Information and Instructions for the JLab LDRD Project Annual Reports
Each year the lead scientist for each of the laboratory’s LDRD projects must provide the LDRD Program Manager (Larry Cardman) on or before October 29th with three documents:

· a one page scientific report;

· a listing of publications resulting from the LDRD project and of Workshop/Conference presentations made describing work supported by the project; and

· the answers to the questions posed in the questionnaire below.

The purpose of the first document (the scientific report) is to give a brief overview of the project, and to summarize the research and development efforts, the outcomes and the results.  It will become a public document and posted online, therefore no proprietary, sensitive, or competitively disadvantageous (to the Laboratory or lead scientist) details should be included; overview and/or general descriptions typically fulfill the reporting requirements.  This is not a stand-alone or formal scientific publication, so detailed methodological descriptions, references, and footnotes typically are not included.  

The purpose of the second document (publications and workshops/conferences) is to summarize the public visibility of the project in the larger scientific community, and to provide references on the status and progress of the project.  Fill in the document by listing (on as many pages as necessary) the references to the publications and workships/conferences using standard reference format. 
The purpose of the third document (the questionnaire) is to permit us to complete the formal report on the LDRD program that has been requested by DOE each year.  The questions are precisely those they are asking us to report on for each of the LDRD projects.  Note that the answers to the questionnaire should simply be inserted in the right hand column of the questionnaire. 
Please use the template provided online for these three documents, and provide them in a single MSWord file. 
The LDRD Program Manager will submit the laboratory’s annual report on its LDRD program to to the DOE Office of Science LDRD Program Director through the DOE Site Office.  The overall report will have a summary, and then the three documents provided by each of the ongoing LDRD projects at the laboratory.
