FINAL


Minutes

DOC eTravel Change Management Team Meeting

Monday, January 13, 2005

Attendees:

Marty Merrill (NIST) 

Byron Martin (NIST)

Brenda Barth, NOAA

Cynthia Curtis, NOAA

Stephen Elko, NOAA

Nancy DeFrancesco, OCIO

Cheryl Whisonant, Census

Linh Diep, Census

Wilma Tarry, Census

Hamilton Humes, ITA

Kathy Simpson, PTO

Introduction of Attendees

Steven Soares

Steven introduced himself as the Chair of the Board, with Jeanette Powers as the Co-Chair.  Most members had been in attendance from the previous meeting and Steven asked the new attendees to introduce themselves.

Travel Management Division

Steven Soares

Steven briefly touched on the website with the group as it was discussed in an earlier meeting with the System Configuration Board.  He asked that all members review the website and advise any comments and changes to the etravel@doc.gov mail account.

Purpose of Board/ Business Process Reengineering

Steven Soares

Steven discussed the importance of streamlining the approval process for order, vouchers, and local vouchers in eTS.  He had passed on a Sample Travel Process for the Travel Management Division.  There were currently 21 steps to create a travel order, 15 steps to approving a travel voucher, and 15 steps to approving a local voucher.  Steven had also mapped out the visual processes so that the Board understood the necessity for looking at ways to streamline document approvals.  

He further proposed to the Board that the organizations should push down approval of documents to the lowest level.  A discussion of how budgets are appropriated within the organizations.  Most of the organizations stated that budgets are given to the various divisions.  Chiefs of those divisions (or a designated representative) should be able to approve orders, vouchers, and travel vouchers.

Steven also worked on a scenario with the group to standardize the naming convention in the steps for approval.  The group agreed that the step following a traveler or travel orders preparer would be known as the REVIEWED stage.  The final step in the process would be called the APPROVED stage.  Some of the Bureaus mentioned that the review process was not necessary for their organizations – the document would route directly to the Approving Official.  Budget/Finance would manage by reports.

Steven discussed reporting capabilities in the system with the Board.  There were a variety of reports that would be available to different personnel – all dependent upon access levels and/or permissions.  Steven mentioned that the TMD would be arranging for a full demonstration of the system by EDS.  Time and place to be determined.

Action Items

Steven Soares

Actions items to ensure that proper planning is accomplished for the Department and Bureaus for the Change Management/Business Process Reengineer and are as follows:

· Each Bureau should submit a point of contact for the Business Process Reengineering sessions to Steven by January 21, 2005;

· Using the Sample Process document, each Bureau should submit their processes to Steven by January 27, 2005.  Bureaus mentioned that the processes were mapped out previously.  If a Bureau has not had a process completed, Steven will discuss with the point of contact for the organization.

   Action items (to be determined):

· Steven talked about scheduling meetings with the various Bureaus and meet with organizations to discuss the proposed streamlined processes.  This should occur in the first two weeks of February.

· Steven will need names for routing officials (Reviewers and Approving Officials).  More information to follow when it is determined what fields would be required.  There was an issue being discussed whether to use social security numbers or vendor identification.

Future Meetings Dates

Steven Soares

Next meeting for the Board will be the EDS demonstration of the system.  Time and place to be determined.
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