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GO-PF33                                                                                                     U.S. DEPARTMENT OF ENERGY

 (06/3/04)                                                                                                                GOLDEN FIELD OFFICE

	DNFA ROUTING SHEET

	
	

	Awardee Name: __________________________________
	Award Number: _______________________________


	Earmark:         No   FORMCHECKBOX 
   Yes   FORMCHECKBOX 

	Earmark (SMS) Number: _________________


	Project Officer: ___________________________
	Specialist: _____________________________

	
	

	DRAFT PHASE
	FINAL PHASE

	Action No.
	Please initial, date and forward
	Action
	Action No.
	Please initial, date and forward
	Action

	1
	Project Monitor./Officer:

_______/________
	Prepare Cover Memo/DNFA.  Attach SOO
Complete Request for Review Sheet GO-PF1
	1
	DNFA Coordinator

Initials: _____ 

Date: _______
	Enter DNFA into Tracking Log.  Review package; incorporate legal comments into document.  Forward final DNFA package to Legal.

	2
	Specialist
Initials: _____ 

Date:_______

	Review/comments
	2
	Legal: 

JAH   DGP   PAW    (Circle 1)

Initials: _____ 

Date: ________
	Review final DNFA.  Sign DNFA on signature page, sign Request for Review Sheet (GO-PF1). Return DNFA package to DNFA Coordinator.


	3
	Legal: 

JAH   DGP   PAW    (Circle 1)

Initials: _____ 

Date: ________

	Review/comments
	3
	DNFA Coordinator

Initials: _____ 

Date: ________
	Update DNFA Tracking Log.  Forward DNFA package to cognizant CO.

	4
	Contracting Officer: JD    MAB    MH (Circle 1)

Initials: _____

Date: ________ 

	Review/comments
	4
	Contracting Officer

Initials: _____ 

Date: ________
	Review DNFA package.  Sign DNFA on signature page.  Return DNFA package to DNFA Coordinator.

	5
	Project Monitor/Officer

Initials: ________ 

Date: _______
	Incorporate necessary changes and e-mail to HQ Program 
Manager (__________________). 

Date e-mail concurrence received from HQ PM: ___________
	5
	DNFA Coordinator

Initials: _____ 

Date: _______
	Review DNFA package for appropriate signatures.  Update DNFA Tracking Log.  Forward DNFA package to the HCA (if required), or immediately to HQ EE-3A via Federal Express.  Send electronic version of DNFA package to HQ EE-3A.  Update Earmark Database.

	6
	Project Monitor/Officer

Initials: _____ 

Date: ________

Initials: _____ 

Date: _______
	Incorporate changes from HQ PM and forward hard copy to Specialist. 
	6
	DNFA Coordinator

Initials: _____ 

Date: _______
	Upon receipt of fully executed DNFA package from EE-1, update DNFA Tracking Log and Earmark database.  Make 1 copy of the package for Coordinator’s file; forward original documents to the F.S./C.S. for filing and distribution.

	7
	Specialist
Initials: _____ 

Date:_______ 

	Review/Address any additional changes with PM/PO.  Send DNFA Coordinator electronic versions of DNFA, DNFA cover letter, SOO and HQ PM’s e-mailed concurrence.  Attach new GO-PF1 for Legal/COO concurrence and give to DNFA Coordinator. 
 
	7.
	Specialist
Initials: _____ 

Date:_______

	Upon receipt of fully executed DNFA, distribute copies and file original in the award file.



