POLICY WORK GROUP MEETING MINUTES

May 2, 2005

Perfect Attendance:
Rachael Wivell (NOAA)

Pat Oliver (NOAA)                    

Hamilton Humes (ITA)              

Sheila Jackson (NIST)                

Tom Hellmer (PTO)                   

Elaine Russell (CENSUS)          

Pam Swiatek (DOC/OAO)          

Theresa Hollowell (DOC/OAO)

Tammy Watson (VA)

· Introduced a tracking sheet which will be used to track all future policies until finalized 

· Had a discussion on the need for the group to not only write policy, but to also ensure that all other relevant offices concur with final policy

· Talked about Theresa being assigned to rewrite the CTR.  There was discussion on how she rewrote USDA regulations.  Since they are in a totally different format than the FTR, we asked her to send everyone a copy to check out.  There was also discussion on whether to use the Q&A or narrative format.  The group will not know which is better until we can look at the USDA regs.  But the group would like to make a consolidated recommendation to Jim and Pam on how the CTR should be written.  More discussion in the next meeting.

· Starting to finalize the policy charter.  Rec’d feedback from GSA/PMO, ITA, and NOAA.  Will send revised charter to group members for final review.  Hope to have final copy to Jim/Pam by next week.

· Discussed exceptions when using paper tickets for foreign travel.  Decided to get clarification from GSA/PMO

· Decided to use eTravel Service in policies/regulations when referring to the new end to end system.

· Discussion on whether or not admin staff can sign off on travel claims for senior level personnel.  Decided to get feedback from GSA/PMO

· Will need to have exceptions for electronic signatures in place for employees in remote areas or extended TDY.  The group agreed that the voucher would still need to be filed electronically, but could grant exception which would allow hardcopy signatures for those unique situations.  Rachael agreed to send Tom some of NOAA’s current regulations since NOAA has situations like that.  Meanwhile, Pam agreed to talk to senior levels within DOC to see if they would be signing their own vouchers within the system. 

· The group agreed that regulations would have to allow exceptions for electronic imaging.  Especially for officers aboard ships and employees in remote locations where scanners/fax machines are not available.

· Discussed split disbursement and whether or not the group would make it mandatory or optional upon implementation.  Most members agreed to leave optional until system was fully functional.  Decided to ask GSA/PMO if other agencies are mandating split disbursement or leaving it optional.

· Next meeting will be next Monday, May 9 – 10-12.   

