concisely describe the goals or objectives of the project.  Maximum length = 200 words.

	SCOPE:  Briefly describe the range or scope of work encompassed by this project.  Maximum length = 200 words. 

	TASKS:  In chronological order list each major task or milestone necessary to complete the project.  The work on each task will be reviewed to track progress of the project and to determine when payment should be made.

DO NOT create tasks that last the length of the contract as you are only paid upon task completion.

Deliverable:  
For EACH TASK list all deliverables that result from work on this task such as reports, test results, maps, software etc.  The MININUM deliverable for ANY task is a 1-2 paragraph write-up describing the outcome of the task.  

Duration:  
For EACH TASK indicate the amount of time needed to complete the task.  List the time in NUMBER of months, not Jan-Mar, etc.

	

	PROJECT SCHEDULE:  Include a project schedule such as the one shown here:  Note:  This is a Sample!
TASK

MONTH

1

2

3

4

5

6

7

8

9

10

11

12

Title of task 1

X

X

X

Title of task 2

X

X

X

Title of task 3

X

X

Title of task 4 – Draft Final Report(2)

X

X

Title of task 5 – Final Report(2)
X

X

X

X

NOTE(2)  The final report MUST be listed as the final two tasks as shown above to provide for technical review.  Each task will have a dollar value in the Budget by Task.

Because the start of a project is sometimes delayed due to processing of the contract, the months in the schedule should be listed by NUMBER from the time the contract is approved, not Jan, Feb, Mar, etc.

	OTHER ASSISTANCE:  If the project requires specialized help or input including data, materials, equipment, facilities etc., it should be documented.  Include names or job titles if necessary.

	LITERATURE SEARCH:  Include your findings related to this project from a literature search.  A literature search is required before any contract negotiations begin.
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