	
	Admin Ops
November 4, 2004
3:30 – 5:00 pm
6116/210

	

	Meeting called by:
	Lucy Greene

	Type of meeting:
	Informational

	Note taker:
	Julie Cummings

	

	Attendees:
	Karen Turner, Lisa Mascone, Donna Gellerson, Mary Emond, Joe Jenkins, Todd Danielson,  Jackie Havens, Kathy McBrien, Sharon Desmond, Catherine Ng, Lori Holliday, Ellen Moul and Patrick Miller

	20 minutes
	Announcements
	Lucy Greene

	Discussion:

	CFC – Please donate soon if you are going to participate

	Sue Kiser – now on detail filling deputy position in Lucy’s office

	Lisa Mascone – overseeing both OD and OM ARC’s

	Jackie Havens – overseeing both DCP and DCCPS

	Travel Card Misuse – review list and discuss rules/regulations for use with personnel as needed.  Action is needed to document what we have done to address the table of penalties.

	Travel on weekends (own time) will begin earning comp-time.  

	Introduced Lucy’s New Assistant – Rose Cassel

	15 minutes
	HR
	Richie Taffet

	Discussion:

	Defense Finance Accounting system scheduled for February implementation.  This system is unforgiving and HR has much less control or ability to intervene – NTE’s will be dropped/Plan ahead to make sure this doesn’t happen.  Debts on hold under $100 will be immediately withheld from pay.

	2004 FTE ceilings – NCI over though not by much; NIH as a whole under

	Richie discussed the new T42 guidance.  The KEY to T42 (f) requests for higher salaries is DOCUMENTATION and Justification

	278 filers memo handed out

	30 minutes
	Ethics
	Jake Wilson

	Discussion:

	Effective immediately all Special Volunteer packages must be routed through ethics, for conflict of interests review.  One Month lead-time is appreciated on these cases.

No Outside Activity requests being approved for industry consulting. This must now be done as an official duty.

Lecture Awards being reviewed

Ethics training scheduled see handout – OM dates November 16 and 29 or you may attend with your division.  See schedule for locations and times.
Ethics Functional Element should have been added to all SES performance plans
New Official Duty Review memo for NIH Senior Staff – must be approved by Dr. Kington’s office.


Handouts:  Update on Ethics
                   Designation as “Top 5” Email from Maureen Wilson

                   Memo Sample “Request for Approval of Official Duty”

                   Mandatory Ethics Training

                   Draft Proposed Changes in NIH Ethics Policy

                   Who must file SF-278 at the NIH

                   Comparison of Retention Incentives

                   Travel Card Misuse Listing

