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! Elettra: 28 Beamlines
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! FERMI: 6 Beamlines/Laboratories
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Elettra
User’s 
Office

3 staff 
members
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Users’ Office role and responsibility

! Call for Proposals for Elettra & FERMI
! Proposals handling, support in experiment allocation
! Access procedures of General and Supported Users, Elettra

Partners, Collaborators
! Support to specific TNA Projects (EU & other Research 

programs)
• NEPHEWS, LaserLab, NFFA, POC (India), ICTP (Developing 

Countries), IAEA Programme

Management of Visas requests
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! Organization of Meetings and Workshops
• Elettra Users’ Meeting and Satellite Workshops
• Elettra and FERMI and Review Panel meetings

! Training activities
! Interface between Users and other internal Services

• Administrative information
• Scientific liaison
• Logistic assistance
• Handling issues and complaints

! Users satisfaction feedback (BEST form)
! Statistics
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Organisation of user calls: organisation of the evaluation

Call for Proposals: Elettra

Semestral / Monthly
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Call for Proposals: FERMI

Semestral / Annual
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! VUO Submission
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Users registration

Privacy procedure

Proposals submission

Technical evaluation: 
Beamline Staff

Scientific evaluation: 
Proposals Review 

Panel

Allocation in the 
Calendar

Allocation of Travel 
Support
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Submitted 
proposals

User office 
check

Feasibility 
check (BL 

Staff) 

Safety 
check 
(Safety 

Officer + 
BL Staff)
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! Engagement with the instrument scientist and with other actors in the process
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• Technical evaluations are performed by BL Coordinators

• The evaluation considers if the experiment is feasible or not, and if 
the amount of time requested is appropriate.

• Comments are requested to help scientific reviewers
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• Two/three reviews per proposal
• Reviewers define a quality ranking
• Feedback comments help users for writing new successful 

proposals
• Top quality proposals are scheduled
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After the scientific grading, positively evaluated proposals are 
allocated in the Calendar by the Beamline Coordinator
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! Calendar
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Beamtime allocation phase

Rejected and approved proposals are notified via e-mail by 
means of a specific workflow procedure (end of allocation phase)
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Information 
to Users:

• Award of beamtime
• Quantity of BT
• Beamline assigned
• Award of financial support
• Quantity of support (number supported users)
• Access procedures (forms, timing, etc.)
• Shipping of samples
• Publications instructions and aknowledgments
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Timing 
and 

deadlines

Proposals 
submission: 
March 15th

Technica 
evaluation 

starts: March 
18th

Technical 
evaluation 

ends: April 1st
(2 weeks)

Scientific 
evaluation 

process starts: 
April 3rd
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Scientific 
evaluation 

online process 
ends: May 10th

Scientific panel 
Review meeting 
at Elettra: May 

15th

Rating of 
Proposals 

available at: 
May 15th

Final comments 
available at: 

May 30th
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Send ratings to 
BL coordinators: 

May 18th

Allocation in the 
calendar 

deadline: June 
10th

Allocation of 
travel support: 

June 14th

Send email to 
users: June 

15th

Performing of 
the experiment: 

July 1st –
December 31st
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! Access requests
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! User Access
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Thank you!
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