EERE G 451.001 
Step-by-Step 
EQ-1 Submission Guide for DOE Award Recipients

The purpose of completing the Environmental Questionnaire (EQ-1) is to gather detailed information about the proposed project from the award recipient. The information in the EQ-1 is required for the DOE National Environmental Policy Act (NEPA) review. NEPA is a federal law requiring ALL federally-funded projects to undergo an environmental impact review. The following step-by-step instructions will guide you through the EQ-1 submission process. If you have any questions, please contact the Project Officer or Project Monitor assigned to your award, or you can send questions by email to gonepa@ee.doe.gov.
Note- after 15 minutes of inactivity, (which means 15 minutes between saving data-i.e. hitting “Next” to save data) users may receive a warning notice, but will automatically be logged out of the PMC. Users may want to consider completing the EQ-1 Microsoft Word document, in order to cut and paste information into the online EQ-1.  The online version of the EQ-1 must still be completed.  The EQ-1 Microsoft Word document is located on the PMC Recipients login page.  
1. Access the Project Management Center (PMC) at https://www.eere-pmc.energy.gov/.
· The PMC is the database used to manage the NEPA process. 
2. Click on the “Recipient Resources” tab, as depicted below.
[image: ]

3. As illustrated below, click on the “Create Recipient/Applicant Account (for Applicants, Recipients and Vendors)” link at the second bullet, as shown below.
· If you already have a login, and completed the Multifactor Authentication, click on the first bullet of the column on the left, “Recipient/Applicant Login,” and then move to Step 18 of these instructions.  If you have not completed the Multifactor Authentication, even with a login, you will be required to complete this process, and it is explained starting at Step 11.
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4. Continue by clicking on, “Create New Account” as noted below: 
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5. Read the System Rules of Behavior and click on “Accept” as shown below, to continue:
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6.  Once you have entered the required information, click “Create” as demonstrated below:

[image: ]





7. You will then receive an email with a temporary password, like the one below :
[image: ]
8.  Click on  https://www.eere-pmc.energy.gov/PMCRecipient/, and enter your temporary password, in the password box, along with your email address:
[image: ]

9. Once you enter you temporary password, you will be prompted to change your password, in the screen below:
[image: ]

10.  Once your password is accepted, the system will take you back to the Recipient/Applicant login to login with your new password, as demonstrated below:
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11. You will need to set up Multifactor Authentication (MFA) if this is your first time using the system. If you’ve used the system in the past, you may also be prompted to set up Multifactor Authentication if you haven’t yet done so. If MFA needs to be set up, you will see the prompt illustrated below. Click on “Continue” to proceed to the next screen.

· If you’ve already set up MFA, please skip to Step 15.
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12. An email will be sent to the address you provided previously with a verification code required for MFA setup. Review your inbox for the verification code and enter into the field highlighted below. Click on “Continue” to proceed to the next screen.
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13. Select the delivery method you would like to use to complete MFA when logging in. The selected delivery method will be used to receive a temporary password that will be required for login to the PMC. Click on “Finish” to proceed to the next screen.

[image: ]
14. Upon completion, you will see the confirmation screen presented below. Click on “Return to the Application” to proceed to the login screen.
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15. At the login screen you will be prompted to select your method for receiving an MFA code. Select the appropriate delivery method. Click on “Continue” to proceed to the next screen.
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16. Review your email (or other delivery method if selected) for a confirmation email with a temporary MFA passcode. Enter the passcode into the screen below. Click on “Continue” to proceed to the next screen.
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17. Read Security Notice and click on “Accept” as noted below to continue:
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18. After login, click on the “NEPA EQ Submissions” tab.
[image: ]
19. Click on the “Submit a new NEPA Environmental Questionnaire (EQ-1) Form” link highlighted below.
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20. Complete the required fields as indicated by the red asterisks. If you have the Financial Opportunity Announcement (FOA) Number or DOE Award Number (CID), enter those in the appropriate fields, and click on “NEXT” as indicated below. The “Not Listed” box (es) may need to be checked to allow new Award or Funding Opportunity Numbers to be added.
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21. Upload the Statement of Project Objectives (SOPO) for the proposed project, and click “Next”.
· You are required to upload a document to move to the next step. If your SOPO isn’t final, upload a draft SOPO, indicating the draft status by naming the file “DRAFT SOPO.”
· Later in the process you will have the opportunity to upload additional documentation, if necessary. 
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16. You will see the instructions for filling out the EQ-1. Please read carefully. Click “Next” to begin filling out the EQ-1.
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17. You should now see the first page of the questionnaire starting with question 1a. Each question will have an example of the type of information you should be entering into the field.
· The EQ-1 has 13 total questions with question 1 having three parts (a, b, and c) and question 2 having eight parts (a, b, c, d, e, f, g and h).
· Please pay close attention to question 1c. Only answer “Yes” to question 1c if your project will not include any activities beyond Intellectual, academic, and analytical activities. If your project has activities composed of laboratory work or field work, you must answer “No” to question 1c. 
· Answering “Yes” to question 1c means that you have completed the EQ-1. If your project requires a “No” answer to question 1c, you must complete all 13 questions in the EQ-1.
· Continue to click on “Next” to continue to advance to the next screen.
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18. Question 2b asks you to describe the locations where proposed project activities would occur. It is helpful to include the associated Task/Subtask number(s) if the SOPO is finalized for each activity described.
[image: ]
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19.   The person completing the EQ-1 should certify and submit, as shown below. Once the EQ-1 is submitted, the Project Officer selected at the beginning of the NEPA submission process will be notified automatically.
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20.  It is important to note that if you wish to return to edit your EQ-1 or upload additional documentation, you will not create a new EQ-1. When you login, click on the “NEPA EQ Submissions” tab as shown in Step 12. A list of current projects you have created will be displayed. Click on the “Update the DOE EQ-1” link for the project you wish to edit.
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Read the EERE Project Management Canter (PMC) rules of behavior and click the "Accept” button below to continue creating
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Dear System User,
A new account has been created for you in Project Management Center (PMC).

A temporary password has been assigned to you below. Please use this password to login to PMC. After logging in you will be prompted to change your password. Please use this temporary password in the Old Password text
field and create a new (non-temporary) password.

Your temporary password is: | N | N IIIEEER
Do not share your password with others. It is a security violation to allow others to use your password.
If you did not request your password, please contact our system administrators by sending an email to ITSIHelp@ee.doe.gov.

Thank You,
The PMC Customer Support Team
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Close.

Set up Multifactor Authentication (MFA)

Project Management Center Recipient/Applicant Site (PMC) records
indicate that you have not yet set up Multifactor Authentication for this
system. Please click on the "Continue” button below to set up MFA for
PMC Recipient/Applicant Site . You will be automatically redirected to
another site for MFA set up and upon completion will return here to
complete the PMC Recipient/Applicant Site login process.

Please note that MFA Recipient/Applicant Site must be set up separately
for each DOE EERE system. If you have already set up MFA for other
EERE system(s), that set up will not work with PMC Recipient/Applicant
site .

About Multifactor Authentication (MFA)

MFA is a method of confirming a system user's claimed identity. The user is granted access to the system only after successfully provi
pieces of evidence, such as a password, security token, or biometric verification.

g two or more

Who is affected?
 MEA will only affect external users.
« MFA is not required for internal users. Internal users should remember to use their internal URL; otherwise MFA will be required.

What new steps will be required?
MFA only requires two additional steps for external users to achieve a successful login - retrieving and entering an additional MFA passcode on the
login page.

« Step 1 for New Users: New Users will be directed to a registration page to register for the site. Users will be prompted to verify their defauit mode of MFA passcode receipt by confirming
receipt and entering a security code.

« Step 1 for Registered Users: Registered users will be prompted by the system to select their preferred method to receive an MFA pin number. Users will have three options for receipt:
‘email (default), text, or soft token, such as Google Authenticator.

« Step 2 for All Users: Tn addition to the norml login process, users will need to enter their MFA passcode every time they log into a system. A new MFA passcode is required whenever
Togaing into a system.

Tips to help you get used to MFA.

« MFA passcodes expire. MFA passcodes are intended for one-time use and are available for only a limited amount of time. If expired, users will need to acquire a new passcode.

« Have a backup retrieval method. While only one method of MFA passcode receipt is required to set as the default method (email), i is recommended that users select a second method
(text or soft token) to ensure timely receipt in case of service disruption.

« Automatic logout i stll in effect. Keeping with the current standard, users wil be logged out of systems after 15 minutes of inactivity

Multifactor Authen n Guide (PDE] Multifactor Authentication Video (MP4]
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EERE Multifactor Authentication Service

Welcome to the Multifactor Authentication Setup

This setup URL will expire in 12:42 mins.

A code has been sent to your email jonathan.hartman@ee.doe.gov. Please enter the code you received below to proceed to the registration process. You
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ind Abuse Act of 1566 (Pub. L. 590474) and tha National Infarmation Infrastructurs Protaction Act of 1396 (Pub. L. 104-255), (18 U.5.C.
1030), or other applicable criminal laws.
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Personal Directories NZZYIENCLIEEIITE Your DOE Awards Submit Your Reporting Requirements Update Your Account
INEPA Compliance Information

All projects receiving financial assistance from DOE must be reviewed under NEPA. The first step in DOE's NEPA
review process requires financial assistance recipients to submit information to DOE regarding the potential
environmental impacts of the project receiving DOE funds.

Before Submitting and Environmental Questionnaire (EQ-1) form, you may want to view the sample
form:

Sample blank EQ-1 form(PDF 677 KB). /< Download Acrobat Reader

SPECIAL NOTES:

1. Submissions may be updated until the DOE Project Officer has completed final review by clicking the edit\pencil
icon at the top left corner of each submission record in the list below.

2. Additional Documents may be uploaded by clicking the edit\pencil Icon at the top left corner of each submission
record in the list below and continuing to Step 2 or on the Final Submission page of the edit page.

< Submit a new NEPA Environmental Questionnaire (EQ-1) Form 4 Submit a new NREL Environmental Worksheet
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STEP 3 - SECTION I1. BACKGROUND AND INSTRUCTIONS

Pursuant to the U.S. Department of Energy’s National Environmental Policy Act (NEPA) implementing regulations (10 C.F.R. Part 1021), the
Office of Eneray Efficiency and Renewable Energy (EERE) is required to evaluate the potential environmental impact of projects that
considering for funding. EERE must determine at the earliest possible time whether any proposed project qualifies for a categorical exclusion
under 10 C.F.R. § 1021.410 or will require further environmental review within an environmental assessment or an environmental impact
statement.

You are required to answer the questions below for the project as a whole, including all work to be performed by the Recipient,
its subrecipients and contractors, including any work outside of the United States. You may not limit your responses to work
performed by the Recipient only unless instructed to do so by EERE. In completing this questionnaire, you must provide specific
information regarding the nature of your proposed project, including information on its size, operations, and the types and quantities of air

ns, wastewater discharges, solid wastes, land disturbances, etc. You should identify the location(s) of the proposed project and describe
the activities that would occur at each location.

‘The form should be completed and signed by the Principal Investigator for the project or another member of your organization who has
sufficient knowledge of the project to answer the questions truthfully and accurately.

Failure to fully and adequately complete this form will delay EERE’s environmental review of your proposed project. Please note that false
statements or misrepresentations may result in civil and/or criminal penalties under 18 U.S.C. § 1001.

BURDEN DISCLOSURE STATEMENT

public reporting burden for this collection of information is estimated to average 60 minutes per response, including the time for reviewing
structions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of

information. Send comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for

reducing this burden, to Office of Information Resources Management Policy, Plans, and Oversight, AD-241-2-GTN, Paperwork Reduction

Project (1910-1800), U.S. Department of Energy, 1000 Independence Avenue S.W., Washington, D.C. 20585; and to the Office of Management

and Budget (OMB), Paperwork Reduction Project (1910-1800), Washington, D.C. 20503.
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STEP 6: SECTION IIL. PROJECT EVALUATION (continued)

*1c. Is the proposed project limited exclusively to intellectual, academic, or analytical activities?

Intellectual, academic, and analytical activities include, but are not limited to:

« Literature searches and information gathering
« Data analysis

« Computer modeling

« Analytical reviews

« Conceptual design

‘You must answer "No” to this question if the proposed project involves any laboratory research and/or development, physical
experiments, pilot-scale projects, demonstration projects, field tests, land-disturbance, construction, or similar activities.

OYes @No

If you checked "Yes,” proceed directly to Section IV (Certification) and complete the information and signatures as requested. If you checked
"No,” you must complete the entire questionnaire.

<<< Back Next >>>
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Environmental Questionn:

SECTION

CERTIFICATION

‘The Environmental Questionnaire is now ready to submit to the DOE Technical Project Officer for Review

e e
R — e

Comments for the DOE Tecnical Project Officer/Environmental Compliance Officer

[J I hereby certify that I am authorized to submit, and I do so hereby submit, the information in this questionnaire
on behalf of the Recipient named below. I certify that the information provided herein is accurate and complete as
of the date shown below. I understand that false statements or misrepresentations may result in civil and/or
criminal penalties under 18 U.S.C. § 1001. If I receive any information that would indicate that any of the above-
referenced answers are no longer correct or complete, I agree to notify EERE immediately. If it is necessary for
EERE to modify the information I provide, EERE will request that I recertify the revised form.

I understand that by submitting this form, I am electronically signing this document.

<<< Back ‘Submit the Environmental Questionnaire >>>
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INEPA Compliance Information

[National Environmental Policy Act (NEPA) of 1969 - 42§431-4347

All projects receiving financial assistance from DOE must be reviewed under NEPA. The first step in DOE's NEPA
review process requires financial assistance recipients to submit information to DOE regarding the potential
environmental impacts of the project receiving DOE funds.

Before Submitting and Environmental Questionnaire (EQ-1) form, you may want to view the sample
form:

Sample blank EQ-1 form(PDF 677 KB). /< Download Acrobat Reader

SPECIAL NOTES:

1. Submissions may be updated until the DOE Project Officer has completed final review by clicking the edit\pencil
icon at the top left corner of each submission record in the list below.

2. Additional Documents may be uploaded by clicking the edit\pencil Icon at the top left corner of each submission
record in the list below and continuing to Step 2 or on the Final Submission page of the edit page.

4 Submit a new NEPA Environmental Questionnaire (EQ-1) Form 4 Submit a new NREL Environmental Worksheet
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