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	Meeting called by:
	Lucy Greene
	
	

	

	

	Attendees:
	ARC Managers

	

	Agenda

	

	Announcements
	Lucy
	20

	Meeting Space / Travel
HR Update
	Todd Cole, Robin Irving, 
Vic Buyny
Richie Taffet
	10
10

	Purchasing Agent Report
	Lucy
	20

	
	
	

	
	
	

	
	
	

	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:
	ARC Managers

	Announcements
	Lucy
	20

	
	Discussion:  

Lucy handed out the new customer service award policy.  It attempts to answer some of the concerns that have been raised about the customer service award.  The new award is recommended by the supervisor (with or without consultation with the customer).  There is a small monetary amount that accompanies it. Only one award submission should be made for each employee. Nominations will be reviewed by the associate directors of OM.  The deadline for the nominations is August 18.

	
	Lucy went over notes from the EO meeting:  The Fair Act inventory will be revised yet again and sent back to the ICs for comment.  The percent of NCI staff to be studied next year is 13%.

	
	With regard to the extramural MEO, we were given 19 new staff to spread out among the extramural divisions as temporary help until the MEO stands up.  We must decide how to apportion them.  We have not been able to arrange for the NCI hub manager to come out to visit yet but we are still trying.  A letter will go out soon to those people identified as “transition” employees, giving them their options.

	
	The RFP went out on 7/14 for visual and med. Arts MEO.  We have at least 4 people affected by this, and maybe more.  A hiring freeze is in effect for this category of employees.  With regard to the office automation MEO, NCI is within its MEO parameters for this year.

	
	We are now 300 under ceiling at NIH.  NCI is projected to be about 40 over ceiling for this year.
With regard to the consolidations, there was a recent meeting of the ARAC functional heads.  We should get written guidelines and a timeline for the implementation of the consolidations.  From now on we will get monthly updates.

NIH is going to the DFAS payroll system in September.  It will be important to correct all leave and discrepancy errors and for staff to check their paystubs after the switch.

The switch to electronic OPFs will start in August.  A new departmental travel system is also being developed for use within 2 years.
The Combined Federal Campaign is starting up. People are encouraged to support it.

	
	Action items: 
	Person responsible: Janis
	Deadline:

	
	
	
	

	
	
	
	

	Meeting Space / Travel
	Todd Cole, Robin Irving, Vic Buyny
	10

	
	Discussion:    Todd, Robin and Vic went over the new policy for the use of the consolidated support contract. This policy was developed in order to conserve our use of the contract, or else NCI will run out of hours against the contract before the time period is up.

	
	

	
	Conclusions:

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	


	HR Update
	Richie Taffet
	10

	
	Discussion: Richie talked about staffing in his branch.  He is still down one PMS. The new WITS system is planned to roll out to the IC’s next year. This is a tracking system that will allow us to see the status of actions.
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	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	

	
	
	
	

	Purchasing Agent Report
	Lucy
	20

	
	Discussion:  The council discussed the purchasing agent report and decided on the action items that can be implemented.  Some of the suggestions have already been implemented, such as a new CAMP web site, and announcing all ARC positions through email.  A written response to the PA workgroup is being drafted and will be posted on CAMP with the action items listed.  The workgroup is to be congratulated for a thoughtful report.
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