TEN STEPS TO YOUR TANDEM EXPERIMENT
Step #1:  Proprietary User's Agreement 
NOTE:  Step # 1 is ONLY required if you are conducting proprietary research. Non-proprietary users may begin at Step #2 and will be asked to complete a Designated User Facility Agreement upon check-in at the Users' Center (Step # 10).   Users from DOE facilities are not required to sign user agreements.
Proprietary research is work conducted under a Class Waiver for Proprietary Users of Energy Research Designated User Facilities. Such research may be conducted by private individuals, representatives from educational institutions, nonprofit organizations, or industry. 
Under the terms of the DOE Class Waiver, the user is obligated to pay the full-cost recovery rate for Tandem usage. In return, the user has the option to take title to any inventions made during the proprietary research program and to treat as proprietary all technical data generated during the proprietary research program.
Special procedures are in place for proprietary research and must be adhered to prior to performing any proprietary experiment at the Tandem.   The terms and conditions under which proprietary research may be conducted at the Tandem are set forth in the Tandem Proprietary Users’ Agreement .  This is a one-time process, which takes time to complete.  We recommend that you provide enough time to initiate and complete a Proprietary Users’ Agreement before you plan to come to BNL.  
Such an Agreement is between the legal entity sponsoring the research (i.e., the private individual, university, or corporation) and Brookhaven Science Associates (BSA), operator of Brookhaven National Laboratory. A single User's Agreement can cover numerous research proposals over an extended period of time. The Agreement is prepared by the BNL's Office of Intellectual Property and Sponsored Research. Requests for a prepared copy of the Agreement and any questions pertaining to negotiating such an agreement should be directed to BNL's Office of Intellectual Property and Sponsored Research at (631) 344-3035 or lneiger@bnl.gov .
Step #2:  Request Beam Time at Tandem

Complete a TVDG Time Reservation Form http://tvdg10.phy.bnl.gov/Reserve%20Time.html and a Tandem Facility User Questionnaire http://tvdg10.phy.bnl.gov/usrquest.html .
Step #3:
Financial Accounts

Accounts are established by the user’s home institution via a purchase order.  Use of the Tandem van de Graaff is billed based on an annually established hourly rate.  These rates can be found at:  http://www.bnl.gov/budget/StdRates.asp . 
The purchase order should clearly state:
· Name of the principal investigator  

· The words “for proprietary research” or “for non-proprietary research”
· The total not to exceed $US dollar value

· The expiration date of the purchase order
Non-federal users must provide an advance payment prior to any beam use.  An invoice for the advance payment will be mailed to the user when beam use is scheduled.  The advance amount is intended to provide sufficient funding to ensure that work can proceed without interruption due to delays in billing and payments.  As the use of the Tandem van de Graaff facility is customarily of limited duration, most users of the facility will be required to provide full payment prior to any beam use.  Access to the facility for experimental purposes will be denied if advance payment cannot be verified.
Upon completion of the contract terms, any remaining balance will be returned to the user upon request.

Questions regarding accounts should be directed to:  BNL Budget Office, Brookhaven National Laboratory, Bldg. 460 P.O. Box 5000, Upton, NY 11973-5000 or to Phone: 631-344-7957, Fax: 631-344-2149, or e-mail: Irving@bnl.gov .
Step 4: Registration

If you hold a valid BNL ID card, this step is not required.  If you have an expired BNL ID, contact the Guest, User, Visitor Center, e-mail address:  guvcenter@bnl.gov or at 631-344-3333.  Please note that under certain circumstances, approvals can take from 30 to 90 days to obtain.   We encourage you to provide BNL with enough time to obtain approvals that are required.  
Step 5: Arrival Notification

Guests must notify Brookhaven of their actual arrival and anticipated departure dates.  They can do this on-line.  A guest number is required to access this system.  New guests will receive BNL ID numbers via e-mail. 
Step 6: Reserve Housing

Contact the BNL Housing Office at 631-344-2551 or Complete Registration Form.
Step 7: Training

Training requirements for use of the Tandem facility and links to take the web-based training courses can be found at:  http://www.bnl.gov/userscenter/Training/tandem1.asp .  Taking the on-line courses before you arrive will shorten your check-in time substantially.
For those who have been here before, you can check your own training records and see what training you need to re-take on the BNL Training Site. 
Step 8: Arrival at BNL

Note: You must bring identification with you.  See Identification Requirements for Guests And Visitors
Maps & Directions to Brookhaven National Lab
Step 9: Pick Up Room Key

Keys can be picked-up at the Housing Office, Building 400, Monday through Friday between the hours of 8:00 am and midnight. During other times, keys can be picked-up at Safeguards and Security Division/Police Headquarters, Building 50.
Locate Building 50 on the BNL campus map (PDF).
Step 10: Check-In

Check in at the Guest, User, Visitor Center, Building 400A on Brookhaven Avenue (see BNL campus map). Business hours are 7:00am to 7:00pm, Monday through Friday.
All users of the Tandem van de Graff must sign a Commitments and Expectations Statement and have a user agreement in place prior to conducting any research.  If you are a proprietary user and do not have a Proprietary User Agreement (Step #1) in place prior to arrival at BNL, you will not be able to conduct your planned research.  Non-proprietary users may complete a Designated User Facility Agreement upon arrival. 
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