	
	ADMIN OPS
Sep 15, 2004
3:30 pm
31/11A10

	Meeting called by:
	Lucy Greene

	Note taker:
	Julie Cummings

	Attendees:
	Jackie Havens, Patrick Miller, Gary Unger, Catherine Ng, Sharon Desmond, Todd Danielson, Ellen Moul, Bridgette Tobiassen, Donna Gellerson, Bonnie Richards, Joe Jenkins, John Barone, Kathy McBrien, Lisa Mascone, Richie Taffett

	AGENDA

	10 Minutes
	GS 14/15 Draft Guidelines for approval of actions
	Lucy Greene

	These actions will most likely be centrally classified in the future; Guidelines address such issues as who do they report to and where they are in the organizational structure

	This is Position Management at the NIH level – not to be confused with classification

	Action items: Make comments concerning draft guidelines to Lucy by next week – draft emailed out to all ARC Managers today
	Person responsible:

ARC Managers
	Deadline:

9/22/04

	10 Minutes
	HR
	Richie Taffett

	Email sent out addressing details to outside agencies, basically establishes a tracking system for these individuals

	Karen Dickenson and Loretta White departing – Debbie Breedlove will cover ARC 41 until new person is hired – Hope to have a new person to take over for Karen shortly (Cert coming in for 9/11/12)

	Expect to physically relocate somewhere sometime (probably in next 6 months)

	OPFs currently out to be scanned due back 10/1/04; Discussed possible scanning of EPFs

	10 Minutes
	Purchasing Agent Pilot
	Lucy Greene

	Draft response to Final Report of the NCI Procurement Task Force distributed to ARC Managers for review

	Action items:
	Person responsible:
	Deadline:

	Comments need to be to Lucy within a week – she will be releasing this document at the end of next week
	ARC Managers
	9/24/04

	Lucy is awaiting a copy of the Instructional Procurement Workbook Joe has located
	Joe Jenkins
	9/24/04

	10 Minutes
	Success: One Day at a Time
	Lucy Greene

	Distributed copies of Success: One Day at a time to all ARC Managers

	10 Minutes
	Academy for Career Excellence
	Lucy Greene

	Administrative Officer and Administrative Technician Certificates of Excellence now available – final instructions and forms handed out.

	10 Minutes
	Congratulations/Good Luck Gary
	Lucy Greene

	Gary Unger is leaving NCI for a new position at NHLBI – Lucy presented him with a PEN for his leadership excellence and contributions to NCI as an ARC Manager– Gary was also given a Bloomingdales gift certificate from all of the ARC Managers.  Cake was served.

	Handouts:

Special notes:
	Academy for Career Excellence; Service by Intramural Scientists on a Scientific or External Advisory Board for a DHHS-funded project; Response to NCI Procurement Task Force

Julie Cummings and Renita Brooks are now on Lucy’s Staff – 

Julie is handling tracking of HR documents, Awards, and other HR related issues; Renita is the new Time Keeper, she also tracks all other documents (light refreshments, PDA’s, etc.) 


