	

	Admin. Ops. Meeting

Minutes
	4/14/04
3:30 PM to 5:00 PM

6116/607

	

	

	Meeting called by:
	Lucy Greene
	
	

	

	

	Attendees:
	ARC Managers

	

	Agenda

	

	Announcements
	Lucy
	20

	Updates on FTEs
	Lucy
	10

	Awards Delegations
	Patrick
	10

	EEO
	Lucy
	10

	
	
	

	
	
	

	Additional Information

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

2004 TOP TEN GOALS for ADMIN OPS

1. Complete review of purchasing function in admin ops to look for efficiencies and recommend solutions to job classification and retention issues.

2. Facilitate the creation of a workforce plan for the Office of Management, including a hiring plan 2004 for Administrative Operations.

3. Create a mechanism for the tracking and coordination of recruitment packages in NCI.

4. Inaugurate an administrative “Grand Rounds” program.

5. Complete the update of the Title 5 and CRTA sections of the Redbook.

6. Inaugurate a new SOFIE financial reporting system for financial management and pilot the system for NIH in two of the NCI ARCs.

7. Collaborate with NIH on testing the IC access to the new WITS HR tracking system 

8. Roll out Academy for Career Excellence in the ARCs

9. Participate in a strategic planning process to update the strategic plan for OM

10. Finalize and publish new cash award guidelines for NCI

                                                                                                                     

	

	


	Announcements
	Lucy
	20

	
	Discussion:  

A special workgroup of purchasing agents has been meeting to talk about purchasing matters. Their biggest concerns are their series and grades.  However, they are also looking at how to effect any efficiencies in purchasing. We should be getting the results and recommendations from the workgroup by July.  
Dr. von Eschenbach’s performance contract is due to NIH on Friday.  We hope to get it out to the ARC managers by the end of next week.

Admin Ops is in the process of developing a standardized personnel cost projector for the CCR ARCs.  It is hoped that this system will be flexible enough to permit all the ARCs to use it.  

Lucy suggested that ARC managers attend the FISH! seminar in DC on May 12, 2004.  This is a all day training on a new management best seller. Lucy will reserve two tables for Admin. Ops.  
The NIH Merit Award nominations are due to Patrick on April 30, 2004.
Richie Taffet announced that the full COLA will start showing up in people’s paychecks in May.  The retroactive catch-up won’t appear until July. 

Lucy handed out an article on creating a motivating culture in an organization.



	
	

	
	

	
	Conclusions:

	
	

	
	Action items: 
	Person responsible: Janis
	Deadline:

	
	
	
	

	
	
	
	

	Updates on FTEs
	Lucy
	10

	
	Discussion:    Dr. von Eschenbach has sent a request for NCI to be allowed to use an additional 57 FTEs in 2004. The list was distributed to the Divisions. There were no requests for OM positions in that document, but there were requests for Emerging Leaders and Presidential Management Interns. Lucy suggests that the ARCs consider using ELPs and Intern positions, if approved. Also, the minority internships have just been announced (HACU, etc.)  These do not require an FTE.  ARCs should consider them as well.

	
	

	
	Conclusions:

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	


	Awards Delegations
	Patrick
	10

	
	Discussion:  Patrick handed out the 4/12/04 Awards Delegations Memo from Dr. von Eschenbach.  Patrick went over the changes on the memo in detail.  It was recommended that the EC discuss this document as well.   (That discussion is scheduled for 4/27/04).

	
	

	
	Conclusions:

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	

	
	
	
	

	EEO
	Lucy
	10

	
	Discussion:  Lucy handed out the Federal Managers Guide to EEO.  Lucy talked a little bit on the EEO process and suggested everyone read chapter 6 on dealing with discrimination complaints.  This book is a good guide for any manager dealing with a complaint, and the ARCs may wish to purchase more of them to hand out to program managers.  Lucy pointed out the difference between the informal part of the complaint (where the EEO counselor tries to find a solution mutually agreeable to all parties), and the formal part (where an investigator is appointed to gather facts in preparation for a hearing.)  

	
	

	
	Conclusions:

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	

	Additional Information

	

	


