	

	Admin. Ops. Meeting

Minutes
	12/18/03
9:45 AM to 10:45 AM

31/4A-52

	

	

	Meeting called by:
	Lucy Greene
	
	

	

	

	Attendees:
	ARC Managers, Pat Abell

	

	Agenda

	

	Announcements
	Lucy
	20

	Draft Incentive Awards Policy
	Pat Abell
	15

	Draft Exit Procedures for Contractors 
	Pat Abell
	15

	
	
	

	
	
	

	
	
	

	Additional Information

	Administrative Operations (Values: Teamwork, Creativity, Integrity, Customer Satisfaction, Making a Difference)

Strategic Goals                                                                                              Objectives
Improve Partnering with Science and Other Customers                              Streamline NCI orientation

                                                                                                                      Conduct customer surveys
                                                                                                                      Finalize standard AO position descriptions
Improve our Customer Services through Effective Processes                     Overhaul NCI redbook
                                                                                                                      Develop new online budget report for scientists; roll out new budget course
                                                                                                                      Redesign CAMP website

Manage our Human Capital in such a way to Attract, Develop,                 Develop succession plan for administrative positions
 and Retain a High Quality Workforce                                                        Participate in A76 initiative
                                                                                                                     Analyze functions to prepare for NIH administrative consolidation initiatives
                                                                                                                     Develop new mechanisms to reward staffs
                                                                                                                     

	

	


	

	Admin. Ops. Meeting

Minutes
	12/18/03
9:45 AM to 10:45 PM

31/4A-52

	

	

	Meeting called by:
	Lucy Greene

	

	

	Attendees:
	ARC Managers

	Announcements
	Lucy
	20

	
	Discussion:  

Lucy handed out a ballot asking managers to vote on a preferred time for the Admin. Ops. Meeting.  (Results showed that Thursday morning is preferred.) 

The early retirement (VERA) letter went out on Tuesday to all qualified individuals at NCI. The authority is good through 9/30/04. Lucy asked ARC managers to let their program supervisors know if they have employees who received the VERA letters.

Buy out – NIH got authority for a buy out for those affected by the extramural MEO. At this time no other buy outs have been requested for administrative staff.

	
	The OM Picnic will be on June 9, 2004. Larry Chloupek will reserve the Potomac Community Center.

	
	

	
	Conclusions:

	
	

	
	Action items: 
	Person responsible: Janis
	Deadline:

	
	
	
	

	
	
	
	

	Draft Incentive Awards Policy
	Pat Abell
	15

	
	Discussion:    In response to the Office of Inspector General’s criticism that NCI does not have an audit trail to link incentive awards purchased with items awarded, I&E drafted a revised NCI Manual Chapter 2300-451-9, NCI Incentive Award Program.  

The draft policy requires completion of form NIH-1861, Purchase Request, to document approval of requests to procure award items.  The revised policy addresses both:

(a)
the purchase of specific award items to make awards to known employees, and 

(b) 
the advance purchase of award items in bulk to have items on hand for timely distribution to employees as the need arises.  The draft chapter includes a sample log which would be initiated by the Purchase Card Holder for each credit card transaction made to purchase bulk award items and which would be completed by the Award Documentation Official, the person responsible for safeguarding the award items until they are distributed.    

I&E made further revisions to the draft chapter in response to the December 18 ARC Managers’ meeting and provided the revised chapter for review.  (Lucy Greene and Patrick Miller reviewed the revised version and responses have gone back to I&E on the revised version.)


	
	

	
	Conclusions:

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	


	Draft Exit Procedures for Contractors
	Pat Abell
	15

	
	Discussion:  I&E worked with RCB, ISCS, and OSFM to modify the existing NCI form for clearance of separating or transferring employees to also cover contract employees.  It was decided at the December 18 ARC Managers’ Meeting that NCI will begin using this form immediately; the form is now posted on the NCI Administrative Intranet.  

In addition to identifying items which should be addressed for exiting contract staff, several other changes were made to the form.  They include:

· A requirement for off campus employees and contract staff to turn in office and building keys, cardkeys, and fasscards to OSFM;

· A requirement for all employees, and where appropriate contract staff, to contact OSFM for turn-in/reassignment of accountable property; and

· A space to show the last date when computer system access is required.
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	Deadline:
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