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A note on versions – this is the “print-friendly” version of the Legacy Guidebook.  This version does not contain internal links, and only parenthetically includes external links – for example (www.dodlegacy.org).  The electronic version of this document contains links to other internal sections of the document as well as external locations on the world wide web.  Links in the electronic version appear as bold, blue, underlined text.  

Introduction

Welcome to the updated Department of Defense (DoD) Legacy Resource Management Program (Legacy Program) Guidebook.  This guide will explain the Legacy Program, the Legacy Tracker, and the process used in funding Legacy projects, from the application stage through successful project completion. 
The Legacy Program
In 1990, Congress passed legislation establishing the Legacy Resource Management Program to provide financial assistance to DoD efforts to preserve our natural and cultural heritage.  The program assists DoD in protecting and enhancing resources while supporting military readiness.  A Legacy project may involve regional ecosystem management initiatives, habitat conservation management efforts, development of historic contexts, archaeological investigations, invasive species control, Native American consultations, archaeological collections management protocols, and/or monitoring and predicting migratory patterns of birds and animals.

Three principles guide the Legacy Program: stewardship, leadership, and partnership. Stewardship initiatives assist DoD in safeguarding its irreplaceable resources for future generations.  By embracing a leadership role as part of the program, the Department serves as a model for respectful use of natural and cultural resources.  Through partnerships, the program strives to access the knowledge and talents of individuals outside of DoD. 

In order to support these principles, the Legacy Program emphasizes five themes: 

1. Legacy incorporates an ecosystem approach that assists DoD in maintaining biological diversity and the sustainable use of land and water resources for mission and other uses.

2. The program also implements an interdisciplinary approach to resource stewardship that takes advantage of the similarities between DoD's natural and cultural resource plans.  Often, the same person is responsible for managing both natural and cultural resource plans on an installation.  Legacy strives to take advantage of this by sharing management methodologies and techniques across natural and cultural resource initiatives.

3. Legacy promotes understanding and appreciation for natural and cultural resources by encouraging greater awareness and involvement by both the military and the public.

4. Additionally, the program takes advantage of similar ecosystems by applying resource management initiatives in broad regional areas.  Legacy supports projects such as the Sonoran Ecosystem Management Initiative, the Gulf Coast Plain Ecosystem Partnership, the Great Basin Initiative, the Chesapeake Bay Program, and Partners in Flight.

5. Finally, Legacy pursues the identification of innovative new technologies that enable more efficient and effective management.

An Important Program Note
The Legacy Program is a source of conservation management funds for projects that directly relate to the DoD mission.  Legacy is NOT a grant program, despite similarities to grant programs with proposal, review, and award processes.  Legacy funding requires the recipient(s) to enter into a contractual obligation with DoD (or designee) to provide services for an agreed-upon amount of money.  Legacy funding, as noted below, also has expiration dates and periods of performance that must be satisfactorily met.

Recipients of Legacy funding who fail to meet the terms of their project (expected products, deadlines, etc) as agreed-upon at the time of disbursement will be subject to appropriate corrective actions.  Any proposed changes to the project after funds are disbursed by the Legacy Program must be coordinated with the Service Representatives (if applicable) and Legacy Staff.  Failure to notify the appropriate individuals of proposed changes will subject the funding recipients to potential legal action.  Please contact Legacy Staff if you have any questions concerning the types of funding and the obligations.  See www.dodlegacy.org/
legacy/intro/contact.aspx for Service Representative and Legacy Staff contact information.
Funding Criteria
The National Defense Authorization Act for Fiscal Year 1997 (Public Law 104-201, Section 2694) defined mandatory criteria for funding Legacy projects.  The legislation also provided the flexibility to enter into cooperative agreements with public and private agencies, organizations, institutions, individuals, or other entities to carry out the program.  

The 1997 legislation stipulates that Legacy projects must meet the following four criteria:
1. Project must have regional or DoD-wide significance and involve more than one military department; 
2. Project must be necessary to meet legal requirements or to support military operations; 
3. Project must be more effectively managed at the DoD level; and 
4. Project must not be an Executive Agent responsibility. 

The legislation also defines applicable activities eligible for Legacy funding.  These include:

1. Development of ecosystem-wide land management plans. 
2. Wildlife studies to ensure the safety of military operations. 
3. Identification and return of Native American human remains and cultural items in the possession or control of the DoD, or discovered on land under the jurisdiction of the Department, to the appropriate Native American tribes. 
4. Control of invasive species that may hinder military activities or degrade military training ranges. 
5. Establishment of a regional curation system for artifacts found on military installations. 
Projects ineligible for Legacy funding include:

1. Projects with no clear benefit to natural or cultural resources and their management.

2. Installation-specific projects that are not a pilot project, or that lack regional, Service-wide or DoD-wide applicability.

3. Compliance Projects - i.e., those required to comply with current regulations and laws or correct existing legal deficiencies under current regulations and laws.  This includes inventories required by law in response to proposed Federal action, such as requirements under Section 106 of the National Historic Preservation Act or the Endangered Species Act.

4. Those more suitably funded through other sources, such as non-appropriated funds, military construction, or environmental clean-up.  

5. Inventories and protective measures required to complete satisfactory National Environmental Policy Act (NEPA) documents or other actions required by Base Realignment and Closure (BRAC) if other funding sources are available.  In general, Legacy-type projects on operational bases listed for closure should be funded by BRAC.  However, projects on operational bases listed for closure may be eligible for Legacy if they meet other Legacy funding criteria.

6. Routine operation, repair, and maintenance of buildings and grounds, including routine landscaping.

7. Projects whose primary purpose is to promote fish or game management.

8. Basic research projects – Legacy may fund applied research when in support of program objectives and themes.  For basic and applied environmental research relevant to DoD and its training mission, explore funding through the Strategic Environmental Research and Development Program (SERDP – www.serdp.org). For demonstration and validation projects, explore funding through the Environmental Security Technology Certification Program (ESTCP – www.estcp.org).
9. Restoration and rehabilitation of buildings, structures, or objects.

10. Static displays, unless "one-of-a-kind" or demonstrating new techniques.

Participant Criteria

Anyone may apply for Legacy Program funds, provided the proposal/project meets the funding criteria listed above.  For non-DoD applicants, all pre-proposals that involve work on a DoD installation must include a letter of support from each DoD installation/activity participating in the proposed project (See Appendix C for a sample letter of support).  Please contact Legacy Staff with any questions concerning participant eligibility.
Letter of Support
A Letter of Support is required for all proposals submitted to the Legacy Program intended to be done through a cooperative agreement or similar funding vehicle with a contractor or a non-governmental organization. The primary objective of the letter is to demonstrate coordination and support from installation personnel prior to request for consideration for Legacy Program funding. The Letter of Support is meant to be received from the installation’s natural or cultural resources personnel-civilian or military- and not from contractors working at an installation on-site. 

The personnel submitting the Letter of Support should be fully familiar with the proposed project, have a direct understanding of the tasks proposed, and be stationed at the installation on which the proposed project is to take place. A Letter of Support submitted by an installation commander does not necessarily improve the chances for any proposal to be approved for funding. A Letter of Support is required for each one installation in which the project is to take place. 
A Letter of Support is not intended to demonstrate the level of support any specific proposal might have from organizations or individuals outside the DoD.  The Legacy Program reserves the right to discard and not use for consideration any Letter of Support received from individuals, organizations, and or institutions outside the DoD. Letters of Support received by the Legacy Program are the property of the DoD Legacy Resource Management Program and will not be returned to submitters.
The Legacy Tracker

The Legacy Tracker, available at www.dodlegacy.org, is an online system designed to collect Legacy proposal submissions and track Legacy project progress.  The website allows users at the installation level to electronically submit proposals for review.  In addition, it provides a means by which each Military Service (Service) can track the status of its proposals and the progress of its projects (figure 1).  
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Figure 1. Legacy Tracker Main Page.
The Legacy Tracker provides registered users with a number of capabilities including online registration, a search engine, help links, description of the Tracker system, and on-demand view of all proposals and projects on record.  
An Important Note on Pop-up Blockers
Pop-up ads are a form of online advertising on the World Wide Web intended to increase web traffic or capture email addresses. This marketing strategy has prompted the creation of several software solutions to limit or block internet pop-ups. The Legacy Tracker does not collect any private information or capture mail addresses from users, however, the Legacy Tracker’s performance may be undermined by pop-up blockers. 

How to Circumvent Pop-up Blockers When Using the Legacy Tracker

Some times, depending on a pop-up blocker’s settings activated by the user, some of the features of the Legacy Tracker, like reports and forms, may not display and require further action by the user. If you face this problem it is recommended that the user press and hold the Control (ctrl) key for at least a second prior to clicking on the action button on the Legacy Tracker. Pressing the Control key will bypass the pop-up blocker and effectively display the Legacy form being requested.
Registration

The Legacy Tracker keeps track of each user’s proposals and projects by means of a password-protected login.  Registration is required for all users.  To register online, visit “Registration” and fill out the contact information form.  Once the user account request is received by the Legacy Staff, user information is verified and account approval is determined.  Within 24 hours of approval, the Legacy Tracker sends an automated email notification of account approval containing the user’s new password. 

Pre-proposal Submission Process

Each year, the Legacy Resource Management Program Office (Legacy Office) announces a Request for Proposals (RFP) covering the approved Areas of Emphasis.  The RFP is posted and available to the general public on the Legacy Tracker and also on the Defense Environmental Network & Information Exchange website (DENIX - www.denix.osd.mil/legacy).  Users must visit the Legacy Tracker website regularly to check on all proposal submission deadlines.  Please note that the Military Services may have their own internal deadlines that precede those of the Legacy Program.  Please consult with the appropriate Service Representative early in the RFP process to confirm deadlines.
Only registered users may submit pre-proposals for consideration via the Legacy Tracker.  Registration requires accurate completion of the Legacy Tracker Registration Form.

How to create a NEW Pre-Proposal

To enter a pre-proposal in the Tracker, first login and access the Legacy Tracker Pre-Proposal link on the navigation bar.  Click on “Add New.” Clicking on the “Add New” button opens a new entry in the Legacy Tracker under the registered user’s name, who is now the author and owner of such entry. This new entry’s status is considered a working draft. However, users must name the new pre-proposal with a new title; otherwise the new entry will not be recorded.
Fill out the new blank proposal form with all information relevant to the proposed project.  The new pre-proposal is only accessible to the author and the Legacy Office, and the user remains the owner of the proposal until it is submitted for review (see figure 2).
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Figure 2. Pre-Proposal Screen Showing Required Tabs
Submitting a Pre-Proposal

To submit a pre-proposal, users must access their newly created pre-proposal by following the “Pre-Proposals” link on the navigation bar and clicking on the appropriate title to open the pre-proposal form.  Complete all fields.  After all fields have been completed, the user must submit the proposal by selecting the appropriate action in the Action and Review Tab page (see Finalizing the Pre-Proposal, below). See Appendix A for a description of all fields.  Required fields are denoted with a red asterisk (*).
Finalizing the Pre-Proposal:

· Please note that the Military Services may have their own internal deadlines that precede those of the Legacy Program.  Please consult with the appropriate Service Representative early in the RFP process to confirm deadlines.
· Select the appropriate Action on the “Admin & Review” tab:

· Select "Save with no Action" to save the pre-proposal as a draft, thus allowing user to complete it later – or –

· Select "Submit Pre-Proposal" to submit the pre-proposal and commence the review process (see figure 3).
· Check the status of the proposal.  Go back to the “Proposals” screen and verify that the proposal is “In Review” under the “Status” column.  Reviewers will not consider proposals with “Draft” status for funding.
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Figure 3. Pre-Proposal Screen Showing Pre-Proposal Submission Page
All pre-proposals undergo a review process similar in principle and order to the Proposal Review Process described below.  After the pre-proposal review, the Legacy Office distributes an automated approval notification email to all applicants approved to submit full proposals.  The Legacy Office also provides feedback to those pre-proposals not approved for full proposals.
Tips for a Successful Pre-Proposal

Successful pre-proposals will:
· Clearly define the benefit to the military mission.

· Present a project summary that clearly defines the proposed project’s objective (Note:  do not copy the project title into this section.  Often, this is the only information about the proposal sent up the chain for approval).
· Present an abstract of the proposed project that clearly defines the project in terms of current Legacy Areas of Emphasis and applicable laws and regulations.
· Clearly indicate Service benefit, regional benefit or DoD-wide significance.

· Clearly define any potential follow-on work.  Please note: Legacy does not guarantee multi-year project funding.

· Define expected products that will result ONLY from the current proposed effort.  

· Define an itemized budget that does not exceed 12 months anticipated labor. 
· Include a letter of support (required for non-DoD applicants only) (A sample letter of support is provided in Appendix C).
Proposal Submission Process

Authors of approved pre-proposals are notified of approval via an automated email and invited to submit full proposals online.  Like pre-proposals, full proposals are submitted using the Legacy Tracker website.  Legacy Staff are available during regular business hours, Monday-Friday, to assist as needed.
Submitting a Proposal
To submit a proposal, users must access their approved pre-proposal by following the “Proposals” link on the navigation bar and clicking on the appropriate title to open the proposal form.  Complete all fields. Figure 4 shows a screen shot of proposal page. See Appendix A for a description of all fields.  Required fields are denoted with a red asterisk (*).
General Proposal Guidelines:

· Expand project detail to include information on background, approach, project team, partners, and any follow-on work.

· Review expected products and itemized budget detail (see detailed budget example in Appendix A).

· Ensure the designated Financial Point of Contact is authorized to sign appropriate funding documents (MIPR, cooperative agreement, or project order).

· Provide a current telephone number, fax number, and e-mail address for all points of contact.  The author is required to notify the Legacy Staff and the appropriate Service Representative (if applicable) whenever this information changes. 

Attaching a map or figure to your Full Proposal:

· User can upload a single PDF file illustrating a map or a figure to be submitted along with your full proposal. The PDF file can be no larger than 1MB in size and should be appropriately referenced in the proposal’s Project Detail section. The upload capability is only available at the full proposal level and is found in the Project Detail Tab.

Finalizing the Proposal:

· Please note that the Military Services may have their own internal deadlines that precede those of the Legacy Program.  Please consult with the appropriate Service Representative early in the RFP process to confirm deadlines.
· Select the appropriate Action on the “Admin & Review” tab:

· Select "Save with no Action" to save the proposal as a draft, thus allowing user to complete it later – or –

· Select "Submit Proposal" to submit the proposal and commence the review process (requires all fields to be completed prior to submittal).  

· Check the status of the proposal.  Go back to the “Proposals” screen and verify that the proposal is “In Review” under the “Status” column.  Reviewers will not consider proposals with “Draft” status for funding.

Users will receive an automated email confirming proposal submission.  Following proposal review by the Services and Legacy Staff, users are notified via an automated email of proposal approval or rejection.
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Figure 4. Proposal Screen Showing Required Tabs
Tips for a Successful Proposal

Successful proposals are those that have the same qualities of a successful pre-proposal (see list, above), and:
· Clearly outline the project approach to include planning, execution, and analysis phases;

· Include a budget that details all expenditures over $1,000;

· Include a budget that details all travel expenses by number of persons, number of trips, and trip origin and destination;

· Clearly define what equipment is to be purchased in support of the project (if any) and provide specifications and price of said equipment;

· Clearly demonstrate a direct military mission benefit.

Proposal Review Process 

Each proposal is subjected to a review process that is very similar for all Services.  The Tracker functions as a common whiteboard between the author, members of the review chain, and the Legacy Office to track the proposal review progress.  The following sections detail the proposal review process.

Reviewers Receive Notification of New Proposal Submission

Following submission, a proposal changes ownership from author to the next person in the review chain.  Each Service Reviewer receives an automated email notifying them that a new proposal is ready for his or her review.  Service Reviewers for each Service’s review chain are the only authorized individuals with access to detailed financial information.  Please note that the Military Services may have their own internal deadlines that precede those of the Legacy Program.  Please consult with the appropriate Service Representative early in the RFP process to confirm deadlines.
Reviewers Review Proposal and Move Proposal through Review Chain
Service Reviewers, as the new owners of each proposal, are responsible for reviewing the proposal and submitting it to the next level in the chain. 

Service Reviewers review the proposal to ensure it is satisfactory and meets overall program criteria and priorities.  Proposals are reviewed for content, value, Service priorities, clarity, budget completeness, relevancy to DoD and/or Service mission requirements, etc.
The Legacy Tracker “Action and Review” tab has a comments section available to reviewers for adding comments.  If the proposal needs major modifications or is otherwise unacceptable, reviewers may return it down the chain or to the author with their comments clearly stated in the comments section of the “Action and Review” tab. 
The Legacy Tracker provides Reviewers with four different options to choose from when reviewing proposals:
1. “Save with No Action:” this allows the Reviewer to return to the proposal for further review at a later time.

2. “Return:” this option returns the proposal to the person in the chain immediately before the current step.  If the author needs to provide additional information, the reviewer selects the “Return to Author” option.  This option does not reject the proposal, merely returns it for clarification.
3. “Turn Down:” Reviewers select this option only when the Legacy Program should no longer consider the proposal for funding.  The Legacy Office requires that Reviewers provide a detailed explanation of the reason for the turn down (e.g., does not fit current Legacy funding criteria, can be funded by another source of money, etc.).  At this time, the author will receive an automated proposal turn down email and ownership of the proposal will revert back to the author. 

4. “Submit:” this sends the proposal forward in the review chain.

After selecting one of the above-listed options, the Reviewer will click the “Submit” button to process the selected action.
Reviewer Responsibilities

Each Service Reviewer in the review chain is responsible for reviewing and choosing the appropriate action listed above for each proposal in a timely manner to ensure that Service headquarters and DoD receive proposals by the specified due dates.  Please note that the Military Services may have their own internal deadlines that precede those of the Legacy Program.  Please consult with the appropriate Service Representative early in the RFP process to confirm deadlines.
The Legacy Tracker updates each proposal’s ownership status (e.g. Army Staff Reviewer, Army Secretariat Reviewer, etc.) based on a completed review action taken by each Reviewer. A proposal has completed a full review cycle when the proposal ownership is “DoD Reviewers.” This process ensures that every proposal receives sufficient consideration by a review chain specifically designed by each service.  In order for a pre-proposal to be approved for full proposal or approved as a Legacy project, it must reach “DoD Reviewers” status prior to the proposal review meeting. 
Due to time and travel restrictions, Legacy proposal review meetings are conducted with Service headquarters staff only.  Therefore, it is vital that Reviewers utilize the Legacy Tracker and the “Action/Review” tab to record comments and ensure a fair and objective review.  Delaying or skipping any steps in the proposal review process may keep a proposal from reaching the “DoD Reviewers” status.  This may jeopardize project approval during Legacy proposal review meetings.

Project Approval

Final decision on project approval rest exclusively on the Office of the Deputy Under Secretary of Defense for Installations and Environment (ODUSD(I&E)). All proposals approved for funding are updated in the Legacy Tracker to reflect their new status as projects.  Project authors receive an automated email notifying them of the approval.  At this point, the Legacy Office requires project authors to review their proposal and make any necessary adjustments to expected dates of completion.  This is often necessary if there is a delay in funding allocation.  If a project is not fully funded, it is also necessary to adjust the scope of work (SOW) accordingly.  
Disbursement of Funds

Advance Technology Branch Office, Huntsville Engineering & Support Center (Huntsville), manages disbursement and facilitates execution of Legacy funds to all recipients.  Obligation of funds requires acceptance of funds by recipient(s) through any of the vehicles listed below and acknowledgement by Huntsville that funds have been accepted.  Huntsville primarily uses three funding vehicles to distribute funds: 
Cooperative Agreements (CRADA)

A Cooperative Agreement is a legal instrument which, consistent with 31 U.S.C. 6305, is used to enter into the same kind of relationship as a grant, except that substantial involvement is expected between the DoD and the recipient when carrying out the activity contemplated by the Cooperative Agreement. A Cooperative Agreement is intended to be used with any educational, non-profit, or for-profit organization.
Military Interdepartmental Pay Request (MIPR) 

This is a type of interagency agreement used to place orders for supplies and non-personal services with a military department under the authority of the Economy Act.  Funds must be awarded and expended for in-house work by end of the Fiscal Year (FY).  MIPR funds can be obligated by the end of the fiscal year by means of an awarded contract to allow for funds to be expended in a following FY.  (Contract awards are for contract services only and do not apply to “in-house” labor and travel.)
Project Order

A Project Order is essentially a MIPR with the ability to "carry-over" some orders from one fiscal year to the next.  This freedom from the fiscal year-end accounting adjustments for ongoing, but unfinished work.  Note: Project Orders require recipients (all DoD Services, except Army Corps of Engineers) to perform at least 51% of the proposed work in-house.  Definitive SOW and a schedule are required.

Period of Performance

The Legacy Program awards funding each FY for a maximum 12-month period of performance.  Often, project managers identify additional efforts that will enhance the overall project goals during the first 12-month period of performance.  In this case, the Legacy Program welcomes the request for continuation funding during subsequent Legacy proposal cycles.  However, due to the fiscal nature of Legacy funds, the Legacy Program does not guarantee continuation funding.  Each proposal must produce stand-alone results.  This is a factor that the proposal review committee considers when reviewing proposals.  A project that will not produce stand-alone results will not receive Legacy funding. 
Occasionally, extenuating circumstances prohibit a project from being completed within a 12-month time frame.  Often, this is due to the time of year that the Legacy Program receives and awards funds.  For example, a proposed bird migration project anticipates receiving funds before a winter migration and funds are not awarded until the spring.  Therefore, the project will by default extend beyond a 12-month time period.  When this occurs, it is a simple process to request a project completion extension.  

The Legacy Program will consider a no-cost project completion extension when a project manager submits a written request through the appropriate Service Representative or, if applicable, to the Legacy Office defining the reasons for the extension and providing new completion dates for both the project AND the expected products.  

It is the responsibility of the project manager not to let a project become overdue.  The Legacy Program will not consider a project for continuation funding if previous year(s) efforts are overdue.

Progress Monitoring of Approved Projects

Once a proposal is approved and becomes a project, the Legacy Tracker becomes a tool for submitting products, monitoring progress, and ensuring specified due dates remain accurate.  At this stage, project author responsibilities include:
· Designate a project manager.  Often this responsibility falls under the Technical POC.

· Notify the respective Service Representative, if applicable, and a member of the Legacy Staff of any changes to contact information.
· Provide funding obligation and expenditure information as requested.
· Provide project reports and products in a timely manner.
· Project execution.
Submission of Expected Products to DoD and Services 

The deliverables – or “Expected Products” – of any project are the heart of the Legacy Program.  High-quality, professionally executed products are the conduit through which the results of a project are shared with others inside and outside DoD.  These products represent the Legacy Program, the project author, the project, the Military Service for which it is executed, and DoD.  
How to Submit a Draft Expected Product

The Legacy Program reviews all expected products prior to acceptance as a finalized deliverable. Users are required to submit by email to Legacy Staff and Service Reps a copy of all drafts for comment and review. The Legacy Staff and the Service Reps will then coordinate with the author and technical point of contact the implementation of all comments. Once all comments and edits suggested by Legacy Staff and Service Reps have been implemented, users will then use the steps described below for submitting expected products for final acceptance.
How to Submit Expected Products
The Legacy Tracker allows users to enter a list of expected products in the “Expected Products” tab during the pre-proposal and proposal stages.  Users may select from a large variety of different types of products, including, but not limited to, reports, strategic plans, GIS data, news reports, brochures, websites, etc.  The Legacy Office must receive and approve all listed expected products in order to successfully close out completed projects and process funding invoices.  In general, the Legacy Office requires two hard copies and one electronic copy for each final product.  The following details the process to submit products to the Legacy Office:
1. Access the project’s entry in the Legacy Tracker and click on the “Expected Products” tab. 

2. Select the “Submit” box next to each listed deliverable being delivered.  

3. Enter the title of the expected product.  The Legacy Tracker automatically populates the “Submission Date” field using the current date as the date of product submission.  

4. Enter any necessary comments to Legacy Staff and Service representatives.

5. Repeat this process for each expected product being delivered.  
6. Once all information relating to all products being delivered has been entered, click on the “Submit Expected Product” button to generate the report.  The form includes detailed mailing instructions to the Legacy Office as well as the Service Representative office, as applicable.

7. Print a copy of the report for each recipient of expected products and for each product.  Expected products delivered without the Product Form will be returned to sender with a request to resubmit with the correct form.
Types of Expected Products
The Legacy Office disseminates expected products to a wide audience, generally via DENIX.  Specifically, many Legacy products are located in the Conservation section of DENIX. 
Draft Products

Project managers are required to coordinate draft product review for each product with the appropriate Service Representative (for Service-level projects) and DoD Legacy Staff (for all projects).  Draft submissions ensure that Legacy Staff are aware of the progress, direction, and timeline of the project.  All timelines for review of the draft product(s) must be coordinated with Legacy Staff in anticipation of Final Product submission. Submitting draft products only in electronic form is preferred by the Legacy Program (unless paper dissemination is necessary). 
The Legacy Office will not accept any product submitted as “final” that has not received prior DoD Legacy Staff and Service-level review (as appropriate).
Standardization of Legacy Product Presentation

The following conditions must be met prior to final product acceptance by DoD Legacy Staff:

· The Legacy Project Number will be clearly displayed on all materials.  Contact Legacy Staff for assistance in determining the correct project number.
· The DoD Legacy Program will be credited with full or partial funding of the project, as appropriate.  This credit will be noted:

· On the product cover (see Expected Product Cover Sheet, below) with the Legacy logo for reports, pamphlets, etc.:
· Under special circumstances and with advance approval from Legacy Staff, the Legacy logo may also be placed on the inner title page of some publications.
· With the Legacy logo, appropriately placed on the document, for handouts, posters, etc.

· In the introduction/executive summary section of any product/report

· In any acknowledgements section of any product

· In any presentation about the project in any form, such as articles, lectures, workshops, etc.

· For media releases, articles, etc.: 

· reference the program as “Department of Defense Legacy Resource Management Program” 

· include Legacy Staff contact information 
· A standardized Expected Product Cover Sheet will be used for all submissions.  Expected Product Cover Sheets need not be physically bound to the final product, but must be included.

· A cover sheet template is available in Word document format 
· A sample cover sheet is available in Adobe PDF format
· Both documents are available on the DoD Legacy website at http://www.dodlegacy.org/legacy/intro/guidelines.aspx
· The MIPR, Cooperative Agreement, or other funding document reference number will be included, at a minimum, in the introduction/executive summary section of any product/report
The Legacy Program logo, available on the Legacy website in GIF and EPS formats, will be used as noted above.  Further use of the logo will be considered on a case-by-case basis in consultation with Legacy Staff.

Final Products
When submitting final products, all correspondence is to be accompanied by the Product Submission Report as discussed above.  Complete the report form, print it, and include it with the type and number of deliverables as listed below.  Note that final documents may be used by the Legacy Program in several ways and thus may have certain caveats and requirements.
Public Documents

All products completed using Legacy funds may be released to the general public by the DoD Legacy Program.  Should the products contain sensitive information not suitable for public release, a public version of the document must also be provided to Legacy Staff.  All final products turned in to Legacy Staff will be considered for posting on the public side of the DENIX website and for public dissemination at conferences, symposia, and workshops.  For documents with sensitive information, the original copy may be posted on the DoD-only side of DENIX, while a “public” version will be posted on the publicly accessible area of DENIX.
Products Delivered as Hard Copy 
For Service-level projects: send two copies of all final deliverables to the DoD Legacy Staff and one copy of all final deliverables to the Service level Manager.  For DoD projects: send two copies of all final deliverables to the DoD Legacy Staff.
Products delivered on CD/DVD
An electronic version of all deliverables is required for submission.  Portable Document Format (PDF) is the preferred format and the minimum requirement for submitting expected products on a CD/DVD as appropriate. The Legacy Program also encourages users to submit all “editable” files (Word documents, Excel charts, etc) from the project.  Electronic photographs of, and from the project are also highly desirable.
Electronic files should be presented on a CD/DVD, labeled with the project name and number, and submitted with the hard copy expected products as listed above.  
Fact Sheets 
The Legacy Office requires a project fact sheet as a deliverable, beginning with all projects funded in FY 2005.  The Legacy Office uses fact sheets primarily for outreach as well as to respond to any applicable requests for information on the Legacy Program.  This is a concise way to highlight successful conservation efforts on DoD lands.

Fact sheets are due to the Legacy Office at the completion of the project.  The expected due date of the fact sheet is the same as the expected project completion date.  

For continuation projects, fact sheets are due at project completion for each year of fiscal funding.  There is no guarantee that Legacy will fund a project for multiple years, therefore, each year of effort must produce results that are stand-alone.  Fact sheets may include findings from previous years if inclusion helps to clarify results.

A standardized template for the required fact sheet is provided in the Downloads section of the Legacy website under Guidelines.  The template describes required sections, font size, etc.  Legacy encourages the use of photos and other relevant graphics to illustrate projects.  Project fact sheet does not require the use of a cover page; project cover pages are required for all other written expected products. Visit Fact Sheet Frequently Asked Questions for more detail.
GIS Data

Submission of GIS data must follow all current FGDC content standards. GIS data must be delivered to the Legacy Program Office on a CD ROM without licensing or usage restrictions.  See “Products delivered on CD/DVD,” above, for more information on submitting electronic products. All GIS data collected during the implementation for a Legacy project becomes the property of the Department of Defense.
Rights to Reports, Audio/Visual and Graphical Products

All reports, audio/visual media, recordings, footage, still pictures, etc, recorded, or produced with Legacy funding shall remain the intellectual property of the DoD Legacy Resource Management Program.  All footage or audio/visual material shall not have any kind of license, copyright, or other encumbrance.  Materials produced using Legacy funding will not be sold for a profit.
Bi-Annual and Final Reports
Bi-annual reports are required for all projects and should be submitted using the Progress Report Tab (see figure 5).  The first report is due six months after the date the funding documents are finalized for an approved project.  Project managers must complete this report form and submit it to the Service-level Manager for Service projects and to the Legacy Staff.  Project managers must select appropriate due date from drop down menu prior to submittal of progress report.  Project managers will receive an automated email when the report is due and will have 30 days to complete and submit the report accordingly.
Users are also required to complete and submit the “Bi-Annual” report upon completion of project.  Please note that this report form is in addition to whatever final report or expected products are produced as part of the project.  The final report form is to be submitted along with the final expected products as described above.
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Figure 5 Progress report form page. Please note user must select due date of progress report by clicking on the drop down menu arrow.
Disclaimer

The presence of hyperlinks to sites and documents outside of DoD do not necessarily constitute an endorsement of the information contained therein.
Appendix A:
Legacy Tracker - Project Field Descriptions
ADMINISTRATIVE TAB

Author:  Person who created the proposal. 

Owner:  This locked field indicates who within the Legacy Program has edit rights to the current document.  The owner value changes only when the current owner saves the proposal with an action to send the document to the next person in the proposal review chain. 

Project Title:  Title given to the project at the time of creation. 

Service Sponsor:  The Service Branch that has agreed to sponsor and is coordinating the current proposal. This field can have a value of a Service name or DoD. 

CMD Division:  The Service Command name responsible for project oversight. 

Installation:  The primary DoD installation submitting the proposal. 

Secondary Installation:   A Secondary DoD installation is required when proposals are submitted as a joint effort between two installations. 

State:  State of the primary installation. 

Country:  Country of the primary installation. 

Continuation Project:  Has the current project been funded in previous years by the Legacy Program?  If yes, provide previous project number.

Expected Completion Date:  Intended completion date. 

Field Location:  The location where the project will be executed.  This could be a site location or simply an installation name.  This field is visible only by the project owner. 

Primary Theme:  The DoD project theme which most closely matches the project's focus.
Secondary Theme: A secondary DoD project’s focus (optional).
Project Category:  The category which most closely describes the project's purpose. 

Other Funds Available?:  Is the project currently funded or intended to be funded by sources other than the Legacy Program? 

Describe Funds:  Describe funding source, funding amount, and the specific objectives (including deliverables) to be executed using outside funding. 

RESOURCES TAB

Resource Type:  Resource type can be Natural, Cultural, or Integrated (Natural and Cultural).

Area of Emphasis:  Area which most closely matches the project's emphasis. 

PURPOSES TAB

Legacy legislative purposes outlined by congress in 1991 and revised in 1997.  Please select all purposes which pertain to the current project. 

FEDERAL REGULATIONS TAB
Natural and cultural resource regulations which the project supports. 

BUDGET DETAIL TAB
This section indicates how funding is intended to be allocated for the project.  ENTER ITEMS ONLY FOR THE CURRENT FISCAL YEAR.  Address future budget items in the "Describe Follow-on" section. 

Type:  Funding item type:  can be in-house (installation personnel) or contract (contractor or organization personnel). 

Item:  Budget Item.  Choose the most appropriate from the drop-down list. 

Cost:  Funding for the current budget item. 

Description:  A one-sentence description of the budget item. 

An example of a detailed budget follows:

	Type
	Item
	Cost
	Description

	Contract
	Salary
	$2,000
	Research/Adm Asst part-time (20%) for 3 months 
@ $20,000 / yr. 

	Contract
	Salary
	$12,000
	Writer part-time (80%) for 3 mos @ $60,000 / yr. 

	In-house
	Salary
	$6,125
	Producer part-time (35%) for 3 mos @ $70,000 / yr. 

	In-house
	Travel
	$400
	2 Persons in undetermined location for 2 days at 
$100 / person / day 

	In-house
	Travel
	$1,000
	2 persons from Washington, D.C. to undetermined location at an estimated $500 / person 

	Contract
	Travel
	$400
	2 People in Miami for 2 days @ $100 / person / day 

	
	Total
	$21,925
	


PROJECT DETAIL TAB
This section records the detailed text of the project. 

Project Synopsis:  2 line project summary.  NOTE:  Do not copy project title into this section.

Abstract:  Project abstract should include a brief summary project's goals and objectives. 

Background:  Project background should describe any previous efforts undertaken by the submitter and/or any background research which is relevant to the current project. 

Approach:  Project Approach should describe in detail the intended method to achieve the project's goals and objectives. 
Benefits to Military:  This section should describe how the proposed project will benefit the military in terms of environmental security. 

Primary Personnel:  This section should provide the full name, company, and position of each primary team member that will work on the proposed effort.  This should correlate with salary request in budget detail section.

Partners:  This section should name any potential or current partners that will contribute to the proposed effort.

Will you be uploading a map or figure?  User can upload a map attachment to the proposal. Only ONE file allowed, file can only be in PDF format, and file size must be less than 2mb. Uploading a second file will overwrite the existing file. Map or Figure title (of less than 50 characters) must be entered prior to uploading the file.
FOLLOW ON WORK TAB
This section records potential follow on actions to the proposed project and records anticipated funding request for follow on funding years.  There are three different options: 

1) Project has no forseen need to request funding for future years. 

2) Project has follow-on work necessary to complete current proposed effort (user has explicit intention to request more funding to complete current proposed project). 

3) Potential proposal ideas that could be submitted as new projects in the future (user would recommend this activity for furthering scope of proposed project in future).
EXPECTED PRODUCTS TAB
This section records all deliverables which will accompany the completion of the project as funded this fiscal year.  INCLUDE ONLY PRODUCTS TO BE DELIVERED FROM CURRENT FISCAL YEAR FUNDING. 

Product Type:  Type of product to be delivered.  Choose the most appropriate from the list. See Appendix B for a list of definitions.
Brief Description:  A single sentence describing the product. 

Date Due:  The intended delivery date of the product.  This value must be the same as or before the project's scheduled completion date. 

TECHNICAL POC TAB
The contact information for the person responsible for submitting the project proposal and ensuring its successful completion. 

FINANCIAL POC TAB
The contact information for the person responsible for contracting at the organization receiving funds. 

DoD TAB
This section is for internal Legacy Staff use only.

ACTION & REVIEW TAB
This section determines what action is taken when the proposal is saved.  The choices are described in the Proposal Review Process section above. 

Comments:  This section is used during the proposal review in order to provide comments on the proposal at each stage of review.  When 'returning' a proposal to the sender, the reviewer should use this section to explain why the proposal was not passed up the chain for submission.  Enter comments in the comment box, select appropriate option in drop down menu, and then click on the Submit button to enter your comment on the proposal. You may edit existing proposals only if you are the owner of the proposal.

Appendix B:
Expected Product Type Definitions List

Admin Support:  The set of measures undertaken in support of a project with relevance to a DoD supported initiative; typically does not include normal labor in the execution of a project.
Audio Recording:  A record of sound; audio media that could be reproduced (replayed) successfully. *Delivery in digital format only.
Book:  A written work or composition that has been published (printed on pages bound together) intended as a compilation of known facts regarding something or someone. Often a Thesis.
Drawings:  A graphical representation or illustration of an object or event; an engineering CADD drawing.
Exhibit:  A presentation of a topic through a display with or without an oral presentation during a conference, staged event, or permanently displayed at a secure location, may include booths, displays, and posters.
Fact Sheet:  A 1 or 2 full pages document to be used primarily for outreach as well as to respond to any applicable calls for success stories; typically a Fact Sheet provides a brief overview of a project and a summary of the project findings, undertakings, stepping stones, and outcome.
Final Report:  A Final report is a fully formatted organized document that combines in a single document all agreed upon deliverables of a project and states in detail all the facts, findings and conclusions about a project. 

GIS Data:  FGDC content standard compliant digital data that capture, verify, store, manipulate, query, analyze, and display geospatial data referenced to their location on earth; Thematic and attribute GIS Data delivery must follow all current strict quality control and assurance outlined and commonly known as FGDC Metadata standards. Typically, GIS data refers to data that is compatible with or equivalent to ESRI 8.x data format (Legacy has 9.x capability and is recommended format). 
Hardware:  A device constructed with the intention to be used for a specific purpose or goal.+
Interview Script:  Written version of the communication transcending from an Interview or from transcribing narration of Oral History

Inventory:  Tabulation of natural and cultural resources within an installation, habitat, area, or region.
Management Plan:  A Management Plan is a fully formatted organized document with the purpose of outlining course of action when implementing best practices recommendations for a specific objective. Typically, a Management plan states details of best practices, and procedures, to be implemented while implementing a project or scheduled action.
Map:  Detailed plane surface representation of a region or study area.
Monitoring Results:  Compilation, tabulation, listing, etc. of data as a direct result of monitoring the presence, recurrence, availability, composition, quality, quantity, etc. of a study subject.
News Report:  Successful publication of an article in a reputable Newspaper media; a showcase of a project in reputable TV News media.
Outreach Tool:  An item produced with the primary purpose of disseminating valuable information among different parties on a specific subject. Typically, outreach tools are used to educate the general public on a specific subject.
Pamphlet:  A brochure intended as a quick reference, or brief publication of a specific subject; typically pamphlets are intended to be used as educational tools or for public outreach.
Photos/slides:  Graphical illustration in the form of a still image or a computerized rendition of an object, preferably in color. *Delivery required to be both printed and electronically (uncompressed); in non-proprietary format (JPG, TIFF, or PNG) and with a minimum resolution requirements of 5 Mega pixel’s, 800 x 600 pixels rendition. Note: film negatives may not replace electronic deliverance. 
Protocol:  A concise and accurate document that prescribes the order, methodology, logic, or steps to follow to make certain there is a clear understanding of how to accomplish any number of tasks.
Prototype:  An original type, form, or instance of a model or product that is the basis for which later stages or versions of the model or product are based upon.
Publication:  Successful publishing of an article in a reputable scientific journal; usually peer-reviewed.
Restoration:  Improvement of ecological conditions of a landscape, natural habitat, etc. (natural resources); Curation of artifacts of historical or archaeological value (cultural resources).
Software:  A computer based program or routine with a specific purpose and to be used on DoD designated target platform (Windows operating systems); typically software is to be distributed to users on a CD-ROM or accessed via the internet (platform independent).
Strategic plan:  A Strategic plan is an organized document with the purpose of charting a scope and recommend specific goals and objectives following close attention to best management practice recommendations for a specific project. Typically, a Strategic plan states details of recommended procedures, and overall goals best suited for the region or subject.
Technical Note:  A Technical Note is a document showcasing a specific project with the intention to provide an overview of the work’s accomplishments and to encourage similar projects with similar attributes elsewhere; typically a Technical Note is a requested document, by invitation, from the Legacy Program.
Technical analysis:  A Technical analysis is an organized document with the purpose of affirming categorically the findings or conclusions of an investigation; typically it is a technical report providing a professional evaluation of a study or project, accompanied by a list of best practices recommendations and or next steps.
Technical report:  A Technical report is an organized document with the purpose of presenting facts and conclusions about your project. Typically, a technical report includes details about the tasks engaged, procedures, technical concepts, as well as graphical depictions of designs and data. A technical report also follows a strict organization.

Tour Literature:  Tour Literature is the type of document that shows, in order, a description, and related facts for each presentation, destination, and or locality, of a tour.

Training:  To provide practical hands-on experience or technical instruction to a group or individuals.
Training Development:  Development of a course, student materials, and instructors guides, for the purpose of training; typically training development may lead to course development or web-based courses.
Video footage:  Includes all graphical imagery (including still imagery) in either raw format or edited for publication.
Website:  Typically a web page that has been enhanced, created, and or produced for viewing  over the internet with the objective of broadcasting training courses, educational/outreach material, real-time delivery of monitoring data, reports, and subject specific information.
Workshop:  A gathering for the purpose of emphasizing hands-on training, demonstration of techniques or procedures, problem-solving discussions, or involvement of the participants in an open discussion of related topic.
Appendix C:
Sample Letter of Support for Non-DoD Applicants

17 November 2004

MEMORANDUM

From:
LT Tracy L. Maini, Navy Dare Targets Officer

To:
Peter Boice, Legacy Program Office

Subj:
NAVY SUPPORT FOR DOD LEGACY PROPOSAL FY05 IRT PRESCRIBED FIRE PLAN FOR DCBR

1.
As the Navy Dare Targets Officer at Naval Air Station Oceana, it is my responsibility to oversee operations on the Navy side of the Dare County Bombing Range (DCBR). The Navy Range Manager, Mr. Harry Mann, has direct control of all operations at the range. Mr. Mann reports to me, and I in turn report to my superiors in the Navy chain-of-command. Additionally, I liaison with Air Force personnel from the 4th Operational Support Squadron (4OSS) regarding range business.

2.
I have spoken with Mr. Robert Mickler at ManTech Environmental Technologies regarding a DOD Legacy proposal to reintroduce a prescribed fire plan into the coastal plain ecosystems to reduce wildland fire risk. Mr. Mickler provided me with background and amplifying information about this proposal and gave me the written abstract detailing the plan.

3.
On behalf of Mr. Mann and the Navy Dare Bombing Range, I offer my full support of this project. Please keep the Navy informed of the progress via Mr. Mann.







  //signed//
T. L. Maini

Appendix D:
Regulations Concerning Purchased Equipment
Applicants are hereby referenced to DoD regulation 3210.6-R, paragraph 32.34 on page 32-30 for details on ownership of equipment purchased with Legacy funding. In general the title for equipment purchased with Legacy funding is vested in the recipient.  However, subparagraph (g) on page 32-32 talks about equipment that is no longer needed-  if the equipment is valued at more than $5,000, several steps must be followed, to include returning the equipment, title transfer, etc. Links to these documents are included in Appendix F
Appendix E:
Regulations Concerning Overhead Rate
For information regarding overhead rates, applicants are hereby referenced to DoD regulation 3210.6-R, paragraph 32.27 – “Allowable Cost” on page 32-26.  Allowable cost are determined by the entity incurring the cost. Links to these documents are included in Appendix F
a.       Government Organizations -  refer to OMB Circular A-87

b.       Non-profit organizations – refer to OMB Circular A-122

c.       Higher educational institutions – refer to OMB Circular A-21

d.       For-profit organizations   - refer to OMB Circular A-122, attachment C

Appendix F:
Download Links

Legacy Program:

Resources:

Fact Sheet Frequently Asked Questions: http://www.dodlegacy.org/legacy/intro/faqs.aspx 
Legacy Logo: http://www.dodlegacy.org/legacy/intro/guidelines.aspx (in “Downloads”)
Legacy Tracker Manual v3 (PDF): http://www.dodlegacy.org/legacy/legacy_manual.pdf 

Service Level Managers List: http://www.dodlegacy.org/legacy/intro/contact.aspx
Sample Documents:

Sample Fact Sheet (PDF): http://www.dodlegacy.org/legacy/intro/sample_factsheet.pdf 
Sample Expected Product Cover Sheet (PDF): http://www.dodlegacy.org/legacy/intro/cover_sample.pdf 
Sample Letter of Support for Non-DoD Applicants (see Appendix C)

Templates:

Fact Sheet Template (Word Document): http://www.dodlegacy.org/legacy/intro/factsheet_template.doc 
Expected Product Cover Sheet Template (Word Document): http://www.dodlegacy.org/legacy/intro/cover_sample.doc 
Legacy Logos:

GIF Format (186 K): http://www.dodlegacy.org/legacy/intro/dod_legacy_logo.gif 

EPS Format (1 MB): http://www.dodlegacy.org/legacy/intro/DoD_Legacy_Logo_Vector_File.eps
Online Resources:
Defense Environmental Network Information Exchange (DENIX): www.denix.osd.mil 

DENIX Conservation Section: https://www.denix.osd.mil/denix/Public/Library/NCR/toc.html 
DENIX Legacy Section: https://www.denix.osd.mil/denix/Public/ES-Programs/Conservation/Legacy/legacy.html 
Legacy Resource Management Program website: www.dodlegacy.org 
References:

DoD Regulation 3210.6-R 32- Administrative Requirements for Grants and Agreements with Institutions of Higher Education, Hospitals, and other Non-profit Organizations http://www.dtic.mil/whs/directives/corres/pdf/32106r_041398/part32b.pdf

OMB Circulars for Educational and Non-Profit Institutions: http://www.whitehouse.gov/omb/circulars/index-education.html

OMB Circulars for State and Local Governments: http://www.whitehouse.gov/omb/circulars/index-slg.html
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The expected products definitions list is under Office General Counsel (OGC) legal review, and these definitions may change in the near future without prior notice.





The statement below is under Office General Counsel (OGC) legal review. Users are referenced to DoD Regulation 3210.6-R for full instructions regarding purchased equipment.





The statement below is under Office General Counsel (OGC) legal review. Users are referenced to DoD Regulation 3210.6-R for full instructions regarding overhead rates and allowable costs.
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