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1.0 Overview

NIST MEP has a number of legislative and contractual requirements for collecting data and information from the MEP centers.  This information is used for the following purposes:

· Program Accountability

· Analysis and Research

· Reports to Stakeholders

· Continuous Improvement

· Knowledge Sharing

· Identification of Distinctive Practices

To support these needs, the “NIST MEP Management Information Reporting Procedures,”  provides explicit instructions on how to complete applicable procedures.  Changes to these procedures will be announced via email notifications to center reporting contacts and/or center directors.  In addition, a listing of changes will be maintained on the MEP Source for Centers site (https://www.mepcenters.nist.gov).

This section discusses briefly the procedures.  The document is divided into four broad categories as follows:

1) Prerequisites, Section 2.0, are the first set of procedures to be carried out prior to completing any of the data submission procedures.  Three major steps make up the prerequisites category and these are complemented by four procedures (Sections 2.1 to 2.4).  These steps and complementary procedures are as follows:

a) Check that the assumptions are true in Section 2.1.  

b) Obtain an individual account to the MEP Source for Centers site. Refer to Section 2.2, User Registration for the MEP Source for Centers for specific details.

c) Login and access the Center Information Page (CIP) of the MEP Source for Centers, used to manage the flow of information between NIST MEP and the center.  Refer to Section 2.3, NIST MEP Source for Centers Web Site and Center Information Page for specific details.

d) Assign users access to specific sections of the Center Information Page for the purpose of composing, deleting, reviewing, editing, and reading center related reporting information.  Refer to Section 2.4, Access Control for the Center Information Pages for specific details.

2) Quarterly Data Submissions, Section 3.0, is the second of the aforementioned categories and is the main piece of the center reporting process.  There are thirteen required submissions and one optional submission in this category: 

a) Center Information (refer to Section 3.2);

b) Clients [Optional] (refer to Section 3.3);

c) Projects and Events (refer to Section 3.4); 

d) Progress data (refer to Section 3.5);

e) Operating Plan (refer to Section 3.6);

f) Progress Narrative (refer to Section 3.7);

g) Partners (refer to Section 3.8);

h) Affiliates (refer to Section 3.9);

i) Board of Directors (refer to Section 3.10);

j) Locations (refer to Section 3.11);

k) Staff (refer to Section 3.12); 

l) Center Contacts (refer to Section 3.13);

m) Success Stories (refer to Section 3.14); and 

n) State Funding Partners (refer to Section 3.15).

3) Client Impact Survey, Section 4.0. Since 1996, NIST MEP has sponsored a nationwide survey of clients of the manufacturing centers it funds.  The survey asks clients to comment on the impact on their business as a result of the services provided by their local center.  NIST MEP sponsors an impact survey of manufacturing extension center clients for two purposes: 1), to collect national aggregate information on program performance and impact for national stakeholders; and 2), to provide center specific impact information.
4) Supporting Procedures and Appendices contain reference information to include:

a) Section 5.0, (Appendix A) MEP Contact Information provides a convenient list of NIST MEP contact names, telephone numbers, and addresses by subject matter.

b) Section 6.0, (Appendix B) Output Reports includes procedures for accessing the center performance reports and information.

c) Section 7.0, (Appendix C) Definitions provides definitions for key terms related to the MEP system.

d) Section 8.0, (Appendix D) Allowable Reporting Codes.

2.0 Prerequisites

The prerequisites for the Management Information Reporting Procedures are Assumptions, User Registration, Accessing the Source for Centers and Center Information Pages, and Access Control.  Each is discussed in the sections that follow.

Assumptions

The following procedures contained herein make a number of assumptions about the resources available to the individual using this document and their capabilities.  Where appropriate the assumptions are identified at the beginning of each procedure.  The following are those assumptions, which are considered to be fundamental to the majority of the procedures.

1) Centers use a current Internet browser.  NIST MEP supports Internet Explorer v5.5 or newer.  Other browsers may be used (Netscape Navigator, Firefox, Safari), though some functionality may not work.  The following conditions must be met:

a) The browser must be Java-enabled using Sun’s Java 2 version 1.4.1 or higher.  Refer to Sun’s site at (http://java.sun.com) for more information on how to download and install the Java 2 Runtime and plug-in.  Refer to the browser’s help files for information on how to enable Java.

b) The browser must be capable of accessing secure sites using the domestically available strong (128-bit) encryption.  Refer to the browser’s help files for more information about accessing secure sites.

c) Your browser or firewall does not block popup windows.  Blocking popup windows will interfere with the functionality of the Center Information Pages.  To allow specific web sites to use pop-ups, while blocking all others, you can add specific web sites to the list of allowed sites.  A troubleshooting document is available to help users setup pop-up blocker functionality.  Contact MEP at (301) 975-4778 to receive a copy of this document. For more information consult the help files for your browser or firewall by searching on Privacy & Security Preferences or Popup Windows.

d) The browser must have cookies enabled.  Refer to browser’s help files for more information on how to enable cookies.

2) It is assumed that the user is familiar with browsing a Web site and ideally, the MEP Source for Centers Web site: https://www.mepcenters.nist.gov.

For any specific questions about this section, please refer to Section 5, MEP Contact Information.

     User Registration

Members of the MEP System, who have not already done so, should register to access the site.  Please allow up to two business days to receive confirmation of your account approval.  After receiving your confirmation you will be able to enter the site. Users can also have access to the MEP University Learning Center site:  http://www.mepulearningcenter.com/kc/login/login.asp?kc_ident=kc0001, using the same login credentials, but one additional business day is required to process MEPU accounts.   
2.2.1 Procedures

Access to the MEP Source for Centers is controlled through the user account.  The user account will also be used to submit all information to NIST MEP.  Procedures for obtaining a user account are below.  

Obtaining a User Account

Individual users can obtain their user account login name and password by registering for the MEP Source for Centers.  It will take no longer than two business days to receive your email confirmation to access the MEP Source for Centers.  The delay is necessary to ensure only members of the system are provided access to the site.  

The registration process is as follows: 

1. Go to location https://www.mepcenters.nist.gov using your Internet browser.

2) Click on the Register Now link, as shown in Figure 2.2-1.
Figure 2.2‑1: MEP Source for Centers - Splash Screen
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The registration form, as shown in Figure 2.2-2 will appear.

3) Fill in the requested information.  You must provide the required information for fields that have the green “R” icon [image: image2.jpg]


 to be able to proceed with your registration.  Please refer to Table 2.2-1 for detailed descriptions and examples of the items contained within the form.  

Figure 2.2-2: Registration Form provides information needed to access the website.

[image: image3.png]ey National insitue of
oS Source for Centers Standards and Tochnology

Q Hollings Manufacturing Extension Partnership NIST

Provide nformation,dacision suppart & lmplamentation assstanc to smaller manufacturing firms i adopling nw, mor acanced manufacturing technologiss, echniquss and business best practices

Source for Centers - Registration
Note: @ denotes that the field is required.

Name
FirstName: ©

LastName: ©

Tite: ©

Contact Information
Address 1:0

Address 2.
cit. 0

state: © “Choose- v

r:e [ E—
Email: @
hons:0 [ omassassmyed] |
oo T

Fax [ Jreveoes omarassessans

Pager

Iill

|




Figure 2.2‑2: Registration Form (continued)
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4) Once the registration record is submitted, you will be asked to review the information you submitted.  If the information is not correct you will be able to edit it, resubmit, and confirm again. See Figure 2.2-3 for more information about reviewing your registration information.

Figure 2.2-3: Source for Centers Registration Review Screen
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5) After registration information is confirmed, click on the Submit Registration button.  A succussful submission will generate the following confirmation message shown in Figrue 2.2-4 below.  

Note:  It will take no longer than two business days to receive your email confirmation to access the MEP Source for Centers.  The delay is necessary to ensure only members of the system are provided access to the site.  

Figure 2.2-4: Registration Confirmation Screen
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2.2.2
Field Descriptions for the User Account

Table 2.2‑1: Field Codes for Registration Form.

	Field Name
	Required?
	Instructions
	Example

	First Name
	Yes
	Enter your first name.  If you commonly go by a nickname, enter that name.
	Kim instead of Kimberly.

	Last Name
	Yes
	Enter your last name or family name.
	Smith

	Title
	Yes
	Enter your job title or job function.
	President

	Address 1
	Yes
	Enter your street address for your organization, center, or agency.
	123 Main Street

	Address 2
	
	Enter your room or suite for your organization, center, or agency.
	Room 210 or Suite 3490

	City
	Yes
	Enter the city for your organization, center, or agency.
	Gaithersburg

	State
	Yes
	Choose the state for your organization, center, or agency from the picklist.
	MD - Maryland

	ZIP
	Yes
	Enter the five-digit or nine-digit zip code for your organization, center, or agency.
	20899

	E-mail
	Yes
	Enter a valid Internet e-mail address.
	jdoe@anycompany.com

	Phone
	Yes
	Enter a valid phone number and extension
	(555) 123-4567

	Ext.
	No
	Enter your phone number extension
	1234

	Cell
	No
	Enter your cellular phone number.
	(555) 670-1290

	Fax
	No
	Enter your fax number.
	(555) 123-4560

	Pager
	No
	Enter your pager number.
	(555) 281-2876

	Account Type
	Yes
	Choose on the appropriate type from the drop-down list.
	· NIST MEP: MEP staff members employed by NIST, including those with IPA (Intergovernmental Personnel Act) assignments and students.

· Center: Personnel that are either employees or partners (via a long-term formal agreement) of a center and carry out their duties in the name of that center.  Note: These accounts must be sponsored and approved by a center.

· Other: Other center-related personnel such as employees of center host organizations, affiliate providers (without a long-term formal agreement), and center board members.  Other NIST MEP-related personnel such as NIST MEP advisory board members, state funding partners, non-MEP divisions of NIST, non-NIST federal agencies, NIST MEP contractors, and NIST MEP trade associations (e.g., The Modernization Forum).  Note:  These accounts must be sponsored and approved by either NIST MEP or a center.

	Affiliation or Sponsor Organization
	Yes
	Choose on the appropriate affiliation from the drop-down list.
	MEP or Delaware Valley Industrial Resource Center

	Sponsor’s name
	Yes if user type is other; otherwise No
	If account type is Other, enter your sponsor.  This must be the name of either a member of NIST MEP or a member of a center.  This field is only required when you choose your account type as other in the field above.
	Carroll Thomas  would be entered for the NIST MEP contractor administration MEP University.  

John Doe would be entered for a board member or state funding partner.

	(Your) Organization’s Name
	Yes if user type is other; otherwise No
	If account type is other, enter your organization name.  This could be your company, association, or agency name.  This field is only required when you choose your account type as other in the field above.
	New York State Science and Technology Foundation

	User Name
	Yes
	Enter the user name you would like to use on the Source for Center.
	Manufacturing Hero

	User Password
	Yes
	Enter the password you would like to use on the Source for Center.  Passwords must contain at least 

All passwords must have at least 8 non-blank characters, must contain at least 2 of the following: one alphabetic character, one numeric character, or one non-alphabetic and non-numeric character (e.g !, %, &, etc.).  Do not use patterns, birthdays, children names or pet names.
	Ilove2Help

	Re-enter password
	Yes
	Re-enter your password for verification.
	Ilove2Help


For any specific questions about this section, please refer to Section 5.0, for MEP Contact Information.

     Accessing the NIST MEP Source for Centers Web Site and                     Center Information Pages

The Center Information Page, on the MEP Source for Centers, is the primary mechanism that centers use for Quarterly Reporting.  The Center Information Page facilitates the exchange of information between the centers and NIST MEP.  The procedure explained below will provide MEP centers detailed instructions on how to access the MEP Source for Centers Web site and Center Information Page.
2.3.1 Procedure

The following procedure will provide step-by-step instructions for accessing the MEP Source for Centers and Center Information Page.  If there are any questions regarding this procedure, please see the MEP Contact Information section (Appendix A, Section 5.0) of this document.

Go to location https://www.mepcenters.nist.gov using your Internet browser.
2. The MEP login screen will be shown.  Users are required to check the checkbox to indicate agreement with NIST MEP Source for Centers Acceptable Use Policy and enter their username and password and click Login.
Figure 2.3‑1: MEP Source for Centers – Log-in Screen
[image: image7.png]Q gs Manufacturing Extension Partnership NIST

i National insitue of
oS Source for Centers Standards and Tochnology

Provide nformation, dacision suppart & Implementation asistance t smaller manufacturing frms i adopling new, mors advanced manufacturing tschnologios, schniquos and busin

5 bestpractces.

Register Now | Registration Help | NIST MEP Public Web Site

WARNING

T & a Natonal Instute of Standards and Technalogy (NIST)
computer system. NIST computer systems are provided for the
processing of official U.S. Government information only. All data
contained wihin NIST computer systems i owned by NIST or has
been obtained by NIST from a private party and is PROTECTED UNDER
THE TRADE SECRETS ACT, and may be moniored, intercepted,
recorded, read, copied, or captured n any manner and dsclosed
any manner, by authorized personnel There s no fight of privacy in
this system. System personnel may disclose any potentalevidence of
crime found on NIST computer systems to appropriate authories. USE
OF THIS SYSTEI BY ANY USER, AUTHORIZED OR UNAUTHORZED,
CONSTITUTES CONSENT TO THIS MONTORNG, INTERCEPTION,
RECORDING, READING, COPYING, CAPTURNG, and DISCLOSURE OF
COMPUTER ACTIVITY.

[J Check the box toindicate your agresment with the
statement above, the HIIST MEP SFC Acceptable Use Policy,
and to login.

Login] [Reset

For assistance using the LIEF Source for Centers please contact webmaster@mep nist gov or callthe IIEF HelpLine 301-975-4778

Web Build 652-360-P

NIST s an agency of the U.S. Commerce Department: Privacy statement / securty nofice | accessbity statement | Disciamer| FOIA.





3. Once logged onto the MEP Source for Centers, the Home Page will appear.  To submit information to NIST MEP, Click on the Center Information Pages link from the top menu bar.  See Figure 2.3.3 below.

Figure 2.3‑3: Home Page of the MEP Source for Centers
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4. The Center Information Pages will be shown as in figure 2.3-4 below.

5. Click on your Center’s name – please note the center ID number in parenthesis next to the name.  This ID will be used throughout our system and you will find it visible on numerous forms and reports.

6. Note the Logout link below.  It is important to logout of the Source for Centers website rather than closing your browser.

Figure 2.3-4: Center Inforamation Page, Center Links
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7. Click on the appropriate link for the information you are submitting.  For detailed instructions on how to submit the information, refer to the relevant section in this document (Section 3.0, Quarterly Data Submissions).

Figure 2.3‑5: Center Information Page, Home Page
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     Access Control for the Center Information Pages

A strictly defined set of criteria has been developed to ensure that only those center employees or partners who need access to this section of the Web site are granted access.  The center employee with the “Center Reporting Role” assigns the user roles.   Access control is implemented for the Center Information Pages by assigning the user roles that are discussed below.

The basic process for the Center Director or Center Director’s delegate to assign or change user roles is as follows:

The Center Director, or delegate, will be assigned the “Center Reporting Role” by NIST/MEP.  The “Center Reporting Role” is the vehicle that is used to create the user roles to submit, edit, and read information on the MEP Source for Centers. 
The Center Director or delegate shall grant or authorize center members’ access through an automated approval process. The center employee assigned the “Center Reporting Role” will submit all information.
The center member that is responsible for submitting information to NIST MEP will then log onto the MEP Source for Centers using his or her user account login name and password. 
User Access Roles

The Center Director, or delegate, will assign appropriate roles to registered center staff (users).  These center staff members must be registered on the MEP Source for Centers before roles are assigned.  Center staff may be assigned one or more of the following roles given in table 2.4-1 below.  User access levels, and the roles and responsibilities are described below in tables 2.4-2 and 2.4-3.

Table 2.4‑1: User Access Roles Descriptions

	Role
	Description

	Center Management
	Ability to view restricted documents and run reports needed for the management of the center such as NIST MEP performance reports.

	Center Reporting
	Ability to assign roles for the center, submit all records to meet NIST quarterly reporting requirements, and verify all records to meet NIST quarterly reporting requirements.

	Center Viewer
	Ability to view restricted documents including Progress Data, Progress Narrative, Partners, Affiliates, Board of Directors, and Reporting Status.

	MEP Source for Center User

(Not visible to centers)
	Default access to the site.  This role has no special access or privileges associated with it.  NIST MEP automatically assigns this role to all registered users.


· User access levels are described in Table 2.4-2 below. 

Table 2.4‑2: User Access Level Descriptions

	Access Level
	Description

	( Compose
	Can create a new record.

	( Delete
	Can delete a record.

	( Edit
	Can read and change existing information for the center.

	( No Access
	Cannot compose, edit, delete, read, or review information.

	( Read
	Can read existing information about the center, but cannot compose, delete, edit, or review information.

	( Review
	Can approve information submitted to NIST MEP in addition to reading and changing existing information for the center.


The user roles, responsibilities, and access levels for each role are presented in Table 2.4-3.

Table 2.4‑3: User Roles

	ROLES

Center

Information

Page Section
	Center Management Role
	Center Reporting Role
	Center Viewer Role
	MEP Source for Centers Users Role

	Center Information
	
	
	
	

	Locations
	
	(
	
	

	Contacts
	
	
	
	

	Staff
	
	(
	
	

	Clients
	
	
	
	

	Projects & Events
	
	
	
	

	Progress Data
	
	
	
	

	Strategic Plan
	
	
	
	

	Operating Plan
	
	
	
	

	Progress Narrative
	
	
	
	

	Milestones
	
	
	
	

	Documents
	
	
	
	


	Partners
	
	(
	
	

	Affiliates
	
	(
	
	

	Board of Directors
	
	(
	
	

	Cooperative Agreement
	
	
	
	

	Reports
	
	
	
	

	Success Stories
	*
	
	*
	*

	State Funding Partner
	
	(
	
	

	Quarterly Reporting Status
	
	
	
	

	Manage Role Access
	
	
	
	

	Survey Confirmation
	
	(
	
	


Note:

* Success Stories may be read from the Success Story link on the Source for Centers home page or from the MEP public site (http://www.mep.nist.gov).
Procedure

The following procedure will provide step-by-step instructions for accessing the Center Information Page/Manage Role Access where the Center Director or designate with the Center Reporting Role will assign roles and access levels to center staff members.

Logon to the Source for Centers.

Click on Center Information Pages.

Select your Center from the list.

Once your Center’s page is displayed, click on the Manage Role Access listed under Other Links. 
Figure 2.4-1: Center Information Page, Manage Role Access.
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Manage Role Access page will display the current roles assigned to center personnel.  Click  the Edit Center Roles link to assign and/or change access roles and access levels.  You will only be able to designate or change the roles for the center staff members who have registered to use the MEP Source for Centers.

Figure 2.4-2: Center Information Page, View Center Roles
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8. Manage Role Access page will display the current roles assigned to center personnel.  Click  the Edit Center Roles link to assign and/or change access roles and access levels.  You will only be able to designate or change the roles for the center staff members who have registered to use the MEP Source for Centers
Figure 2.4-3: Center Information Page, Edit Center Roles
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9. A new screen will appear listing all regisered center staff users.  Assign center staff to as many Roles as needed by clicking in the checkbox next to the name.  

10. Click on the Set Selected Role Members to add the users to the role.  See Figure 2.4-4 below for an example.

Figure 2.4-4: Center Role Members Selection
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11. Click the Submit button when done to update your quarterly reporting status.  See figure 2.4.3 above for an example.

3.0 Quarterly Data Submissions

· NIST MEP will collect quarterly information and use it to generate standard sets of reports that will be used for center reviews and reporting the program’s performance to Congress.  This collection of information also enables NIST MEP to comply with the Government Performance and Results Act mandate that all Federal agencies evaluate their program’s outcomes.  

All quarterly reporting documents will be submitted according to the following schedule:

	
	Quarter 1
	Quarter 2
	Quarter 3
	Quarter 4

	Period:
	January 1 – March 31
	April 1 – June 30
	July 1 – September 30
	October 1 – December 31

	Deadline:
	April 30
	July 31
	October 31
	January 31


Procedures for submitting the reports and descriptions of required fields are given in the following sections.  The quarterly data submission sections include a set of key concepts for submitting information to NIST MEP.  Key concepts are a set of rules and definitions used throughout the procedures.

3.1     Key Concepts

Centers have many different kinds of contact with the manufacturing firms in their regions.  Since no two centers within the system are identical or have identical service delivery mechanisms, NIST MEP has created definitions to standardize how centers will report their performance in serving manufacturers.  NIST MEP has defined a number of terms used throughout this document.  Definitions can be found in Definitions (Section 7.0).

The following information contains the underlying key concepts that center staff members must understand to correctly count and report interactions to NIST MEP.

3.1.1 Substantive Interactions

NIST MEP’s primary concern is substantive interactions that result in measurable impact XE "interactions" \t "See substantive interactions" .

MEP recognizes the full importance of other interactions or non-substantive interactions that build client relationships and market center services; however, MEP does not collect standardized data regarding these interactions.

The NIST cooperative agreement provides funds for centers to provide services to U.S. based manufacturing establishments.  These clients must be submitted to NIST MEP with a valid manufacturing NAICS Code (31-33) or the Research and Development NAICS Code 54171.

Centers sometimes undertake activities that involve other support organizations such as other MEP centers, economic development organizations, trade associations, Universities, or state agencies. While such interactions are often valuable and can usually be undertaken in the scope of the NIST cooperative agreement they are not reportable interactions and these other organizations should not be counted or reported as clients. Such organizations are not manufacturers because there are no manufacturing functions on site.

Table 3.1‑1: Substantive and Non-Substantive Interactions

	Term
	Definition
	Example(s)

	Substantive
Interaction
	An interaction in which the primary objective of center services is to facilitate measurable changes in a U.S.-based manufacturing establishment’s operations, which may affect  the establishment’s performance. An interaction with a client becomes substantive when discovery stops and service delivery begins.

Measurable interactions are reported as:

1) Projects -- A set of interactions of the same type and substance undertaken with a single client manufacturing establishment (CME).
2) Events -- A set of interactions undertaken with a group of CMEs that pertain to the same type and substance. Each occurrence counts as one event, regardless of how many CMEs were represent or how many people were present.

Note that the Event classification is included as a convenience to centers who prefer to group interactions with multiple centers together rather than reporting them separately as projects.
	Pant Layout Assistance, ISO 9000 Training, and Formal Assessments

If a center helps a client reconfigure their assembly line for six hours on each of three successive days, then it is counted as one 18-hour project.  The assistance was related to only one project type and one project substance.

If 12 people representing 7 CMEs participated in two 1-hour TQM sessions on 2 successive Monday nights, the interaction would be counted as one event with 7 CMEs.  

(Note: 7 CMEs added to clients served on Progress Data.)

	Non-Substantive Interaction
	An interaction or set of interactions in which the primary objective of center services is to build center-client relationships or market center services and which may have no measurable impact.  
	Matchmaking firms for networks, marketing calls, touring firms to learn best practices, identifying client needs without using a formal assessment tool, defining a project, developing a proposal or project development


3.1.2 Types of Projects and Events

There are three types of projects or events that a center can provide to a client.  Definitions and examples of each follow.

Table 3.1‑2: Types of Projects and Events

	Term
	Definition
	Example(s)

	A - Assessment
	An interaction or set of interactions in which a structured diagnostic analysis is performed on a CME and feedback is provided to the CME.  
	Security tool Assessments, QuickView Competitiveness Review, Michigan Performance Benchmarking Service (PBS)

	E - Training/Education
	An interaction or set of interactions in which a CME learns how to employ general or industry-specific business tools or methods to improve an aspect of its business or to build skills.   Training should be classified into appropriate substance codes.  Not all training will be classified as Human Resources.
	Process improvement breakfast seminar for manufacturing executives that provides specific technical information.  This is classified as training/education because it teaches the manufacturing executives how to improve an aspect of their business.

	T - Technical Assistance
	An interaction or set of related interactions in which technical services and/or information are provided to a CME to help it improve a specific aspect of its business.
	The center helps the client identify its need for a CAD/CAM system to improve their production processes.  If center services lead to the purchase of a new CAD/CAM system and the center then shows some of the employees how to use this system, this entire set of interactions should be classified as technical assistance.  Showing the employees how to use the CAD/CAM system is not considered a separate instance of training/education because it is in direct support of technical assistance.


3.1.3 Substances of Projects and Events

Substance XE "activity substance"  refers to one of the broad codes that describe the topic area that is the main target of services. Some projects may cross multiple substance codes.  In these cases, centers should choose the substance that best characterizes the nature of the overall engagement.  Each of these classifications is defined in the table below.

Table 3.1‑3: Project/Event Substance Codes

	Code
	Title
	Definition
	Example(s)

	11
	Business Services
	Includes services delivered to business owners, executives and managers in the areas of strategic and long range planning, business development, company financing, market research, industrial marketing, product development, sales planning and sales/distribution management.
	Executive coaching, transformation planning, enterprise assessment, strategic planning, SWOT analysis, market research, marketing strategies, product distribution and management, customer/market analysis, product costing and profit analysis, sales forecasting and sales, mergers and acquisitions, business financing, strategic partnering, succession planning, business continuity.

	12
	Quality Systems
	Assistance in assuring manufacturers have repeatable, error-free processes.  This service area includes the development of management systems, teaching companies how to use statistics to measure variability, and cause and effect thinking. 
	ISO 9001, ISO 14001, TS 16949, AS 9100, Gauge R & R, Statistical Process Control (SPC), Design of Experiment (DOE), Root Cause Analysis, Quality Function Deployment, Auditing, Continuous Improvement, and Document and Record Control.

	13
	Manufacturing Systems
	Includes services delivered to identify and eliminate waste (non-value-added activities) through continuous improvement by flowing the product and information at the pull of the customer.
	Lean assessments, value stream mapping, lean system design, kaizen events, and any services related to 5S, clean manufacturing, cellular/flow, setup reduction, standard work, TPM, pull systems, 3P, poke yoke, waste reduction, material substitution, hazard reduction.

	14
	Information Technology
	Assistance in selection, assessment or implementation of information systems, communications networks, or computer-based technology related to design engineering, or automated manufacturing.
	ERP, Accounting, MRP, CAD/CAM and software system selection and implementation, information security assessments, contingency planning, electronic data interchange between remote facilities, suppliers, and customers.

	15
	Human Resources and Organization Development
	Includes work organization, employee involvement and empowerment, compensation and benefits, management methods, and organizational culture
	Job Analysis and Human Resource Planning, Recruitment, Staffing, Appraising Employee Performance, Supervisory and Leadership Development, Pay Systems, Indirect Compensation, Motivation Strategies for Performance Improvement, Labor Relations, Safety and Health Programs, Change Management, Team Development, Cultural Assessment, Values Clarification and Alignment and Succession Planning.

	16
	Engineering/

Technical Services
	Includes technical services delivered to solve specific manufacturing process or R&D challenges
	New product R & D, Engineering services, equipment design, tooling.


3.1.4 Procedures to Determine the Classification of Interactions

Substantive interactions are reported to NIST MEP in the Client Information File (CIF, see section 3.3), Project Information File (PIF, see section 3.4), and the Progress Data (see section 3.5).  Non-substantive interactions are reported ONLY on the Progress Data.

To classify the interaction, answer the following questions about each specific set of interactions.  An overview of the process is shown in Figure 3.1-1 and the specific steps for classifying the interactions follow.

Note that the Event classification is included as a convenience to centers that prefer to group interactions with multiple clients together rather than reporting them separately as projects.  

Figure 3.1‑1: Overview of the Steps to Classify an Interaction



Five Key Points Regarding Project and Event Classification

The following situations demonstrate five key points about classifying interactions.

Assessments that lead to technical assistance (with the same substance code). Often a center will conduct an assessment for a client and then conduct one or more assistance projects based on that assessment’s findings.  An assessment and technical assistance project are two different projects and types of projects.  The result is two separate projects, one assessment project and one or more technical assistance projects.

Figure 3.1‑2: Assessments that Lead to Technical Assistance (with the Same Substance Code)


12. Assessments that lead to technical assistance (with two or more different substance codes).  There are cases in which a center may conduct a formal assessment that leads to the provision of technical assistance services of two different substance codes.  The result is a separate project for each substance code.

Figure 3.1‑3: Assessments that Lead to Technical Assistance (with Two Different Substance Codes)



13. Contracted or brokered servicesSome centers broker the services of consultants or other assistance organizations.  In the case of brokered services XE "brokered services" , center staff will assess client needs and then help the client find an affiliate service provider who can meet those needs and arrange for services to be provided to the client.  Centers can report and claim credit for services they have brokered if and only if center staff provides project management and oversight of that assistance.

Note: Centers must track or otherwise approximate the hours the affiliate provider spends with the client and classify the interactions just as if the center were providing the services themselves.

Figure 3.1‑4: Contracted or Brokered Services


14. Technical assistance leads to training.  Sometimes, to fully implement a technical assistance project, a center may need to provide employees some specialized training in order to guarantee the success of the technical assistance.  Such interactions, which are directly in support of a technical assistance project, are not considered a separate project.  Instead, they are considered part of the technical assistance project.  The center should classify interactions that directly support a technical assistance project as a part of the technical assistance project.

Note: The way in which interactions are classified for NIST reporting purposes is in no way related to the type or number of contracts between the center and the client.  In some cases one contract might cover more than one project.  In other cases one project might continue in phases across several contracts.

Figure 3.1‑5: Technical Assistance Leads to Training


15. Training leads to technical assistance.  Sometimes after a training/education event, a client will request that the center provide them with technical assistance.  In this case, where a training/education event leads to technical assistance, the two interactions (or set of interactions) are considered to be one project and one event if the training was performed in a group setting.  Centers will classify training that leads to technical assistance as separate projects/events, one for each substance code.

Figure 3.1‑6: Training Leads to Technical Assistance

Board of Directors

Information contained in the Board of Directors section is intended to provide the NIST MEP Federal Program Officer (FPO) with general information about the Board and Board members.  The FPO will use this information in their day-to-day role as a consultant to the center.

A center may have two types of Boards – a fiduciary board and/or an advisory board.  A fiduciary board exists for all freestanding non-profit organizations.  A fiduciary board will have a charter document and/or bylaws describing the duties and terms of the board members. Characteristics of a fiduciary board typically include:

· Involvement in making policy decisions related to the center;

· Responsibility for hiring and firing the Director/President/CEO;

· Involvement in the center’s planning and operations; and

· Some level of legal liability for all aspects of center performance.

In contrast, an advisory board is usually a less formal body, and can be affiliated with any type of organization.  The roles and responsibilities of advisory boards may be similar to fiduciary boards, or they may be more focused on areas such as client needs.

Requirements for Board of Directors

The Board of Directors information is required by the terms and conditions of the Center’s Cooperative Agreement.  Center personnel will review and update their Board of Directors at least once per quarter.

Procedures

The following procedure will provide step-by-step instructions for centers to add new Board of Directors information, adding new Board of Directors Members, review the list of Boards, and delete Board of Directors information each quarter.

Procedure for Submitting, Reviewing, and Editing Board of Directors Information

The center staff member submitting New Board of Directors information must be assigned the Center Reporting Role in order to enter the information.  See section 2.4 of this document for more information on assigning roles.

The following procedures will guide center staff members through the process of submitting information about their new Board of Directors.

Centers will enter information about their Board of Directors into predefined text fields by doing the following:

1) Center personnel (assigned the Center Reporting role) will log into the MEP Source for Centers site and navigate to the Center Information Page.

2) From the Center Information Page select the Board of Directors link as shown in Figure 3.10-1.

Figure 3.10‑1: Center Information Page, Board of Directors Link
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3) A page listing all Boards for the center will be displayed.  Click on Compose New Board of Directors to create a new Board record, see figure 3.10-2.

Figure 3.10‑2: Board of Directors Members
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4) Enter the Board Name and Type.

5) Next click the Submit button to save the Board of Directors information. See figure 3.10-3.

Figure 3.10‑3: Compose New Board of Directors
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6)  Once a New Board of Directors has been created, you must enter the Board Members’ information.  The designated center staff member will follow these instructions to add members to the Board of Directors. Next, the Board of Directors Edit screen will open.  Click on the link Add Board of Directors Member to add the board members. See figure 3.10-5 below for an example. The center staff member Adding New Board Members information must be assigned the Center Reporting Role in order to enter the information.  See section 2.4 of this document for more information on assigning roles.
7) When done, click the Submit button to close this window and return to the Board of Directors listing.  See figure 3.10-4.  Some changes can only be made by NIST/MEP.  For instance, changing contact information if a user account exists for the board member and adding Bylaws.  Email all user account changes and Bylaws to webmaster@mep.nist.gov.

Figure 3.10‑4: Edit Board of Directors
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8) Enter the board member’s information.  You may choose to create a user account for board members to view information about your center.  User account choices are “Do not use”, “Use existing”, and “Create a new”. See Figure 3.10-5 below for more information on adding board members.

Figure 3.10-5: Compose New Board of Directors Member
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9 After entering board member, you will be returned to the Edit Board of Directors screen where you can add more board members, or remove board members.  See Figure 3-10.6 below.

Figure 3.10.6: Edit Board of Directors
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10) After saving your changes you will be returned to the Board of Directors Members page where all boards will be listed.  You may edit other boards or remove boards.  See figure 3.10.7 below.

11) When done, click on the Submit for Reporting button to finalize your submission and update your quarterly reporting status.  See Figure 3.10.7 below.

Figure 3.10.7: Board of Directors Members
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Field Descriptions for Board of Directors

Table 3.10‑1: Field Descriptions for Board of Directors Information

	Instructions
	Field Name
	Example

	Board Name

(Required)
	Enter name of board.
	Alabama Technology Network Advisory Board

	Type

· (Required)
	· Choose type of board Advisory/Fiduciary. 
	Advisory

	User Account

(Required)
	Choices relate to SFC ID and information.  Choices are: Do not use SFC, Have existing SFC, or Create a new SFC account.
	Use existing

	Salutation
	Enter board member’s salutation.
	Mr.

	Last Name

(Required)
	Enter board member’s first and last name.
	John Doe

	First Name

(Required)
	Enter board member’s organization name.
	Department of Commerce

	Position

(Required)
	Enter board member’s position in organization.
	President

	Small Manufacturer

(Required)
	Enter if the board member represents a SME?
	Checkbox Yes

	Chairman
	Check if member is chairman of the board.
	Checkbox YES

	Tenure on Board

(Required)
	Enter year member become tenure on board.  Choose from pick list.
	2001

	Address 1

(Required)
	Enter address of board member’s organization.
	100 Bureau Drive

	Address 2
	Enter address of board member’s organization.
	Suite C100

	City

(Required)
	Enter name of city where board member’s organization is located.
	Gaithersburg

	State

(Required)
	Choose name of state where board member’s organization is located (from drop-down-menu).
	Maryland (MD)

	Zip Code

(Required)
	Enter zip code where board member’s organization is located.
	20899-4800

	Phone number

(Required)
	Enter main telephone number for board member.
	907-258-4250

	Fax number
	Enter main fax number for board member.
	907-258-4255

	E-mail Address

(Required)
	Enter e-mail address for each board member.
	boardmember@organization.com


Locations

Locations are physical addresses where center staff or partner staff are based or deliver service.  The Locations are intended to provide NIST MEP with general information such as address information of the center’s locations.  Some locations can be partner’s service delivery locations.  MEP will use this information to communicate our national coverage area with our various stakeholders.  It is the center’s responsibility to ensure all of its locations are included in the locations listing.

Requirements for Locations

The locations information is required by the terms and conditions of the center’s cooperative agreement.  Center personnel will review and update their center locations information at least once per quarter.

Procedures

 The following procedures will provide step-by-step instructions for the designated center personnel to review, update, delete and add Location information (centers and regional offices cannot be deleted.).

Procedure for Reviewing Locations

NIST MEP requires that the location listing is updated quarterly.  The personnel assigned the Center Reporting Role checks that locations are still partnered with the center. The steps to review locations are below. See section 2 of this document for more information on the reporting role.

4) Center personnel (assigned the Center Reporting role) will log into the MEP Source for Centers site and navigate to the Center Information Page.

5) From the Center Information Page select the Locations link as shown in Figure 3.11-1.

Figure 3.11‑1: Center Information Page, Locations link
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6) Click on each Location listed to review the Location information.

7) The locations screen will appear. You may edit, review, or delete a location from this screen.  Remember to click on the “Submit For Reporting” button.  This saves the information and updates the quarterly reporting status to indicate quarterly reporting guidelines for Locations have been met.  See Figure 3.11-2 below for more information.

Figure 3.11‑2: Locations
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8) If you click on the Compose New Location link see Figure 3.11-3 below for more information.

Figure 3.11‑3: Compose New Location
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Figure 3.11-3: Compose New Location

9) If you clicked on an existing location to review or edit it see Figure 3-11.4 below for more information.

10) If you want to edit this location click on the Edit Center Information link as show in Figure 3-11.4 below.

Figure 3-11.4: View Location
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11) If you clicked on the link to edit center information see Figure 3-11.5 below.  Remember to click on the Submit for Reporting button to finalize the submission and update your quarterly reporting status.

Figure 3-11.5: Edit Location
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Field Descriptions

Table 3.11-1: Field Descriptions for Locations Record

	Field Name
	Instructions
	Example

	Locations Information

	Name

(Required)
	Enter location’s organization’s name
	Huntsville Community College

	Address 1

(Required)
	Enter street address of center or center location.
	430 W. 7th Ave.

	Address 2

(Required)
	Enter room or suite where center’s office is located.
	Suite 30

(Room, Suite, Bldg, other)

	City

(Required)
	 Enter city in which Center Location is located.
	Huntsville

	State

(Required)
	Choose state in which Center Location is located (from drop-down-menu).
	AL

	Zip

(Required)
	Enter five-digit zip code of Center Location.
	99501


Staff

The Staff XE "staff directory"  submission is intended to provide the center a mechanism for reporting on its active workforce.  Anyone devoted to the center, either as an employee or part of a partner’s cash or in-kind contributions, as delineated in the center’s current operating plan, is considered part of the center’s staff and should be reported.  Workers indirectly paid through a subcontract to work for the center for a set amount of time per year or for a set amount of money per year, should be included as well.  Center Staff members are automatically included in the staff listing when they register for access to the MEP Source for Centers.  It is the center’s responsibility to ensure all of its members are included in the staff listing.  Please encourage staff members to register.

3.12.1
Requirements for Staff

The staff information is required by the terms and conditions of the center’s cooperative agreement.  Center personnel will review and update their staff information at least once per quarter.

3.12.2
Procedures

The following procedures will provide step-by-step instructions for each staff member to make changes to their own staff record and for center personnel to review the list of registered staff members.

Procedure for Modifying Staff Records

The staff listing is a compilation of registered center staff users.  NIST MEP requires that the staff listing is updated quarterly.  Each center staff member is responsible for maintaining his or her own record.  The personnel assigned the Center Reporting Role checks that they are still employed or affiliated with the center. The steps to modify staff records are below.

12) Center personnel will log onto the Center Information Pages (https://cip.nist.gov/cims2-web/) with their username and password and select Modify Account from the main menu as shown below in Figure 3.12-1. This option is also available from top navigation bar on all pages except for the Home Page.

Figure 3.12‑1: Center Information Pages, Modify Account Link
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13) Your user record is presented with three options: 1) Edit User Information (see figure 3.12-3); 2) Edit Login Information (see figure 3.12-4); and 3) Edit Skills Information (see figure 3.12-5) .

Figure 3.12‑2: View User Information
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14) After clicking on the Edit Account Information link, your user record will open in edit mode.  After making your updates, click the submit button to submit your changes to NIST/MEP.  See figure 3.12-3.

Figure 3.12‑3: Modify User Information
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15) After clicking on the Edit Login Information link, the user credentials information screen will open in a new window in edit mode.  From here you can edit you existing username and password.  See figure 3.12-4.

16) Click on the Password Help link for more information on the password requirements. See Figure 3.12-5 below.

Figure 3.12‑4: Modify Login Information
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Figure 3.12-5: Password Help
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17)  After clicking on the Edit Skills Information link, the skills information screen will open in a new window in edit mode.  From here you can edit you existing skills information.  See figure 3.12-4.

Figure 3.12.5
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Procedure for Reviewing the List of Registered Staff Members

The Center staff member reviewing the Staff list must be assigned the Center Reporting Role in order to review the list.  See section 2.4 of this document for instructions on how to assign roles.
The person assigned the Center Reporting Role is required to review the list once per quarter.  The following procedure will provide step-by-step instructions for the designated Center Staff member to review the list of registered Staff members.

18) Select Staff from the Center Information Page as shown in figure 3.12-6.  For instructions on navigating to the Center Information Page, refer to the section entitled NIST MEP Source for Centers Web Site and Center Information Page.

Figure 3.12‑6: Center Information Page, Staff Link
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19) Your Center’s Registered Staff member listing will appear.  Review the Staff listing to ensure that each and every record is for an employee or partner of the center.  Click on the employee to open the employee’s record and review their information.

20) To remove a staff member, click on the remove checkbox as shown in Figure 3.12-7.  Centers may request that a staff member’s account be removed from the list at any time (not just during quarterly reporting).  Please allow 1-2 business days for account removal.

21) Finally, click the Submit For Reporting button as shown in figure 3.12-7. The Quarterly Reporting Status will be updated to indicate quarterly reporting guidelines have been met.

Figure 3.12‑7: Staff Review
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Contacts

Contacts are composed of center officials with specific duties for which there is the opportunity to correspond as a group.  Information about contacts is intended to provide NIST MEP with the required information to effectively communicate with the correct center staff  through mailing lists and working groups.  Changes made to contacts will be immediately and automatically transferred to the appropriate MEP mailing lists that correspond to those positions.

Requirements for Center Contacts

The center contacts information is required by the terms and conditions of the center’s cooperative agreement.  Center personnel will review and update their contacts information at least once per quarter.

Procedure

The following procedures will provide step-by-step instructions for centers to update contacts and review the list of contacts each quarter.

The center staff member reviewing the Contacts must be assigned the Center Reporting role in order to update the information.  See section 2.4 of this document for more information on assigning roles.

Procedure for Reviewing Contacts

Each quarter, the designated center staff member will review the list of Contacts to make sure that the list is current.  The designated center staff member will follow these instructions to review the list of Contacts.

22) Center personnel (assigned the Center Reporting role) will log into the MEP Source for Centers site and navigate to the Center Information Page.

23) From the Center Information Page select the Contacts link as shown in Figure 3.13-1.

Figure 3.13‑1: Center Information Page, Contacts Link
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24) Review the list of Contacts to ensure that each and every name listed is correct.  

25) Click the Edit Center Contacts link to add or remove a staff member from the contact group. See Figure 3.13-3 below for more information.

26) After reviewing the list of Contacts, the designated staff member must click the Submit For Reporting button in order to update the Quarterly Reporting Status to indicate quarterly reporting guidelines have been met.  See figure 3.13-2.

Figure 3.13‑2: View Center Contacts
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27) The Edit Center Contacts page will appear.  Currently selected users are shown on this screen. Click on the Select button to add or remove a staff member.  Groups may contain multiple staff members.  See Figure 3-13-4 below.

Figure 3.13.-3: Edit Center Contacts
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28) All registered staff members will be shown.  Select and unselect users by placing a check in the checkbox next to each member’s name.  Remember to click on Set Selected Contacts button to add them to the group.

Figure 3.13-4: Center Contact Members Selection
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Field Descriptions for Center Contacts

Table 3.13‑1: Center Contacts Field Descriptions

	Field Name
	Instructions
	Example

	Center Officials

	Director

(Required)
	Choose the Center Director’s name from list.  Only those center staff members who are registered users of MEP Source for Centers will be available in list.
	Hunter Vardman

	Financial/Operations Manager

(Required)
	Choose the Financial/Operations Manager’s name from list.  Only those center staff members who are registered users of MEP Source for Centers will be available in list.
	Gregg Bennett

	MEPU Email Authorization

(Required)
	Choose name of person to authorize MEPU course registrations from the list.  Only those center staff members who are registered users of the MEP Source for Centers will be available in the list.
	Joe Smith

	Marketing Manager

(Required)
	Choose the Marketing Manager’s name from list.  Only those center staff members who are registered users of MEP Source for Centers will be available in list.
	Christie Cain

	Reporting Contact

(Required)
	Choose the name of person responsible for Reporting from list.  This person will serve as the center contact for NIST MEP for reporting. Only those center staff members who are registered users of MEP Source for Centers will be available in list.
	Henry Burdg, Dana Stone

	Survey Contact

(Required)
	Choose the name of person responsible for the Survey from list.  This person will serve as the center contact for the survey house and NIST MEP for survey-related questions and issues. Only those center staff members who are registered users of MEP Source for Centers will be available in list.
	Henry Burdg, Dana Stone


Success Stories

Success Stories describe assistance projects undertaken by centers in a variety of industries and geographic locations across the country.  These stories reflect the variety and depth of these projects, as well as the actual impacts companies are realizing as a result.  New stories are added on an ongoing basis.  Centers should choose stories that best describe the value and quality of their services to clients.  The stories will include background information on the entire scope of each assistance project including the company information, industry type, the specific challenges faced by the client, the impact of the assistance provided by the center and client testimonial, if available.

Research and experience tell us that Success Stories are among the most effective way to communicate the value of MEP services.  Success Stories XE "success stories"  are used to share experiences, and to communicate the value of MEP’s services to stakeholders and potential clients, and are often used as part of presentations for the budgeting process to demonstrate the effectiveness of the system and how it operates.  In addition, NIST and MEP create promotional materials using Centers’ Success Stories that best describe the value and quality of their services to potential clients.  

The Centers are responsible for the quality of all Success Stories.  The basic process for submitting Success Stories will be as follows:

16. Each time the center submits a Success Story; a NIST MEP staff person will review the material.  A story may be accepted or rejected.  A story is accepted if it meets all of the requirements and if it is well written.  A story will be rejected if it is missing required information, or if it is not well written.  See the requirements section below and the field description section for more information.

17. If the story is rejected, the center staff person assigned the Center Reporting Role will be notified by e-mail within 15 days of submission and given the reason(s) for rejection.  The center will then edit the story online from the Center Information Page and submit it again. If the story is accepted, the center staff person assigned the Center Reporting Role will be notified of the acceptance by e-mail within 15 days of submission

18. There will be two separate versions of a Success Story.  One will be submitted to the Center Information Page, which will serve as a record that the center met its reporting requirements.  The second copy will be created in the Success Stories database, which will become the working copy that will be edited by NIST MEP for Success Story publication.  After a story has been edited, the two copies will not match.  Centers will not be allowed to directly edit a story from the Center Information Page after it has been accepted.

19. NIST MEP will review and edit the story if necessary.  The story will be showcased within 45 days after acceptance and made available on the MEP Source for Centers site (http://www.mepcenters.nist.gov) and on the MEP Public Site (http://www.mepcenters.nist.gov) by clicking on the Success Stories link.  

20. NIST MEP will determine if the story is one of the “Best of the Best.”  If so, the story will be “Highlighted” on the NIST MEP Public website (http://www.mep.nist.gov) and will include the testimonial from the client.

Requirements

Each center is required to submit one (1) Success Story per quarter.

Before submitting a Success Story for public use, the center must obtain the client’s written approval to release the information contained in the story. Client approval will give the center permission to release information about the client company to the public.  Therefore, all stories submitted will be used without requiring a follow-up approval by the center.  

Criteria For Success Stories

Success Stories will be based on projects or events (refer to section 3.4 for definitions) that were completed with small manufacturing establishments (manufacturing establishments with fewer than 500 employees and must not appear on the Fortune 500 list of companies) within the last two calendar years.  The primary NAICS codes of the SMEs must be between 311 and 339.  Stories with clients in NAICS Code 54171 will also be accepted. 
Procedure

The following procedure will provide the center with step-by-step instructions on how to submit and edit Success Stories.

NIST MEP encourages centers to create Success Stories using a word processing program and then cut and paste the information into the online form.  It is generally not a good idea to compose long narratives on a Web page since a network problem could cause you to lose information before you have saved your work.
Procedure for Submitting Success Stories

The following procedure will provide step-by-step instructions on how to enter new Success Stories on the Center Information Page.

The center staff member submitting the Success Stories must be assigned the Center Reporting role before they may submit the story to NIST MEP.  See section 2.4 of this document for instructions on how to assign roles.

Navigate to the Center Information Page (refer to the MEP Source for Centers website and Center Information Page for instructions).

21. From the Center Information Page select the Success Stories link as shown in Figure 3.14-1.

Figure 3.14‑1: Center Information Page, Success Stories Link
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22. Click on the link “Compose Success Story” to compose a new Success Story.  See Figure 3.14-2.

Figure 3.14‑2: Success Stories
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23. The Compose Success Story link will lead the user to the input screen as shown below in Figures 3.14-3 and 3.14-4.

24. Copy and paste your Success Story into the appropriate text box shown in Figures 3.14-3.

25. Click the Search Client/Project to select the CIMS Client and Project/Event IDs.  An “*” can be used as a wildcard search (e.g., A* returns all clients beginning with an “A”.  Please do not use complicated searches like AND, OR, XOR…).  If you do not use an “*” as a wildcard your search criteria will be an exact match.  For example ACME and ACME Corporation – to find both use ACME*.  See Figures 3.14-4 and 3.14-5 for more information on searching.
26. Select the Reporting Period from the drop down list.

27. Click on the Submit button to save your story to edit later.  Click the Submit For Reporting button to send your story to NIST MEP.

Figure 3.14‑3: Compose Success Story
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Figure 3.14-4: Client Search
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Figure 3.14-5: Search Help
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Procedure for Editing Success Stories

The following procedure will provide step-by-step instructions on how to edit success stories on the Center Information Page.

1) From the Center Information Page select the Success Stories link as shown above in Figure 3.14-1.

2) Next, click on the Reporting Period you want to edit.  See Figure 3.14-6 below.  Only success stories with a status of “Passed” or “In-Process” can be edited.  Stories with a status of “Final” cannot be modified.

Figure 3-14-6: Success Stories
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3) The story will be shown.  Click on the Edit Success Story link as shown in Figure 3.14-7 below.

Figure 3.14-7: View Success Story
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4) Edit the story as necessary.  When done, click the submit button to save your work and edit later or click the Submit for Reporting button to send you story to NIST MEP for review and update your quarterly reporting status.  See Figure 3.14-8 below.

Figure 3.14-8: Edit Success Story
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Figure 3.14-8: Edit Success Story (Continued)
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Field Descriptions for Success Stories

Table 3.14‑1: Field Descriptions for Success Stories

	Field Name
	Instruction(s)
	Example(s)
	Notes

	CIMS Client ID

(Required)
	Select from the dropdown.
	
	The Client ID must have been reported to NIST MEP.

	CIMS Project/Event ID

(Required)
	Select from the dropdown.
	
	The Project/Event ID must have been reported to NIST MEP.

	Company approval

(Required)
	Mark the checkbox if the client company has approved the use of their information in a Success Story.  The story cannot be submitted unless this box it checked.
	(
	

	Reporting Period
	Select year and quarter from the drop down list.
	
	

	Success Story Title

(Required)
	In one line of text, briefly describe Success Story.  This field cannot be blank.
	BUERK TOOL IMPROVES PRODUCTION
	Title typically includes name of CME.

	Company Profile

(Required) 
	Briefly describe CME.  Include such items as company name, city, size, (number of employees, average annual sales), age (date founded, or years of operation), product characteristics (family owned, branch plant), customer base (in customer terms).  Nature of competition and market share if available.   This field cannot be blank.
	Buerk Tool and Machine Co., founded in 1919, is a family-run, general-purpose machine shop that produces precision machine tool components for original equipment manufacturers in Western New York. Buffalo, New York company employs 14 people.
	Company Profile is typically a single paragraph and includes the following information: name, products, customer base, ownership, number of facilities, founded date, sales, place of business, and number of employees.

	Situation

(Required)
	 Briefly describe issue or problem for CME.  

Include what brought the company to the center – the conditions leading to service (needed new technology, plant flow problems, performance, market conditions).  

Include how the center-client relationship was started.

This field cannot be blank.
	Buerk Tool faced a changing marketplace and increasing pressure to meet advanced manufacturing techniques used by its competition. Company needed help addressing some operational issues and contacted its local NIST MEP Network affiliate, Western New York Technology Development Center (WNYTDC), for assistance. 
	Situation should describe context or background of how client arrived in current situation and should include extent of challenges and/or consequences facing client.

	Solution

(Required)
	Briefly describe solution(s) that were developed between client and center.  

Describe how the center addressed the situation. 

What type of service was provided?

Was the problem as expected or did the center help bring a different perspective to the client?

Did the center bring in additional resources?

Summarize the actions that were taken.

This field cannot be blank.
	WNYTDC established a working team to assess Buerk Tool's operation.  With data collected from plant visits and team meetings, WNYTDC recommended several changes in company's shop floor layout, material handling, and housekeeping procedures.

WNYTDC developed two alternative plant layouts with machine placement reflecting movement of typical jobs through shop.  The new layout Buerk selected reduced movement of an average job through the shop by about 30 percent.

As a result of WNYTDC's assistance, Buerk reduced production costs by improving its process flow. changes increased available floor space by 1,360 square feet, providing space for needed machinery and improving overall shop safety by clearing aisles. Improved work flow reduced production time and costs, allowing company to give employees a 15 percent bonus and a 5 percent wage increase, which helped boost employee morale. In addition, sales increased by 20 percent to a record $1.4 million.
	Solution can be a chronological account of process or a description of Center’s analysis and solution applied to client’s situation.

	Results

(Required)
	Enter measurable impact(s) of implementing Solution.  Please try to quantify actual results.
Include changes in manufacturing practices such as materials usage, plant layout, manufacturing processes, introduction of new technology, workforce training/performance, quality control processes, additional investments, etc.  

Include changes in company performance such as reduced scrap/defect rates, improved on-time delivery performance, lower customer reject rates, increased capacity utilization, reduced setup times, improved productivity, shorter lead time, lower inventory levels, higher inventory turns, attainment of quality control standards, new product development/introduction, improved product performance, etc.

This field cannot be blank.

	· Increased sales by 20 percent to a record $1.4 million.

· Reduced production costs.

· Improved overall shop safety.

· Increased available floor space by 1,360 square feet.

· Gave employees a 15 percent bonus and a 5 percent wage increase.

· Boosted employee morale.
	

	Testimonial Name
	Enter name(s) of person(s) that provided Testimonial.  Enter first and last names.
	Dick Buerk
	

	Testimonial Title
	Enter position or capacity of person that provided Testimonial.
	President
	

	Testimonial
	Enter a quotation or an endorsement provided by an individual within client company concerning the value of services provided by center.
	"Without assistance of Western New York Technology Development Center (WNYTDC) nothing would have happened. We would have continued repeating same behaviors and expecting new outcomes."
	


State Funding Partners

The State Funding Partners entries XE "partner and affiliate entries"  are intended to provide the center a readily available mechanism for reporting on its relationships with State and Local Government Officials.  State Funding Partners are the primary funding decision officials for the program within the state or local government for the center.

Requirements for State Funding Partners

The State Funding Partners information is required by the terms and conditions of the Center’s Cooperative Agreement.  Center personnel will review and update their State Funding Partners information at least once per quarter.

Procedures

The following procedures will provide step-by-step instructions for centers to add new State Funding Partners entries, review the list of State Funding Partners, and delete State Funding Partners each quarter.

Procedure for Adding New State Funding Partners Entries

The following procedures will guide center staff members through the process of adding new information about State Funding Partners.

The Center staff member adding State Funding Partners must be assigned the Center Reporting role before they may submit data to NIST MEP.  See section 2.4 of this document for instructions on how to assign roles.

Centers will enter information about State Funding Partners into predefined text fields by doing the following:

Center personnel (assigned the Center Reporting role) will log into the MEP Source for Centers site and navigate to the Center Information Page.

28. From the Center Information Page, click on the link for State Funding Partners as shown in Figure 3.15-1 below.

Figure 3.15‑1: Center Information Page, State Funding Partners Link
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29. A list of the Center’s State Funding Partners will appear.  Click on the link Compose New State Funding Partners to create a new State Funding Partners record as shown in Figure 3.15-2.

Figure 3.15‑2: State Funding Partners, Compose New State Funding Partners Link
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30. If composing a new State Funding Partner, the designated center personnel will enter information into predefined text fields. You may choose to create a user account for state officials to view information about your center.  User account choices are “Do not use”, “Use existing”, and “Create new”. See Figure 3.15-3 below for more information.

31. Click on the Submit button to save your work.

Figure 3.15‑3: Compose New State Funding Partners Form
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Reviewing State Funding Partners

Each quarter the designated center staff member will review the list of state funding partners to make sure that the list is current.  The designated center staff member will follow these instructions to review the list of state funding partners.
From the Center Information Page, click on the link for State Funding Partners.  See Figure 3.15-1 above.

A list of the center’s state funding partners will appear.  Open each record and review the information listed.  See Figure 3.15-2 above.

After reviewing the list of State Funding Partners, click the Submit For Reporting button in order to update the Quarterly Reporting Status to indicate quarterly reporting requirements have been met.   See figure 3.15-2 above.

Deleting State Funding Partners

The following procedure will provide centers with step-by-step instructions for deleting State Funding Partners entries.

The Center staff member deleting State Funding Partners entries must be assigned the Center Reporting role before they may edit the entries.  See section 2 of this document for instructions on how to assign roles.

From the Center Information Page, click on the link for State Funding Partners.  See Figure 3.15-1 above.

32. The list of State Funding Partners will appear.  Check the Remove box of the State Funding Partner you want to delete.  See Figure 3.15.1 above.

33. Click the Submit for Reporting button in order to save the changes and update your quarterly reporting status to indicate quarterly reporting requirements have been met.  See Figure 3.15-2 above.

Field Descriptions

Table 3.15‑1: State Funding Partners Field Descriptions

	Field Name
	Instructions
	Example

	User Account
	Choices relate to SFC ID and information.  Choices are: Do not use SFC, Have existing SFC, or Create a new SFC account.
	Use Existing

	Salutation
	Enter State Funding Partner’s salutation. 
	Mr.

	Last Name

(Required)
	Enter State Funding Partner’s last name.
	Doe

	First Name

(Required)
	Enter State Funding Partner’s first name.
	John

	Organization Name

(Required)
	Enter State Funding Partner’s organization name.
	Department of Commerce

	Position

(Required)
	Enter State Funding Partner’s position in organization.
	President

	Address 1

(Required)
	Enter street address of the State Funding Partner.
	100 Bureau Drive

	Address 2

(Required)
	Enter street address of the State Funding Partner.
	Suite C100

	City

(Required)
	Enter name of city where State Funding Partner organization is located.
	Gaithersburg

	State

(Required)
	Choose name of state where State Funding Partner organization is located (from drop-down-menu).
	Maryland (MD)

	Zip

(Required)
	Enter zip code where State Funding Partner organization is located.
	20899-4800

	Phone

(Required)
	Enter telephone number for State Funding Partner.
	907-258-4250

	Fax

(Required)
	Enter fax number for State Funding Partner.
	907-258-4255

	E-mail

(Required)
	Enter e-mail address for State Funding Partner.
	statepartner@organization.gov




Center Information

Center Information is intended to provide NIST MEP with general contact information such as center address, telephone number, fax number, and e-mail address.  MEP will use this information in communications with stakeholders and for publishing Center information in marketing materials and web sites.  The basic process for submitting this information follows.

Requirements for Center Information

Center Information is required by the terms and conditions of the Center’s Cooperative Agreement.  Center personnel will review and update their Center Information at least once per quarter.

Procedures for Reviewing and Updating Center Information

The center staff member with the Center Reporting role is responsible for reviewing and updating the Center Information.  See section 2.4 of this document for more information on the Center Reporting role. The following procedures will provide step-by-step instructions for the designated center personnel to review and edit their Center Information.

29) Center personnel (assigned the Center Reporting role) will log into the MEP Source for Centers site and navigate to the Center Information Page.

30) From the Center Information Page select the Center Information link as shown in Figure 3.2-1.

Figure 3.2‑1: Center Information Page, Center 
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31) To update your Center Information, click on the hyper-link “Edit Center Information”.

Figure 3.2‑2: Center Information read only.
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32) Using table 3.2-1, Field Descriptions, as a reference, the designated center personnel will enter information into predefined text fields as shown in Figure 3.2-3.

33) After entering your updates, click the Submit button to save your work and edit later.  To finalize your updates, click the Submit for Reporting button.

Figure 3.2‑3: Center Information edit screen
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Field Descriptions

Table 3.2‑1: Field Descriptions for MEP Center Information Record

	Field Name
	Required?
	Instructions
	Example

	Description 
	Yes
	Enter a short description about Center and area or type of firms they serve.
	Serving firms throughout Alaska.  Affiliated with Alaska Science and Technology Foundation, Alaska Human Resource Investment Council and University of Alaska Small Business center. 

	Address 1
	Yes
	Enter street address of Center.
	430 W. 7th Ave.

	Address 2
	No
	Enter street address of Center.
	Suite 30

	City
	Yes
	 Enter city in which Center is located.
	Anchorage

	State
	Yes
	Choose state in which Center or Center location is located.
	AK – Alaska

	Zip
	Yes
	Enter five or nine digit zip code of Center.
	99501 or 99501-1234

	Phone
	Yes
	Enter main telephone number for Center.
	907-258-4250

	Fax
	No
	Enter main fax number for Center.
	907-258-4255

	Email
	Yes
	Enter Center’s email address.
	contact@center.org

	Center Website
	No
	Enter the URL for the Center’s Web site.
	Http:\\www.center.org


Client Information File 

The Client Information File (CIF) may contain one record for each manufacturing client the center has worked with during the quarter.

If you have worked with a client that is already in the database, there is no reason to resubmit client information unless contact or client specific information (Homeland Security, Defense Related, etc.) is different.

The survey contractor uses the CIF records for the purpose of conducting a client impact survey.  The survey contractor will use the Client Information to contact Client Manufacturing Establishments (CMEs) regarding the impacts of center assistance.  CIF records may also be used for other purposes such as market research and National Account activities.

Clients must have valid manufacturing NAICS codes or the 54171 Research and Development NAICS Code. Please see the list of manufacturing NAICS codes, Sectors 31 - 33, at http://www.census.gov/epcd/naics02/naicod02.htm#N31. 

To accommodate activities associated with technology deployment, we will also accept clients with the NAICS code 54171.  These scientific and research development services include establishments engaged in the physical, engineering, and life sciences and are engaged in conducting research and experimental development in the physical, engineering, and life sciences, such as agriculture, electronics, environmental, biology, botany, biotechnology, computers, chemistry, food, fisheries, forests, geology, health, mathematics, medicine, oceanography, pharmacy, physics, veterinary, and other allied subjects.  REMINDER:  If these activities are reported in the center’s CIF/PIF data, these clients will be surveyed.

Note: Clients can also be submitted individually by using the Center Information Page client utility (Compose New Client section 3.3.4).  If the Center foregoes the opportunity to edit the client record or change client information via the CIP submission process, client data may be updated/corrected as part of the survey data confirmation process (section 4.1.5.3).

Requirements for the CIF, the validation process, and submittal process follow.

Requirements for the Client Information File

The CIF must be submitted as an Extensible Markup Language (XML) file.

XML is an open standard for describing data.  It is an ideal solution for transferring structured data from server-to-client, server-to-server or application-to-application on any platform.  It was designed to improve the functionality of the Web by providing more flexible and adaptable information identification.

It is called extensible because it is not a fixed format like HTML (a single, predefined markup language).  Instead, XML is actually a metalanguage  -- a language for describing other languages, which allows users to customize the markup language for different types of documents.

Unlike HTML, where both the tag semantics and the tag set are fixed [example an <h1> is always a first level heading], XML specifies neither semantics nor a tag set.  XML provides a facility to define tags and the structural relationships between them. Since there's no predefined tag set, there can't be any preconceived semantics. All of the semantics of an XML document will either be defined by the applications that process them or by style sheets.

NIST MEP selected XML because it allows for more flexibility in communicating with information systems used by MEP and Centers – both currently and in the future.  XML will also help MEP to collect better quality and more accurate data.

XML is very simple, but the authoring of XML content can be difficult due to formatting requirements.  Although any text editor can be used to create XML documents, there are a variety of specialized text editors (see lists below) that help with formatting.

To facilitate the authoring of XML files required for client and project/event submissions, MEP has created an Excel spreadsheet template that contains a macro, which will allow for quick creation of XML files. This tool is intended to help centers that do not have information systems capable of generating the required XML files.  Requirements for using the utilities:

· Designed to work with Windows 2000 or later

· Designed to work with Microsoft Office 2000 or later

· Excel macros must be enabled

Instructions for using the templates are included in the Excel file on the Help worksheet.  These Excel templates can be downloaded from the Source for Centers website, or you may use commercially available software to generate XML.  However, if you choose to use a commercially available utility, please be aware the file format must be the same as that found in Figure 3.3-1 Sample Clients XML file.  Centers are responsible to ensure the quality and correct structure of the XML content no matter how the XML is generated.

MEP can provide the Data Type Definition (DTD) and/or XML schema definitions for the client submission upon request.   However, these should not be used for full validation of XML submissions.  Refer to Section 3.3.2 for more information on CIF Validation Process.

Table 3.3-1 : XML Editors

Note:  NIST MEP does not endorse any of these products.  This list is provided to help centers to locate a tool if they choose not to use the Excel template provided by MEP.

Microsoft Word and Microsoft Excel [XP versions or later] should NOT be used to generate XML because they generate proprietary versions of XML.

	Name
	Available Free of Charge
	Website

	XMLSPY 2004
	No
	http://www.altova.com/

	XMLmind
	No
	http://www.xmlmind.com

	Sonic Stylus Studio
	No
	http://www.sonicsoftware.com

	Cooktop
	Yes
	http://www.xmlcooktop.com/

	Aioob - XML Editor
	Yes
	http://www.aioob.com/xmlpage/AioobXMLed.htm

	Xray2 XML Editor
	Yes
	http://architag.com/xray/

	Omnimark
	No
	http://www.omnimark.com


Figure 3.3‑1: Sample Clients.xml file
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<CLIENT_SUSBMISSION>

<DATE_PREPARED>2008-3-21</DATE_PREPARED>

<TIME_PREPARED>8:16:57</TIME_PREPARED>

<CLIENT>
<ID>123411KL</1D>
<NAME>ABC Manufacturing</NAME>
<ADDRESS_1>1234 West End Ave.</ADDRESS_1>
<ADDRESS_2>Suite 35433</ADDRESS 2>
<CITY>Eufala</CITY>
<STATE>AL</STATE>
<21P>32764</21P>
<NAICS_CODE>34111</NAICS_CODE>
<NUMBER_OF_EMPLOYEES>200</NUMBER_OF_EMPLOYEES>
<SIZE_COMMENT></SIZE_COMMENT>
<DUNN_AND_BRADSTREET_NUMBER></DUNN_AND_BRADSTREET_NUMBER>
<DEFENSE>N</DEFENSE>’
<HOMELAND_SECURITY>N</HOMELAND_SECURITY>
<STATIONERY_CODE></STATIONERY_CODE>
<CENTER_PBA_ASSIGNED></CENTER_PBA_ASSIGNED>
<CONTACT_SALUTATION>Mr .</CONTACT_SALUTATION>
<CONTACT_LAST_NAME>John</CONTACT_LAST_NAME>.
<CONTACT_FIRST_NAME>Smi th</CONTACT_FIRST_NAME>
<CONTACT_POSITION>President</CONTACT_POSITION>
<PRIMARY_CONTACT_PHONE>342-498-8566</ PRIMARY_CONTACT_PHONE>
<PRIMARY_CONTACT_PHONE_EXTENSION></PRIMARY_CONTACT_PHONE_EXTENSION>
<PRIMARY_CONTACT_FAX></PRIMARY_CONTACT_FAX>
<PRIMARY_CONTACT_EMATL></PRIMARY_CONTACT EMAIL>
<SECONDARY_CONTACT>Michael Johnson</SECONDARY_CONTACT>
<SECONDARY_CONTACT_PHONE>342-485-4857</SECONDARY_CONTACT_PHONE>
<SECONDARY_CONTACT_PHONE_EXTENSION></SECONDARY_CONTACT_PHONE_EXTENSTON>
<SECONDARY_CONTACT_FAX></ SECONDARY_CONTACT_FAX>
<SECONDARY_CONTACT_EMATL></SECONDARY_CONTACT_EMATL>
<CENTER_ID>165</CENTER_ID>
</CLIENT>
</CLIENT_SUBMISSION>





Centers may submit client information each quarter as it is updated.  By submitting updated client information more frequently, the Survey Confirmation Process (see Section 4.0) will be easier.

Assigning Unique Client Identifiers

Unique client identifiers are necessary to conduct the client-based survey.  Each CME (client’s individual plant location) must be assigned a unique id, which is permanently associated with the client and that cannot be recognized as the company name.  If a client changes its name, or relocates, they keep the same id that was originally assigned.  If a company goes out of business, do not reuse the unique identifier.  An example is given in Table 3.3-2.


Table 3.3-2: Example Unique Client Identifiers

	CME Name
	CME Contact Street Address
	CME City
	CME_UID

	Acme Buckles
	4567 West 9th Street
	Huntsville
	AL-05-30

	Alto Products Corp.
	4598 East St.
	Huntsville
	AL-09-11

	Boxall
	3198 West End Blvd.
	Huntsville
	AL-10-01

	Capitol Vial - Auburn Plant
	31 W. 15th St.
	Auburn
	AL-03-53

	Capitol Vial - Auburn Plant
	31 W. 15th St.
	Auburn
	AL-03-53

	Capitol Vial - Huntsville Plant
	945 South St.
	Huntsville
	AL-234-89


CIF Validation Process

NIST MEP will use a validation process to ensure validity and consistency of CIF records stored in the NIST MEP database.   Table 3.3-3 describes the kinds of exceptions centers can expect to receive during the validation process.

Table 3.3-3: CIF Exception Types

	Exception
	Description

	Warning
	A possible problem with the data that must be verified but can be accepted by the center as accurate.

	Error
	A problem with the data that results in the CIF being non-submittable until the error is corrected by the center.


The following four outcomes are possible when an individual or batch submission is performed:

	Outcome
	Description

	One or more errors are detected
	Validation is considered as failed. The user receives a printable page with the detailed information regarding validation results and a notice about the failed status of the submission.

	One or more errors and one or more warnings are detected
	Validation is considered as failed. The user receives a printable page with the detailed information regarding validation results (both, errors and warnings) and a notice about the failed status of the submission.

	One or more warnings are detected
	Validation is considered as tentatively passed. The user receives a printable page with the detailed information regarding warnings. At this point an option to force submission of client data by  suppressing warnings is available.

	No errors or warnings are detected
	Client submission is accepted. Acknowledging page is displayed.


Client records for submission purposes are identified by Center assigned client IDs. Since client records must be unique within one Center, an attempt to submit a client with an existing client ID results in validation failure (regardless of whether it is an individual or batch submission).  No further validation of such record (or batch of records) is performed.

Upon successful submission of client data for the new clients a unique numeric CIMS ID (automatically generated by the system) is assigned to client records. These IDs can be easily retrieved by browsing client records on the CIP site or looked-up by generating either the Comprehensive Client List or Potential Client Name/ID Conflicts reports (available on the CIP site on the Client Utility Page under Reports). Although it is possible to continue to refer to clients by their names or center assigned ID, it is very important that future communications between MEP and Centers regarding clients rely only on CIMS generated IDs. This ensures the integrity of data and helps avoid duplication of clients.

Validation of client records (during either individual or batch submission) is performed on a record field level or database level. Field level validation ensures that the data entered in all record fields are correct. However, this type of validation does not validate the data against other client data already stored in CIMS databases for the given Center. The latter is achieved through the database validation level. The source of exception conditions does not have any impact on validation results. However, understanding of sources of errors and warnings may help troubleshoot submission problems.

Specific business and system validation rules pertinent to client records are described in the table below. In addition to validation rules spelled out in the table, field level validation error is reported each time and for each field if:

· Field value submitted is null, but the field is marked as required in the table below

· The length of the value submitted exceeds the number specified in the Max Size column in the table below.

Some special characters are not allowed in fields.  Special characters are defined as spaces and the following characters:

` ~ ! @ # $ % ^ & * ( ) - _ = + \ | [ ] { } : ; ‘ “ < > , . / ?

Table 3.3‑4: CIF Validation Criteria

	Column
	Field Name
	Required
	Max

Size
	Allowable Characters
	Non-Allowable Characters
	Field Validation Rules
	Exception Rules

(excluding empty and length check)

	A
	ID
	Y
	20
	The first is not a special character and not a space.  The rest may by any non-white space character.
	First position: No special characters and no spaces.

All other positions: No spaces
	First character must be text or number. Some special characters are not allowed.
	Field error if validation fails.

	B
	Name
	Y
	60
	Any character.
	
	
	Field error if validation fails.

	C
	Address 1
	Y
	40
	Any alpha-numeric character including:   - . ,  # Space
	All special characters not indicated as allowable.
	Some special characters are not allowed.
	Field error if validation fails.

	D
	Address 2
	N
	40
	Any alpha-numeric character including:  - . ,  # Space
	All special characters not indicated as allowable.
	Some special characters are not allowed.
	Field error if validation fails.

	E
	City
	Y
	30
	The first character is an upper case alphabetic character. 
	First position: An upper case alphabetic character.  No special characters and no spaces.
	Proper case must be used. Some special characters are not allowed.
	Field error if validation fails

	F
	State
	Y
	2
	First character is upper case alphabetic (A-Z).

Second character is upper case alphabetic (A-Z).
	No special characters and no numbers.
	Must be a valid state abbreviation. Upper case must be used. Some special characters are not allowed.
	Field error if validation fails

	G
	Zip 
	Y
	10
	Numeric characters in the format: 99999 or 99999-9999
	No alphabetic characters, no spaces and no special characters with the exception of the - .
	Must be formatted as either 99999 or 99999-9999. Special characters are not allowed.
	Field error if validation fails

	H
	NAICS Code
	Y
	5
	Numeric characters only.
	No special characters.
	Must be a valid Manufacturing NAICS code or may also be NAICS code 54171. Must be formatted as 99999.
	Field error if validation fails

	I
	Number of Employees
	Y
	6
	Numeric characters only.

First Char: 1-9; All others 0-9
	No special characters.
	Must be between 1 and 9,999.  Special characters are not allowed.
	1. Field error if equals 0

2. Field error if validation fails

	J
	Size Comment
	If employee size >= 500
	> 50 but <= 350
	Alphanumeric characters.
	No special characters.
	If employee size is >= 500 comment is required to explain why the center is serving this client.


	Field error if validation fails.

	K
	Dun and Bradstreet Number
	N
	9
	Numeric characters only. 
	No special characters.
	If submitted, must be formatted as 999999999. Special characters are not allowed.
	Field error if validation fails. 

Field warning if the Dunn & Bradstreet number has been previously reported with a different Client ID.

	L
	Defense 
	Y
	1
	Y or N or y or n
	No special characters.
	Special characters are not allowed.
	Field error if validation fails.

	M
	Homeland Security 
	Y
	1
	Y or N or y or n
	No special characters.
	Special characters are not allowed.
	Field error if validation fails

	N
	Center Regional Office
	If center uses multiple stationery
	3
	Alphanumeric characters only (a-z A-Z 0-9).
	No special characters.
	Must be a valid code for your center. Special characters are not allowed.
	Field error if validation fails.

	O
	Center PBA Assigned
	N
	40
	Alphabetic characters only.

First character of each name must be upper case.  All other characters are lower case. Spaces are allowed.
	No special characters with the exception of the space.
	Must be formatted as:

<Text>space<Text>

PBA’s name must be registered on the MEP Source for Centers. Special characters are not allowed.
	Field error if validation fails.

	P
	Contact Salutation
	Y
	4
	Mr. or Mrs. or Ms. or Dr.
	No special characters with the exception of the period.
	Must be one of the following salutations: Mr., Mrs., Ms.,Dr.
	Field error if validation fails.

	Q
	Contact Last Name
	Y
	40
	Alphabetic characters.  The first character of each name must be upper case.  All other characters must be lower case. Space, dash and apostrophe are allowed.
	No special characters with the exception of the space, dash, and apostrophe.
	Title case must be used. The First character must be uppercase followed by all lower case.  Must be formatted as: <Text>space<Text>. Allows international characters such as ñ,é,û, etc.

Some special characters are not allowed.
	Field error if validation fails.

	R
	Contact First Name
	Y
	40
	Alphabetic characters.  The first character of each name must be upper case.  All other characters must be lower case. Space, dash and apostrophe are allowed.
	No special characters with the exception of the space, dash, and apostrophe.
	Title case must be used. The First character must be uppercase followed by all lower case.  Must be formatted as: <Text>space<Text>.  Allows international characters such as ñ,é,û, etc.

Some special characters are not allowed.
	Field error if validation fails.

	S
	Contact Position
	Y
	60
	Any character.
	
	
	Field error if validation fails.

	T
	Primary Contact Phone
	Y
	12
	Numeric characters.  First char 1-9 all others 0-9 with dash (-) between sets
	No special characters with the exception of the dash.
	First character must be between 1 and 9. Must be formatted as 999-999-9999.  Some special characters are not allowed.
	Field error if validation fails

	U
	Primary Contact Phone Extension
	N
	4
	Numeric characters. 
	No special characters.
	Must be formatted as 

1234. Special characters are not allowed.
	Field error if validation fails

	V
	Primary Contact Fax
	N
	12
	Numeric characters.  First char 1-9 all others 0-9 with dash (-) between sets
	No special characters with the exception of the dash.
	First character must be between 1 and 9. Must be formatted as 999-999-9999.  Some special characters are not allowed.
	Field error if validation fails

	W
	Primary Contact Email
	N
	30
	Alphanumeric characters formatted as: word.word@word.word.word.word.word.word.word
	Space
	Must contain the character: @.  Must be a valid email address.
	Field error if validation fails

	X
	Secondary Contact
	N
	40
	Alphabetic characters.  The first character of each name must be upper case.  All other characters must be lower case. Space, dash and apostrophe are allowed.
	No special characters with the exception of the space, dash, and apostrophe.
	Title case must be used. The First character must be uppercase followed by all lower case.  Must be formatted as: <Text>space<Text>. Allows international characters such as ñ,é,û, etc.

Some special characters are not allowed.
	Field error if validation fails

Error: secondary contact is required if secondary phone is provided

	Y
	Secondary Contact Phone
	N
	12
	Numeric characters.  First char 1-9 all others 0-9 with dash (-) between sets
	No special characters with the exception of the dash.
	First character must be between 1 and 9. Must be formatted as 999-999-9999.  Some special characters are not allowed.
	Field error if validation fails

Error: secondary phone is required if secondary contact is provided.

	Z
	Secondary Contact Phone Extension
	N
	4
	Numeric characters. 
	No special characters.
	Must be formatted as 

1234. Special characters are not allowed.
	Field error if validation fails

	AA
	Secondary Contact Fax
	N
	12
	Numeric characters.  First char 1-9 all others 0-9 with dash (-) between sets
	No special characters with the exception of the dash.
	First character must be between 1 and 9. Must be formatted as 999-999-9999.  Some special characters are not allowed.
	Field error if validation fails

	AB
	Secondary Contact Email
	N
	30
	Alphanumeric characters formatted as: word.word@word.word.word.word.word.word.word
	Space
	Must contain the character: @.  Must be a valid email address.
	Field error if validation fails

	AC
	Center ID
	Y
	3
	Numeric characters.
	No special characters.
	Must be formatted as 123.  Special characters are not allowed.
	Field error if validation fails.


The following procedure will provide step-by-step instructions for submitting the CIF.

Procedures for Submitting the Client Information File

The following procedure provides centers step-by-step instructions for submitting the CIF to NIST MEP. 

(Note:  The Center staff member submitting the CIF data must be assigned the Center Reporting role before they may submit data to NIST MEP.  See section 2.4 of this document for instructions on how to assign roles.)
34. The center will create their CIF file by exporting information from their information system or database.  The CIF must be submitted in XML format.

Center personnel (assigned the Center Reporting role) will log into the MEP Source for Centers site and navigate to the Center Information Page.

35. Center personnel will submit their CIF to the Center Information Page by selecting the Clients link as shown in Figure 3.3-2.

Figure 3.3‑2: Center Information Page, Clients Link
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36. Select a Quarterly Reporting period from the drop-down list in figure 3.3-3.

37. Click the Browse button to locate the file on the user’s computer and submit the CIF.

38. Click the Submit for Validation button to process your file and check for errors.  A validation procedure is run to ensure data is in the correct format.

39. Click the Submit for Reporting button when the CIF is ready to be submitted to NIST.  The Submit for Reporting button saves information and updates the Quarterly Reporting Status to indicate quarterly reporting guidelines have been met.

Figure 3.3‑3: Center Information Page, Client Information File utility screen
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Note:
Centers may test the submission of the CIF file as many times as they choose by clicking the “Submit for Validation” button, but the person submitting the file must click the “Submit for Reporting” button in order for the submission to be finalized.  Clients must be in the NIST MEP database before projects & events can be submitted.

Procedure for Adding New Clients using Compose New Client link

An additional method of adding new Clients is by using the Compose New Client link on the Clients utility screen.  The following procedure will provide centers step-by-step instructions for submitting New Clients to NIST MEP.

(Note: The Center staff member adding new Clients must be assigned the Center Reporting role before they may add Clients information.  See section 2.4 of this document for instructions on how to assign roles.)
Centers will enter information about Clients into predefined text fields by doing the following:

Navigate to the Center Information Page (refer to the MEP Source for Centers Web Site and Center Information Page for instructions).

From the Center Information Page, click on the link for Clients.  See figure 3.3-2.

40. Click on Compose New Client to create a new Client record as shown in Figure 3.3-4.

Figure 3.3‑4: Center Information Page, Clients utility screen
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41. Using the description of a Client as a reference, see Table 3.3-4, the designated center personnel will enter information into predefined text fields as shown in Figure 3.3-5. 

42. Click the Submit button to submit your information to NIST MEP.

Figure 3.3‑5: Center Information Page, Compose New Client screen
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Figure 3.3‑5 (cont.): Center Information Page, Compose New Client screen
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Procedure for Updating Client Information

Centers are able to update Client information from the Clients Utility on the Center Information Page.  The following procedure will provide centers step-by-step instructions for updating Client information on the Center Information Page.

(Note: The Center staff member updating Client information must be assigned the Center Reporting role before they may submit data to NIST MEP.  See section 2.4 of this document for instructions on how to assign roles.)
Navigate to the Center Information Page (refer to the MEP Source for Centers Web Site and Center Information Page for instructions).

From the Center Information Page, click on the link for Clients.  See figure 3.3-2.

43. To search for a Client, from the Clients Utility screen, enter a client ID or Company Name in the box next to the Search button.  An “*” can be used as a wildcard search (e.g., A* returns all clients beginning with an “A”.  Please do not use complicated searches like AND, OR, XOR…).  If you do not use an “*” as a wildcard your search criteria will be an exact match.  For example ACME and ACME Corporation – to find both use ACME*. 

44. Click on the radio button labeled “Client ID” or “Company Name”.  See figure 3.3-6.

45. Next, click the Search button. (Note: Search is very “Simple” not like more advance search engine found on Internet.)  Click on the link Search Help for more information about Searches.

Figure 3.3‑6: Center Information Page, Clients utility screen
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46. One or more Clients will be listed.  Click on Client Name you want to update.  See figure 3.3-7.

Figure 3.3‑7: Center Information Page, Client search results screen.
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47. Once Client information is displayed, click on “Edit Client Information”. See figure 3.3.8

Figure 3.3‑8: Center Information Page, Read Client record.
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48. Figure 3.3.9 shows the Client record opened in edit mode.  Review the Client’s data.  If needed, update any data where necessary.  Click the Submit button when you are done making your changes.  Your updates will be sent to NIST MEP.

Figure 3.3‑9: Center Information Page, Update Client screen
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Figure 3.3‑9 (cont.): Center Information Page, Update Client screen
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3.3.6  Field Descriptions for the Client Information File

 Table 3.3-5: Field Descriptions for the Client Information File

	Field Name/

  Frequency
	Instruction(s)
	Example(s)

	ID
	Provide code that uniquely identifies the client.  Identifiers must be unique and permanently associated with CME name and may be any combination of letters and/or numbers.  It cannot contain client’s actual name.  This field is required and cannot be left blank.  
	74-1239876-2 or 3487783

	Name
	Provide CME name (single plant or facility) where center services were rendered.  Use title case (first letter of each word is a capital letter and all the rest are lower case).  This field is required and cannot be left blank.  
	Becton Dickinson Labware instead of BECTON DICKINSON LABWARE

	Address 1
	Provide street address on which CME is located.   Enter this information exactly as it should appear on the address label and on the pre-survey letter.  Do not capitalize all letters – use title case (first letter of each word is a capital letter and all the rest are lower case).  This field is required and cannot be left blank.
	1 Becton Dr instead of 1 BECTON DR.

	Address 2
	Provide any additional address information.  This field is not required.  
	5th Floor Room B2345 instead of 5TH FLOOR, ROOM B2345

	City
	Provide city in which CME is located.   Enter this information exactly as it should appear on the address label and on the pre-survey letter.  Do not capitalize all letters – use title case (first letter of each word is a capital letter and all the rest are lower case).  Do not use commas, periods, or other punctuation in this field.  This field is required and cannot be left blank.
	East Lansing instead of E. LANSING

	State
	Provide state in which CME is located.  Select State from drop down list.  This field is required and cannot be left blank.
	Pennsylvania

	Zip
	Provide zip code of CME.  Enter this information exactly as it should appear on the address label and on the pre-survey letter.  Additionally, if using a nine-digit zip code, a hyphen is required.  This field is required and cannot be left blank.
	21701 or 02348 or 60669-3429

	NAICS Code
	Provide primary 5-digit Manufacturing NAICS code of the client identified by the CME’s name.  This field is required and cannot be left blank.  Also acceptable is code 54171.
	33111

	Number Of Employees
	Provide number of employees at the CME.  For CMEs with more than one location, enter only the number of employees at the CME site that was served.  Enter whole numbers between 1-999,999.  This field is required and cannot be left blank.  
	14 or 234

	Size Comment
	Provide justification for why clients with >= 500 employees are being served.
	Working with client in support of John Deere  system account.

	Dun and  Bradstreet  Number
	Provide the client establishments Dun & Bradstreet number.  This field is not required.  
	123456789 or None

	Defense
	Report Y if the client sells to the US Defense Industry, regardless of percentage of sales or the number of tiers away; Otherwise report N.  This field is required and cannot be left blank.  
	Y or N or y or n

	Homeland Security
	Report Y if the client sells to the US Homeland Security Industry, regardless of percentage of sales or the number of tiers away; Otherwise report N.  This field is required and cannot be left blank.  
	Y or N or y or n

	Stationery Code XE "Stealth Code" 
	Provide unique stationery code.   This field is required for those centers that have identified stationery codes.  
	XL1 is assigned to a partner of Alabama Technology Network.  

	Center PBA Assigned
	Provide the name of the PBA assigned to the client if the client is a 360vu client.  PBA’s name must be registered on the Source for Centers.  This field is not required.  
	John Smith

	Contact Salutation
	Provide client contact person’s prefix title.  This field is required and cannot be left blank.
	Dr. or Mr. or Mrs. or Ms., etc.

	Contact Last Name
	Provide last name of client contact.   Do not capitalize all letters in this field – use title case (first letter is a capital letter and all the rest are lower case).  Do not include first names.  This field is required and cannot be left blank.
	Smith instead of WILLIAM SMITH

	Contact First Name
	Provide first name of contact.  Do not capitalize all letters in this field – use title case (first letter is a capital letter and all the rest are lower case).  Do not include middle names or middle initials.  This field is required and cannot be left blank.
	William instead of WILLIAM DENNIS

	Contact Position
	Provide job title of contact person.  Do not capitalize all letters in this field – use title case (first letter of each word is a capital letter and all the rest are lower case).  This field is required and cannot be left blank.
	Chief Executive Officer instead of CHIEF EXECUTIVE OFFICER

	Primary Contact Phone
	Provide telephone number of primary contact person.  Include area code and complete phone number. Use the format 111-111-1111.  This field is required and cannot be left blank.  DO NOT USE TOLL-FREE NUMBERS.
	301-975-0000



	Primary Contact Phone Extension
	Provide extension. Use the format 1234.  This field is not required.
	2300



	Primary Contact Fax
	Provide Fax number of primary contact person.  Include area code and complete phone number. Use the format 111-111-1111.  This field is not required.  DO NOT USE TOLL-FREE NUMBERS.
	301-975-0000



	Primary Contact Email
	Provide email address of primary contact person.  This field is not required.
	abc@defg.com



	Secondary Contact
	Provide secondary contact name.  Do not use capital letters in this field.  This field is not required.
	John Doe

	Secondary Contact Phone
	Provide telephone number of secondary contact person.  Include area code and complete phone number. Use the format 111-111-1111.  This field is not required.  DO NOT USE TOLL-FREE NUMBERS.
	301-975-0000



	Secondary Contact Phone Extension
	Provide extension. Use the format 1234.  This field is not required.
	2300



	Secondary Contact Fax
	Provide Fax number of secondary contact person.  Include area code and complete phone number. Use the format 111-111-1111.  This field is not required.  DO NOT USE TOLL-FREE NUMBERS.
	301-975-0000



	Secondary Contact Email
	Provide email address of secondary contact person.  This field is not required.
	abc@defg.com



	Center ID
	Provide CIMS Center ID.  This field is required.
	123


Project Information File

The purpose of the Project Information File (PIF) is to capture substantive work that will be surveyed.  Report only substantive interactions on the PIF.  The PIF will contain one record for each substantive project or event completed during the period.  In order to be a submittable project or event, according to the NIST definition, the interaction must be substantive which means it must be designed to facilitate measurable changes in a U.S. based manufacturing firm's operations that affects the firm's performance and has measurable impact.  Refer to the Key Concepts Section of this document for more information on substantive interactions.

PIF records are used for two purposes:

49. To provide descriptive information to NIST MEP regarding the types of Projects and Events in which the center engaged clients during the quarter.  NIST MEP staff and review panels use this information in monitoring center projects/events.

50. To allow the survey process to function.  The PIF provides background information about the types of projects conducted with the client.

The PIF is the first step in the survey process and provides NIST with valuable data about center interactions.  The survey house will use the project and event information to interview client-manufacturing establishments (CMEs) regarding the impacts of center assistance.  The PIF XE "ADL" \t "See activity data log"  contains important background information for the interviewers to acquire the best possible information during each client survey. Submitting accurate, complete PIF records is tremendously important for centers to ensure that complete and comprehensive data on the impact of services provided is captured by the survey.  The survey process is discussed in Section 4.0.

Requirements for the Project/Event Information File

The PIF will contain one record for each substantive project/event completed during the period (please see Key Concepts for more information about how to classify project/events).  Centers will not report Projects and Events that were completed after the end of the period, but may report projects completed before the beginning of the period.  Projects are reported as a single Client ID and Events have multiple Client IDs per record.  Requirements for the PIF, the validation process, and submittal process follow.  Clients must be in the system before submitting projects.
The PIF must be submitted as an Extensible Markup Language (XML) file. 

XML is an open standard for describing data.  It is an ideal solution for transferring structured data from server-to-client, server-to-server or application-to-application on any platform.  It was designed to improve the functionality of the Web by providing more flexible and adaptable information identification.

It is called extensible because it is not a fixed format like HTML (a single, predefined markup language).  Instead, XML is actually a meta-language -- a language for describing other languages, which allows users to customize the markup language for different types of documents.

Unlike HTML, where both the tag semantics and the tag set are fixed [example an <h1> is always a first level heading], XML specifies neither semantics nor a tag set.  XML provides a facility to define tags and the structural relationships between them. Since there's no predefined tag set, there can't be any preconceived semantics. All of the semantics of an XML document will either be defined by the applications that process them or by style sheets.

NIST MEP selected XML because it allows for more flexibility in communicating with information systems used by MEP and Centers – both currently and in the future.  XML will also help MEP to collect better quality and more accurate data.

XML is very simple, but the authoring of XML content can be difficult due to formatting requirements.  Although any text editor can be used to create XML documents, there are a variety of specialized text editors (see lists below) that help with formatting.

To facilitate the authoring of XML files required for client and project/event submissions, MEP has created an Excel spreadsheet template that contains a macro, which will allow for quick creation of XML files. This tool is intended to help centers that do not have information systems capable of generating the required XML files.  Requirements for using the utilities are:

· Designed to work with Windows 2000 or later

· Designed to work with Microsoft Office 2000 or later

· Excel macros must be enabled

Instructions for using the templates are included in the Excel file on the Help worksheet.   These Excel templates can be downloaded from the Source for Centers website, or you may use commercially available software to generate XML.  However, if you choose to use a commercially available utility, please be aware the file format must be the same as that found in Figure 3.4.1 Sample Projects XML file.  Centers are responsible to ensure the quality and correct structure of the XML content no matter how the XML is generated.

MEP can provide the Data Type Definition (DTD) and/or XML schema definitions for the project/event submission upon request.   However, these should not be used for full validation of XML submissions.  Refer to Section 3.4.2 for more information on PIF Validation Process.

Table 3.4-1 : XML Editors

Note:  NIST MEP does not endorse any of these products.  This list is provided to help centers to locate a tool if they choose not to use the Excel template provided by MEP.  

Microsoft Word and Microsoft Excel [XP versions or later] should NOT be used to generate XML because they generate proprietary versions of XML.

	Name
	Available Free of Charge
	Website

	XMLSPY 2004
	No
	http://www.altova.com/

	XMLmind
	No
	http://www.xmlmind.com

	Sonic Stylus Studio
	No
	http://www.sonicsoftware.com

	Cooktop
	Yes
	http://www.xmlcooktop.com/

	Aioob - XML Editor
	Yes
	http://www.aioob.com/xmlpage/AioobXMLed.htm

	Xray2 XML Editor
	Yes
	http://architag.com/xray/

	Omnimark
	No
	http://www.omnimark.com


Figure 3.4‑1: Sample ProjectsEvents.xml file
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|<PROJECT_EVENT_SUBNISSION>
| <DATE_PREPARED>2008-324</DATE_PREPARED>
| <TINE PREPARED>13:38:52</TIME_PREPARED>
<PROJECT_EVENT>
<ID>123</1D>
<CLIENT_TDS>2 <CLIENT_ID>12345</CLIENT_ID>I  </CLIENT_IDS>
<TITLE>Eureka winning Ways</TITLE>
<START_DATE>2007-7-9</START_DATE>
<END_DATE>2007-8-29</ END_DATE>
<DELIVERY_MODE>P</DELIVERY_WODE>
<SUBSTANCE>11</SUBSTANCE>
<TYPE>E</TYPES
<CENTER_CONTACT>Dick Grey</CENTER_CONTACT>
<CENTER_HOURS>62</CENTER_HOURS>
<AFFILIATE_ORGANIZATION></AFFILIATE_ORGANIZATION>
<AFFILIATE_CONTACT></AFFILIATE_CONTACT>
<AFFILIATE_HOURS></AFFILIATE_HOURS>
<NATIONAL_ACCOUNT>EWWO1</NATIONAL ACCOUNT>
<TOTAL_BILLED>5500</TOTAL_BILLED>
<FUNDING_SOURCE>MEP</FUNDING_SOURCE>
</PROJECT_EVENT>
<PROJECT_EVENT>
<ID>456</1D>
<CLIENT IDS>2 <CLIENT_I0D>22222</CLIENT_ID>I  </CLIENT_IDS>
<TITLESiT 1Tech Assistance</TITLE>
<START_DATE>2006-11-29</START_DATE>
<END_DATE>2007-9-19</END_DATE>
<DELIVERY_MODE>P=</DELIVERY_WODE>
<SUBSTANCE>13</SUBSTANCE>
<TYPE>T</TYPES
<CENTER_CONTACT>Linda Larson</CENTER_CONTACT>
<CENTER_HOURS>4</CENTER_HOURS>
<AFFILIATE_ORGANIZATION></AFFILIATE_ORGANIZATION>
<AFFILIATE_CONTACT></AFFILIATE_CONTACT>
<AFFILIATE_HOURS></AFFILIATE_HOURS>
<NATIONAL_ACCOUNT></NATIONAL_ACCOUNT>
<TOTAL_BILLED>5923</TOTAL_BILLED>
<FUNDING_SOURCEVIL</FUNDING_SOURCE>
<EIS_YEARS>7</EIS_YEARS>
</PROJECT_EVENT>
<PROJECT_EVENT>
<1D>789</1D>
<CLIENT_TDS>2 <CLIENT_1D>99999</CLIENT_ID:
<TITLE>Eureka winning Ways</TITLE>
<START_DATE>2007-4-9</START_DATE>
<END_DATE>2007-7-3</END_DATE>
<DELIVERY_MODE>P=</DELIVERY_WODE>
<SUBSTANCE>11</SUBSTANCE>
<TYPE>T</TYPES
<CENTER_CONTACT>Guy Black</CENTER_CONTACT>
<CENTER_HOURS>80</CENTER_HOURS>
<AFFILIATE_ORGANIZATION></AFFILIATE_ORGANIZATION>
<AFFILIATE_CONTACT></AFFILIATE_CONTACT>
<AFFILIATE_HOURS></AFFILIATE_HOURS>
<NATIONAL_ACCOUNT>EWWO1</NATIONAL ACCOUNT>
<TOTAL_BILLED>5500</TOTAL_BILLED>
<FUNDING_SOURCESMEP</FUNDING_SOURCE>
<EIS_YEARS>S</EIS_YEARS>
</PROJECT_EVENT>
<PROJECT_EVENT>
<ID>101</ID>
<CLIENT_TDs>2 <CLIENT_ID>89076</CLIENT_ID>I </CLIENT_IDS>
<TITLE>Environmental Compliance and Best Practice Assessment</TITLE>
<START_DATE>2007-3-16</START_DATE>
<END_DATE>2007-8-31</END_DATE>
<DELIVERY_MODE>P</DELIVERY_WODE>
<SUBSTANCE>12</SUBSTANCE>
<TYPE>A</TYPES
<CENTER_CONTACT>Lori_white</CENTER_CONTACT>
<CENTER_HOURS>5</CENTER_HOURS>
<AFFILIATE_ORGANIZATION:Peter Rabbit</AFFILIATE_ORGANIZATION>
<AFFILIATE_CONTACT>Rabbit Rollers</AFFILIATE CONTACT>
<AFFILIATE_HOURS>25</AFFILIATE_HOURS>
<NATIONAL_ACCOUNT></NATIONAL_ACCOUNT>
<TOTAL_BILLED>1232</TOTAL_BILLED>
<FUNDING_SOURCE >EPA</FUNDING_SOURCE>
<ETS_YEARS>1</EIS_YEARS>

</CLIENT_1DS>
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Assigning Unique Project/Event Identifiers

Each individual project/event reported on the PIF must be assigned a unique project/event identifier.  This unique id will identify each interaction.  The project/event id is not the same as a service identifier, used by the center to uniquely identify services.  An example is given in Table 3.4-1.

Table 3.4‑1: Example Project/Event Unique Identifiers

	Project/Event Title
	ClientID
	ProjectEventID
	Project Start Date
	Project End Date
	Substance

	CN302 Change Management
	AL-05-30
	AWAW
	1/5/2009
	2/5/2009
	11

	LE203 5S System
	AL-03-53
	BAR
	1/3/2009
	5/30/2009
	13

	LE205 Cellular Manufacturing
	AL-03-53
	AQAW
	2/5/2009
	2/22/2009
	13

	SM205 Strategic and LR Planning
	AL-07-98
	1234
	3/7/2009
	3/22/2009
	11

	Lean Training
	AL-123-35, AL-345-34,

AL-678-90
	BBCDE
	2/25/2009
	2/28/2009
	13

	Computer Training
	ABCDEF3456
	BEDYUKJJ23
	3/15/2009
	3/30/2009
	11


Reporting Hours and Total Billed for Events

Centers should be careful when reporting the number of hours and total billed for events. The total number of hours for the event should be reported without multiplying the number of hours by the number of clients or attendees. The total billed should be reported as the total amount of fees collected for the event.

 If different clients are billed different amounts another approach is to report the interactions  separately as projects so that each billed amount can be reported separately without over inflating the total billed.  The same is true for hours. If clients attended the event, but different amounts of time were spent with each client, the interaction can be reported as a project so that the differences in hours spent can be reported.
All projects and events reported to NIST MEP will be surveyed.

Short-term and Long-term Impact Projects (Expected Impact Span Years – EIS Years)

· Centers will designate projects/events as having the potential for Short-Term or Long-Term impact, projects that will realize or continue to realize impacts beyond the first survey.  Centers will designate how many times a project/event will be surveyed.

· EIS Short Term – Immediate Impacts
· <EIS_YEARS>1</EIS_YEARS>

· EIS Long Term – Projects that may involve projects with impacts that may take time to occur >=3

· <EIS_YEARS>3</EIS_YEARS>
· Short-term impact

· Centers will only have the opportunity to change the EIS_YEARS during Survey Confirmation 

· Centers can change a project’s designation for EIS_YEARS as long as the project has not been surveyed (If you change EIS_YEARS from 1 to something greater than or equal to 3, that project is considered to have long-term impact.

· Short-term – projects are limited to a single survey.  These surveys will occur six months after the completion of the project. For example, if a project was submitted in Q1, it would be surveyed in Q3.

· Since we also have a rule that a client can only be surveyed once a year, some short-term projects/events may not be surveyed until over a year after the completion date of the project. 

· Clients cannot be surveyed more than once a year. 

· Long-term impact

· Centers will only have the opportunity to change the EIS_YEARS during Survey Confirmation 

· Centers can change a project’s designation for EIS_YEARS as long as the project has not been surveyed (If you change EIS_YEARS from greater than or equal to 3 to 1, that project is considered to have short-term impact.

· Centers can change a project’s designation for EIS_YEARS as long as the project/event has not been surveyed more than the value of EIS_YEARS.  For example if a project has an EIS_YEARS value of 4 and has been surveyed 2 times, the EIS_YEARS value can be changed to 5.

· Centers can increase the EIS_YEARS value from 3 to any number they choose that is greater than 3 if they expect a project to generate impact even longer term.

· Long term impact projects are also initially surveyed six months after the completion of the project, .provided the client has not been surveyed in the prior 12 months.
PIF Validation Process

NIST MEP will use a validation tool to secure validity and consistency of PIF records stored in the NIST MEP database.  The Center Information Page and PIF act as the only way through which centers can submit their quarterly PIF to NIST MEP.  Table 3.4-2 describes the kinds of exceptions centers can expect to receive during the validation process. Table 3.4-3 below describes the possible outcomes after an individual or batch submission is performed.

Clients must be in the system before submitting projects.

Table 3.4-2: PIF Exception Types

	Exception
	Description

	Warning
	A possible problem with the data that must be verified but can be accepted by the center as accurate.

	Error
	A problem with the data that results in the PIF being non-submittable until the error is corrected by the center.


Table 3.4-3: Possible PIF Validation Outcomes

	Description
	Outcome

	One or more errors are detected
	Validation is considered as failed. The user receives a printable page with the detailed information regarding validation results and a notice about the failed status of the submission.

	One or more errors and one or more warnings are detected
	Validation is considered as failed. The user receives a printable page with the detailed information regarding validation results (both, errors and warnings) and a notice about the failed status of the submission.

	One or more warnings are detected
	Validation is considered as tentatively passed. The user receives a printable page with the detailed information regarding warnings. At this point an option to force submission of client data by suppressing warnings is available.

	No errors or warnings are detected
	Client submission is accepted. Acknowledging page is displayed.


For submission purposes project/event records are identified by the center assigned project/event ID that must be unique among projects/events for the same client. In practical terms this results in the approach where project/events records for submission purposes are uniquely identified by the combination of both, center assigned client ID and center assigned project/event ID.

An attempt to submit a project/event with the center assigned project/event ID that is not unique within the client specified (there is at least one more previously submitted project/event with the same center assigned project/event ID for the same client) results in validation failure (regardless of whether it is an individual or batch submission). No further validation of such record (or batch of records) is performed.

Upon successful submission of center project/event data, unique numeric CIMS ID (automatically generated by the system) is assigned to project/events records. These IDs can be easily retrieved by browsing client and project/event records on the CIP site or looked up by generating Center Clients and Project/Event Report (available on the CIP site on the Client page). Although it is possible to continue to refer to projects/event s by their center assigned IDs, it is very important that future communications between MEP and Centers regarding projects/event s rely only on CIMS generated IDs. This ensures the integrity of data and expedites troubleshooting of problems with data.

Validation of project/event records (during either individual or batch submission) is performed on a record field level or database level.  Field level validation ensures that the data entered in all record fields are correct.  However, this type of validation does not validate the data against the client and project/event data already stored in CIMS databases for the given Center. The latter is achieved through the database validation level. The source of exception conditions does not have any impact on validation results.  However, understanding of sources of errors and warnings may help troubleshoot submission problems.

Specific business and system validation rules pertinent to project/event records are described in the table below.  In addition to validation rules spelled out in the table, field level validation error is reported each time and for each field if:

- Field value submitted is null, but the field is marked as required in the table below

- The length of the value submitted exceeds the number specified in the Max Size column in the table below.

Some special characters are not allowed in fields.  Special characters are defined as spaces and the following characters:

` ~ ! @ # $ % ^ & * ( ) - _ = + \ | [ ] { } : ; ‘ “ < > , . / ?

Table 3.4-4: PIF Validation Criteria

	Column
	Field Name
	Required
	Max

Size
	Allowable Characters
	Non-Allowable Characters
	Field Validation Rules
	Exception Rules

(excluding empty and length check)

	A
	#
	Y
	N/A
	No special characters.
	Automatically generated.
	Field error if validation fails.
	1. Record error if combination of A and B are not unique.

2. Field error if validation fails.



	B
	ID
	Y
	20
	The first is not a special character and not a space.  The rest may by any non-white space character.
	First position: No special characters and no spaces.

All other positions: No spaces
	Any sequence of alphanumeric characters. Some special characters are not allowed.


	

	C
	Client ID
	Y
	400
	The first is not a special character and not a space.  The rest may by any non-white space character.

A comma with no spaces separates client ids for events.
	First position: No special characters and no spaces.

All other positions: No spaces.  Commas are allowed for multiple ids.
	Any sequence of alphanumeric characters.  Some special characters are not allowed.
	1. Record error if Client ID has not been submitted to NIST.

2. Field error if validation fails.

	D
	Title
	Y
	80
	Any character.
	
	
	Field error if validation fails.

	E
	Start Date
	Y
	10
	0-9 in format YYYY-MM-DD
	Some special characters are not allowed.
	Must be a valid date. Some special characters are not allowed.
	Field error if validation fails.

	F
	End Date
	Y
	10
	0-9 in format YYYY-MM-DD
	Some special characters are not allowed.
	1. Must be a valid date. Special characters are not allowed.

2. The date must on or after the Start Date.

3. The date must be on or before the end of the current reporting period.
	1. Field error if validation rule 1 fails.

2. Record error if validation rule 2 fails.

3. Field error if validation rule 3 fails.

	G
	Delivery Mode
	Y
	1
	Upper case P or Uppercase E
	Some special characters are not allowed.
	1. Must be one of the following: E or P.

Special characters are not allowed.  Lower case letters not allowed.

2. If P is submitted, there cannot be more than one client id.
	1. Field error if validation fails.

	H
	Substance
	Y
	2
	11or 12 or 13 or 14 or 15 or 16
	Special characters are not allowed.
	Must be one from the set of [11-16]. Alphabetic and special characters are not allowed.
	Field error if validation fails.

	I
	Type
	Y
	1
	Uppercase A or T or E
	Special characters are not allowed.
	Must be one of the following: A, T, or E. Special characters not allowed.  Lower case letters not allowed.
	Field error if validation fails.

	J
	Center Contact
	Y
	60
	Alphabetic characters.  The first character of each name must be upper case.  All other characters must be lower case. Space, dash and apostrophe are allowed.
	No special characters with the exception of the space, dash, and apostrophe.
	Title case must be used. The First character must be uppercase followed by all lower case.  Must be formatted as: <Text>space<Text>. Allows international characters such as ñ,é,û, etc.

Some special characters are not allowed.
	Field error if validation fails.

	K
	Center Hours
	Y
	4
	Numeric characters.  First char 1-9 all others 0-9.
	No special characters.
	Must be a number between 1 and 9999.  Special characters are not allowed. Alphabetic characters are not allowed.
	1. Field error if validation fails.

2. Field error if string is 0 (zero).

3. Field error if string begins with zero.

	L
	Affiliate Organization
	N
	60
	Alphabetic characters.  The first character of each name must be upper case.  All other characters must be lower case. Space, dash and apostrophe are allowed.
	No special characters with the exception of the space, dash, and apostrophe.
	Should not be empty if L or M is not empty. Some special characters are not allowed.
	Record error if validation fails.

	M
	Affiliate Contact
	N
	60
	Alphabetic characters.  The first character of each name must be upper case.  All other characters must be lower case. Space, dash and apostrophe are allowed.
	No special characters with the exception of the space, dash, and apostrophe.
	1. Should not be empty if K or M is not empty.

2. If not empty, should be formatted as:

<Text>space<Text>
	1. Record error if validation rule 1 fails.

2. Field error if validation rule 2 fails.

	N
	Affiliate Hours
	N
	4
	First Char: 1-9; All others 0-9
	No special characters
	1. Should not be empty if K or L is not empty.

2. Must be a number between 1 and 9999. Some special characters are not allowed. Alphabetic characters are not allowed.
	1. Field error if validation fails.

2. Field error if string is 0 (zero).

3. Field error if string begins with zero.

	O
	System Accounts 

NOTE: Label in Excel template and xml tag reflect the original field name of National Accounts to limit changes necessary to center information systems.
	N
	6
	Alphanumeric characters.  Valid national accounts are: DE01, MEDT01, NG01, LB01, OS01, UFP01, BAX01, PAC01, HS01, BOE01, UTC01, DF01, EMD01, EWW01, PP01, SEI01, SIM01, RC101
	No special characters.
	Any sequence of alphabetic and numeric characters.  Some special characters are not allowed.

May contain one of the following:

1. DE01 – John Deere Value Stream Mapping

2. BOE01 - Boeing

3. MEDT01 – MedSource Technologies Inc.

4.UTC01 – United Technologies Corp.

5. NG01 – Northrop Grumman Supply Chain

6. LB01- Lasco Bathware

7. OS01 – O’Neal Steel

8. UFP01 – Universal Forest Products

9. BAX01- Baxter

10. PAC01 – Pactiv

11. HS01 – Heidtman Steel

12. DF01 – Dawn Foods

13. EMD01 – Electro Motive Diesel

14.EWW01 - Eureka! Winning Ways

15. PP01 - Pretium Packaging

16. SEI01 – Suez Energy International

17. SIM01 – Simplot

18. RC01 – Red Cross
	Field error if validation fails.



	P
	Total Billed
	Y
	6
	Numeric characters between 0 and 999999.
	No special characters
	Must be a number between 0 and 999999. Special characters are not allowed.
	Field error if validation fails.

	Q
	Federal Partnerships/Formerly Funding Source

NOTE: Label in Excel template and xml tag reflect the original field name of Funding Source to limit changes necessary to center information systems.
	Y
	4
	Upper case MEP, EDA1, EDA2, DOL1, DOL2. NIH, DOC, DOE, MIL or EPA
	No special characters
	Must be one of the following: MEP, EDA1, EDA2, DOL1, DOL2, NIH, DOC, DOE, MIL or EPA. Special characters not allowed.  Lower case letters not allowed.
	Field error if validation fails.

	R
	EIS_Years
	Y
	3
	1 – 99 NOTE: 2 is not allowed
	No special characters
	Must be a number 1-99

NOTE: 2 is not allowed
	Field error if validation fails


The following procedure will provide step-by-step instructions for submitting the PIF.

Procedures for Submitting the Project Information File

The following procedure will provide centers step-by-step instructions for submitting the PIF NIST MEP.

The center will create their PIF by exporting information from their information system or database.  The PIF must be in .xml format.

 Center personnel will log into the MEP Source for Centers site and navigate to the Center Information Page. The Center staff member submitting the PIF must be assigned the Center Reporting role before they may submit data to NIST MEP.  See section 2.4 of this document for instructions on how to assign roles.
Center personnel will submit their PIF to the Center Information Page by selecting the Projects and Events link as shown in Figure 3.4-2.

Figure 3.4‑2: Center Information Page, Projects and Events Link
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51. Select Quarterly Reporting Period, and then click the Browse button to locate the file on the user’s computer and submit the PIF.

52. Click the Submit for Validation button to process your file and check for errors.  The Submit for Validation button allows for further editing.  A validation procedure is run to ensure data is in the correct format.

53. Click the Submit for Reporting button when the report is finalized (no additional editing is allowed).  The Submit for Reporting button saves information and updates the quarterly reporting status to indicate quarterly reporting guidelines have been met. Note:  Centers may test the submission of the PIF as many times as they choose by clicking the “Submit and Test” button, but the person submitting the file must click the “Submit for Reporting” button in order for the file to be saved at NIST MEP.

Figure 3.4‑3: Center Information Page, Projects and Events utility screen
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 Procedure for Viewing Projects and Events

The Project/Event utility has an additional functionality that allows for viewing projects and events.

From the Center Information Page, click on the link for Project and Events.  See figure 3.4-2.

Next, from the Projects/Events Utility screen, enter a CIMS Client ID, Project ID, Event ID or Company Name in the box next to the Search button.

Click on the radio button labeled “Company Name”, “CIMS Client ID”, “CIMS Project ID” or “CIMS Event ID”.  See figure 3.4-4.

Next, click the Search button.

Figure 3.4‑4: Center Information Page, Project/Event utility screen
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One or more Projects/Events will be listed.  Click on Project/Event Title you want to view.  See figure 3.4-5.

Figure 3.4‑5: Center Information Page, Project/Event search results 
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54. Figure 3.4.6 shows the Project/Event record.  Review the Project/Event’s data.

Figure 3.4‑6: Center Information Page, Project/Event Read screen
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Field Descriptions for the Project Information File

Table 3.4‑5: Field Descriptions for the Project/Event Information File

	Field Name
	Instruction(s)
	Example(s)
	Notes

	ID


	Provide unique project/event identifier code.  This field is required and cannot be left blank.
	7645, 7209, 74-1239876-1

43567, 43567

C3-Tech, C3-Tech
	This field used to uniquely identify the project or event in which the center served client(s). 

	Client ID


	Provide code that uniquely identifies the client.
	74-1239876-2 or 3487783
	This field enables NIST MEP to track CME impacts while preserving the anonymity of the client firm. 

To report Events, list each client ID served, separated by a comma with no spaces.

	Title
  
	The survey process provides each client with a list of the projects that have been completed with the center and will pull those project titles directly from this field.  Entries in this field should now be phrased as project titles that will be recognizable to the client, rather than as lengthy descriptions designed for any other purpose.

Use standard product service titles for 360vu related services.
	Customer satisfaction measurement system. 
	A short description allows the interviewer to mention the projects completed to trigger the memory of the center and the work completed.

	Start Date


	Provide date project/event was started Enter the 4-digit year, month, and day in the format YYYY-MM-DD. This field is required and cannot be left blank.
	2003-11-25
	Check the start date to be sure that it is before the end date.

This field indicates the date on which the project/event began.  This information helps gauge the length of service delivery.

	End Date


	Provide date the project/event was completed.  Enter the 4-digit year, month, and day in the format YYYY-MM-DD. This field is required and cannot be left blank.

Dates as early as one year before the reporting quarter start date will be accepted, but the center must confirm that the records were not submitted in a previous period.
	2003-12-10
	This field indicates the date on which the project/event ended.  This information helps gauge the length of service delivery. 

	Delivery Mode
	Enter delivery mode of project/event (e.g., P for Project and E for Event.)
	P or E
	This refers to delivery of substantive work.

	Substance

 
	Provide one of the substance areas.  Choose the one code which best describes the primary focus of the project/event.  Refer to Key Concepts for a list of substance codes.  This field is required and cannot be left blank.
	11 or 12 or 13 or 14 or 15 or 16
	This information is useful in analyzing relationships between impacts and different project/event subject matters. 


	Type
	Enter type of project/event (e.g., Assessment, Technical Assistance, or Education and Training)
	T or A or E
	


	Center Contact

  
	Provide first and last names of the primary center staff person who worked with the client.  Use name that was provided to client, which may be their nickname, and not necessarily their formal or legal name.  This field is required and cannot be left blank.  Contact’s name must be registered on the Source for Centers.
	Skip Jones instead of Robert Jones: Robert Jones uses nickname, Skip, in his daily business with clients.
	Mentioning the center staff person’s name during the interview may help jog the client contact’s memory and can help them make the association between the person who worked with them and the center.

	Center Hours

 
	Provide total center staff hours spent directly on the project/event.  Include all hours billed (or would bill if this project/event is not for fee or for a flat fee) to the client.  Enter only whole numbers greater than zero.  Do not enter commas to separate thousands and do not enter decimals.  This field is required and cannot be left blank.
	A center field agent reports spending 9 hours providing services to the client – enter 9 in this field.

A center bills a CME $500 for a project/event, and the state matches the payment dollar-for-dollar.  As a result, the center collects a total of $1,000.  If the center charges an average of $80 per hour of direct client interaction, the hours entered in this field would be calculated as $1000/ $80 per hour = 12.5 hours; round to 13 hours.
	This field records the number of hours the center staff spent on the project/event. 

	Affiliate Organization

  
	Provide name of the affiliate organization used to deliver services to the client (if any). 

Check the affiliate provider fields.  If there is information in this field, the following fields must also contain information:  affiliate provider staff person’s name, and affiliate hours. 
	Quality Consultants Inc.
	Mentioning the affiliate’s provider organization name may help clients recall the service(s) provided.  It also may help clients understand that the survey attempts to capture all inputs for the project/event – including work the center may have brokered or subcontracted.

	Affiliate Contact


	Provide first and last names of the affiliate provider’s staff person who worked with the client (if any).  Use name that was provided to client, which may be their nickname, and not necessarily their formal or legal name.

Check the affiliate provider fields.  If there is information in this field, the following fields must also contain information:  affiliate Organization Name, affiliate hours.
	Skip Jones instead of Robert Jones: Robert Jones uses nickname, Skip, in his daily business with clients.
	Mentioning their name during the interview may help jog the client contact’s memory and can help them make the association between the person who worked with them and the center.



	Affiliate Hours

  
	Provide total affiliate hours spent directly on the project/event.  Include all hours affiliate providers bill (or would bill if this project/event is not for fee or for a flat fee) to the client.  Combine all affiliate hours if multiple providers contributed to the project/event.  If the information is not available, estimate the hours by dividing the total affiliate billings by the average hourly rate charged to clients by the provider. Enter only whole numbers greater than zero.  Do not enter commas to separate thousands and do not enter decimals. 

Check the affiliate provider fields.  If there is information in this field, the following fields must also contain information:  affiliate provider staff person’s name, and affiliate organization name. 
	Affiliate provider #1 bills a client $1,000 for an project/event, and affiliate provider #2 bills the same client and additional $300 for the same project/event.  If provider #1 bills at $150 per hour and provider #2 bills at $100 per hour, the total hours are entered in this field would be calculated:  ($1,000 / $150 per hour) + (300 / $100 per hour) = 9.67 hours; round to 10 hours.
	This field records the hours spent by any affiliate provider on the project/event.   

	System Account
	Provide the code of the System Account the Project or Event is in support of.

System Accounts are coded by using the company's ticker symbol followed by the initiative number.
	· BAX01- Baxter

· BOE01- Boeing

· DE01 – John Deere Value Stream Mapping

· DF01 – Dawn Foods

· EDM01 – Electro Motive Diesel

· EWW01 – Eureka! Winning Ways

· HS01 – Heidtman Steel

· LB01- Lasco Bathware

· MEDT01 – MedSource Technologies Inc.

· NG01 – Northrop Grumman Supply Chain

· OS01 – O’Neal Steel

· PAC01 – Pactiv

· PP01 – Pretium Packaging

· RC01 – Red Cross

· SEI01 – Suez Energy

· SIM01 - Simplot

· UFP01 – Universal Forest Products

· UTC01- United Technologies Corp.
	This field indicates work on System Account initiatives.

	Total Billed
	Provide the total amount billed to the Client(s) for the services rendered within the project or event. Do not include the dollar sign ($), commas, or decimals.
	1000 or 390.
	This information reflects how much the client was willing to pay for the service delivered by the center.  List the total fees billed to all clients for the event, not the average per client.  For example if 4 clients attend an event, clients 1, 2, and 3 pay $250, client 4 pays $500, the total billed for the event is $1,250.

	Federal Partnership
	Provide the project’s source for funding.
	· DOC

· DOC2

· DOE

· DOL1

· EDA1

· EPA

· EPA2

· MEP

· MIL

· NIH
	This information reflects matching federal funds on projects and events.

	EIS_Years
	Provide the projects’ years to be surveyed
	· 1, 3, 4, 5, 6, 10, 15

· NOTE: 2 is not allowed
	For short-term survey, enter 1

For long-term survey, enter 3 or greater


Making Corrections or Changes to Project/Event Information

Centers are responsible for making all corrections to their project data.  If corrections are needed after the PIF is submitted, the Center Director or Center Reporting Contact must request the change by sending an e-mail message to the MEP Quarterly Reporting Contact (refer to the MEP Contacts section for the appropriate contact name and address).

Progress Data

The Progress Data XE "quarterly progress data"  is submitted quarterly and collects information on center operations including accounting data and activity levels for the quarter.  

The purpose of the Progress Data is to capture all work including Other Agency activities outlined in your Operating Plan and Budget.  Report all interactions conducted by the center on the progress data form, both substantive and non-substantive.  

The Progress Data is not a summary of the PIF and CIF, but a summary of all work conducted by the center.  The data is used by NIST MEP to generate standard reports used by NIST MEP and centers to do the following:

· Report on program output;

· Make management decisions;

· Monitor center performance;

· Track center activity against operating plan goals and objectives; and

· Conduct center reviews.

Reporting All Interactions (Both Substantive and Non-Substantive)

Centers should report interactions, FTEs, expenses, and revenues from other agency funding as outlined in your Operating Plan and Budget.  It is not expected that your Progress Data submission and Operating Plan Budget will match dollar for dollar.  Specific instructions for each type of funding are given in the sections below.

Report All Interactions Including Other Agency Activities Outlined in Your Operating Plan and Budget
Centers receiving other agency funds matching funds to conduct projects and events should report the related interactions on the Progress Data in the following fields:

· Total number of CMEs served over the past 12 months by a continuing project or event;

· Total number of projects completed during the quarter;

· Total number of events completed during the quarter; 

· Number of projects on-going at the end of the quarter;

· FTEs (include those supported by other agency funding);

· Expenses incurred from other agency interactions; and

· Fees from Projects and Events -- do not include the other agency grant amount as revenue; however, do include revenues generated from clients served using other agency funds.

Requirements for Progress Data

The Progress Data is required by the terms and conditions of the Center’s Cooperative Agreement.  Progress Data must be submitted once per quarter.

Procedure for Submitting the Progress Data

The following procedure will provide centers with step-by-step instructions for submitting Progress Data information to NIST MEP.

The Center staff member submitting the Progress Data must have been assigned the Center Reporting role before they may submit data to NIST MEP.  See section 2.4 of this document for instructions on how to assign roles.

Center Personnel will log into the MEP Source for Centers Web Site and navigate to the Center Information Page.

55. Click on the Progress Data link as shown below.

Figure 3.5‑1: Center Information Page, Link to Progress Data
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56. Click on the “Compose Progress Data Record” link, see figure 3.5-2.  This will open the Progress Data Form.

Figure 3.5‑2: Center Information Page, Link to Progress Data Form
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57. Next, select the Reporting Period (year-quarter) for which you are entering data.  See figure 3.5-3. A new Progress Data Record will open as shown in figure 3.5-4.

Figure 3.5‑3: Progress Data form, read
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58. Using the Table 3.5-1 as a reference, the designated center personnel will enter information into predefined text fields.  Figure 3.5-4 is a summary of the Progress Data form.  (Note: To add “Other Fees” click the Add Fee button.  To delete “Other Fees”, click the “Delete Checked Fees” button. )

Figure 3.5‑4: Progress Data form, edit
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59. Click on the Submit button to save your work.  By clicking the Submit button, the center may submit the file in draft format and continue entering information at a later date.

60.  Click the Submit for Reporting button when the report is final (no additional editing is allowed).  The Submit for Reporting button saves information and updates the Quarterly Reporting Status to indicate quarterly reporting guidelines have been met.

61. Once the Submit for Reporting button has been clicked a Submission Result window will pop-up.  The Submission Result window verifies that your Progress Data submission has passed the validation checks.

Note:  The submission is considered to be a draft report until the “Submit for Reporting” button has been clicked.  While in draft format or “In Process”, the Center can edit the Progress Data form by clicking on the Progress Data Form link, then Edit Progress Data Record link.  After the final report is submitted to NIST MEP, it will be reviewed and the center will be contacted if necessary.

Figure 3.5-5: Progress Data Submission Result.
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Procedures for Viewing Progress Data

To view your Progress Data, click on the Reporting Period you want to see.  For example, 2003 Q3 (07/01/2003 – 09/30/2003).

Figure 3.5-6: Center Information Page, Link to Progress Data
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62. Your Progress Data form will open in read only mode. See figure 3.5-7.

Figure 3.5‑7: Progress Data form, read
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Field Description for the Progress Data

Table 3.5‑1: Field Description for Progress Data Form

	Progress Data

	Field
	Description

	Reporting Period

(Required)
	Year and quarter in which revenues were billed and expenses were incurred.

	Center confirms box

(Required)
	We have reviewed, and if necessary, initiated the process to change our budget information as submitted to NIST Grants Office.

	REVENUES:

	Fees from Projects and Events billed during the quarter
	Enter sum of fees billed during quarter for assistance, assessments, training activities, and events. 

Round all values to closest dollar.  This information is required and may not be left blank.

Valid entries: $455,679 or $1,000 or $100.00 or $0.00

	Other Fees billed during the period (please describe)
	Enter brief description of fee(s) billed during quarter.  Up to three entries will be accepted.  DO NOT INCLUDE NIST, other agency funds, or STATE/LOCAL FUNDING, GRANTS, or MATCH as FEES.

Valid entries: Membership dues, Application fees, MIS fees, None, blank

	EXPENSES (separate fields for cash and in-kind)

	Field
	Description

	Personnel
	Enter the amount spent on Personnel.

	Fringe Benefits
	Enter the amount spent on Fringe Benefits.

	Travel
	Enter the amount spent on Travel.

	Equipment
	Enter the amount spent on Equipment.

	Supplies
	Enter the amount spent on Supplies.

	Contractual services for the center
	Enter the amount spent on Contractual services for the center, (i.e., 3rd parties contracted for center support; not services delivered to clients.).

	Affiliates services
	Enter the amount spent on Affiliates for services performed for the center’s clients, (3rd parties contracted to deliver services to the center’s clients.).

	Other
	Enter the amount spent on Other.

	Indirect Charges
	Enter the amount spent on Indirect Charges.


	FTEs: Full-time equivalent (FTE), (LEVEL OF EFFORT)

	Field
	Description

	Technical Specialists
(Required) 
	Enter the number of full-time equivalent (FTE) or level of effort for the Technical Specialists employed on the last day of the quarter.  Technical Specialists information is required and may not be left blank.  One FTE ( 2,080 hours per year, vacation time and sick time are included in this number.  Ignore overtime.  Deduct for time off without pay.  A full-time position is expressed as 1.00, half-time as 0.50, and quarter-time as 0.25. 

	Sales Staff 
(Required)
	Enter the number of full-time equivalent (FTE) or level of effort for the Sales Staff employed on the last day of the quarter.  Sales Staff information is required and may not be left blank.  One FTE ( 2,080 hours per year, vacation time and sick time are included in this number.  Ignore overtime.  Deduct for time off without pay.  A full-time position is expressed as 1.00, half time as 0.50, and quarter-time as 0.25.  Include two decimal places. 

	Management Staff
(Required)
	Enter the number of full-time equivalent (FTE) or level of effort for the Management Staff employed on the last day of the quarter.  Management Staff information is required and may not be left blank.  One FTE ( 2,080 hours per year, vacation time and sick time are included in this number.  Ignore overtime.  Deduct for time off without pay.  A full-time position is expressed as 1.00, half-time as 0.50, and quarter-time as 0.25.  

	Other Support Staff
(Required)
	Enter the number full-time equivalent (FTE) or level of effort for the Other Support Staff employed on the last day of the quarter.  Other Support Staff information is required and may not be left blank.  One FTE ( 2,080 hours per year, vacation time and sick time are included in this number.  Ignore overtime.  Deduct for time off without pay.  A full-time position is expressed as 1.00, half-time as 0.50, and quarter-time as 0.25.  


	Project, Event, and Client Information

	Total Number of projects completed this quarter

(Required)


	Total number of substantive and non-substantive projects completed during the quarter.  Refer to Key Concepts for an explanation of how to classify activities. This information is required and may not be left blank.  

Example:  during the quarter the center completed 12 substantive projects (expect quantifiable impacts) with 10 distinct clients and reported interactions on the CIF and PIF.  The center also completed 5 non-substantive projects (no impact expected), with 4 distinct clients.  The center will report a total of 17 projects.

	Total Number of events completed this quarter

(Required)
	Total number of substantive and non-substantive events completed during the quarter.  Refer to Key Concepts for an explanation of how to classify projects. This information is required and may not be left blank.  

Example: during the quarter the center completed 1 substantive (expect quantifiable impacts) with 5 distinct clients and reported the interactions on the CIF and PIF.  The center also completed 10 non-substantive events (no impact expected) with 100 distinct clients.  The center will report a total of 11 events.

	Total number of projects ongoing at the end of this quarter

(Required)
	Total number of open substantive projects (work has begun, but has not yet been completed) on the last day of the quarter. This information is required and may not be left blank.  

Example: during the quarter the center has 15 ongoing projects to be completed sometime after the last day of the quarter.  The center reports a total of 15 ongoing projects.

	Total number of CMEs served over the past 12 months by a completed or continuing project or event

(Required)
	Enter the total number of CMEs served by a completed or continuing project or event for the past 12 months regardless of the length or type of project or event.  This is a cumulative count of all distinct clients.  Do not report the sum of separate quarterly submissions since it will result in double counting of those clients served in more than one quarter. This information is required and may not be left blank.
Example: in the past 12 months the center conducted or is conducting 300 projects with 200 distinct clients and conducted or is conducting 30 events with 200 distinct clients (excluding those that were worked with on projects).  The center will report a total of 400 distinct clients.


Making Corrections or Changes to the Progress Data

Centers are responsible for making all corrections or changes directly to the data fields.  The report will remain editable until the “Submit for Reporting” button has been clicked.  If corrections are needed after the “Submit for Reporting” button has been clicked, the Center Director or Center Reporting Contact must request the change by sending an e-mail message to the MEP Quarterly Reporting Contact.  Refer to the MEP Contacts in section 6 for the appropriate contact name and address.

Operating Plan

The Center’s Operating Plan XE "operating plan"  must be reviewed and updated quarterly if changes are needed.  The Operating Plan provides the NIST MEP Federal Program Officer (FPO) and Account Managers  with information about the operations of the center.  FPOs and Account Managers will use this information in their day-to-day role as consultants to the center.  Only one plan may be in effect for a given period of time.

3.6.1 Requirements for the Operating Plan

The Operating Plan is required by the terms and conditions of the center’s cooperative agreement.  Operating plans will be updated and submitted to NIST MEP annually.  The Operating Plan will be reviewed quarterly and updated if needed.   The electronic file must be in Microsoft Word (Word) using the registered (.doc) file extension.  

Centers are required to follow the Operating Plan Guidelines when preparing the Operating Plan.  The guidelines are available on the MEP Source for Centers site CFO COP under documents heading.

Procedure for Submitting the Operating Plan to NIST/MEP

The following procedures will provide step-by-step instructions for submitting the Operating Plan to NIST/MEP and for reviewing the Operating Plan from the Center Information Page.

34) At least 90 days prior to current Cooperative Agreement year’s end, Center personnel will send an electronic draft version of upcoming operating period via e-mail to the MEP FPO.  Refer to Contact Information on your center’s Center Information Page for the appropriate FPO’s name, e-mail address, and telephone number.

35) The FPO will review the plan.  The Center Director will be contacted if questions arise.

36) At least 60 days prior to current Cooperative Agreement year’s end, Center personnel will send a hard copy  version of next year’s Operating Plan via mail to the MEP FPO.  Refer to Contact Information on your center’s Center Information Page for the appropriate FPO’s name, mail address, and telephone number.

37) FPO/Account Manager recommends the Operating Plan and financials for approval to the Director of System Operations/Grants Office.  The package is then signed by Director of System Operations and submitted to the NIST Grants Office.

38) After the document has been approved, the MEP FPO will post the Operating Plan to the center’s Center Information Page where the center will be able to read their Operating Plans and review for Quarterly Reporting.

39) The FPO will then include the signed Operating Plan in the Cooperative Agreement Renewal Package sent to Grants Office.

3.6.2 Procedure for Reviewing the Operating Plan

40) Center personnel will log into the MEP Source for Centers Web Site and navigate to the Center Information Page.

41) From the Center Information Page select the Operating Plan link as shown in figure 3.6-1.

Figure 3.6‑1: Center Information Page, Operating Plan Link
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42) A list of Operating Plans will be displayed.  Click on the document name to open and view the Operating Plan as shown in Figure 3.6-2.

43) If your Operating Plan has not changed, click the Submit For Reporting button to update the quarterly reporting status to indicate quarterly reporting guidelines have been met.

Figure 6‑2: Operating Plan Link

3.6.3 Descriptions for the Operating Plan

See the NIST MEP Operating Plan guidelines on the Source for Centers under Center Operations – Procedures – Operating Plans.
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Progress Narrative

The Progress Narrative is a text-based submission that provides NIST MEP with qualitative information on the following:

· Updates on progress towards operating plan goals; and 

· Updates on partnership and state relations.

The Progress Narrative will inform NIST MEP of progress achieved towards specific items contained in the Center’s Operating Plan.  The Progress Narrative will also serve as a tool to monitor centers progress on its operating plan in a more qualitative way in addition to measuring performance.

3.7.1 Requirements for Progress Narrative

The Progress Narrative is required by the terms and conditions of the Center’s Cooperative Agreement.  Center personnel will submit their Progress Narrative once per quarter.

Procedure for Submitting the Progress Narrative 

The following procedure will provide centers with step-by-step instructions for submitting the Progress Narrative information to NIST MEP.

The Center staff member submitting the Progress Narrative must be assigned the Center Reporting role before they may submit data to NIST MEP.  See section 2.4 of this document for instructions on how to assign roles.

Center personnel will log into the MEP Source for Centers and navigate to the Center Information Page.

 From the Center Information Page select the Progress Narrative link as shown in Figure 3.7-1.

NIST MEP encourages centers to create the Progress Narrative report using a word processing program and then cut and paste the information into the online form.  It is generally not a good idea to compose long narratives on the Web, since a network problem could cause you to lose information before you have saved your work.

Figure 3.7‑1: Center Information Page, Progress Narrative Link
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3)  Click on the “Compose Progress Narrative” link, see figure 3.7-2.  This will open the Progress Narrative form.

Figure 3.7‑2: Center Information Page, Link to Progress Narrative
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63. The designated center personnel will enter information into predefined text fields or items may be cut and pasted from a word processing document.  Figure 3.7-3 is a summary of the Progress Narrative form.

Note:  The submission is considered to be a draft report until the “Submit For Reporting” button is clicked.  While in draft format or “In Process”, the Center can edit the Progress Narrative form by clicking on the Progress Narrative Link then Edit Progress Narrative link.

Figure 3.7‑3: Compose Progress Narrative Form
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Click “Submit For Reporting” button if the report is final and will not be edited again.  Or, click the “Submit” button and the center may submit the file in draft format and continue entering information at a later date.  Validation results will appear to indicate the acceptance or rejection of the submission.  See Figure 3.7-4.

NOTE: If you receive the error message: “One or more fields contain invalid characters” , you will need to click the button “Clean Non-Standard Characters”. This button is a utility that will clear any non-ASCII characters from the text. When you cut and paste from word processing applications, many non-standard characters are embedded. In order to display the Progress Narrative report in a readable format, these characters must be removed.

Figure 3.7-4: Progress Narrative Validation Results
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64. After the final report is submitted to NIST MEP and passes validation, the report may be printed by clicking on the Generate Printable Report button.  There is space on the report for your Center Director’s signature and date.  See Figure 3.7-5.

65. Centers will print one copy of the form, the Center Director will sign and date the form, and the center staff member will send it to the NIST Grants Specialist listed in the Contacts section of the Center Information Page.   Figure 3.7-4 is a summary of the printable Progress Narrative.

Figure 3.7‑5: Printable Progress Narrative
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Field Descriptions for the Progress Narrative

Table 3.7‑1: Progress Narrative Field Descriptions

	Field Name
	Instructions
	Example

	Reporting Quarter

(Required)
	Year and Quarter progress occurred.
	2008-3

	Narrative of Progress to Current Operating Plan Goals

(Required)
	Briefly describe status of items in center’s operating plan.
	This quarter, our market penetration rose to 10% of all SMEs in our service area.

	State Relations

(Required)
	Briefly describe any updates to State Relations.
	Our 2008 state funding was passed by the legislature and signed by the Governor for $1,000,000.  The state commerce agency director is now Phil Smith.  The former director resigned.


3.7.4 Making Corrections or Changes to the Progress Narrative

Centers are responsible for making all corrections or changes directly to the text fields.  The report will remain editable until the “Submit For Reporting” button is selected.  Before the report is submitted, the user will click the “Submit For Reporting” button to indicate that the report is final and will not be edited again.  If corrections are needed after the “Submit For Reporting” button is selected, the Center Director or Center Reporting Contact must request the change by sending an e-mail message to the MEP Quarterly Reporting Contact. Refer to the MEP Contacts, section 5, Appendix Afor the appropriate contact name and address.

Partners

The Partners submission provides the center a readily available mechanism for reporting on its formal relationships with other organizations. 

A Partner is defined as an organization that contributes or aligns resources (human and /or monetary) through a long-term formal agreement  There are various ways a partner may help the center such as: provide cash or in-kind contributions to meet cost share, deliver services to clients, provide office space and equipment, and/or provide staff time to perform MEP type activities for the center. 

The importance of knowing a Center’s Partners is to show the extent of a center’s reach beyond its own resources.  This information is used to show that MEP centers are working with partner organizations to deliver the best possible services and products to its clients through formal contractual agreements.
3.8.1 Requirements for Partners

The Partners information is required by the terms and conditions of the Center’s Cooperative Agreement.  Center personnel will review and update their Partners information at least once per quarter.

3.8.2 Procedures for Submitting Partners

The following procedures will provide step-by-step instructions for centers to add new Partners, review the list of Partners, and delete Partners each quarter.

Procedure for Submitting New Partners and Reviewing Existing Partners

The center staff member submitting new partners or reviewing existing partners must be assigned the Center Reporting role before they may submit data to NIST MEP.  See section 2.4 of this document for instructions on how to assign roles.
The following procedures will guide center staff members through the process of submitting and reviewing information about partners.

Centers will enter information about Partners into predefined text fields by doing the following:

Center personnel (assigned the Center Reporting role) will log into the MEP Source for Centers site and navigate to the Center Information Page.

66. From the Center Information Page select the Partners link as shown in Figure 3.8-1.
Figure 3.8‑1: Center Information Page, Partners Link
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67. Your center’s list of Partners will display.  Click on link Compose New Partner to create a new Partner record or click on the partner’s name to review and/or edit the partner’s data as shown in Figure 3.8-2.  By default all new partners are marked as active.

See Figure 3.8-3 for a sample of the new partner form.  Enter the required information into the form and click on Submit to save the information.  Future editing may be done at anytime.

Figure 3.8‑2: Partners, Compose New Partner Link
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Figure 3.8‑3: Compose New Partner Form
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3.8.3
Field Descriptions

Table 3.8‑1: Partners Field Descriptions

	Field Name
	Instructions
	Example

	Name (Required)
	Enter Partner’s organizations name.
	West Virginia University

	Type (Required)
	Choose one organization type from pull-down list.

Valid entries:

· Chamber of Commerce

· Economic Development Organizations - A branch of a state or local government agency or independent non-profit organizations whose primary purpose is to increase economic opportunity for business.

· Federal Agency

· Small Business Development Center (SBDC)                            

· University 4-year College

· Community  and Technical Colleges

· Local Government

· State Government Agency

· For-profit Consulting

· Science and Technology Organization

· Other non-profit

· Association

· Power Utility

· Other – use only if the organization does not fit any other characterization.
	· Gaithersburg Chamber of Commerce

· Bedford County Office of Economic Development

· National Institute of Health

· South Carolina Small Business Development Center

· University of Maryland

· Frederick Community College

· Montgomery Area Technical College

· Montgomery County Government

· Maryland Department of Business and Economic Development

· Accenture

· Oklahoma Center for the Advancement of Science & Technology

· National Science Foundation

· Ohio Manufacturers Association

· Georgia Power

	Address Line 1

(Required)
	Enter the street address of the Partner’s organization.
	100 Bureau Drive

	Address Line 2

(Required)
	Enter the street address of the Partner’s organization.
	Stop 4800

	City

(Required)
	Enter name of city where Partner organization is located.
	Gaithersburg

	State

(Required)
	Choose name of state where Partner organization is located (from drop-down-menu).
	Maryland (MD)

	Zip Code

(Required)
	Enter zip code where Partner organization is located.
	20899-4800

	Service Delivery Location
	Check if the Partner’s address as entered is a service delivery location for the center.  By checking this box, a separate center location does not need to be created as a location in section 3.11.
	checked/unchecked

	Competencies
	Enter the special competencies of the Partner.
	Experts in the textile industry.

	Delivers Services On Centers Behalf
	Check if Partner delivers services on Center’s behalf.
	checked/unchecked

	Helps Sell Center Services
	Check if Partner helps sell Center Services.
	checked/unchecked

	Helps Market Center Services
	Check if Partner helps market Center Services.
	checked/unchecked

	Helps Center Develop Products
	Check if Partner helps Center develop products.
	checked/unchecked

	Helps Train Center Personnel
	Check if Partner helps train Center personnel.
	checked/unchecked

	Is A Major Source Of Referrals
	Check if Partner is a major source of referrals.
	checked/unchecked

	Provides Market Information/Analysis
	Check if Partner provides market analysis to the center.
	checked/unchecked

	Provides Administrative Or Accounting Support
	Check if Partner provides administrative support to the center.
	checked/unchecked

	Provides Office Space
	Check if Partner provides office space.
	checked/unchecked

	Bills Clients For Work Performed With The Center
	Check if Partner bills clients for work performed with the Center.
	checked/unchecked


1.1 Affiliates

The Affiliates XE "partner and affiliate entries"  submission provides the center a readily available mechanism for reporting on its informal relationships with other organizations.

An affiliate is an organization that has an informal relationship with the center and acts as a resource to the center.  An informal relationship may be a reliance on the affiliate for occasional referrals or a resource the center draws on for specific topics.  It is not formalized to the extent of a partnership because there is no formal contract between the organization and the center.  The affiliation is not vital to the center’s everyday operations.  Do not report partners again as affiliates.

The importance of knowing a center’s affiliates is to show the extent of a center’s reach beyond its partners.  This information is used to show that MEP centers are working with many different organizations to deliver the best possible services and products to its manufacturers beyond formal contractual agreements.

1.1.1 Requirements for Affiliates

The center’s affiliate information is required by the terms and conditions of the center’s cooperative agreement.  Center personnel will review and update their center affiliates’ information at least once per quarter.

1.1.2 Procedures

The center staff member submitting affiliates must be assigned the center reporting role before they may submit data to NIST MEP.  See section 2.4 of this document for instructions on how to assign roles.

The following procedures will provide step-by-step instructions for centers to add new affiliate entries, review the list of affiliates, and delete affiliates each quarter.

Procedure for Submitting the New Affiliates

The following procedures will guide center staff members through the process of submitting information about their new affiliates.

Centers will enter information about affiliates into predefined text fields by doing the following:

Center personnel (assigned the Center Reporting role) will log into the MEP Source for Centers site and navigate to the Center Information Page.

From the Center Information Page select the Affiliates link as shown in Figure 3.9-1.
Figure 3.9‑1: Center Information Page, Affiliates Link
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68. Your center’s list of Affiliates will display.  Click on the link Compose New Affiliate to create a new Affiliate record as shown in Figure 3.9-2.  By default all new affiliates are created with a status of active.

69. Using definitions of an Affiliate as a reference, the designated center personnel will enter information into predefined text fields as shown in Figure 3.9-3.

70. Click on the Submit button to save the information.  Future editing may be done at any time.

71. Figure 3.9-2 below also describes how to edit an existing affiliate and how to remove an inactive affiliate.

Figure 3.9‑2: Affiliates, Compose New Affiliate Link, Review Existing Affiliate Link, Remove Affiliate Link, Submit for Reporting Link
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 Figure 3.9‑3: New Affiliate Form
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3.9.3
Field Descriptions

Table 3.9‑1: Affiliate Field Descriptions

	Field Name
	Instructions
	Example

	Name

(Required)
	Enter Affiliate’s organization name.
	West Virginia University

	Organization Type

(Required)
	Choose one organization type from pull-down list.

Valid entries:

· Chamber of Commerce

· Economic Development Organizations - A branch of a state or local government agency or independent non-profit organizations whose primary purpose is to increase economic opportunity for business.

· Federal Institute

· Small Business Development Center (SBDC)                            

· University 4-year College

· Community College

· Technical College

· Local Government

· State Government Agency

· For-profit Consulting

· Science and Technology Organization

· Other non-profit

· Association

· Power Utility

· Other – use only if the organization does not fit any other characterization.
	· Gaithersburg Chamber of Commerce

· Bedford County Office of Economic Development

· National Institute of Health

· South Carolina Small Business Development Center

· University of Maryland

· Frederick Community College

· Montgomery Area Technical College

· Montgomery County Government

· Maryland Department of Business and Economic Development

· Accenture

· Oklahoma Center for the Advancement of Science & Technology

· National Science Foundation

· Ohio Manufacturers Association

· Georgia Power

	Address Line 1

(Required)
	Enter the street address of the Affiliate organization.
	100 Bureau Drive

	Address Line 2

(Required)
	Enter the street address of the Affiliate organization.
	Stop 4800

	City

(Required)
	Enter name of city where Affiliate organization is located.
	Gaithersburg

	State

(Required)
	Choose name of state where Affiliate organization is located (from drop-down-menu).
	Maryland (MD)

	Zip Code

(Required)
	Enter zip code where Affiliate organization is located.
	20899-4800

	Competencies
	Enter the special competencies of the Affiliate.
	Provide Information Technology expertise.


Client Impact Survey

Since 1996, NIST MEP has sponsored a nationwide survey of clients of the manufacturing extension centers it funds.  The survey asks clients to comment on the impact on their business as a result of the services provided by their local center.  NIST MEP sponsors an impact survey of manufacturing extension center clients for two purposes:

72. To collect national aggregate information on program performance and impact for national stakeholders.  The survey provides information about the quantifiable impact on client firms of the services provided by MEP centers.  The survey results provide the impact data used to satisfy the Government Performance and Results Act (GPRA) requirements of the federal government.

73. To provide center specific impact information.  Centers use this information to communicate results to their stakeholders, both at the state and federal level.  Center managers and NIST MEP use the results to evaluate center effectiveness.  The MEP Center Review Criteria and review process place a strong emphasis on a center’s ability to demonstrate impacts.  NIST MEP will be using the Minimally Acceptable Impact Measures (MAIM) to evaluate center performance and the various process steps associated with this evaluation.  This policy went into effect March 31, 2003.  Survey results currently being collected will be used in the four-quarter rolling average computations.

The Survey Process

The Survey House

The survey contractor, Turner Marketing, was awarded the contract to conduct the survey in a competitive bidding process.  They are highly experienced in conducting surveys of business establishments and bring modern survey related technology to this susrvey.

4.1.2 Overview of the Survey Methodology

The survey is client based and asks respondents to consider the entire set of services a center has provided through projects and to comment on how their business performance has been affected in the past 12 months as a result of these projects.  This survey approach was designed to be easy for the client and also to be aligned with NIST MEP’s strategic emphasis on long-term relationships designed to truly transform client firms.

Surveys are conducted with each client once a year.  Repeat clients will be surveyed at the same time every year until a year has passed in which no further services are received, or if the client has been designated as having long-term impact projects.

The survey contractor uses one of two methods of surveying clients –computer  telephone assisted interviews (CATI) or the Web.  Surveys are conducted in English by default regardless of the method used. The survey focuses on the many different types of impacts and changes that firms make to improve their businesses and competitiveness.  It also has a series of questions designed to measure the intermediate changes in the client firm as well as those affecting the firm’s overall performance.

A copy of the survey is located in Section 4.4.

4.1.3 Making the Survey Work for Your Center

Centers have a great deal of control over whether the survey process works well. Taking responsibility for ensuring that each step the center’s roles and responsibilities in the survey is carried out is important to ensuring a successful survey process.  Centers can affect the success of the survey process in the following ways:

· Identify the best respondent;

· Take advantage of the data confirmation process by ensuring data is current and accurate;

· Brief center staff; and

· Educate the client on the survey and survey concepts.

Each of these strategies is discussed in detail below.

Use the CIF & PIF Wisely

Careful and accurate reporting of clients, projects, and events is the survey’s foundation and its importance to the success of the survey cannot be overstated.  

Ensuring that client identifiers are assigned and reported correctly is crucial.  If more than one client is assigned the same ID, only one of the clients will be surveyed.  If more than one ID is assigned to a client, the client will be surveyed more than one time per year and possibly more than one time per quarter.  Client identifiers should not change, but if changes are unavoidable, NIST MEP should be contacted in advance of any changes so that problems with the survey are taken care of  before they arise.  Once a client is assigned an identifier they should keep that identified forever.  Some rules to keep in mind:

· If a client goes out of business, the ID should be retired and not be reused;

· If a client changes its name, the ID must not change;

· If the company has multiple locations, assign different IDs to each location. The name can be the same, or to avoid confusion append the location to the name if possible.  Like "XYZ Company - Smithville";

· If a company splits into two or more subsidiaries, make sure a new ID is assigned to the new subsidiaries when they split.  The parent can keep the old ID;
· If a client is bought out by another client, the ID of client that was bought should be retired.

Identify the Best Respondent

Experience shows that identifying the most appropriate respondent makes a crucial difference in the success of the survey.  In many cases the most appropriate respondent may not be the individual at the client firm who worked most closely with the center to implement the project.  Rather, the most appropriate respondent may be someone at a higher level in the client firm who is in a better position to assess the project’s impact on the firm’s overall performance.  Frequently, the best respondent is the CEO or company President.  This is almost always the case in smaller firms, as the president may be the only individual with a true understanding of the firm’s financial performance.   Staff level engineers or shop floor supervisors frequently do not have enough understanding of the firm’s financial picture to be able to respond effectively to the survey.

Center field staff may need to ask their primary contact at the client firm to arrange a meeting with a more senior official so that issues regarding project impacts and how a project fits into the client’s overall business strategy can be discussed.  Such a meeting is useful in ensuring that the project is aligned with the client’s overall strategy and can also serve as a way of identifying future projects with the client.  It also provides an opportunity to ask the more senior official to participate in the survey.

Most clients appreciate the fact that MEP centers are asked to demonstrate the impact they have on client firms.  It is entirely appropriate for field staff to ask their primary contact at the client firm to provide guidance in identifying the best potential survey respondent.  The primary contact can also help make sure the identified respondent is fully aware of the work done by the center, its possible impacts, and the upcoming survey.


Take Advantage of the Data Confirmation Process

CIF & PIF records are submitted well before the survey occurs.  The data confirmation process is an opportunity to update information needed to conduct the survey and ensure that the materials sent to the client appear as professional as possible.  The survey uses both current and historic project information.  Thus, it is important that the complete project list that will be seen by each client be reviewed carefully.  Project descriptions submitted on a CIF & PIF in the past may never have been intended to be viewed by the client.  And, client contacts change.  Most centers will want to involve their field staff in the review process since it is the field staff that are most aware of changes in the client firm, and will be knowledgeable about what project titles will serve as effective reminders for the client.

Brief Center Staff

If all appropriate center staff are aware of the survey and their role in it, they can be allies and teammates in ensuring that the survey works well.  Centers that shield field staff form having to deal with the survey usually find that they do themselves a disservice.  Centers that fully brief their field staff on survey issues have historically had much better experiences with the survey.  Once briefed, field staff can do a much better job in gaining client agreement to participate in the survey.  They also provide helpful data for the CIF & PIF.

Center Directors, Field Staff, Legislative Liaisons, Marketing Managers, and other center staff should be familiar with the survey and the survey process.  Table 4.1-1 lists briefing points for Center Directors and other senior managers, Field Staff, and Marketing Managers and Legislative Liaisons.

Table 4.1-1: Briefing Points

	Briefing Points for Center Directors and Other Senior Managers

	Overview of the survey process.

	Familiarization with the type of data to be returned on the survey summary report and MAIM.

	General familiarity with the survey schedule..

	Understanding that letters with pre-survey notification packages will be sent to clients on center stationery with signature of center official.

	Understanding that email pre-survey notifications will be sent from a designated email address from the survey vendor

	Familiarization with importance of survey data in the center review process.

	Understanding of the data confirmation process and the need to involve field staff in this process, with a strong understanding of firmness of the deadline.

	Understanding of the need for field staff to make clients aware of survey during service delivery.  Understanding that no matter what efforts are made, not all clients will be reached.  Field staff can become very disappointed if their best clients miss being surveyed.  Expectations need to be managed in this regard.

	Awareness that the Guidebook for Communicating Impact is available.

	Briefing Points for Field Staff

	Overview of the survey process.

	Familiarization with the survey questions.

	Discussion of the survey timing.

	Discussion of how to identify the best respondent, how and when to make them aware of the survey and gain the respondent's agreement to participate.

	Understanding that the clients will receive a letter or an email announcing the survey one week in advance.

	Solid understanding of the data confirmation process and the important opportunity it provides to update client contact information, along with a very strong understanding of the firmness of the deadline.

	Understanding that no matter what efforts are made, not all clients will be reached.  Field staff can become very disappointed if their best clients miss being surveyed.  Expectations need to be managed in this regard.

	Understanding that the information provided on the CIF & PIF will be used exactly as reported on the CIF & PIF and that careful proofreading and attention to detail are necessary to present the most professional image to clients.

	Briefing Points for Marketing Managers and Legislative Liaisons

	Overview of the survey process.

	Familiarization with the type of data to be returned on the survey summary report and MAIM.

	General familiarity with the survey schedule and availability of data.

	Awareness that the Guidebook for Communicating Impact is available.


“Prepare” the Client for Survey

There are several ways that a center can interact with the client that can help make the survey successful, but it is important never to cross the line towards putting words in the client’s mouth or compromising the integrity of the survey process.  Any actions that could in any way be interpreted as pressuring a client to provide inaccurate or exaggerated responses to the survey are unacceptable and unethical, and if made public, would have disastrous consequences for the program.  Clients frequently become quite attached to the field staff who provide service to them and conceivably might themselves voluntarily seek to “help out their buddy at the center” by providing an exaggerated, glowing report of the staff person’s work.  

Centers can best serve themselves and the entire national system by stressing to their clients that the survey seeks honest feedback and that what is desired more than anything else is truthful information about the real effects of the center’s work.  Table 4.1-2 lists the do’s and don’ts to follow when preparing center clients for survey.

Table 4.1-2: Do’s and Don’ts for Preparing Center Clients for Survey

	Do
	Do Not

	Let the client know up-front that she or he will be asked to participate in the survey.  Clients are taxpayers too and are often glad to know that the center takes its mission seriously and attempts to measure whether services are successful.  Centers can make sure that the client knows the survey will take less than 15 minutes and should consider trying to “close” the sale up-front by asking the client to agree to participate.
	Pressure a client to report quantified impacts if the client is uncomfortable making such estimates.

	Ask the client to let their receptionist or secretary know to expect the call.
	Call the client immediately prior to the survey and have a long conversation regarding how the client will respond to the survey questions.

	Mention the survey again at the close of the project and again requesting that the client be willing to spend a few minutes providing honest feedback when the survey interviewer calls.
	Fill-out a copy of the survey or facsimiles and leaving it with the client.

	Take a quantitative, cost/benefit approach to selling the services.  Helping clients understand the quantifiable benefit and costs of a project is not only an important selling tool: it can be an important way to role model good business decision making.  Field staff can help the client think about quick, back-of-the-envelope methods of tracking project benefits and can touch base with the client periodically during the course of service delivery to see if projected benefits are on track.
	Send the client a copy of a projected benefits form filled out during service delivery immediately prior to the survey, unless specifically requested by the client.

	Contacting the client during the data confirmation process to make sure that the contact person is still there and that the phone number and address have not changed.  This contact should be relatively brief but can include a friendly inquiry regarding whether the project impacts are still on track and whether the clients has any other needs the center might meet with a future project.
	Leave a copy of a projected benefit form with a client at the close of the project unless the client is specifically asked to re-think those figures prior to responding to the survey and only to report benefits that have actually occurred.



4.1.4 Timing of the Survey

The survey is administered four times a year (quarterly).  No client will be surveyed more than once in any twelve-month period.  Clients receiving only a single project from a center will be assigned for survey during the quarter falling 2 quarters after the close of their single project.  Repeat clients will be assigned for survey during the quarter falling six months after the close of their first project.  Repeat clients will be surveyed every year during that same quarter until a year passes in which they have no new projects close.  Clients with projects designated as long-term impact projects will continue to be surveyed in their given quarter for the number of years specified by the center during reporting.  Specific examples of when a client will be surveyed are given in Table. 4.1-3.

Table 4.1-3: Examples of Survey Timing

Six-Month Survey Schedule for New Client/New Project Only

	Example
	Clients with Projects Closing During:
	Will be Surveyed During:

	1
	Quarter 2 2008 (April 1, 2008 – June 30, 2008)
	Quarter 4 2008 



	2
	Quarter3 2008 (July 1, 2008 – September 30, 2008)


	Quarter 1 2009 

	3
	Quarter 4 2008 (October 1, 2008 – December 31, 2008)


	Quarter 2 2009



	4
	Quarter 1 2009 (January 1, 2009 – March 31, 2009)
	Quarter 3 2009


4.1.5 Overview of the Survey Process 

There are six steps in the survey process:

1) Submission of CIF and PIF records to NIST MEP;

2) Record selection process;

3) Data confirmation process;

4) Survey letters are generated and mailed;

5) Survey occurs; and

6) Data is returned to NIST and made available to centers.

Each step is described in detail below.

Submission of Client Data Log and Project/Event Data Log Records

Each center submits client information and project/event information (CIF & PIF) records quarterly.  Refer to Section 4.3 and 4.4 for more information on the requirements for CIF & PIF and for instructions on how to submit the records.

The Record Selection Process

Each quarter NIST MEP will use the client and project information to select clients for survey.  The client unique identifier will be used to identify the clients that will be surveyed as well as the associated Projects and Events that will appear on the project list. Clients and project/events are selected using the criteria shown in Figure 4.1-1.

After the clients and projects/events are selected, centers will then be able to confirm and correct the data before the survey begins.  This confirmation process is discussed in the next section. 

Figure 4.1-1: Record Selection Criteria

	1. Start at the Survey Quarter and go back four (4) quarters to the Working Quarter.


	2. From the Working Quarter, select clients that had projects closing in that quarter or the prior quarter.
	3. From the Survey Quarter, exclude clients that have been surveyed in the prior three (3) quarters.
	4. For the selected clients, start with the survey quarter and select the most recent eight (8) Projects and Events where the completion dates are no more than three (3) years old.  These Projects and Events will be shown to the client on the project list.

	Calendar Quarter
	Calendar Quarter
	Calendar Quarter
	Calendar Quarter

	Q1 – 2004
	Q1 – 2004
	Q1 – 2004
	Q1 – 2004

	Q2 – 2004
	Q2 – 2004
	Q2 – 2004
	Q2 – 2004

	Q3 – 2004
	Q3 – 2004
	Q3 – 2004
	Q3 – 2004

	Q4 – 2004
	Q4 – 2004
	Q4 – 2004
	Q4 – 2004

	Q1 – 2005
	Q1 – 2005
	Q1 – 2005
	Q1 – 2005

	Q2 – 2005
	Q2 – 2005
	Q2 – 2005
	Q2 2005

	Q3 – 2005
	Q3 – 2005
	Q3 – 2005
	Q3 – 2005

	Q4 – 2005
	Q4 – 2005
	Q4 – 2005
	Q4 2005

	Q1 – 2006
	Q1 – 2006
	Q1 – 2006
	Q1 – 2006

	Q2 – 2006
	Q2 – 2006
	Q2 – 2006
	Q2 – 2006

	Q3 – 2006
	Q3 – 2006
	Q3 – 2006
	Q3 – 2006

	Q4 – 2006
	Q4 – 2006
	Q4 – 2006
	Q4 – 2006

	Q1 – 2007
	Q1 – 2007
	Q1 – 2007
	Q1 – 2007

	Q2 – 2007
	Q2 – 2007
	Q2 – 2007
	Q2 – 2007

	Q3 – 2007
	Q3 – 2007
	Q3 – 2007
	Q3 – 2007

	Q4 – 2007
	Q4 – 2007
	Q4 – 2007
	Q4 – 2007

	Q1 – 2008
	Q1 – 2008
	Q1 – 2008
	Q1 – 2008

	Q2 – 2008
	Q2 – 2008
	Q2 – 2008
	Q2 – 2008

	Q3 – 2008
	Q3 – 2008
	Q3 – 2008
	Q3 – 2008

	Q4 – 2008
	Q4 – 2008
	Q4 – 2008
	Q4 – 2008


The Data Confirmation Process

One month prior to the survey occurring, centers will review and confirm the information that will be shared with their clients and used in conducting the survey.  Centers can use this opportunity to edit one or all of the following fields:

· Client information such as: CME Name, CME Street Address, CME City, CME State, CME Zip Code, Main Phone Number;

· Client contact information such as: CME Contact Salutation, CME Contact First Name, CME Contact Last Name, CME Contact Position, Title, Contact Phone, email address.

· Interviewer guidance may be added at this time to provide information on how to bypass receptionist, automated telephone systems, or others who may answer the telephone for the client contact person; 

· Survey language to select the language that should be used to interview the client.  Note:  For planning and scheduling purposes, NIST MEP should be notified if a center requires that an interview be conducted in Spanish.  Refer to Section 6.0 for the name of the appropriate NIST MEP survey contact.

· Activity-specific information used during the survey such as: Project/Event Title, Center Staff Person, Affiliate Party Staff Person, and Affiliate Party Organization.

Envisioning how each field of data will be used and how the fields fit together in the survey process is not easy.  Some fields such as the project title, the client contact name and address are mail merged verbatim onto the written project list and letter that will be seen by the clients.  Typographical errors, misspellings, inappropriate use of capitalization or informal, imprecise project titles would present an unprofessional image to the client.

Centers should take advantage of the data confirmation process to ensure every piece of information that will be seen by the client presents a professional image and every piece of information that will be used by the interviewer is as accurate and detailed as possible.

In many cases, centers may want to involve field staff in reviewing the information and appropriate arrangements should be made to ensure that field staff understand the process and are able to complete it in the time allotted.  Data confirmation should entail a quick phone call or email back to the client to confirm that the contact person is still there, prepare the contact for the survey, and to touch base regarding whether the client may have any other needs for center services.

The survey house has been instructed to briefly review the client records and to modify any gross errors of spelling or capitalization.   NIST MEP strongly recommends that centers not rely on this cursory review, but rather centers take ownership of their own survey data by participating in the confirmation process and ensuring that all materials viewed by their clients represent the highest levels of professionalism and accuracy.

The basic confirmation process will be as follows:

7) Centers will be given one month immediately prior to the survey to review their information and make changes.

8) Center staff assigned the reporting role will receive an email message announcing that the information is ready for review on the MEP Source for Centers Web Site.

9) The appropriate center staff person will log into the MEP Source for Centers site and review the information as listed above.

The schedule for the confirmation process is shown in Table 4.1-4.

Table 4.1-4: Schedule for Survey Data Confirmation Process

	Step
	Survey Quarter 1

(January 1 – March 31)
	Survey Quarter 2

(April 1 – June 30)
	Survey Quarter 3

(July 1 – September 30)
	Survey Quarter 4

(October 1 – December 31)

	1. Confirmation  period begins on:
	March 1
	June 1
	September 1
	December 1

	2. Confirmation period closes on:
	March 31
	June 30
	September 30
	December 31

	3. Letters are mailed to clients on:
	April 8
	July 8
	October 8
	January 8

	4.Emails are sent to clients on:
	April 12
	July 12
	October 12
	January 12

	4. Survey begins on:
	April 17
	July 17
	October 17
	January 17

	5. Survey closes on:
	May 14
	August 14
	November 14
	February 14

	6. Survey data is available from MEP on:
	July 1
	October 1
	January 1
	April 1



Procedures for Confirming the Survey Data

The following procedures will provide the center with step-by-step instructions for reconfirming client and project/event data before center clients are surveyed.  Centers will be given one month to complete this validation process before records are sent to the survey contractor for survey.  After the confirmation period closes, there will be no allowance for the center to make further changes.  See Table 4.1-4 above for actual begin and end dates for the confirmation period.


10) Navigate to the Center Information page (refer to the MEP Source for Centers Web Site and Center Information Page for instructions).

11) From the Center Information Page, select the Survey Confirmation link as shown in Figure 4.1-2.

Figure 4.1-2: Center Information Page, Survey Confirmation Link


12) In figure 4.1-3, the status of the Survey Confirmation records are displayed.  The Survey Confirmation records that have been confirmed will have a check mark under Confirmation Status.  (As of April 1, 2008, centers no longer have the ability to exclude a client from survey. If there is an instance of a company going out of business, please contact NIST MEP survey administrators.) 
13) To confirm a Survey Confirmation record, first click on the client’s name to open the client’s Survey Confirmation record (see figure 4.1.4 for an open Survey Confirmation record).

Figure 4.1‑3: Survey Confirmation Record list screen

14) After selecting the on client’s name, the Survey Confirmation record will open and associated client’s data and Projects/Events will be shown.

15) Click on the ling Edit Survey Confirmation Record to edit the data for this client. 

16) Edit the client data and include the client for survey.  A sample Survey Confirmation record in edit mode is shown in Figures 4.1-4, 4.1-5, and 4.1-6 below.  

17) Finally, after editing all data, click on the Submit button to save your changes.

Figure 4.1‑4: Sample Survey Confirmation Record
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Figure 4.1-5 Sample Survey Confirmation Record (Continued)


Survey Notification Package Generated and Mailed/Emailed
One-week prior to survey, clients will receive a survey notification package announcing that the survey will occur via email or mail, which the center designates during survey confirmation.  The mailed letter will be printed on center stationary and close with the signature of an appropriate center official.  If the center has chosen email as the delivery method, emails will arrive to the contact from a designated email address, mepsurvey@turnermarketing.com.  Center staff should make the client contact aware of this email address in order to avoid the notification email getting caught in a SPAM filter.

During the data confirmation process, centers will submit a supply of stationery, as well as the signature of an appropriate center official.  The survey contractor will contact each center’s survey contact if and when a supply of stationery is needed.  Centers may also submit new or revised stationery at any time. A copy of the letter is in Section 4.3.

The mailed survey notification package will contain three enclosures: a cover letter, a summary sheet, and a list of the projects the client has completed with the center.  Refer to Section 4.4 for a copy of the summary sheet and sample list of projects. 

The emailed survey letter will be a simple email with a link to the survey and the necessary login information.  A copy of the email is in Section 4.3.

A reminder letter is sent out to all clients during the first week of surveying.  The survey contractor can fax, email or re-mail a notification letter to clients if the original is misplaced or lost.  Centers must request this by contacting the survey contractor.  Refer to Section 6.0 for the appropriate contact at the survey contractor.  The survey contractor has no authority to make changes to any survey contact information, so only clients with accurate contact information can be re-sent emails.  Centers can also log in to the center portal and generate reminder emails to clients.

Survey Occurs

The surveys will occur by telephone or the web over the period described in Table 4.1-4.  Clients not reached during this period will be considered non-respondents.

The default method for surveying clients is a telephone call from the survey contractor if not designated as web only.  All clients that have not completed by the Web will be called. Clients are given information about the other methods for completing the survey in the notification package.  They have the option to choose which method they prefer.  NIST MEP will not make special arrangements with centers and their clients to pre-arrange a method of conducting the survey.

The Survey Call

The survey conversation is controlled and scripted by a computer-assisted telephone interviewing (CATI) system.  The system automatically brings up an eligible client record on the screen and provides the interviewer with all the relevant background information.  Once the interviewer has reviewed the information, the CATI system will automatically dial the client's number.

Once the correct contact person has been reached, the interviewer reads the survey questions directly from the computer screen and enters the respondent's answers into the system.  NIST MEP and the survey contractor frequently monitor interviews for quality.  A reasonable number of attempts are made to contact clients without risking harassing the client.  Interviewers will use the protocols in Table 4.1-5.in attempting to reach center clients.

The Web Survey

The client is able to log onto the survey contractor’s Web site and respond to the survey anytime day or night.  Clients need to have the survey id (password) and Web address, which are given in the cover letter contained in the survey notification package or in the notification email.

Clients may stop the Web interview at any time and resume at a later date.  When the interview has been completed the record is locked and cannot be re-entered.

If a client experiences problems with the Web interview the survey contractor is available to help.  Refer to section 5.0 for the appropriate contact at the survey contractor.

Table 4.1-5: Sample Interviewer Protocols

	Outcome of Initial Phone Contact
	Action

	If we reach the designated contact
	Attempt to conduct the interview

	If the designated contact is busy
	Attempt to make an appointment to call back at a convenient time and give Web Survey information

	If we encounter voice mail
	Wait a few days and attempt the interview again and give Web Survey information

	If we reach a receptionist
	Explain that the designated contact is expecting our call for this survey and attempt to schedule an appointment to call back at a convenient time and give Web Survey information

	If the person declines to be interviewed
	Wait a few days and attempt the interview again, expressing hope that this is a more convenient time

	If the designated contact or secondary contact is no longer with that firm...
	Identify who now has similar responsibilities and attempt to interview that person


Data Returned to NIST

After the survey closes, the survey house will transfer the data files with the client responses to NIST MEP.

Survey Verification

NIST MEP will examine the survey responses to identify survey results requiring verification, also known as outliers.  All survey responses with a total quantified dollar impact amount of $5 million or more, and/or total job impact of 250 or more, and those with a total quantified dollar impact of $100 or less will require verification.  Centers with survey responses that require follow-up will be notified by NIST MEP staff with a list of the outliers, along with the deadline for submitting verifications.  Please note that the deadline is strict and any impacts that require verification that have not been verified by the deadline will be deleted (zeroed out).  When submitting verifications, you must include the following:

1. Client name, and CIMS ID

2. Name of center staff person who verified the impact

3. How the impact was verified (call/email to client, compared results to center’s project close-out survey for the client, etc.)

4. If the total dollar impact is $25 million or greater, provide a brief paragraph or two explaining how the results were achieved

Survey Results Made Available to Centers

Once required verifications are complete, center's survey results data files will be available for download from their Center Information Page.  Refer to Table 4.1-4 for the schedule.  

In addition to making the raw data files available to centers, NIST MEP will load the data files into a database for permanent storage.  Output reports derived from this database will be available to centers under the security of their Center Information Page on the MEP Source for Centers Web Site.  Refer to the Output Reports section of this document for more information.

The following procedure provides step-by-step instructions for accessing the survey data files.

Procedures for Downloading Survey Results

The following procedure will provide the center with step-by-step instructions for viewing, downloading, and printing survey data.  The field descriptions for these files can be found immediately following these instructions.


18) Navigate to the Center Information Page (refer to the MEP Source for Centers Web Site and Center Information Page for instructions).

19) From the Center Information Page, select the Reports Link as shown in Figure 4.1-7

Figure 4.1-7: Reports Link


20) The report browser is displayed. Click on the report browser folders to expand the selections.  Select the report you want to view from the list.  

21) Double-click on the report icon to display the report parameters on the right side of the screen.

22) Next, choose report parameters.

23) Finally, click the Run Report button to generate and view the report.  Figure 4.1-8 below describes the navigation.

Figure 4.1-8: Output Reports Navigation
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4.1.6 Field Descriptions

Information about the layout of survey files is described in Table 4.1-6 below.   Note that some questions have been removed from the survey.  These fields are listed at the end of this table and will be included in the survey file to facilitate requests for surveys that occurred prior to the removal of these questions.

Table 4.1-6: Field Descriptions for the Survey Output Files

	Field Name
	Survey Question
	Data Type
	Valid Responses

	CIMS2 Survey ID
	-
	Text
	NIST MEP system id for this survey.

	Outcome
	-
	Text
	Successfully Completed Surveys: 

001 = completed CATI interview

401 = completed online Web survey

201 = completed Cantonese survey
Non-Completed Surveys: 

002 = No answer

003 = Busy

004 =Answering machine

005 = Respondent not available

007 = Circuit problem

008 = Hard appointment

009 = Soft appointment

010 = Callback to complete

011 = Foreign language callback

012 = Unavailable by deadline

013 = Initial refusal

015 = Disconnected number

016 = Wrong number

018 = Household number

019 = Fax or modem

022 = Quits

023= General Outs

024 = Communication difficulty

025 = Language barrier

047= No one knowledgeable about service

049= Will complete via Web

050 = Initial refusal gate keeper

051 = Initial refusal company policy

052 = Out of business

054 = Referred to another location

056 = Called ID block

057 = Unavailable permanently

060=Not able to comment on projects

061=No such respondent at company (primary contact)

062=No such respondent at company (secondary contact)

063= Primary contact not able or willing to give referral

064 = Does not recall working with MEP center

065 = Primary/Secondary not responsible

066=no phone number;

080= Quit before qualification

	Date Conducted
	-
	Date
	MM/DD/YYYY

	Stealth Code
	-
	Text
	A valid stealth code (see Section 13.0)

	CIMS2 Client ID
	-
	Text
	NIST MEP system id for this client.

	Activity ID(s)
	-
	Text
	Center assigned code that uniquely identifies the activity or projects.

	CME UID
	-
	Text
	Center assigned code that uniquely identifies the client. 

	Fact_Expertise
	1
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Fact_Cost
	1
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Fact_UnbAdvice
	1
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Fact_Reputation
	1
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Fact_IndKnowledge
	1
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Fact_SpecSvcs
	1
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Fact_LackProviders
	1
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Fact_Don’tKnow
	1
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Fact_Other
	1
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Ext_Providers
	2
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_ProductDev
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_GrowthOpp
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_OngoingCostRdc
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_EmployeeRec
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_Financing
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_Exporting
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_Sustainability
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_ManagingSuppliers
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_Technology
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_Don’tKnow
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	Challenges_Other
	3
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	incSales
	4
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	incSalesAmt
	4Q
	Number
	Quantified Dollar Amount, Null

	empCreation
	5
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	empCreationAmt
	5Q
	Number
	Quantified Amount, Null

	rtnSales
	6
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	rtnSalesAmt
	6Q
	Number
	Quantified Dollar Amount, Null

	empRetention
	7
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	empRetentionAmt
	7Q
	Number
	Quantified Amount, Null

	costSavings
	8
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	costSavingsAmt
	8Q
	Number
	Quantified Dollar Amount, Null

	plantEquipment
	9A
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	plantEquipmentAmt
	9AQ
	Number
	Quantified Dollar Amount, Null

	infoSys
	9B
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	infoSysAmt
	9BQ
	Number
	Quantified Dollar Amount, Null

	workforcePractices
	9C
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	workforcePracticesAmt
	9CQ
	Number
	Quantified Dollar Amount, Null

	otherAreas
	9D
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	otherAreasAmt
	9DQ
	Number
	Quantified Dollar Amount, Null

	Avd_Unnecessary_Invest
	10
	Text
	1 = Yes, 2 = No, 8 = Don't Know/Refused

	avdUnnecessaryInvestAmt
	10Q
	Number
	Quantified Dollar Amount, Null

	otherEffectsDesc
	18N
	Text
	-

	Suggestions (Question was reworded to ask for   the single biggest business challenge.  The field name is labeled Suggestions.
	21
	Text
	-

	incThroughput
	OLD_2B
	Text
	This question has been removed from the survey. 

1 = Yes, 2 = No, 8 = Don't Know, 9 = Refused

	impUnderstandCosts
	OLD_6B
	Text
	This question has been removed from the survey. 

1 = Yes, 2 = No, 8 = Don't Know, 9 = Refused

	costSavingsGtrOne
	OLD_9B
	Text
	This question has been removed from the survey.

1 = Yes, 2 = No, 8 = Don't Know, 9 = Refused

	empReduction
	OLD_10C
	Text
	This question has been removed from the survey. 

1 = Yes, 2 = No, 8 = Don't Know, 9 = Refused

	empReductionAmt
	OLD_10CQ
	Number
	This question has been removed from the survey.

Quantified Dollar Amount, Null

	salesEmpHigherAmt
	OLD_11Q
	Number
	This question has been removed from the survey.

1 = Less than 1%, 2 = 1%-2%, 3 = 3%-4%, 4 = 5%-9%, 5 = 10%-20%, 6 = More than 20%, 7 = No, 8 = Don't Know, 9 = Refused

	unitLaborLower
	OLD_12
	Text
	This question has been removed from the survey. 

1 = Yes, 2 = No, 8 = Don't Know, 9 = Refused

	unitLaborLowerAmt
	OLD_12Q
	Number
	This question has been removed from the survey.

1 = Less than 1%, 2 = 1%-2%, 3 = 3%-4%, 4 = 5%-9%, 5 = 10%-20%, 6 = More than 20%, 7 = No, 8 = Don't Know, 9 = Refused


Sample Approach to Preparing Clients for Survey

Service Delivery Step: 

· At point of initial sale

· Before contract preparation

· During Implementation

· During post-project meeting

· One week before pre-survey notification package


Topics to Discuss:

1. The mission of MEP is impact for the customer

2. Measurement of impact is therefore important

3. How will the client benefit from center assistance?

4. Use prior impact data as evidence of past success

1. Highlight project benefit to the client – complete pre-project impact estimates

2. Establish baselines for any metrics to be impacted

3. Set client’s expectations for measurement processes

1. More fully explain the survey process (short-term impact and customer satisfaction)

2. Give client a copy of the survey questions and discuss likely impact areas again

3. Talk about how client the might track impacts using simplified, back of the envelope methods

4. Ask how they wish to be contacted.

1. Close project

2. Update pre-project impact form and baseline metrics

3. Mention measurement processes and timing to client again, review simplified, back of the envelope impact tracking tips

4. Market next project

1. Call client to re-establish relationship

2. Discuss how project impacts have played out

3. Remind client about survey – mention deadline

4. Discuss how to quantify impacts

5. Market next project

*Survey contact will give the field staff a list, on a monthly basis, of which clients will be surveyed and when letters will go out.

Sample Pre-Survey Notification Letter

A sample pre-survey notification letter is attached.  This sample will provide the centers with a template letter that is general enough to be used with all clients who will be surveyed.

Sample Hard Copy Letter – Web and Phone 

Dear Client,

Thank you once again for giving [CENTER NAME] the opportunity to lend our business and technical assistance skills to help you achieve your company’s goals.  So that we may continuously improve our ability to serve you and other clients in the future, we are asking that you help us gauge the success of the services we have provided to your company in the past.

Starting [survey start date], Turner Marketing, will contact you asking you to evaluate the quality and usefulness of our services and the impact our assistance has had on your business.  The survey is conducted on behalf of the Manufacturing Extension Partnership, our national affiliate and funding partner. The questions are attached for your reference as well as a list of projects we have completed with you.  Your participation is voluntary and your responses are held in confidence. 

The survey should take about 15 minutes of your time.  We know that you are busy and would like to make the survey a pleasant experience for you.  Here are some suggestions:

· Make use of the attached activities and summary of questions to prepare for the interview.  

· Go through the interview as soon as possible.  This will avoid numerous calls from Turner Marketing interviewers trying to schedule appointments to complete the survey.  Calls from Interviewers begin on [survey start date]. However, if you would like to complete the survey immediately, interviewing via web is available 24 hours a day until [survey end date].  
Your survey ID is: ######.  Please use one of the following options:
· Log onto https://survey.turnermarketing.com/survey. Use the ID referenced above for both the login and password.  You may report technical difficulties with the Web site to LeAnn at Turner marketing at 877-887-6371  or 407-708-1060 x106.

· You may call 1-877-887-6371 or 407-708-1060 x106 between 9:00 am and 9:00 pm EST to schedule a live interviewer call back either immediately or for a later date.

Your feedback is valuable to us, and your participation is greatly appreciated.

Sincerely,

Collection of your feedback is underwritten by the Manufacturing Extension Partnership at the National Institute of Standards and Technology (NIST), which provides funding for local manufacturing extension programs throughout the United States and Puerto Rico.  Information is used to improve the delivery of high impact extension services to manufacturers.  Completing the survey should take about fifteen minutes of your time.  Your participation is voluntary and your responses are held entirely in confidence.  No agency may conduct, and no person is required to respond to, an information collection that does not display a valid OMB control number.  The OMB control number for this information collection is 0893-0021, exp. 10/31/2011.  

Sample Letter – Web Only

Dear Client,

Thank you once again for giving [CENTER NAME] the opportunity to lend our business and technical assistance skills to help you achieve your company’s goals.  So that we may continuously improve our ability to serve you and other clients in the future, we are asking that you help us gauge the success of the services we have provided to your company in the past by completing a survey.

The survey is conducted by Turner Marketing on behalf of the Manufacturing Extension Partnership, our national affiliate and funding partner.  You are asked to evaluate the quality and the usefulness of our services and the impact our assistance has had on your business. The questions are attached for your reference as well as a list of projects we have completed with you.  Your participation is voluntary and your responses are held in confidence. 

The survey should take about 15 minutes of your time.  We know that you are busy and would like to make the survey a pleasant experience for you.  Here are some suggestions:

· Make use of the attached activities and summary of questions to prepare for the interview.  

· Interviewing via web is available 24 hours a day until [survey end date].  
Your survey ID is: ######.  

· Please log onto https://survey.turnermarketing.com/survey.  Use the ID referenced above for both the login and password.  You may report technical difficulties with the Web site to LeAnn at Turner Marketing at 877-887-6371 or 407-708-1060 x106.

Your feedback is valuable to us, and your participation is greatly appreciated.

Sincerely,

Collection of your feedback is underwritten by the Manufacturing Extension Partnership at the National Institute of Standards and Technology (NIST), which provides funding for local manufacturing extension programs throughout the United States and Puerto Rico.  Information is used to improve the delivery of high impact extension services to manufacturers.  Completing the survey should take about fifteen minutes of your time.  Your participation is voluntary and your responses are held entirely in confidence.  No agency may conduct, and no person is required to respond to, an information collection that does not display a valid OMB control number.  The OMB control number for this information collection is 0893-0021, exp. 10/31/2011.  

Sample Letter – Email Notification

Hello,             

The survey should take about 10 minutes of your time. Please use the following instructions:

1. Log onto https://survey.turnermarketing.com/survey/  

            This needs to be typed directly into the address bar and not a search engine, such as Yahoo or Google

2. Log-in with your case sensitive Survey ID: XXXXXX (The first 2 characters are lower case L’s)
            This is the first screen that you access. Enter your code and hit “Submit”

3. Use your unique 8-digit username/password: XXXXXX
            Please use this number for both the username and password fields on this page.

4) Complete the survey!

The survey ends February 14, 2008 and your participation is greatly appreciated.
If you have any questions, please call LeAnn at 1-877turner1 x106.  Replies to this email will not be read, so please do not reply to this email.
Your feedback is valuable to us, and your participation is greatly appreciated.  Your comments provide us with important information to judge the quality and usefulness of our services.   

Thanks and have a good day.

Collection of your feedback is underwritten by the Manufacturing Extension Partnership at the National Institute of Standards and Technology (NIST), which provides funding for local manufacturing extension programs throughout the United States and Puerto Rico.  Information is used to improve the delivery of high impact extension services to manufacturers.  Completing the survey should take about fifteen minutes of your time.  Your participation is voluntary and your responses are held entirely in confidence.  No agency may conduct, and no person is required to respond to, an information collection that does not display a valid OMB control number.  The OMB control number for this information collection is 0893-0021, exp. 10/31/2011.  

(Appendix A) MEP Contact Information

Contact information will provide center staff members with the appropriate contact person at NIST MEP in the event that questions arise.  The following table lists the person to contact for each subject area.  

Table 5‑1: Contact Information
	Topic
	Contact Information

	General Site Help or feedback for the MEP Source for Centers
	Send an e-mail message to webmaster@mep.nist.gov
Or call the Help Desk at 301 975-4778

	Quarterly Data Submissions:
	Deirdre McMahon

National Institute of Standards and Technology

Manufacturing Extension Partnership

100 Bureau Drive, Stop 4800

Gaithersburg, MD 20899-4800

Phone: (301) 975-8328
Fax:  (301) 926-3787

E-mail:  deirdre.mcmahon@nist.gov

	Success Stories


	Susan Hayduk

National Institute of Standards and Technology

Manufacturing Extension Partnership

100 Bureau Drive, Stop 4800

Gaithersburg, MD  20899-4800

Phone: (301) 975-5614

Fax: (301) 926-3787

E-mail: susan.hayduk@nist.gov

	Client Impact Survey
	Chris Carbone

National Institute of Standards and Technology

Manufacturing Extension Partnership

100 Bureau Drive, Stop 4800

Gaithersburg, MD  20899-4800

Phone: (301) 975-2952
Fax: (301) 926-3787

E-mail: Christopher.carbone@nist.gov

	Turner Marketing

(Survey House Contact)
	LeAnn Salomone

Turner marketing

150 Fulton Street

Sanford, Florida 32771

Phone:  407-708-1060 x106

Fax:    407-708-1070

Email: lsalomone@turnermarketing.com 

	Center Review and Analysis:

· Alternatives to Web Reporting

· Panel Reviews

· Cooperative Agreement Renewals

· Annual Reviews

· Strategic Plans

· Operating Plans

· Center Board Information
	Alex Folk

National Institute of Standards and Technology

Manufacturing Extension Partnership

100 Bureau Drive, Stop 4800

Gaithersburg, MD  20899-4800

Phone: (301) 975-8089

Fax: (301) 926-3787

E-mail: alex.folk@nist.gov
Or

Account Manager/Federal Program Officer

National Institute of Standards and Technology

Manufacturing Extension Partnership

100 Bureau Drive, Stop 4800

Gaithersburg, MD  20899-4800

Refer to Center Information Pages on the MEP Source for Centers Web site for your Account Manager/Federal Program Officer’s name.

	Cooperative Agreement Administration:

· Forms for Cooperative Agreements

· Status of Requests for Reimbursement
	NIST Grants Specialist

National Institute of Standards and Technology

Grants Office

100 Bureau Drive, Stop 3573

Gaithersburg, MD  20899-3573

Refer to the Center Information Pages on the MEP Source for Centers Web site or the Special Award Conditions section of your Cooperative Agreement for the name and telephone number of your Grants Specialist.


(Appendix B) Output Reports XE "output reports" 
One important feature of the Center Information Page is the ability for centers to view and print Output Reports created by NIST MEP based on the data submitted by the Centers and from the Client Survey.  These reports show the center’s data in comparison to the national average of all centers.  NIST MEP will use these reports in preparation for reviews and other discussions with the center.  Centers may find these reports useful when preparing for a review or as a way to monitor center operations.  Center Boards may find these reports useful to compare the Center’s operations with national averages.  Instructions on how to run and print Output Reports from the Center Information Page follow.

Accessing Output Reports

The following procedure will provide the center with step-by-step instructions on how to run, view and print Output Reports from the Center Information Page.

The center staff member(s) accessing the Output Reports must be assigned the Center Reporting Role or Center Management Role before they may access and print the reports.  See section 2.4 of this document for instructions on assigning roles.

44) Center Personnel will log into the MEP Source for Centers Web Site and navigate to the Center Information Page.

45) From the Center Information Page click on the Reports link as shown in Figure 6.1-1.

Figure 6.1‑1: Center Information Page, Reports Link
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46) The Reports Screen will open displaying the Output Reports Tree View, see figure 6.1-2.  Click once on the category to open the list of reports.  The directory will expand displaying sub-folders.

Figure 6.1‑2: Output Reports Tree
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47) Expand each folder until you find the report you want to view.  See figure 6.1-3.

48) Next, double click on the report name to display the Output Report Parameters in a new popup window.

49) In the Output Report Parameters window, select the Quarter and Report Type*, Quarter by Quarter or Four Quarter moving average.

*Output reports are generated in two formats: 1) Single quarter by quarter figures (Quarter by Quarter), and 2) Calculated as a four-quarter rolling figure (Four Quarter Moving Average), thus indicating evolving trends.
50) Finally, click on the Run Report button to run and view the report.  Figure 6.1-3 below describes the navigation (the report will open in a new window).

Figure 6.1‑3: Output Reports Navigation
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51) The Report Results window will appear.  Users may click the View Data link to view the data in table format. Note that not all reports will have the View Data link provided. Users may also click Run Report with New Parameters to run the report again.  See Figures 6.1-4 , 6.1-5, and 6.1-6 below.

Figure 6.1-4: Report Results Window
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Figure 6.1-5: Report Results Window
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52) After clicking the Run Report button, the report will be generated based on available data and displayed on in a new window.  Users may then save or print the graph.   A sample report is shown below in Figure 6.1-5.

Figure 6.1‑5: Sample Output Report
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53) After clicking on the View Data link, the report is displayed in table format.  From the table view, users can select all or highlight, the title, table and note and copy to the clipboard, then paste into an Excel file.  Figure 6.1-6 is an example of the report in table format.

Figure 6.1‑6: Sample of report in table format.
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(Appendix C) Definitions

MEP Terminology

Account Manager - NIST/MEP staff assigned to support your center in managing the various aspects of the Federal relationship with your organization.  The FPO is responsible for business and technical areas such as performance monitoring and center reviews.
Affiliate XE "affiliate"  - an informal relationship between the center and an organization that acts as a resource or third-party to the center.  An informal relationship may be a reliance on the affiliate for occasional referrals, a resource the center draws on for specific topics, etc.  It is not formalized to the extent of a partnership because there is no formal contract between the organization and the center, and the affiliation is not vital to everyday operations of the center.

Assessment XE "assessment activity"  - An activity type (see definition of type) that characterizes interactions with clients by means of a structured diagnostic analysis performed on a CME where feedback is provided to the CME.

Business Liaison Specialist - NIST/MEP staff assigned to support your center in managing the various aspects of the Federal relationship with your organization.  The BLS is responsible for administrative aspects such as cooperative agreement renewals and helping the FPO.

Center XE "MEP center"  - is an organization managed or tasked by the recipient of a NIST MEP cooperative agreement or a memorandum of understanding to fulfill the terms of that agreement by performing substantive interactions with client manufacturing establishments with the goal of generating positive impact on that establishment. Centers are further defined by the recipient or the state border, whichever area is the smallest.

Client Served -  A client may be considered served by the center if the interaction between the center and the client results in access to services that improve their global competitiveness by providing information, decision support and/or implementation assistance in adopting new, more advanced manufacturing technologies, techniques and business best practices.

Client Manufacturing Establishment XE "client manufacturing establishment"  (CME XE "CME" \t "See client manufacturing establishment" ) - a single manufacturing establishment, plant, or facility that receives substantive aide from and is a client of the center.

Education/Training XE "training/education activity"  - Substantive interaction where a CME learns how to employ general or industry-specific business tools or methods to improve an aspect of its business or to build skills.

Event XE "event"  - a substantive interaction or set of substantive interactions undertaken with a group of CMEs that pertain to the same type and substance. 

Federal Program Officer (FPO) - NIST/MEP staff assigned to support your center in managing the various aspects of the Federal relationship with your organization.  The FPO is responsible for business and technical areas such as performance monitoring and center reviews.

First Time Client – a manufacturing establishment that received substantive aide from the center for the first time ever.

Grants Specialist -  NIST/MEP staff assigned to support your center in managing the various aspects of the Federal relationship with your organization.  The Grants Specialist is responsible for all official approvals regarding your cooperative agreement.

MAIM – The “Minimally Acceptable Impact Measures” intent is for MEP to monitor and manage a center based primarily on the aggregate score of the five quantitative components of MAIM.  The five quantitative measures are: Bottom-line Client Impact, Cost Per Client Impacted Client, Investment Leverage Ratio, Percent Quantified Impact, and Survey Response Rate.

Management Staff – refers to employees of a center (either directly employed by the center or subcontracted to the center as defined in the center operating plan) with the primary job function of providing management and oversight to aspects of center operations.

MEP System XE "MEP system"  - is the network of organizations with the common mission of increasing the global competitiveness of U.S. small- and medium-sized manufacturers.  This definition includes the MEP centers, their partners, and their recipient and NIST MEP.

NIST MEP XE "NIST MEP"  - a program of the U.S. Department of Commerce created under statutory authority to increase the global competitiveness of U.S. small- and medium-sized manufacturers.  This organization provides strategic direction, technical resources, and management oversight of the MEP system.

Non-substantive Interaction XE "non-substantive interaction"  - an interaction in which the primary objective of center services is to build center-client relationships or market center services.

Other Support Staff XE "other center staff"  - refers to employees of a center (either directly employed by the center or subcontracted to the center as defined in the center operating plan).  This definition includes center support staff XE "program support staff" \t "See other center staff" , administrative staff XE "administrative staff" \t "See other center staff" , students XE "students" \t "See other center staff" , and anyone not covered under the definition of technical specialist, management staff, or sales staff.

Partner XE "partner"  - an organization that contributes or aligns resources (human and/or monetary) and participates in the management of a portion of the efforts to achieve common center objectives.

Project - a substantive interaction or set of substantive interactions of the same type and substance undertaken with a single CME.
Recipient XE "host organization"  - an organization that plays more than a purely financial role in the center’s operations, “houses” a center, and has a signed cooperative agreement with NIST.
Repeat Client XE "repeat client"  - a manufacturing establishment that received assistance from the center in the past.

Sales Staff – Center Staff with the primary job function of selling center services to SMEs.  Dedicated sales-staff do not deliver services.

Small Manufacturing Establishment  XE "small manufacturing establishment" (SME XE "SME" \t "See small manufacturing establishment" ) - a single manufacturing plant or facility with 500 or fewer employees.  It may or may not be part of a larger firm that operates other establishments.

Stakeholder XE "stakeholder"  - an organization with interests in and influence on center and/or partner decisions, and whose well being is affected by the center’s degree of success in achieving NIST MEP objectives.

State Funding Partner XE "state funder"  - a state government organization that provides funds to a center.

Substance XE "activity substance"  - refers to one of the substance codes that describe the topic area that is the main target of services.
Substantive Interaction XE "substantive interaction"  - an interaction in which the primary objective of center services is to facilitate changes in a U.S.-based manufacturing firm’s operations, which affect the firm’s performance. 

Success Story XE "success story"  - a short, one-page story about an assistance project undertaken by a center that resulted in a success for the manufacturer and the MEP system.  These stories are maintained and published by the NIST MEP Communications and Marketing Support Group.

Technical Assistance XE "technical assistance activity"  - A type of substantive interaction where technical services and/or information are provided to a CME to help it improve a specific aspect of its business.

Technical Specialist XE "manufacturing specialist"  - an employee of a center (either directly employed by the center or subcontracted to the center as defined in the center’s operating plan) with the primary job function to deliver services to CMEs.  A Technical Specialist performs some sales and other functions as part of their duties.  The service delivery could be performed either on site at the CME’s facility or the person may be charged with outreach and/or marketing to CMEs.   These people were previously called field agents XE "field agents" \t "See manufacturing specialist" , field engineer XE "field engineer" \t "See manufacturing specialists" s, brokers, or manufacturing specialists XE "technical specialists" \t "See manufacturing specialist" .

Type - refers to one of the type codes that describe the type of interaction with the client.  Types of interactions are: education/training, assessment, or assistance.

Source for Centers Navigation Terminology

“Browse” button – allows for browsing local and network drives.

“Cancel” button – Cancels the present operation.

“Reset” button – resets the fields to blank.

“Run Report” button – Runs the requested report.

“Search” button – Searches database for a single client or project.

“Submit” button – Saves information and allows for further editing.

“Submit For Reporting” button – Submits data for reporting quarter.  Removes checked items.  Does not allow further editing.  “Finalizes” submission.

(Appendix D) Allowable Reporting Code

Table 8‑1: Reporting Code List

	CIMS Center ID
	Stationery Code
	Center Name/Stationery Name

	165
	
	Alabama Technology Network

	165
	XL0
	ATN  Birmingham

	165
	XL1
	ATN University of Alabama in Huntsville

	165
	XL2
	ATN Center for Environmental Technology

	165
	XL3
	ATN University of Alabama Productivity Center

	165
	XL4
	ATN Center for Forestry, Paper and Chemical Technology

	165
	XL5
	ATN Center for Telecommunications

	165
	XL6
	ATN Center for Electronics Technology

	165
	XL7
	ATN Auburn University

	165
	XL8
	ATN  Alex City

	165
	XL9
	ATN Bevill Manufacturing Technology Center 

	222
	
	Alaska Manufacturing Extension Partnership

	216
	
	Arizona Manufacturing Extension Partnership

	173
	
	Arkansas Manufacturing Solutions

	168
	
	California Manufacturing Technology Consulting

	172
	
	Catalyst Connection

	164
	
	Chicago Manufacturing Center 

	186
	
	Colorado Association for Manufacturing and Technology



	155
	
	Connecticut State Technology Extension Program

	204
	
	Corporation for Manufacturing Excellence (MANEX)

	188
	
	Delaware Manufacturing Extension Partnership

	175
	
	Delaware Valley Industrial Resource Center 

	156
	
	Enterprise Minnesota

	163
	
	Florida Manufacturing Extension Partnership



	167
	
	Georgia Manufacturing Extension Partnership

	217
	
	Hawaii HTDC- MEP



	201
	
	Idaho TechHelp

	198
	
	Illinois Manufacturing Extension Center 

	177
	
	Indiana MEP - Purdue Technical Assistance Program



	193
	
	Iowa Center for Industrial Research and Service



	200
	
	Kentucky Manufacturing Assistance Center 

	174
	
	Maine Manufacturing Extension Partnership

	194
	
	Manufacturers Resource Center 

	208
	
	Manufacturing Extension Partnership of Louisiana

	196
	
	Manufacturing-Works



	184
	
	Maryland Technology Extension Service

	182
	
	Massachusetts Manufacturing Extension Partnership



	161
	
	Michigan Manufacturing Technology Center



	161
	XB1
	MMTC - Southeast

	161
	XB2
	The Right Place Program

	161
	XB3
	MMTC--Northeast

	161
	XB4
	MMTC-Northwest

	161
	XB5
	The Manufacturers' Innovation Council

	161
	XB6
	Northern Initiatives

	191
	
	Mid-America Manufacturing Technology Center 

	154
	PA4
	Mid-Pennsylvania Manufacturing Extension Partnership

	154
	XK2
	Industrial Modernization Center 

	158
	
	Mississippi Technology Alliance

	169
	
	Missouri Enterprise

	205
	
	Montana Manufacturing Extension Center 

	166
	
	Nebraska Manufacturing Extension Partnership

	209
	
	Nevada Management Assistance Partnership



	210
	
	New Hampshire Manufacturing Extension Partnership

	180
	
	New Jersey Manufacturing Extension Partnership

	212
	
	New Mexico Manufacturing Extension Partnership

	176
	
	New York Manufacturing Extension Partnership

	176
	NY2
	Hudson Valley Technology Development Center 

	176
	NY3
	Alliance for Manufacturing and Technology

	176
	NY4
	Industrial & Technology Assistance Corporation

	176
	NY5
	Western New York Technology Development Center 

	176
	NY6
	High Technology of Rochester, Inc.

	176
	NY7
	Center for Economic Growth

	176
	NY8
	Central New York Technology Development Organization

	176
	NY9
	Council for International Trade, Technology, Education and Communication

	176
	NYA
	Long Island Forum for Technology, Inc.

	176
	NYB
	Mohawk Valley Applied Technology Commission

	171
	
	North Carolina Manufacturing Extension Partnership

	199
	
	North Dakota Manufacturing Extension Partnership



	192
	
	Northeastern Pennsylvania Industrial Resource Center 

	179
	
	Northwest Pennsylvania Industrial Resource Center 

	190
	
	Northwest Wisconsin Manufacturing Outreach Center 

	219
	
	Ohio Manufacturing Extension Program

	219
	OH1
	The Ohio Manufacturing Extension Program, with services provided by CAMP

	219
	OH3
	The Ohio Manufacturing Extension Program, with services provided by TechSolve

	219
	OH4
	The Ohio Manufacturing Extension Program, with services provided by EISC

	219
	OH6
	The Ohio Manufacturing Extension Program, with services provided by CAMP

	219
	OHA
	The Ohio Manufacturing Extension Program, with services provided by the Manufacturing Resource Office

	219
	XG1
	The Ohio Manufacturing Extension Program, with services provided by TechSolve

	157
	
	Oklahoma Manufacturing Alliance



	206
	
	Oregon Manufacturing Extension Partnership

	160
	
	Puerto Rico Manufacturing Extension, Inc

	183
	
	Rhode Island Manufacturing Extension Services

	202
	
	South Carolina Manufacturing Extension Partnership

	220
	
	South Dakota Manufacturing Extension Partnership

	197
	
	Tennessee Manufacturing Extension Partnership

	159
	
	Texas Manufacturing Assistance Center 

	213
	
	Utah Manufacturing Extension Partnership

	195
	
	Vermont Manufacturing Extension Center 

	178
	
	Virginia's A.L. Philpott Manufacturing Extension Partnership

	211
	
	Washington Manufacturing Services

	207
	
	West Virginia Manufacturing Extension Partnership

	162
	
	Wisconsin Manufacturing Extension Partnership
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Management Information Reporting Procedures





Click here to register for the MEP Source for Centers.





Click here when done.





Check the box, enter username and password and Click login button to login.  Clicking Reset button will remove username and password information.





Select Center Information Pages (CIP)





Click on your center’s name to open your Center Information Pages.





Click here to logout of  the Source for Centers website.





Click here.





Click here.





Add new users to role by clicking here.  





Click here when done to update your quarterly reporting status.





Check the box for each user to add to this role.





Click here to save your changes.





Substantive?





NOT reported as a project or an event.  Record the number of CMEs served as a project or event on the Progress Data.





How many CMEs were served?





PROJECT


Report as a Client in the CIF.


Report as a Project in the PIF.


Report as a CME served on Progress Data.





Same type and substance?





One EVENT


Report as Clients in the CIF.


Report as an Event in the PIF.


Report # of CMEs served on Progress Data.








Two or more





Yes





No





One





Two or more


EVENTS


(# of events =


# of substance codes)


Report as Clients in the CIF.


Report as Events in the PIF.


Report # of CMEs served on Progress Data.








Yes





No





2/14/2009





2/13/2009





2/12/2009





2/8/2009





2/4/2009





Date of Interaction





Assessment





Lean 101





Final


 5Sth Services





Kanban





Value Stream Mapping





Assessment


Project





Set of 


Technical Assistance Projects





Classification of Interaction





Description of Interaction





2/5/2009





2/15/2009





2/4/2009





2/3/2009





2/2/2009





Date of Interaction





General


Assessment





Human Resources Technical Services





Quality Systems Technical Services





Quality Systems Technical Services





Human Resources Technical Services





Human Resources Assessment





Human Resources Technical Services





Quality Systems Technical Services





Classification of Interaction





Description of Interaction





2/12/2009





2/8/2009





2/4/2009





Date of Interaction





Environmental Compliance Assessment completed by center staff





Waste Reduction





ISO:14001





Environmental Compliance Support Assessment Project





Environmental Compliance Support Technical Assistance Project





Classification of Interaction





Description of Interaction





2/25/2009





2/16/2009





2/9/2009





2/7/2009





2/4/2009





Date of Interaction





Center conducts formal assessment for the client





Information Systems Technical Services





Training to client staff on new processes





Information Systems Technical Services





Information Systems Technical Services





Information Systems Assessment Project





Information Systems Technical Services Project





Classification of Interaction





Description of Interaction





2/13/2009





2/12/2009





2/4/2009





2/1/2009





Date of Interaction





Center mails brochures to companies advertising a Lean training course on 8/4/2003





Lean training class attended by 30 people from 10 different companies





Specialized Manufacturing Systems Technical Services





Specialized Manufacturing Systems Technical Services





Human Resources Technical Services





Manufacturing Systems Technical Services Project








Classification of Interaction





Description of Interaction





Click here.





Click here to compose a new board.





Enter the Board name and type.  Click here to save the board.





Click here to save your changes.





Click here to add board members.





Click here to remove all entered information.





Enter all required information and click here to save your changes.





Select the user account option.


1) Choose do not use if you don’t want an account created.


2) Choose use existing if an account exists.


3) Choose Create new if you want a new account created for this board member.





Click on the board member to review/edit.





Click here to save changes.





Click here to reset the form and remove changes.





Click the check box to archive the board member.





Click here to add more board members.





Click here to update your quarterly submission status.





Click the checkbox to remove a board.





Click here to add another board.





Click on the board name to edit it.





Click here.





Click here to compose a new location.





Click here to remove this location.





Click here to finalize your submission.





Click here to review or edit this location.





Enter the required information and click here to save the record.





Click here to edit this location.





Edit the record as necessary.  Click here to save your changes.





Click here.





Click here to change your login name and/or password.





Click here to edit your skills information





Click here to modify name, address, telephone number, and email address.





Edit the information as necessary, and click here to save your changes.





Click here to see password requirements.





Edit your username and/or password.  Click here to save your changes.  You must wait 5-6 minutes for the changes to propagate throughout the system before trying to login with your new username or password.





Edit your skills information and click submit





Click here.





Click here to review the staff person’s information.





Click here to remove a staff member.





Click here to submit for reporting and update your quarterly reporting status.





Click here.





Click here to add or remove a staff member.





Click here to submit for reporting and update your quarterly submission status.





Click here to add or remove a staff member from this group.





Click Submit to save changes.





This user is currently in this group.





Check/uncheck checkboxes to add/remove staff members.  Click here to save changes.





Click here.





Click here to compose a new story.





Click here to view this story.





Click here to search for the client.  An “*” can be used as a wildcard search (e.g., A* returns all clients beginning with an “A”.  Please do not use complicated searches like AND, OR, XOR…).  If you do not use an “*” as a wildcard your search criteria will be an exact match.  For example ACME and ACME Corporation – to find both use ACME*








Click submit for reporting to finalize the submission and update reporting  status.





Click Submit to test the validation and save your submission.  NOTE:  the submission is not final and does not count as a completed submission.





Click on reporting period  to edit.





Note that this story cannot be edited again.  It has been finalized and accepted by NIST MEP.





Click here to open the story in edit mode.





Click here to save and edit again later.





Click here to finalize the story and update quarterly reporting status.





Click here.





Click here to compose a new state funding partner.





Click here to remove a funding partner.





Click here to review a state official’s information.





Click here to submit funding partners and update Quarterly Reporting Status. 





Select the user account option.


1) Choose do not use if you don’t want an account created.


2) Choose use existing if an account exists.


3) Choose Create new if you want a new account created for this state funding partner.





Click here to remove all entered information.





Enter all required information and click here to save your changes.





Click here to open Center Information.





Click here to satisfy your reporting requirements (even if data has not changed).





Click here to edit your data.





Click Submit to save changes or click Submit for Reporting to submit and finalize the submission.





Edit information as appropriate.





Each plant location is assigned a unique client identifier.





Click here.





Click Submit for Reporting to submit  final data to NIST MEP.





Click here to test the CIF.








Click here to locate your CIF.





Select the year and quarter.





Click here to add a new Client.





Reset clears all fields.





Click here when done.





Click here to begin search.





Click here for Search Help.


e.





Enter client ID or company name. Use the  * Wildcard








Click on client ID or company name.





Click on client’s name





Click here view Projects/Events for this client.





Click here to edit Client Information.





Reset clears all fields.


If you mistakenly hit reset, DO NOT SAVE PAGE.





Click Submit to save changes.





Each Project/Event is assigned a unique Project/Event identifier.





Events may contain multiple client ids, but only one project id.





Click here.





Click reset to remove all data.








Click Submit for Reporting to save file at NIST MEP.





Click here to test the PIF.








3) Click here to begin search.





1) To begin search, type in company name, client ID, project ID or event ID. Use * as the wildcard.





2) Click on client ID or project/event ID.





Click on specific project title to view.





Click here.





Click here to open the Progress Data Form.





Click here to select reporting period.  Previous year and quarter is set by default.








Click here to add or delete a box for Other Fees. 








Click to clear all fields





Click Submit for Reporting to submit final data to NIST MEP.  








Click here to Submit in draft format and continue editing later.








Click here to view Progress Data.








Click here for Operating Plan.





Click here to review an operating plan.





Click here to open the Progress Narrative form.





Click here to compose a new progress narrative.








Click here to open an existing Progress Narrative.  Only records with Status of In Process can be edited.





Enter required information here.





Select year and quarter here.





Click here to delete all information.





Click here to submit as final.





Click here to submit as draft.





Click here to submit as final.





Click here to delete all information.





Click here to submit as draft.





Click here to clean non-standard characters.





Click to generate the printable report for your Center Director’s signature.





Click here.





Click submit to save the new record.


Click reset to reset all fields.





After reviewing partners, click “Submit for Reporting” to update the quarterly reporting. status.





Click here to review or update an existing partner.





Click here to add a new partner.





Click this checkbox to mark the partner as inactive.





Click here to view/edit inactive partners.





Check this box to add the partner’s address to the locations list.





Click submit to save the new record.


Click reset to reset all fields





Click here.





Click here to mark inactive.





After reviewing affiliates, click here to update your quarterly reporting status.





Click here to review/edit inactive affiliates.





Click here to add a new affiliate.





Click here to review or edit an existing affiliate.





Click on submit to save the affiliate.


Click on Reset to clear all fields.











Note


In cases where there is more than one individual at the client firm aware of the impacts of the entire series of Projects and Events conducted with the center, centers should provide one, and only one, most qualified person to be contacted for the interview. 


All efforts possible should be made to identify appropriate secondary respondents who can respond to the survey if the primary contact is unavailable.


 





NOTES:


Centers should stress the importance of the survey notification package. This package contains important information clients need to respond to the survey such as Web interview login name and password and deadline for completing the survey.


Remind the client that paper copies of the survey should not be mail to you or the survey contractor.





Working Quarter








Survey Quarter








THE CONFIRMATION DEADLINE IS FIRM


Because of the nature of the survey production process, data that are not confirmed by the deadline cannot be changed later.  All client records will be moved to the next stage of the survey process together, immediately after the deadline regardless of whether the center has completed the confirmation process.











Note


The center staff member accessing the records for Survey Confirmation must be assigned the Center Reporting role before they may access and edit the records.


See section 2 of this document for instructions on assigning roles.





Click here.





Click on these links to open the survey confirmation record.





Click here to generate a printed report of all clients selected for survey.





Edit client contact information.





Use these radio buttons to exclude the client from survey.





Click the checkbox to write changes back to database at end of confirmation period.





Click here to change end markets.





Edit additional client contact information





Note


The center staff member accessing the survey results must be assigned the Center Viewer role before they may access and edit the records.


See section 2 of this document for instructions on assigning roles.





Click here.





3) Select the report parameters such as quarter and report type.





4) Click here to run the report.  The report will be displayed in a separate window.





1) Click on folders to open the reports browser.  2)  Double click on the report icon to display report parameters on the right.





Click here.





Click here to expand folder.





Click here to run the report.





Click here to set report parameters.








Click here to select Year and Quarter.





Click on report name to view.





Click the proper button to print, or save the report as an image file.
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