Extended Assignment Form Instructions


Field Requirement:  
All Field Work Proposals (FWPs) require an Extended Assignment form to be completed, signed by the PI and included in the FWP submission.  This requirement includes, but not limited to all FWPs submitted to DOE in Budget Formulation and Off Cycle FWPs.
Background:  
In response to an inspector general’s audit finding in FY 2012, a new DOE guidance regarding contractor domestic and international extended personnel assignments was issued (No. AL 2013-01 October 18, 2012).  In response to this new guidance, LBNL is required to identify all extended assignments greater than 1 year explicitly in the FWP.  Additionally, all international assignments greater than three years require explicit approval in the Work Authorization Statement (WAS).  The Extended Assignments form was created to meet this requirement.
How to complete the Extended Assignment form:
Question 1: Do you have an extended assignment greater than 1 year?

To answer this question you will need the definition of extended assignment. 

DOE’s definition of Extended Assignment per new Guidance:  Any assignment of contractor personnel to a domestic location different than their normal duty station for a period expected to exceed 30 consecutive calendar days. This includes (but is not limited to) Management and Operating (M&O) contractor personnel details to Washington, D.C. in accordance with DOE O 350.2B. NNSA M&O contractor personnel details to Washington, D.C., or other details to NNSA, are governed by NNSA SD 350.2.

LBNL’s interpretation of DOE’s definition:  If the employee's normal duty station is a location other than the "core" Laboratory locations (in and around Berkeley, Walnut Creek, Emeryville, Oakland) and we do not pay them any travel reimbursement, dislocation or salary premium for that assignment, then the activity does not fall under the definition.  Examples of assignments that are not considered an expanded would include:  telecommuting, permanent offsite assignment or a permanent offsite employee traveling to “core” Laboratory locations fewer than 30 days consecutive calendar days.
If you have answered ‘Yes’ to Question 1 please fill out the bottom half of the Extended Assignment form in the Extended Assignment Description section.  This information will be used by the Program Office and Site Office to ensure the duration and costs are prudent and reasonable, and that less costly alternatives (e.g., relocation) are not available.

Question 2: If yes to Answer 1, please indicate International or Domestic.

To answer this question please choose International of Domestic

Question 3: If International, is extended assignment great than 3 years?

To answer this question, select either yes or no.  If yes, when the FWP is funded the WAS must include explicit approval for all international assignments that are expected to exceed three years.  Domestic extended assignments cannot exceed 3 years.  Also if yes please consult your Divisional HR Center because this may result in a permanent change. 
What to do with form once complete:
Once form is complete and signed by the PI, please include in the FWP.  For Office of Science FWPs, the BSO requests that this form follow after the Disclosure of Intellectual Property required form in the PDF document.  This form along with the three other required forms (NEPA/CEQA, Animal and Humans Use, and Disclosure of Intellectual Property) will be reviewed by the BSO (if applicable) and the Program Office when reviewing your FWP.
Resources for further information on extended assignments:

HR: Your Divisional HR Center. Go to https://commons.lbl.gov/display/hr/Contact+HR to find out who your divisional HR Center contact is.
DOE Acquisition Letter on new Guidance: 
http://energy.gov/sites/prod/files/AL%202013-01%20%20Contractor%20Domestic%20Extended%20Personnel%20Assignments.pdf
DOE RPM on Change of Station/ Relocation Policy: 

https://commons.lbl.gov/display/rpm2/Change-of-Station+Policy
Created: 4/2/2013

Version 1

Budget Office


