POLICY WORK GROUP MEETING MINUTES

May 9, 2005

Attendance:
Rachael Wivell (NOAA)

Pat Oliver (NOAA)                    

Sheila Jackson (NIST)                

Dorothy Scott (NIST) 

Tom Hellmer (PTO)                   

Sandra Tull (CENSUS)          

Pam Swiatek (DOC/OAO)          

Theresa Hollowell (DOC/OAO)

Tammy Watson (VA)

· Rhonda will check to see if DOC call in number is available for a policy meeting to be held on Tuesday, May 31, instead of Monday, May 30 since Monday is a holiday.

· Finalized Policy Charter.

· Took another look at Pat’s policy – mandating e-tickets.  Everyone agreed with the revised language, but are not sure how to handle tickets for foreign travel.  It was suggested that we mandate paper ticket for all foreign travel.  Group decided to divert this question to Hamilton since ITA has the most international travel and would also like SATO’s input on the subject.  Talked to Hilary/PMO and she thought it would be a bad idea to mandate paper tickets for foreign travel – should be left optional.  Will try to finalize by next meeting.

· Everyone will review Hamilton’s policy issue and provide changes at next meeting.  Tom suggested a change in the last sentence of “Expense Report” since there will be times receipts cannot be scanned.  It was recommended to delete that sentence all together.  All agreed.  Hamilton’s policy will be finalized by next week.  Since his policy deals with changing the nomenclature, Theresa agrees that his policy revision will be the perfect lead in to the CTR rewrite.  

· Talked about whether to make on-line booking engine mandatory or not.  The group seemed to agree that the on-line booking engine be mandatory, with exception to unique and certain foreign travel situations.  Tom suggested we add language that would lay out specific exceptions.  It was decided that we needed input from PMO on justifications for non-use of the on-line booking engine.  Tammy will send list of unique situations VA used.  We will also look into what disciplinary action can be taken for not using the on-line booking engine.

· Talked to Hilary who suggested we adopt Treasury’s policy regarding on-line booking since they had a 70% adoption rate in a 90 day period.  Treasury laid out language that ”presumed” employees would use the on-line booking (never mandated it).  They attribute their success to good training and a personal help desk run by Treasury employees.  Did not provide any formal training – only a Treasury tailored user guide.  Will ask if we can get a contact to come in and talk to our group and also provide a copy of the training guide.  

· Tom talked about his policy issue(s) – receipt retention/electronic imaging.  He polled some high levels in PTO and found that they do certify their T&As in WebT&A.  Therefore, he feels pretty certain that high levels will not have a problem signing travel documents in e-travel.  But he’s still interested in hearing what DOC high levels will handle certification of documents.  Pam and Jim have a meeting with Otto Wolf to discuss this issue.

· Tom suggested that we look into allowing document preparers to create the voucher, fax or mail the claim to traveler and the traveler will sign the claim and fax or mail back to the preparer who will scan the signed voucher into the system.  Hilary had said that other agencies are establishing policies similar to Tom’s proposal.  

· Sandra Tull suggested that we look into smartcard w/notary function.  Invitational travelers sign a notary form which allows DOC personnel to file/sign the claim when the trip is complete.  The group did not like that the invitational traveler would not see or sign the claim.  Hilary indicated that GSA was concerned about this since traveler never sees the claim.  She said as long as the notary function was the same as “power of attorney”, we would probably be allowed to utilize smartcard notary.

· Rachael has called Ja’nelle Hickman (DOC/CIO) to see if she would be available for our next call to discuss electronic versus digital and the possibility of smartcard notary.

· Hilary is sending Rachael a list of contacts from agencies who have made split disbursement mandatory and optional.  Contacts will be invited in on a future call for lessons learned.          

