	INDIRECT WORK PLANNING DOCUMENTATION (WORK PACKAGE)
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	CWBS Level 5 Title:
	INEEL Communications
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	DOES THIS WORK PACKAGE CONTAIN INEEL ES&H INFRASTRUCTURE ACTIVITIES?    FORMCHECKBOX 
   YES     FORMCHECKBOX 
   NO

IF YES, PROVIDE A SUMMARY OF ES&H ACTIVITIES:



	General Scope Statement:

Communications work package is being consolidated for FY04. It includes

Communications Management:

Enables the management and tracking of Communication infrastructure costs.  Allows for purchase card purchases, requisitioned purchases, government vehicle rental, employee training, field services support and other miscellaneous expenses.  Further work scope items include: maintain relationships with state and local government officials, obtain national recognition for science achievements, and promote the INEEL.  These functions provide strong linkages to the INEEL's strategic goals by providing internal and external communication services that promote the Lab's capabilities and achievements.   Promotion of a clear, effective INEEL image supported with a comprehensive and integrated communications strategy and infrastructure influences public/employee perception of the INEEL and help market its skills, capabiities and achievements.
Total FTEs = 2.1

Supply Chain Support, Standard Adds for CPL = 0.1 FTE equating to 240 hours)

Employee and Media Relations

Employee and Media Relations communicates information to INEEL employees and the media. Employee communications disseminates timely and relevant information of concern to the INEEL and ICP employees. Messages are delivered through a fully integrated package of internal communication vehicles that provide information consistent in efficiency, style and content. Employee and Media Relations also supports INEEL’s Emergency Operation Center and the Joint Information Center, and the off-site Radiological Assistance Program. Media relations provide a reliable and accurate link between the INEEL, general public, and influential groups by maintaining close working relationships with local, regional, and national media. This includes response to media queries, writing and distributing INEEL and DOE news releases, and producing informational products to increase recognition for the INEEL and build the public understanding, trust and confidence. 

Total FTEs= 6.3 FTE

– 30 percent of FTE = 0.3 FTE (Joint Information Center Support)

Enterprise and Marketing Communications

The scope of the Enterprise and Marketing Communications is to provide information and build trust within the contractor environment and targeted audiences concerning the INEEL and its operations, mission, successes and capabilities.  This includes refinement and implementation of the INEEL Strategic Communications plan and other R&D/Operations communication initiatives.  Provide integration and coordination of communication issues; serve as point-of-contact on key program topics; provide support to tours, briefings, written materials and presentations to the public and media representatives; support the day-to-day communication needs of major INEEL programs, including coordination and management of content for internal and external Internet webpages and marketing campaigns and ensure compliance with INEEL branding strategy.  Serve as the singe point-of-contact within the city of Boise for the DOE ID and the INEEL and serve as a base of operations for site personnel to increase effectiveness while in the Boise/Ada County area.  Facilitate working relationships with key industry, academia and the media within Boise.

Total FTE Budgeted = 1.4

= 1.0 FTE

(CPI Support – 10% of FTE = 175 hours)

(R&D Support – 10% of FTE = 180 hours)

(IT Support – 20% of FTE = 350 hours)

Community Programs

Community Programs provides information and helps to build trust with the public and surrounding communities concerning INEEL initiatives, operations, and programs. This includes building and maintaining working relationships with government, business, education, and community leaders by helping to understand INEEL’s missions and operations; creating ambassadors of INEEL staff, their families, and retirees to support and be advocates for the INEEL; creating a legacy of support for the INEEL as a corporate neighbor of choice. Community Programs seeks to anticipate and address issues, interests and concerns in advance to avert a need for reactive, defensive communication efforts. Scope includes effective coordination of city-county government outreach, tours, speakers bureau, the CARE Committee, and support for key corporate contribution grant programs such as the JASON Project. 

Total FTEs budgeted = 2.65 FTE

 (45%) = 1.45 FTEs

  = 70 percent of FTE = 0.7 FTE (the other 30% is budgeted for PIC support in the Employee/Media Relations work package)

– 50 percent of FTE = 0.5 FTE (the other 50% is covered by Facilities for EBR-1 related work requirements and support.)



	Work Scope Changes per Change Control (CCB) Action:



	Workscope Drivers (Program Execution Guidance (PEG), regulatory or statutory requirements, company initiative, etc.):

Budget tracking and reporting initiatives.

US DOE directives and department policies

DOE ID Program Execution Guidelines and directives for Communications - PEG OM-I-02 and PEG OM-I-05

INEEL Institutional Plan

BBWI contract with DOE, Section A-4
INEEL Strategic Communications Plan 10/01/02



	Major Milestones/Performance Measures:

INEEL Strategic Communications Plan - 10/01/02

DOE-ID Performance Evaluation Guidelines
Monthly monitoring of costs vs. budgeted amounts

Periodic reporting to senior mgt. of usage trends, pertinent budget/costing information, new and retired sites, status of overall integration


	Specifically Excluded Work Scope:

N/A

	Description of Distributions (If Applicable):

N/A

Joint Information Center activities are allocated to ANL based on headcount (30% of Ray Grant’s labor).

Tours activities are allocated to ANL based on headcount (50% of Don Miley’s labor).
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