NCI Administrative Grand Rounds Committee

MINUTES – December 23, 2003

9:30am – 10:30 am

EPS 8101
1. Agenda – The agenda was reviewed and finalized.  It was agreed to postpone the FedSource seminar to February in order to leave adequate time for the hiring freeze discussion.  
ACTION – Carla, please notify the speaker of the change in plans.

The agenda for the January 21, 2004 meeting is;
a. Introduction– Lucy Greene, 10 minutes

b. Hiring Freeze Seminar – Ritchie Taffet, 20 minute presentation with 10 minutes for Q&A.

c. ORISE Seminar – 10 minute presentation with 5 minutes for Q&A.

ACTION – Sandy will make copies of the ORISE materials to use as handouts for the first meeting
d. Tip of the day – CAMP handout w/ location for submitting comments and ideas for the Grand Rounds

ACTION – Bob will work with Melissa Bronez to put together a handout for the first meeting

2. Flyer – The group reviewed the draft flyer that Alan prepared and made some suggestions.  

ACTION - Alan agreed to update the flyer to capture the changes and submit it to Bob for distribution.

3. e-mail Notification – Final modifications were made to the e-mail announcement to OM staff announcing the Grand Rounds. 
ACTION – Bob will submit the note to Lucy Greene to go out under her signature.
4. Questionnaire – The hour expired before the group had time to review the draft questionnaire
ACTION – Please submit any suggestions via e-mail to Sandy and Jennifer by C.O.B. Friday, January 9, 2004.   These will be incorporated into the final draft which Sandy/Jennifer will distribute to the group by January 14 for final approval.

5. Next Meeting 
ACTION - the group will remain after the first Grand Rounds meeting to review the first meeting and prepare for the February meeting.
6. Publicity – We missed the deadline for the January Administrative Newsletter.  However, an article will appear in the February issue

ACTION – Bob to prepare/submit the article.
	Task
	Person
	Due Date

	Announce in the February Administrative Newsletter
	Bob Barber
	

	Send out e-mail announcement through Lucy to OM Staff announcing the Grand Rounds. 
	Bob Barber
	

	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

	
	Sandy Montgomery
	January 21, 2004

	Identify a conference room on campus for the February meeting
	Sandy Montgomery
	

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

	Notify the FedSource speaker that the presentation has been moved to February
	Carla Floyd
	Immediately

	Establish a list of conference rooms and book them for the coming year
	
	

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


