NCI Administrative Grand Rounds Committee

MINUTES – December 10, 2003

9:30am – 10:30 am

Building 31, 8A28
Creation of a forum to present current issues to NCI administrative staff in a timely manner was cited as a high priority in the OM Administrative Survey.  Staff requested a format based upon open discussion with training on topics of interest.  The Associate Director for Administrative Operations is establishing the NCI Administrative Grand Rounds to address this need and this committee was formed to develop the program.  
The following specifics were decided during the first meeting;
Format – It was agreed to use a format similar to the NIH Intramural AO meeting.  Each meeting will include the following segments;

1. Round robin style update of current issues/events

2. Formal presentation or seminar by a subject matter expert on an important pre-selected topic of interest identified by the group.
3. “Tip of the day” demonstration and handout of a useful tool or technique

4. The concept of having a “meet the Office of ___” was discussed as a possible component of the meeting on occasion to familiarize administrative staff with some of the offices the ARCs routinely interact with (OFM, FMB, RCB, etc.).

Location – The group discussed the difficulty that the current parking problems on campus pose for those coming to campus.  To encourage the broadest level of participation, the possibility of having electronic meetings will be explored.   The acceptability of this approach is highly dependent on being able to ensure a two way dialogue between participants and presenters.
Frequency and Duration – Meetings will be held monthly and be limited to one hour each.
Date and Time – The date and time selected is the third Wednesday of each month from 9:30 am until 10:30 am.  The first meeting will be scheduled for January 21, 2004 to be held off campus at a location to be identified.
Target Audience – The primary audience is NCI administrative officers and ARC staff.  However, all OM and NCI staff are welcome to attend.  
Topics – A draft list of topics was reviewed and the group added several new items.  The attached document reflects the current list of topics.   The list will be added to the OM website so that it is available for staff to review and submit suggestions for additional topics.   
The topics selected for the January meeting are;

1. Hiring Freeze Seminar – Ritchie Taffet(?)
2. Fedsource Seminar – Linda Jensen(?)
3. ORISE Seminar – (?)Gottesman Staff
Evaluation – The group cited the need to establish a means to evaluate the effectiveness and success of the Grand Rounds.  It was agreed to develop a questionnaire to collect feedback from staff.
Action Items – The committee will meet again on December 23, 2003 to review the status of the action items below.  Larry was going to check on the availability of several conference rooms in his area.  
	Task
	Person
	Due Date

	Announce in the January Administrative Newsletter
	Bob Barber
	December 22, 2003

	Draft an e-mail announcement to go to NCI administrative staff for review/comment by the committee before being distributed.   


	Bob Barber
	December 22, 2003

	Draft a flyer announcing the Grand Rounds to the community.  Submit it to the committee for final review/comment before distributing.  Once the flyer is finalized, it will be broadly distributed to OM.
	Alan Peigh
	December 22

	Identify the location of the first meeting.  Larry agreed to check on the availability of several conference rooms
	
	December 22, 2003

	Identify a room for our meeting on 12/23/03
	Larry Chloupek 
	ASAP

	Develop a questionnaire for measuring the effectiveness of the Grand Rounds
	Sandy Montgomery and Jennifer Marino
	December 22, 2003

	Book the FEDSOURCE Speaker
	Carla Floyd
	December 22, 2003

	Book the speaker for ORISE
	Sandy Montgomery
	December 22, 2003

	Contact Ritchie Taffet about speaking regarding the freeze
	Bob Barber
	December 22, 2003


