
7/25/2023

The Importance of Developing a 
Proposal Preparation Schedule
PRESENTED BY:  Jenny C. Servo, Ph.D
              Dawnbreaker
  jcservo@dawnbreaker.com©DAWNBREAKER 2023 1



27/25/2023

AGENDA
• What is involved with developing the 

application package?
• Overview or application elements

• How many weeks until DOE Phase I 
applications are due?

• 13 weeks

• Lining up support
• Tutorials to assist you

• DOE Phase 0
• Podcasts and pdfs

• Week by week schedule with details
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 What is involved with  
 developing an application?
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The DOE Phase I  SBIR/STTR Application 
Package

In order to apply for a DOE SBIR/STTR award you need to 
• First submit a Letter of Intent (LOI) through the system called Portfolio 

Analysis and Management System (PAMS)
• Prepare a research proposal (called a “Project Narrative”)
• and a Commercialization Plan
• with an accompanying budget and
• resumes of those who will do the work
• A public abstract
• A variety of forms and attachments
• Register with the System for Awards Management (SAM)
• Submit the application through a system called Grants.gov
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1.0  Identification and Significance of the Problem or Opportunity, and Technical 
Approach 
2.0  Anticipated Public Benefits 
3.0  Technical Objectives 
4.0  Work Plan
5.0 Link the Work Plan to the Technical Objectives 
6.0  Performance Schedule 
7.0  Facilities/Equipment 
8.0  Research Institution 
9.0  Other Consultants and Subcontractors 

Is there an Outline for the Project Narrative?

Check the outline in the new FOA when released on August 7
©DAWNBREAKER 2023 5



Item Project Narrative Budget justification Biographical sketches Project 
Summary/Abstract

Page numbers 15 pages Not specified Recently changed 1 page

Other Follow guidelines in DOE 
Funding Opportunity 
Announcement

Can’t exceed amount 
specified in Topics 
document

Follow guidelines in 
DOE Funding 
Opportunity 
Announcement

PDF format

Focus on content first and 
then format

Direct and Indirect 
rates

Secure letters of 
various types

Use template

No proprietary info

How big is the proposal / application?
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How will you make time available 
during the Summer?
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• If you have never prepared an SBIR/STTR proposal before and 
have not registered with any of the systems mentioned, 

• Starting now, assume 10-12 hours a week of effort between now and the 
due date.

• What are your commitments during the summer
• How will you add this to your schedule?

• Early mornings; late nights; week-ends
• Decide if you can make the time commitment
•  Talk with your support network

• Family and friends

Think hard about your available time?
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What resources are available to help 
you?
• Small Business Development Centers 

(SBDC)
• Procurement Technical Assistance Centers 

(PTAC)
• Minority Business Development Centers 

(MBDC)
• DOE Phase 0 program

• If you have never submitted and SBIR/STTR 
application to DOE previously

Line up these resources now!
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• Why do you need on-going assistance from 
a service provider?

• If you only get feedback from a service provider 
when you have drafted your Project narrative, 
you will have insufficient time for course 
corrections

•  Assistance will increase the likelihood that you 
will pass the administrative review

• A service provider helps you to keep this project 
a priority and helps keep frustration in check

• Writing a proposal for the first time is 
complicated
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See SBIR.govHow do I find  Support Organizations in my Area?
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For First time 
Applicants
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https://doetutorials.dawnbreaker.com/
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Mix of excitement with frustration
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Download all relevant Materials into a folder on 
your desktop
Topics Document, Funding Opportunity 
Announcement (FOA) – check for updates

Letter of Intent (LOI), Phase I Grant 
Application

©DAWNBREAKER 2023 15Google Search:  DOE SBIR FOA
There are many other docs to download from this site



What should you do before the LOI is due?

©
DAW

N
BREAKER 2023

16



177/25/2023

• A responsive proposal has synergy between 
DOE’s needs and your capabilities

• It is TOO easy to focus only on your needs 
and that is mistake!

• Start by listening to what DOE is saying …..
• Most applicants will think they are doing that

• How do you check to make sure you hear 
what DOE is saying?

• Explore all references; 
• Reach out to Topic Manager

• Understanding what DOE is asking will 
minimize getting a non-responsive LOI letter

Why is it important to study 
the topics document?
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Dear [Insert Topic Manager Name]

By way of introduction my name is [insert name] and I am [describe 
affiliation]. I have reviewed the current DOE SBIR/STTR Topics Document 
and am interested in Topic#, Subtopic Y. After reviewing the topic and 
subtopic carefully, as well as the links and references, I  have a few lingering 
questions that I would like to discuss with you.  Would you have time in the 
next couple of days for a brief, 10-15 minutes phone call? A brief 
conversation with you will help me determine if I can submit a responsive 
proposal. Are you available at [insert time] for a brief conversation?

My questions relate to: [insert 1 or 2 of your key questions – the following is 
an example -technology approaches - are there certain approaches which 
are of no interest to DOE? what are the performance expectations in Phase I 
as opposed to Phase II? ]

Thanks for your consideration of my request.

Sample e-mail 
to Topic 
Manager
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REGISTRATIONS
• Portfolio Analysis and Management       

System (PAMS)
• Required to submit your Letter of Intent

• System for Awards Management (SAM)
• The most complex, takes time, many stops and 

starts; required to submit DOE application
• All PTACs provide free assistance – Utilize!
• Business Official should be involved
• EIN number required

• There are other registrations required by 
DOE – but do these first
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Project Narrative
• This is the most important part of the 

application package
• If you do not do this well, everything 

else is for naught
• Start drafting the sections called 

“Identification and Significance of the 
Problem or Opportunity and Technical 
Approach”

• And “Anticipated Public Benefit”

©DAWNBREAKER 2023 20



1.0  Identification and Significance of the Problem or Opportunity, and Technical 
Approach 
2.0  Anticipated Public Benefits 
3.0  Technical Objectives 
4.0  Work Plan
5.0 Link the Work Plan to the Technical Objectives 
6.0  Performance Schedule 
7.0  Facilities/Equipment 
8.0  Research Institution 
9.0  Other Consultants and Subcontractors 

Is there an Outline for the Project Narrative?

Check the outline in the new FOA when released on August 7
©DAWNBREAKER 2023 21
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• “Identification and Significance of the 
Problem or Opportunity, and Technical 
Approach”

• Define the specific technical problem or 
opportunity addressed by your application. 
Provide enough background information so 
that the importance of the 
problem/opportunity is clear. Indicate the 
overall technical approach to the 
problem/opportunity and the part that the 
proposed research plays in providing needed 
results.

This is from the previous FOA. Usually doesn’t change – but check 
when new FOA released
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Anticipated Public Benefits
• “Discuss the technical, economic, social, and 

other benefits to the public as a whole 
anticipated if the project is successful and is 
carried over into Phases II and III. Identify 
specific groups in the commercial sector as 
well as the Federal Government that would 
benefit from the projected results. Describe 
the resultant product or process, the 
likelihood that it could lead to a marketable 
product, and the significance of the market.”

©DAWNBREAKER 2023 23

This is from the previous FOA. Usually doesn’t change – but 
check when new FOA released
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OBJECTIVES
• “State the specific technical objectives for 

the Phase I research and development. “
This is from the previous FOA. Usually doesn’t change – but check 

when new FOA released

• The work plan, which you will draft next 
relates to these objectives and must 
describe who, what, when, where, how.

• When you get to this point you can start to 
work on the budget and clarify once again 
the people and facilities you will need to 
complete the work.
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• A Letter of Intent (LOI) is NOT a letter!

• If you do not submit an LOI, you may not 
submit a DOE application on that 
topic/subtopic!

• Be sure PAMS registration is in order so that 
you can submit LOI

• Follow DOE’s instructions for LOI and look at 
example

• Thorough preparation will minimize likelihood 
of receiving a non-responsive letter from DOE

• Even if you receive a non-responsive LOI you 
can submit an application on that topic
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Where are the Letter of Intent Guidelines?
Topics Document, Funding Opportunity 
Announcement (FOA) – check for updates

Letter of Intent (LOI), Phase I Grant 
Application

©DAWNBREAKER 2023 26Google Search:  DOE SBIR FOA
There are many other docs to download from this site
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Is there really a sample LOI?

©DAWNBREAKER 2023 27

Does DOE really provide an example of an LOI? Where is it?
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After you submit the LOI.. 
Keep working
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Shift attention to
other parts of the 
Application  Package
 . Budget
 . People
 . Commercialization 
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What to work 
on after 

submitting the 
LOI?

©DAWNBREAKER 2023
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Finance and Commercialization Tools
Use Bureau of Labor statistics for rates

DOE Commercialization Plan Guidelines

©DAWNBREAKER 2023 31
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• Subcontractors
• Consultants
• Letters of Support

What 
type of 
letters to 
I need?

©DAWNBREAKER 2023 32

https://uncw.edu/sparc/resources/toolbox/letterofsupport.html
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Customized Assistance – Checking , shaping, formatting
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• This is all we will cover today! My 
objective has been to show you want is 
involved with preparing a responsive 
application package, so that you can 
plan

• If you have never submitted an 
SBIR/STTR proposal before, be sure to 
check out the DOE Phase 0 program 
which provides free assistance to new 
applicants

• https://doephase0.dawnbreaker.com/

©DAWNBREAKER 2023 35

https://doephase0.dawnbreaker.com/
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Thank you for joining me today!

Be sure to follow us on Twitter!
https://twitter.com/dawnbreaker

Please take a moment to complete our short 
survey!

https://forms.office.com/r/6YrR222VUW

https://twitter.com/dawnbreaker
https://forms.office.com/r/6YrR222VUW
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