Critical Elements for Technology Transfer Coordinator
A. Management of Technology Transfer Portfolio

· Technology Transfer arrangement request are evaluated and any additional information required to understand and make arrangement is requested consistently within two (2) business days of receipt of request.
· Activities related to technology transfer arrangements are consistently documented in the office system within one (1) day of occurrence, including information required by office procedures.
· Technology Transfer and related documents are reviewed, modified or originated as appropriate for each circumstance.
· Appropriate provisions consistent with implementation of scientist’s desired outcome are consistently included and provisions modified in accordance with IC and NIH policies, and consistent with laws and regulations, including the Federal Technology Transfer Act, US patent law as found in title 35 US Code and title 37 of the Code of Federal Regulations.
· Scientists are appropriately consulted concerning their specific technology transfer need, including required timeframes and ability to meet other side’s requests.  They are advised concerning IC and NIH technology transfer policies, as well as related laws and regulations affecting the specific technology transfer.
· Appropriate IC and NIH personnel are consulted during negotiations as warranted by issues under negotiation.
· Negotiations are consistently conducted in accordance with office procedures, including timeframes and documentation for reminding parties from whom a response has been requested.
· Confidentiality is appropriately maintained, including unpublished research, negotiation and negotiated terms and unpublished information concerning others such as collaborating organizations.
· IC and NIH procedures and policies are consistently followed for obtaining approval of technology transfer activities and related documentation, including procedures for submitting, presenting, obtaining execution and recording of Cooperative Research and Development Agreements (CRADAs), and their amendments.
· Priorities are appropriately adjusted based on multiple factors, including time sensitivity of arrangements and programmatic needs.
· Deadlines are consistently met, including determination of need for extending arrangements passed expiration dates, and making such arrangements consistently in advance of the deadline.
B. Communication and negotiation

· Information is conveyed clearly and effectively, using proper grammar, appropriate tone and jargon, depending upon audience.
· Presentations are appropriate to audience regarding subject matter, organization of and tools for presenting content, and use of jargon, voice and eye contact.
· Method of communication, such as verbal or written, and communication tools, such as phone, e-mail or face-to-face meeting, are effectively selected and used, appropriate to the audience and the information to be conveyed or discussed.
· Responses to e-mails, voice mails and other inquiries are provided within one business day of receipt of inquiry.  If delays in providing responses or in negotiations are expected, relevant parties are notified appropriately and courteously when delay becomes anticipated.
· Those involved in a negotiation or other matter are consistently kept informed of its status and provided realistic expectations for outcome and timeframes.
· Agreement terms are coordinated with other NIH staff, within and outside IC, as appropriate, to maintain consistency within the NIH technology transfer community.
· Preparation for negotiations adequately develops information to formulate strategy for the particular negotiation, including obtaining all relevant information from IC scientist and researching the other organizations(s) and the technology as needed.
· Unfair and difficult negotiation tactics are recognized and countered in a respectful and appropriate manner. 
· Office systems are updated consistently and daily to provide informative, accurate and complete information on activities.
· Constructive feedback is provided on policies, procedures and guidelines regarding specific negotiations and agreements.
· Constructive feedback is provided for improvement of NIH or IC technology transfer policies and procedures.
C. Organization and Project Management

· Timelines are realistically estimated and communicated to all parties involved.
· Projects and documents are consistently completed within deadlines and timelines.
· Priorities are established appropriately to produce consistently accurate and timely outcomes using available resources efficiently.
· Priorities are appropriately adjusted based on multiple factors, including time sensitivity of arrangements and programmatic needs.
· Unnecessary delays and duplication of effort is avoided by consistently coordinating and consulting with appropriate other IC and NIH staff.
D. Knowledge of Subject Matter
· Understanding of basis biomedical and scientific principles applicable to portfolio as demonstrated by :
· Accurate and complete assessment of needs of program staff members.
· Formulation and communication of appropriate technology transfer strategies to achieve desired programmatic outcomes.
· Accurate and complete assessment of Employee Invention Reports, including understanding of its relation to prior art and preparation or revision of Abstracts for publishing the availability of the technology for licensing or collaborative efforts,
· Drafting of complete and informative patent filing and abandonment recommendations.
· Understanding of law and regulations applicable to technology transfer and intellectual property as demonstrated by :
· Formulation and communication of appropriate technology transfer strategies to achieve desired programmatic outcomes
· Interpretation of laws, regulations and policies relevant to technology transfer is accurate, consulting 2with OGC, OTT offices as appropriate.
· Accurate and complete application of relevant laws, regulations and policies to specific strategies and desired outcomes, including Human Subject policy, FDA regulation, patent, copyright and trade secret law and the Federal Technology Transfer Act.
· Knowledge of pertinent area of the law and regulations relevant to technology transfer and intellectual property is updated through reading and attending at least one related educational event each year.
E. Leadership

· Direction from appropriate persons in chain of command is accepted.  Alternatives are offered as appropriate.
· Work is performed independently, with appropriate supervisor oversight, and is consistently seen to completion within timelines and deadlines.
· Supervisor is kept informed of all matters, when and as appropriate.
· Concerns are communicated in a constructive manner, and recommendations for resolution are offered.
· Difficult situations are diffused calmly when the need arises or as requested by supervisor.  
· Opportunities for improvement of office and technology transfer functions are identified and suggestions for achieving the improvements are offered.
· Plans for achieving improvements are realistically designed and once approved, are effectively implemented with input from appropriate persons without negatively influencing other processes or office dynamics.
· Participation is sought and achieved for professional development and networking opportunities that add strength to the individual, the office, the technology transfer community and NIH.
