RULES
for proposal preparation
Theoretical Investigations and experimental investigations (physical, methodical, in the field of accelerators and other fields) are performed on the basis of a scientific Proposal, suggested by groups of authors united into collaborations. The preparation of a scientific Proposal (further below "the Proposal") may include four stages:
1. Development of the idea of the Proposal (expression of interest)
2. Preparation of the Letter of intent.

3. Preparation of the Proposal.

4. Preparation of the Technical proposal.

Each of these stages is to be outlined in writing and submitted to the laboratory directorate and STC for discussion and adoption of a decision.
The first three documents will 11 follow the same scheme with different depth of detalization of sections at different stages:
a. Introduction;
b. Physical and/or methodical justification;
c. Main parameters of the facility;
d. Carrying out of experiments;
e. Cost and resources estimation;
f. Schedule of the work;
g. Attachments;
h. Abstract.
Sections c. and d. refer to Proposals of experiments.
At the first stage (expression of interest) the idea of the research or experiment is formulated and the most general estimations are made for sections a.-f. The preparation of this document is reasonable only in the case the authors wish to attract the attention of the scientific community and of the Institute and Laboratory directorates to the idea of a possible scientific investigation.
At the second stage (Letter of Intent) better arguments supported by calculations are given for all the sections a.-h. The volume of the data in the letter of intent is to be sufficient for the directorate to adopt a decision on the advisability of preparing the Proposal and on the allocation of the required resources if necessary.
From the above it follows that stages 2 and 3 may be omitted and the authors may submit to the directorate a Proposal directly.
The third stage (Proposal) should include the information required and sufficient for discussing by experts, for the expert analysis and for adopting a decision on making such an experiment.
The cover page of the Proposal, form No 24, includes the full title of the Proposal, code name of the Proposal or collaboration, the code of the topic (if any); the list of authors in the alphabetic order institute wise and town wise, the names of the leader and his deputy, the date of submitting the document and its number. The cover list should be followed by the signatures of agreement list according to form Ho 25 and the list of content.
Section a. “Introduction” will contain:
· the purpose and short characteristic of the work to be fulfilled in the frame of the Proposal;
· comments on the status of the work, whether it is to be started for the first time or is the continuation of previous investigations;
· short evaluation of the advantages of the Proposal as compared to other analogous ones;

· determination of the type of cooperation with the institutes participating in the Proposal (joint preparation and implementation of research Including the preparation outside of the JINR or the participation on the level of visitors).

Section b. "Physical and/or methodical justification":
· gives a physical justification of the research and of the research method;
· proves its urgency and competitiveness;
· points to possible additional (side) results as well as to possible directions of further research.
For a Proposal of an experiment one should also
· justify the accuracy of measurements;

· describe background reactions.

The physical justification is presented at a Laboratory or Institute scientific seminar.
Section c. “Main parameters of the facility” includes:
· the scheme of the experiment and its complete description;

· the main parameters of the experimental facility and/or of its separate parts (dimensions, resolutions and etc.) estimated by means of analytical calculation and computer simulation;

· advantages of the facility (detectors) as compared with other operating or projected ones;

· composition of the equipment, specifications of materials and the presumed suppliers: manufacturing plants, companies of the Member States and of other states, experimental physics facilities divisions of the JINR and/or of a Laboratory.

Section d. “Carrying out of experiments” contains;
· estimation of the data accumulation tempo and of the duration of experiment with the account of the required accuracy of measurements;

· estimation of systematic measurement errors;

· description of methods and of the rate of starting up the facility, of filtering and selecting useful events;

· methods of data processing;

· results of simulating the studied process in the conditions of the suggested scheme of the experiment.

It is recommended to prepare and publish a JINR Communication according to sections b.-d.
Section e. “Estimation of costs and resources” justifies and presents according to form No 26:
· estimation of the costs of the main stages , indicating the sources and tempo of financing from year to year;
· estimation of the required (total and yearly) resources of the Laboratory design bureau, the JINR Experimental physics facilities division, the Laboratory experimental physical facilities division, accelerator, computers and etc.;

· estimation of costs (according to form No 29) for the creation of the experimental facility and for carrying out the experiment. The costing of the Proposal is prepared in ful1 and with a splitting for all the years, the total sums are given in the line "Budget expenditures" of form No 26.

In case a start-up minimum is stipulated by the Proposal a separate list of expenditures is prepared for it. The cost of equipment is defined on the basis of the wholesale prices of the industry and in case the prices are unknown — on the basis of calculations using the prices and tariffs referring to the year of making the Proposal;
· the presumed distribution of responsibilities for the construction of facility arrays and/or on financing among the institutes participating in the experiment. Their total contribution is estimated in the line “addlti onal sources of financing”.
The calculation of the resources required and the preparation of the budgetary-financial documents are performed by the staff .of management, and administration sub-units and by the staff of the Chief engineer of the Laboratory.
Section f. “Schedule of the work” includes:
· the list of the main steps for the implementation of the Proposal indicating the dates and persons responsible and presented in the form of a reticulum table;
· the plan of experiments (of data accumulation);

· the plan of data processing (analysis).

Section g. “Attachments” presents. if deemed necessary by the authors, information, supplementing (explaining) the main text, comments of referees and copy of the Laboratory STC decision.


Section h. “Abstract” of the Proposal is prepared simultaneously with the Proposal itself.
The Abstract of the Proposal contains:
· general outlay of the Proposal,

· short description of the Proposal sections b.-e.,

· estimated costs of resources (form No 26),

· the preliminary distribution of responsibilities for the construction of the facility arrays and/or financial obligations among the institutes participating in the project.;
· section “Schedule of the work” of the Proposal;

· list of attachments.

The abstract should not exceed 5-6 pages.
The fourth stage of preparing the Proposal of an experiment -the Technical Proposal - is being prepared by the authors either on their own initiative or on a special decision of the STC and directorate of the Laboratory (Institute) if its cost exceeds 1 million dollars.
The Technical proposal contains:
· short introduction with references to the Proposal of the experiment;

· drawings with general views of the facility main equipment, lay-outs of the equipment and its specifications;

· drawings of the separation of the facility technological lines (power supply, gas, water, etc.);

· drawings of the apparatus lay-out (including particle channels and lines of communication with a computer);

· electron (electric) schemes;

· descriptions of technological units (if necessary) for the production of the facility arrays;
· other technical documents on the agreement between the directorate of the Laboratory (Institute) and the authors of the Proposal.
Proposal Coordination and Approval Procedures
The coordination and approval of a scientific Proposal (Project) fall into three stages:
1. preparation of the Proposal at the Laboratory,

2. expert analysis and discussion of the Proposal at the CAP,

3. coordination and approval of the Proposal by the J1NR directorate and at a session of the Scientific Council.
The scheme of the Proposal coordination and approval is presented in fig. 1.
I. Preparation of the proposal at the Laboratory

1.1. A group of authors prepares a proposal following the “Rules of preparing scientific proposals at JINR” and suggests candidates for the positions of Project leader and his deputy. In the course of preparing the Project the leader presents its physical justification at a Laboratory seminar. The intermediate stages of preparing the Proposal — Idea (Expression of Interest) and the actual proposal (Letter of Intent) of an experiment or investigation may be discussed on the request of the authors by the STC after the presentation of the physical justification at a seminar.


1.2. The Project leader coordinates with the authorities of the Laboratory the volumes of resources and the schedule of the work and gets their signatures on the agreement list (form No 25). The Scientific secretary registers the Proposal.


1.3. The Proposal is sent to the STC Chairman. A copy of the Proposal is passed over as well to the Scientific secretary of the Laboratory. The STC Secretary announces not later than two weeks before the meeting the title of the Proposal, the speaker, referees and the place where one can get familiarized with the papers.

1.4. The STC Chairman appoints two or more referees for expert analysis of the Proposal and organizes its discussion at a meeting of the STC. At least one of the referees is to be a staff member of another laboratory or of another institute.


1.5. The referee's review should contain; evaluation of the scientific importance and competitiveness; opinion on the matching of the experimental method and requested resources to the task set, on the feasibility of the experiment (including the computer analysis of the experimental data) from the point of view of time, availability of staff, interest of the Member States in the experiment and its results and a recommendation to approve, return for refinement or reject the Proposal.


1.6. The STC evaluates the Proposal according to the rules it has established (see for example the Attachment) and adopts by direct vote a decision regarding the approval, return or rejection of the Proposal.

The approval of the Proposal means that the STC recognizes the urgency of the physical problem and the justified character of the request for resources and recommends the Laboratory Directorate:
· to sign the Proposal,
· to send the papers to the JINR Directorate for further consideration.
A Proposal may be rejected in the following cases: when either the proposed research, experiment is found to be of no current interest or noncompetitive, or the experimental procedures are inadequate for the physical tasks set, or there have been found errors making impossible the achievement of the set goals.
Correcting of the Proposal is allowed when the STC acknowledges the urgency of the Proposal, but thinks it necessary to modify some of its sections and aims at making the procedures adequate to the research subject and at approving the Proposal at large. The modified Proposal is again reconsidered by the STC. The STC of the Laboratory may assign one of its sections wi th the task of considering the modified Proposal.

1.7. The Proposal together with the included into Attachments referees' comments and a copy of the STC decision are submitted by the Project leader to the Laboratory directorate. The Laboratory Directorate discusses, if necessary, the Proposal at a meeting of the Directorate, evaluates the possibilities of supplying the resources requested in the Proposal from the Laboratory stocks and decides if the requests for other resources from the JINR Directorate and from other laboratories are justified enough.
The Laboratory Directorate may ask the authors to modify the Proposal. In case this does not change substantially the goals (the program) of the research or experiment and does not increase the requested amounts of resources, the modified Proposal is signed by the Director and the Chief engineer without a new discussion at a STC meeting.
The Director may reject the Proposal in case the physical problem of the Proposal is out of the tasks of the Laboratory. In the latter case the authors may submit their proposal for consideration to another laboratory.
1.8. The Proposal with Attachments and Abstract (all in three copies) signed by the Laboratory Director are sent to the Scientific Organizational Department for subsequent expert analysis and discussion at the Institute level.
2. Expert analysis and discussion of the Proposal by. the PAC and the Scientific: Council

2.1. The Proposal submitted by the Laboratory is registered by the Scientific Organizational Department. The SOD controls the subsequent consideration of the Proposal (see the scheme in fig. 1).

2.2. The SOD sends the proposal to the Director and the Chairman of the PAC and the Abstract of the Proposal is sent to the Member States.

2.3. The PAC considers the Proposal following its procedures. The PAC Chairman informs the JINR Directorate about their recommendations and if the Proposal is approved he signs in the signatures of agreement list of the Proposal (form No 25).

2.4. The approval of the Proposal means that the PAC acknowledges the urgency of the physical problem and justification of the requested resources.
The PAC recommends to the Scientific Council and to the JINR Directorate to supply the Project leader with funds (grants) within the financing allocated for the scientific direction and to the Laboratory Directorate - to ensure their optimum utilization in conformity with the schedule of the work.
2.5. The Proposal is rejected in the cases when there have been found:
· new circumstances (not discussed at the Laboratory), making it impossible to achieve the set goals,

· a great inadequacy of the request to the resources available at the Institute.

2.6. Modifying is undertaken in the cases when the PAC acknowledges the urgency of the proposed research or experiment but thinks it necessary to modify the sections In which the referees and the PAC members have noted certain drawbacks.
If assigned by the PAC a working body of the PAC may consider the modified Proposal.
2.7. The approved Proposal is presented to the JINR Scientific Council which resolves on its compliance with the Institute plans of scientific research.
3. Coordination and Approval of the Proposal at the JINR Directorate
3.1. The Proposal and the recommendations of the PAC and Scientific Council are submitted for discussion at a meeting of the JINR Directorate to which the Project leader is invited.
3.2. The JINR Directorate defines the period not exceeding 1 month for the coordination of the issues of supplying the requested resources. The possibility of supplying the resources is confirmed in the signatures of agreement list by the signature of a member of the Directorate controlling the given resources, form No 25.
3.3. Upon the expiry of the coordination period or earlier, In case all the signatures of agreement have been obtained, the JINR Director:
· approves the Proposal or,
· demands from the authors a modified Proposal within the decreased limits of resources or
· rejects the Proposal because of the impossibility to provide the requested resources.
The reasons of rejecting the Proposal are communicated to the authors of the Proposal, Laboratory Director and STC Chairman.
3.4. The approved Proposal is sent to the persons included into the signatures of agreement list (form No 25) for implementation and control.
3.5. An Institute order on the approval of the Proposal, terms of its realization and appointment of the Project leader to a corresponding position is issued.
A decision on starting a new topic based on the approved Proposal or on including the Proposal into one of the existing topics is adopted.
In case staff members of several laboratories participate in the given Project the corresponding topic by the decision of the Institute Director may be referred to the category of Institute level topics.
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