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	Agenda

	

	Announcements
	Lucy
	20

	Civil presentation
	Sharon Steinberg
	30

	FTE Projector
	Bob Barber
	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
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	Attendees:
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	Announcements
	Lucy
	20

	
	Discussion:  

Lucy handed out and briefly went over the slides from 2 presentations to the Executive Officers, one on A76 and the other on the new Office of Strategic Management Planning.  NIH doesn’t yet know when the Extramural MEO will “stand up.” They are working on a placement program now.  A discussion was also held about the A76 Fair Act Inventory and how the Administrative Operations staff are being coded. This year they are phasing out some codes.

We will be correcting the incorrect titling on Administrative Assistants grade 9  who are in the 341 series. 

	
	Dr. von Eschenbach’s plan is in final draft and will be distributed electronically to the ARC managers.

	
	Lucy also asked ARC managers to make sure that new employees get at least the standard NCI performance plan within a month of coming on board.  

	
	ARC managers were asked whether the WITS notification is useful and most said ‘yes.’  Those who wish to be removed from the notification list should let Patrick know.

	
	

	
	Action items: 
	Person responsible: Janis
	Deadline:

	
	
	
	

	
	
	
	

	Civil Presentation
	Sharon Steinberg
	30

	
	Discussion:    Sharon Steinberg explained the role of CIVIL and how they can help to diffuse or counsel managers on workplace violence.  Workplace violence can include: verbal abuse, threats, physical assaults, shaking fists, pounding on desks, throwing or striking objects, damaging property, harassing or stalking, or concealing or using a weapon. Managers should always report serious threatening situations, either to CIVIL or to the NIH police.  Their phone number is 301/402-4845.  Sharon handed out examples of literature that CIVIL offers – “conversations” on workplace violence topics. You can see these on their website also. http://civil.nih.gov/publications.html 

	
	

	
	Conclusions:

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	


	FTE Projector
	Bob Barber
	10

	
	Discussion:  Bob Barber handed out information on the FTE  projection system. He gave the following updates and instructions:

The remaining fields have been added to TFS and the FTE projector is now being used to monitor the projected FTE utilization of each division. 

Vacant positions now have both a forecast enter on duty (EOD) as well as a forecast date of departure (DOD) to allow you to correctly capture the impact of time limited FTE-bearing positions.  A base hours field has been added to all records that allows you to verify that the hours per pay period information for each staff member is correct.  A "vice" descriptor was added to the FTE report to simplify the process of relating the positions listed in the FTE report back to the individual positions in TFS.

 The system does not prevent inclusion of "unapproved" vacancies (those that are not related to a position that has been officially approved for recruitment).  However, to avoid these from being included in your FTE projections, you must enter an EOD date that is more than two years into the future.  If you decide to carry "unapproved" vacancies, it is recommended that you use EOD dates 10 years or more in the future.

 Bob pointed out that the EOD date you enter for vacant positions is the one that the system uses to calculate FTE utilization.  For the purposes of the FTE Report, current, future, and past dates are relative to the most recent pay period from the FMB data listed on the "FBM Utilization Data" screen. Right now, the FMB pay period end date is 3/20/2004. Any vacancies that either (a) do not have a forecast EOD, or (b) have a forecast EOD in the past (specifically before 3/20/2004), with show up in the FTE Report with a forecast EOD of 3/21/2004. In this way, we are projecting FTE Usage for vacancies from the day after the actual usage until the end of the fiscal year. If there is a forecast EOD in the future (relative to the FMB pay period end date), we adjust the projection to reduce the FTE usage accordingly.

 If the forecast EOD date passes and the position is not filled, the system will still use the projected EOD date it has until you change it.  Therefore, when you review your FTE projection, you should review the projected EOD dates closely and update those that need to be changed.

An instructional guide was created to provide basic training in the official method for calculating FTE utilization and the proper use of the tool.  Personalized face-to-face training is being developed and will be offered to those ARCs who are interested.  
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