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The meeting was called to order by Matt Burr, Co-Chair.
One change to the August minutes.  Darlene asked that a change be made to the Property Sub-committee chair.  It should be Tina Tyson.  Changes noted.

The minutes were approved as amended.

Matt discussed the EO notes from August 9.

Administrative Restructuring and EEO Diversity 


Lynn Hellinger discussed the GS-14 and 15 administrative freeze  approval process.  The committee is putting together standard principles that a candidate must meet in order to be considered for those grade levels.  A detailed approval process is forthcoming.


Barbara Merchant mentioned the CFC

Celena introduced Joel Papier OFM to discuss any travel issues or updates.

Joel mentioned that the HHS Travel changes has not been finalized.

International travel is still receiving heavy scrutiny from the Department.

Light refreshments and council meetings – nothing has been officially put in writing for non-federal advisors.  Discretion is to be used when making arrangements for refreshments.  If meetings are held on campus, federal employees are not to partake of the refreshments.  They are expected to purchase their own meals.  If meeting is held at a nearby hotel or conference facility, discretion is to be used in providing light finger food type refreshments.


Travel Card – Travelers are very leery of using the travel credit card because of the scrutiny of purchases.

What are the advantages of using the government issued credit card?

Joel said the DHHS, NIH and the IC get a rebate from the credit card company.  A formula is used based on the amount of transactions and money to determine the rebate.

A question was raised what do we do when a traveler refuses to use the travel card?

Joel said that the IC should follow the table of penalties provided by NIH.  The same holds true for misuse of the card.

1st is a written notification

2nd is a written reprimand – only on file until issue is resolved if not their charge.

3rd is suspension w/o pay and possibly removal.

Joel noted that you cannot refuse to allow them to travel.

You are to work with the U.S. Bank company, IC Credit Card Coordinator and Florence Howard to get any issues resolved.

Travelers using the credit card should be monitoring their monthly billing statements closely making sure that there are no unauthorized charges.

Linda Jacobson asked who is on the listserv that is sent out regarding the misuse of the travel card.  She said that travelers are embarrassed when their name appears on the list and thought there might be other alternatives.  Everyone gets to see the list of names but no one sees the resolution of the issue.  Joel said that there would have to be 29 separate emails with different contact names sent to an IC representative in order to do that.  They do not have the time or staff to break the information out by IC.

Matt mentioned that maybe NIH should provide a template or format for the reprimand memo that is provided to employees who misuse or refuse to use the travel card.

Joel is not in favor of a template because each situation is different.

Is there are statue of limitations on the misuse?

Who is keeping track of the number of misuses for individuals?  

Joel responded saying that the HR representative and employee relations office should be kept informed of these issues and resolutions and they should be filing and making notes to the employee’s official file.

If supervisors refuse to reprimand an employee, they could be held accountable and face similar charges.

For all travel payment issues, Priscilla Irick should be copied on correspondence.

It was asked if council members had to go through the travel management center.  Joel responded by saying that Council members are exempt from the TMC for lodging but is required to use the TMC for airline tickets.  A memo dated 12/13/2000 provides information regarding federal council members.  Memo attached.

Exception memos should be used for cash tickets approved through the proper IC process.

Can’t have two separate paying mechanisms for an individual.  Can’t have a PSC and also a travel order.

Zoe-Ann Copeland asked Joel to confirm that when the MEO takes over grants related travel from the extramural divisions.

Joel confirmed that the official travel files should be kept within the ICs.

New policy on LAE and NFT process will be coming out soon.


NFTs must be in system and routed 35 days prior to start date of trip, otherwise, the travel will not be approved. Period.

Lori Barrack is sending out LAE requests for information at least 20 days before the begin date of the meetings.

Lauren asked if an authorization can be vouchered out with only the service fees for OMEGA is the traveler has not provided receipts.  Is there a specific time frame for travelers to turn in their receipts?  Joel cautioned about closing out a travel and deobligating funds.  There are other ways of dealing with an employee using the table of penalties.  For an invitational traveler, the suggestion was to continually pursue getting the receipts or asking for something in writing from the traveler saying that they do not want to be reimbursed for the travel and give permission for NIH to close out the voucher.

Budget Issues -- Darlene went over the budget for the group.  We collected $3,900 and after the summer retreat and expenses related to the invited speaker, we have approx. $2000 left that must be used by end of September.  The Events sub-committee will meet to choose awards, etc. for our participates.   Some other ideas were to set up a fall super session.

Any ideas can be emailed to Darlene.

MEO  - Zoe-Ann gave a brief update on the MEO 
60 more employees coming on board Monday, September 20.  That group will be handled by the DEAS management group.

That will leave 120 vacancies.

15 people a day are being offered jobs.

There have been five terminations so far.

Zoe-Ann is working on list of all DEAS staff and where they are or will be assigned.  The list will include vacancies.

Task Leaders will be moving October 3.  Other DEAS staff will follow in phases.  ISI will be helping coordinate the moves.

MEO will need  a lot of cooperation from ICs with ITAS and NEDs record transfers 

SAC code to be used is HNA 38.

Celena to send out email to group asking for each IC to list their travel planners and whether they are impacted by the MEO or not

Problem with NIHTS nominations

DEAS staff cannot enter nominations for employees because the routing would be sent to the IC for funding but would then come back to the DEAS for final approval.  Zoe is working on a solution with NIHTS team.  Until this can be resolved, nominations will have to be entered by an IC person or employees will enter their own requests.

Tour of Duties for DEAS staff was brought up.

DEAS staff are being offered CWS, credit hours, flexible schedules.  Some ICs do not offer these schedules to their staff.  Will the ICs have some say in the DEAS employee’s tour of duty?

DEAS will be purchasing equipment for some schedule A employees, if it does not already exist within the IC they were working for.

Zoe-Ann asked that we remember that the DEAS folks are people with feelings and that we should try to understand the situation that they are in, either having to transfer to the new organization from an IC or coming into the organization not knowing what to expect. 

