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[bookmark: _Toc441157529][image: ]From the Chief  
Greetings Property Professionals, first and foremost, I’d like to wish everyone a Happy and Healthy New Year!  The 2016 physical inventory at the National Institutes of Health has commenced (January 11) and will continue through September 30th.  The goal is to conduct a successful annual inventory in a professional manner with minimal disruption to the momentous ongoing work at the NIH.

As of December 31, 2015 all remaining unresolved overages and shortages from the 2015 NIH annual inventory have transferred from current status to prior inventory long term tracking, e.g. - overages since 2002 and shortages since 2010 (U09).  This information will be updated weekly as overages and shortages are reconciled.	
[image: ]
The building sequence for the 2016 inventory was posted to the web December 2015 and will be updated weekly.  The building sequence can be accessed via the following link: http://www.nyt1.net/nih/ProgressUpdate/info.asp.  (Continued on page 2)
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[image: ]IC PAOs can anticipate receiving an email from the NYT Inventory Supervisor three days prior to building openings and continuations.  ICs will also receive weekly emails from the NYT Inventory Supervisor regarding buildings that have been completed, current week’s inventory schedule and projected schedule for the following two weeks.  The inventory methodology is:  all sites identified on the building sequence will be inventoried by means of a wall-to-wall, floor to ceiling “sweep” process.  Please note:  All accountable property items must be accessible; e.g. - within reach from floor, readily visible with unrestricted access.  (Items in boxes, closets, drawers, cabinets, etc. are not subject to inventory.)From the Chief (Continued)
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 How can you assist?
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· Update loans and passes
· Resolve prior-year Overages
· Resolve prior-year Shortages 
· Transfer excess property
· Complete the receiving process (items subject to inventory out of boxes – in NBS property database)
· Identify and “resolve” special cases
· Sites/buildings/areas not inventoried
· Contractor held government property
· Publicize inventory within IC – focus on clear access to items subject to inventory
· Identify POC(s) for building/room coordination
· Bring in accountable property not on valid loan or pass
· Identify any special laboratory or safety considerations
· Mark or remove all property belonging to employees or contractors before the inventory
· Remove items to be inventoried from storage cabinets or drawers
· Move items to be inventoried to a level below 6 feet (within reach from floor)
· Provide clear access to accountable NIH property
· Ensure loaned or rented equipment is labeled accordingly 

I would also like to take a moment to reflect on the accomplishments of managing property assets during 2015.  Some noteworthy quick wins during 2015: 
[image: ]
As a combined effort, PMB and the NIH Property Community successfully managed 254,972 property assets throughout the NIH valued over 1.6 billion; 98.40% of assets were reconciled (assets located during inventory + assets reported as lost, damaged or destroyed on an ROS)/total number of assets in accountable record).  The aforementioned accomplishments are a direct reflection of the outstanding efforts by all Property Managers (IC PAOs/IC PCOs/PMB).  
(Continued on page 3)

[image: ]The Personal Property Section (PPS) conducted over 15 IC specific classes to inform IC PAOs and IC PCOs on personal property management procedures.  Additionally, the PPS conducted over 30 staff assistance visits and processed over 7,900 reports of survey valued over $61 million dollars.  From the Chief (Continued)

[image: ]
The Contract Property Section (CPS) continued their collaboration with the NIH acquisition community to partner with PMB on strengthening their policies and procedures, and to better inform procurement agents regarding the importance of proper asset management.  The Contract Property Section implement their quarterly Property Acquisition Management Council (PAMC) meetings between PMB and the acquisition community.  


[image: ]The Property Disposal and Reutilization Section (PRDS) at the Gaithersburg Distribution Center (GDC) applied arduous administrative policies which enabled the redeployment of over 1,600 serviceable property items back to the NIH.  These efforts contributed to over $5.4 Million in savings at the NIH and over $4.4 million dollars in savings elsewhere throughout the Federal Government (Transfers to other Federal Agencies).  The PRDS also improved their business process by successfully marketing the Direct Donation Program to local schools, Universities and non-profit organizations.  Their efforts were instrumental in preventing the unnecessary scrapping and disposal of excess computer and scientific equipment.  


[image: ]Participants of the Direct Donation Program received over 8,800 property assets valued over $16.3 million dollars’ worth of various laboratory and IT equipment.  The PRDS were good stewards of the environment and promoted eco-consciousness to the NIH staff, which resulted in the recycling of over 30,000 pieces of equipment, equivalent to over 164 tons that netted over $79,000 of revenue to the NIH in return.  The PRDS also picked up over 30,000 accountable surplus property items and over 16,000 non-accountable items.    
[image: ]








(Continued on page 4)

In closing, I truly appreciate your sincere efforts in the managing of over 254,000 accountable property assets valued at over $1.6 billion dollars during the CY 2015 inventory and the professionalism you demonstrate daily.  I’m a firm believer that success is all about communication and responsiveness; please do not hesitate to reach out to PMB for any questions or concerns.  I wish you all a wonderful year and look forward to working with you in 2016! 

 


  
From the Chief (Continued)

Michael B. Fratina				                                                          Chief, Property Management Branch
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Sonia E. Cross
(301) 435-3946
sonia.cross@nih.gov








The official name for printers within the system of record (Sunflower) has been my main topic of discussion during the past few Personal Property Management Council Meetings.  From a cataloging perspective, PMB believed 18 official names were too numerous, not user friendly, and too many for IC PAOs and IC PCOs to distinguish between one another.  PMB proposed to the Property Community, to reduce the list from 18 official names to six (Printer 3D, Printer multi-functional, Printer Only, Printer Thermal and Printer Dot Matrix).  The Property Community expressed concerns about the proposed official names and why the list needed to be further extended.  The IC PAOs and PMB met to discuss this initiative and decided upon the official names listed below which will be used for cataloging purposes moving forward.
  
New Printer categories added in Sunflower: 
· Printer Additive Manufacturing (3D Printers) 
· Printer Impact (Dot Matrix)
· Printer Large Format (Plotter, Poster or Graphics Printers)	
· Printer (Office Copiers)
· Printer Inkjet			
· Printer Inkjet Multifunctional
· Printer Card (ID Security)	
· Printer Laser	
· Printer Laser Color 			
· Printer Laser Multifunctional
· Printer Thermal

The implementation process to change some official names and adding new ones took place in the months of November and December 2015.  The other printer categories will remain in Sunflower until the end of their lifecycle.

		Old Official Name		
	New Proposed Official Name

		Printer 3D
	Printer Additive Manufacturing (3D)

	Printer Dot Matrix
	Printer Impact (Dot Matrix)

	Plotter		 
							Printer Large Format (Plotter, Poster or 					Graphics Printers)

		Copier
	Printer (Office Copiers)



(Continued on page 9)

The new (2016) Sensitive Items List has been published, the Category “Personal Digital Assistant with PC connectivity” has been changed to “Smartphones”.  PMB also added “Computer Work Stations” as an example to the category “Computers”.Catalog Tidbits (Continued)


   
New Sensitive Items List, effective 1 Jan 16

[image: ]

Please feel free to contact me at sonia.cross@nih.gov or by phone, 301-435-3946.




Sonia E. Cross
Property Systems Specialist 


[bookmark: _Toc410082693][image: C:\Users\keislerja\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\J945UKZN\office_worker01[1].png]
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[image: ]Inventory Management Specialists:
Annual Inventory Update 

[image: ]Now that the annual physical inventory process is complete for Calendar Year (CY) 2015; IC Property Accountable Officers (PAO) and IC Property Custodial Officers (PCO) should have reconciled their property books in effort to resolve inventory shortages and overages.  NIH currently has over 248,000 accountable personal property assets (CY 2016 Inventory Baseline) with an acquisition value of over $1.6 Billion. CY 2015 interim shortages and overages have decreased substantially as a result of the inventory; however, total declared unaccounted assets (U09) and overages from previous years still need to be addressed within certain ICs.  

The following are recommendations to assist in resolving inventory shortages and overages.  Property Management Branch (PMB) has worked extremely hard to clean up accountable property assets within the system of record (Sunflower), and has removed over 11,000 non-accountable asset records from active status.  PMB also screened over 64,000 X99 migrated assets within the system of record which resulted in the final event processing of 7,272 assets.  X99 migrated assets are property items which were migrated from PMIS to Sunflower and had no transactions since the migration (e.g. – bar code scan, changed location/user, etc.).
(Continued on page 11)

[image: ]Inventory Shortages Personal Property Corner (Continued)

An inventory shortage occurs when an accountable property asset, having an active property record in Sunflower is not accounted for by physical inventory or by current property pass within the system of record. 

Reconciliation of Inventory Shortages
 
The following procedures are recommended for resolving inventory shortages: 
 
· [image: C:\Users\keislerja\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\PWIU82BT\encuesta[1].png]Review the current NBS property record to obtain details regarding the asset identified as a shortage.  PMB recommends that ICs immediately investigate the circumstances regarding shortages once identified by the NIH Inventory Contractor and not wait until the reconciliation period after the inventory is complete (October – December).
· Contact the assigned User or Supervisor as defined by the property record to obtain information regarding the circumstances pertaining to the missing asset.
· Conduct a detailed sweep of the area where the asset was last associated; then, follow any leads regarding the whereabouts of the asset.
· Review any administrative files for expired/incomplete property records such as loans, property passes, repair passes, trade-in or warranty exchange transactions, or excess documentation.
· If a shortage is physically located, the asset must be scanned, uploaded, and sent to the Inventory Contractor in order to update the NBS record.  If a scanner is not available within your IC, contact Christopher J. Batzel Sr. via Outlook or telephonically at 310-594-2078 to request and schedule scanning assistance.  Another option is to list shortages on an excel spreadsheet, list all pertinent information (e.g. - description, make, model, serial number).  A signed memorandum from the IC PAO must accompany the excel spreadsheet stating all listed assets are correct, were located, and are within physical control of IC.
· If after exhausting all search efforts an asset remains unaccounted for, declare the asset as lost and resolve the matter by process of Report of Survey (ROS).  A ROS is the only official process used to investigate the circumstances of the loss.  The ROS also determines any liability requirements for individual(s) responsible for the loss.  Finally, the ROS serves as the record adjustment documentation for the loss of government property. 

Inventory Overages
 
An overage is an accountable personal property asset located by the inventory contractor during a physical inventory that is not on record within Sunflower.  When an overage is identified, a decal label and a yellow dot is affixed to the property asset and property information is recorded (e.g. - make, model, serial number, location). This information is sent from the inventory contractor to each IC PAO via their IC reporting tool on a weekly inventory report.  This report provides notification regarding overage discoveries. (Continued on page 12)


Reconciliation of Inventory Overages
 
The following procedures are recommended for resolving inventory overages: 

· [image: ]When notified of an overage, make a visual inspection of the identified property to verify that it is your (NIH, IC) asset and not privately or contractor owned.   If the asset is determined privately or contractor owned, the asset must be labeled accordingly. By labeling privately or contractor owned assets, this will prevent the inventory team from inventorying the asset and precluding it from being reported as an overage.

· If after reviewing the asset, you determine it is the property of another IC, report the overage to the particular IC PAO and notify the Property Management Branch via your designated Inventory Management Specialist (IMS) liaison. 

· If the property asset is determined to be non-government property (e.g., privately / contractor owned); or the property is government owned and is determined non-accountable based on value, report such findings to your IMS liaison to have the asset(s) removed from the overage list. 
· If the property belongs to your IC, search your NBS Sunflower decal worksheets to see if a skeletal record exists. If a skeletal record exists, ensure receiving actions are completed and pick-up the asset by completing the decal worksheet process. 

· [image: ]When a skeletal record (decal worksheet) does not exist, the IC PAO / IC PCO should inquire with their purchasing agent(s) about the asset and explore why receiving actions have not been completed. 

· If no other conditions apply, the overage must be corrected by processing a manual add through the system of record.  Note - a manual add should only be performed when a decal worksheet or other supporting documentation does not exist. Personal Property Corner (Continued)




(Continued on page 13)

When addressing inventory discrepancies, it is important to act promptly.  Your assistance in resolving overages and shortages will result in improved accountability of assets.

Additional 2016 Inventory NotesPersonal Property Corner (Continued)


For the 2016 NIH annual inventory the Inventory Contractor will continue to use the dot format for identification of an inventoried asset and assets which require attention from the IC PCO/IC PAO.

Green with white numbers – Non-capitalized assets 

 Purple with white numbers – Capitalized assets 

 Yellow with purple numbers – Accountable property not recorded (Overage)
 
Red with NO numbers – Asset is no longer sensitive or accountable 
                (Decal barcode remains on asset until disposed of by PRDS) 

In closing, I want to personally thank all the IC PAOs / IC PCOs for your tremendous efforts which resulted in the 2015 annual inventory being a success.  The Personal Property Section looks forward to the upcoming CY 2016 inventory and servicing all of your personal property needs.



      Christopher J. Batzel Sr.
	         Supervisor, Personal Property Section 
[image: ]
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[bookmark: _Toc410082697][bookmark: _Toc417404328]Feedback from the Introduction to NIH Property Management
[bookmark: _Toc410082698][bookmark: _Toc417404329][bookmark: _Toc432505131](NBS Property System) Class
[image: C:\Users\keislerja\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\PWIU82BT\seminar[1].gif]

The Introduction to NIH Property Management (NBS Property System) class is offered periodically by the NIH Training Center.  All users of the NIH Property Management System must attend this introductory class prior to requesting and gaining access to the NBS Sunflower Property System.  This 3-day training program provides attending NIH employees with a working knowledge of NIH personal property management policies, procedures and automated record-keeping techniques.  The hands-on workshop teaches attendees how to use the NIH Property Management System for day-to day management of NIH personal property records.  The NIH Property Management Branch (PMB) has an Inventory Management Specialist attend each class to provide guidance, feedback and answer any questions that may arise.  Below is a list of questions, issues and comments introduced by attendees at the latest introduction to NIH Property Management (NBS Property System) class.

Question:  What other steps should I take after becoming a PCO besides the appointment letter and taking this class?

Answer:  It is recommended that newly appointed PCOs perform a joint inventory of the property in their custodial area with the outgoing PCO if the opportunity is available to them.  PCOs should also review IC property management policy and procedures with their IC PAO to gain awareness of all IC specific property management requirements.   

(Continued on page 15)

Property Management Class Q&A (Continued)

[image: ]Question:  Will I receive a notice if a change happens to one of my decal records?

Answer:  Yes, NBS will generate an email notification when changes occur that result in adjustments to decal records.


Question:  How do I fill out a Report of Survey? 

Answer:  As many ICs have established internal procedures concerning the ROS process please contact your IC PAO in regards to filling out the Report of Survey and setting up a Board of Survey.  You may also contact your assigned Property Management Branch Inventory Management Specialist who will also assist you in this matter.


[image: ]Question:  Where do I send modification and deletion requests?  

Answer:  Check with your IC PAO regarding the established protocol for addressing property issues within your IC.  Ultimately, all property requests will be processed by your assigned Inventory Management Specialist (IMS) at NIH Property Management Branch (PMB).



[image: ]
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Greetings,

[image: ]The Property Reutilization and Disposal Section (PRDS) has extended the time for Institutes and Centers (IC) that have property assets stored at the Gaithersburg Distribution Center (GDC) from May 31, 2015 November 30, 2015.  This six month extension is the only extension that PRDS can authorize.  Any future extension (exceeding the 18 months) must be coordinated between the IC Executive Officer and the Chief, Property Management Branch, Mr. Michael Fratina.  Certain ICs will require a nine month extension (this is in addition to the already approved six month extension granted by PRDS).  This procedure is currently being addressed, once finalized I will contact the IC PAO directly.  New billing spread sheets were distributed after the six month extension to the appropriate IC’s so they can distinguish which items, by location were granted an extension.  
[image: ]  
All PDAs, Blackberry devices, and Smartphones - when final evented by PRDS, are final evented by decal number regardless of how they were received at the GDC.  This will ensure asset is properly removed from the system of record. (Continued on Page 17)

[image: ]*Reminder - IC PAOs /IC PCOs must complete an NIH Form 2741 (Request to Cannibalize Personal Property) prior to any cannibalization of personal property.  This form is routed through PMB via your assigned PMB Inventory Management Specialist.  Any piece of property received at the GDC that has been cannibalized without the proper form attached will be returned to the IC and a Board of Survey will need to be completed on the property asset.PRDS Highlights (Continued)


[image: ]
There was an Operation Clean Team initiative which occurred December 15, 2015 through December 17, 2015.  If any IC is missing items out of Building 10 or Building 31 (loading dock), please contact the PRDS, these operations require additional due-diligence by all in order to track and account for NIH property. 
[image: ]


The New Excess Track 5.0 is up and running at the GDC without any complications.  Many “Kudos” to Paul Hammond and the NBS Team for a job well done and a seamless conversion.  My deepest heartfelt thanks!!

[image: ]
The NIH Recycling of Personal Electronic Items started October 1, 2015 and is progressing well.  This program provides a no cost recycling option for selective personal electronic items for NIH employees including contractors and volunteers.  Please publicize this initiative within your IC.
  
In the future, the PRDS will be actively engaged in all NIH Green events such as America Recycles Day, Earth Day, and Green Labs Fair.  PRDS just concluded America Recycles Week in November, which was a success.  The next Green event will be Earth Day which will occur this spring.
 
[image: ]PRDS is promoting our reutilization and recycling efforts, please help us by spreading the word/information within your IC and work areas.  All serviceable surplus property items at the GDC are free to NIH ICs and only require minimal paperwork.  Please feel free to visit the PRDS and view our serviceable surplus property items which you might be able to utilize within your Institute and Center in lieu of procuring new assets.  We can increase the amount of property items reutilized within the NIH with very little effort.
 
(Continued on Page 18)

PRDS Highlights (Continued)


FY16 Excess Property Items Redeployed Back to the NIH
	Month
	Items Processed
	Acquisition Value

	October
	797
	$549,251.13

	November
	726
	$334,408.70

	Total since October 1, 2015
	1,523
	$883,659.83



If you have any questions please contact Mike Kessler @ (301) 594-9915 or via email at kesslerm@mail.nih.gov.
 




			  Michael J. Kessler Sr.
	   	Supervisor, Property Reutilization and Disposal Section
 
[image: ]                      		
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Mark your calendar for the next PPMC meeting...

When/where:

Wednesday April 6, 2016
Time:  10:00 AM to 11:30 AM
Location:  Bldg. 45 Natcher Building
Room F1/F2 
[bookmark: _Toc352322025][bookmark: _Toc352322414][bookmark: _Toc393317797]
[bookmark: _Toc441157539]2016 PPMC Meeting Schedule
	April 2016

Wednesday
April 6, 2016
Time: 10:00 AM to 11:30 AM
Location:  Bldg. 45 Natcher Building, Room F1/F2
	June 2016

Wednesday
June 1, 2016
Time: 10:00 AM to 11:30 AM
Location:  Bldg. 45 Natcher Building, Room A


	October 2016

Tuesday
October 4, 2016 
Time: 10:00 AM to 11:30 AM
Location:  Bldg. 45 Natcher Building, Room F1/F2


	December 2016

Wednesday
December 7, 2016 
Time: 10:00 AM to 11:30 AM
Location:  Bldg. 45 Natcher Building, Room F1/F2









[bookmark: _Toc352322026][bookmark: _Toc352322415]



















[bookmark: _Toc353537385]The Property Management Branch values the insight of the NIH Property community and encourages active participation during PPMC meetings.  If there are any topics of interest that you would like to discuss at the PPMC meetings, please forward your suggestions to Michael Fratina at michael.fratina@nih.gov





[bookmark: _Toc441157540]NIH Annual Property Inventory Progress for 2016 	

The annual property inventory commenced January 11, 2016.  The scheduled inventory is provided for your information and planning purposes; the building sequence may be subject to change as the inventory progresses.  Should changes become necessary, PMB will coordinate directly with the appropriate ICPAO.  As the inventory progresses weekly emails will be sent, as in prior years, providing inventory progress and schedule updates.

Please refer to the following link for more information regarding the 2016 inventory schedule: 
http://www.nyt1.net/nih/ProgressUpdate/Info.asp
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[bookmark: _Toc441157542]NIH Property Management Training Schedule  
	ID
	Title
	Dates*
	Location
	Cancellation Deadline
	Class Times
	Tuition

	NICHTC
9517
	Introduction to NIH Property Management
	Feb 29 – Mar 2
	6705 Rockledge Drive
	Feb 10
	9:00 AM - 4:00 PM
	$564

	NICHTC
9517
	Introduction to NIH Property Management
	April 4 - 6
	6705 Rockledge Drive
	Mar21
	9:00 AM - 4:00 PM
	$564

	NICHTC
9517
	Introduction to NIH Property Management
	Jun 1 - 3
	6705 Rockledge Drive
	May 18
	9:00 AM - 4:00 PM
	$564

	NICHTC
9517
	Introduction to NIH Property Management
	Aug 8 - 10
	6705 Rockledge Drive
	July 25
	9:00 AM - 4:00 PM
	$564


[bookmark: _Toc409525369][bookmark: _Toc441157543][bookmark: _Toc352322028][bookmark: _Toc352322417]Property Management Refresher Training
	ID
	Title
	Dates*
	Location
	Cancellation Deadline
	Class Times
	Tuition

	NICHTC
9520
	Property Management Refresher
	March 3 - 4
	6705 Rockledge Drive
	Oct 26
	9:00 AM - 4:00 PM
	$545



*Additional training dates will be published as the 2016 training schedule is developed. 

To all –

Please consider registering for this valuable 2-day Property Refresher class.  Also, it would also be appreciated if you would pass it forward to anyone else who may have an interest.  

Kimberly H. Doherty
Program Manager, NIH Training Center
OHR/Workforce Support & Development Division
6705 Rockledge Drive, Suite 4000
Bethesda, MD  20817
301-402-3096
Dohertyk2@mail.nih.gov 
http://trainingcenter.nih.gov 
[bookmark: _Toc441157544][bookmark: _Toc424640324][image: cid:image001.jpg@01D008B7.D8041D10]


[bookmark: _Toc441157545]Training Website References

	Training
	Links

	NIH nVision Property (Reports)
	http://trainingcenter.nih.gov/list.aspx?catId=8

	NIH-Intro to Property Management
	http://trainingcenter.nih.gov/ShowDetails.aspx?cid=NIHTC9517

	Property Management Refresher
	http://trainingcenter.nih.gov/ShowDetails.aspx?cid=NIHTC9520

	National Property Management Association
	http://www.npma.org/

	Graduate School Personal Property Management
	http://graduateschool.edu/
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[bookmark: _Toc441157547]Professional Training Opportunities 
[bookmark: _Toc385577257]National Property Management Association (NPMA)

NPMA Federal Center Chapter Certification Review Courses
Certified Personal Property Specialist (CPPS)
Certified Personal Property Administrator (CPPA)
Certified Personal Property Manager (CPPM)

Contact below for course dates:
POC: Marla Williams, Exec. Vice President Federal Center Chapter
800-731-9569, marla@weinventoryassets.com
[image: training]
[bookmark: _Toc255560031]
[bookmark: _Toc305507118]The National Property Management Association (NPMA) Certification Program is designed to elevate professional standards and enhance individual performance for those who demonstrate a high level of competence that is essential to the practice of property management.  If you have made a commitment to a career in property management, you should consider obtaining your NPMA certification.  Join a distinguished group of peers worldwide who have chosen to attain this high level of excellence.  Through dynamic instruction, vigorous study, and the NPMA Testing Program, you will earn the recognition you deserve as a qualified property professional. The NPMA Testing Program is an essential component of the certification courses and consists of four-modules, multiple-choice tests and an essay examination for the level of Certified Professional Property Manager (CPPM).  The certification courses cover all property management categories from pre-acquisition to disposition.
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Intramural Points of Contact
	Intramural Liaison
	Phone Number
	Institutes and Centers

	Sean Brown
	301.496.3898
	NCCIH, NIAMS, NIBIB, NIDCD, NIEHS

	Pat Coogan
	301.435.3012
	CC, NIA, NICHD, NIDA (14200), NINDS, ODORFD

	Shane Ferns
	301.496.6606
	NHGRI, NIAAA, NIMH, OD, ORS

	James Keisler
	301.435.3945
	CIT, NEI, NHLBI, NIDCR, NLM

	Gale Stevens
	301.496.4772
	FIC, NCI, NIAID, NIDA (14000), NIDDK

	Margaret Straubinger
	301.496.3292
	CSR, NCATS, NIGMS, NIMHD, NINR


[bookmark: _Toc255560033][bookmark: _Toc304805856][bookmark: _Toc304807137][bookmark: _Toc304807218][bookmark: _Toc304807234][bookmark: _Toc304807251][bookmark: _Toc304807421]
Extramural Points of Contact
	Extramural Liaison
	Phone Number
	COAC
	Institutes and Centers

	Jerry Haley                     
	301.496.5609
	NCI
	NCI, NCCAM

	Allan Henderson
	301.496.4689
	NLM
	NLM, CIT, OD, NIDDK

	David Hubbard              
	301.496.4366
	NICHD
	NICHD, NIAAA, FIC  

	Marea Petrelles             
	301.496.4485
	NHLBI
	NHLBI, CSR, NIAMS, NIDCR, NIBIB, NCRR, NHGRI, NCATS



	Neuroscience Liaison
	Phone Number
	COAC
	Institutes and Centers

	    Jerry Haley
	301.435.5609
	NIDA
	NIDA, NINDS, NIMH, NIA

	    David Hubbard
	301.496.4366
	OLAO
	NINR, NCMHD, NEI, NIDCD, NIGMS, OD, ORS, NITAAC, OLAO

	    Hannah Stachmus       
	301.496.4180
	NIAID
	NIAID, HHS Bio-defense 



	Specialty Liaison
	Phone Number
	COAC
	Institutes and Centers

	    Allan Henderson
	301.496.4689
	CC, ORF, NIEHS
	CC, ORF, NIEHS
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Websites[footnoteRef:2] [2:  Accessibility
The Office of Logistics and Acquisition Operations, OLAO, is making every effort to ensure the information available on our website is accessible to all. OLAO is not responsible for the accessibility of the websites listed within this newsletter.  To learn more about the regulations governing the accessibility of Federal electronic information products, visit the Section 508 page. ] 

	Links

	NBS Portal (Regulations, Forms)
	http://My.nih.gov/

	NIH Manual Chapters
	http://www1.od.nih.gov/oma/manualchapters/                            

	Help Desk Ticket; for computer support
	http://support.cit.nih.gov/

	DHHS Policies
	http://www.hhs.gov/oamp/policies/

	DHHS/Logistics Management Manual 
	http://www.hhs.gov/hhsmanuals/logisticsmanual/LMM.pdf

	NIH Office of Logistics and Acquisition Operations 
	http://olao.od.nih.gov

	Government Accountability Office 
	http://www.gao.gov/

	GSA Personal Property policies
	http://www.gsa.gov/portal/content/104604
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OLAO Lean Six Sigma Green Belt Traininq

The Office of Logistics and Acquisition Operations (OLAO) will host a 5.day training course
for federal employees on Lean Six Sigma, a process improvement methodology, to help you
address challenges in your daily responsil X

‘What will 1eam?

Whatis Lean Six Sigma (LSS)?

Inthis 5-day training course, you will learn the LSS DMAIC
methadolagy (Define, Measure, Analyze, Imprave, and
Contral to improve qualty, productirity, customer
satisfaction, andior effciency while reducing cost andior
waste, THs coutse wl noluge
‘Application of the DMAIC methodolagy.
« Praper identfication of the scope and problern,

Lean Six Sigma is a set of methodologies used
to systematicaly improve processes by:
« Emphasizing qualty andor speed of
product or service delivery
« Eliminating sources of variation (defects)
and waste.
« Targeting process improvemerts around

{ssussvoiced by fhe customer and the « Appropriate method o measure current and future
organzation. prosesses.
+ Measuring performance against original « Tipsand techniquesto uncover root causes for

problems.
« Data for decision making through statistical analysis
« Leantechniquesto reduce the 7 Forms of Waste'
« Techniques to properly insitutionalze mprovements.

Drocess reauirerments (baseling)

Before LSS

Green Belt Cerification requires the three
steps ilustrated in the pis chart above. At the
completion of this course, you must take the

LSS Green Belt Exam. To receive your 40
CLPs, you must earn an 80% or higher. In When: Monday, Feb. 20 - Friday, Mar. 4, 2016

order 1o obtain a Green Belt certiication, you 8:30 AM - 4:30 PM

must also complete a Green Belt project, Where: 6001 Executive Boulevard Rockvile, MD —

which will need to be mertared by a certiied Training Room A

Black Belt All employaes wil have to pay for Who:  Enrollment is opento all federal NIH Employees
52 hours of project mentoring over si months Class size s limited to 25 attendees

to become certiied Cost:  $800 for the &-day course that can be paid through
“Projects used for certfication should be a direct CAN citation 1o OLAO. There is an

geared toward organizational needs and have addtional fee f interested n the 52 hours of project
an impactful ROL mentoring to become Gresn Bet certiied

ContactInform
For more information, please e-mail LeanSixSigma@od.nih.qov
To register, please click on the following link: =

“PWC, on behalf of OLAOININ, proudly presents this 5-day Green Belt training course developed and
condicted as part of OLAO's Green Bel Certification process.

n
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OLAO Lean Six Sigma (LSS) Green Belt Project Support

This docurrent prosides information about Lean Six Sigra (LSS) project wentoring flitated by OLAO and
demonstrates how applying aneffective LSS project can provids asignificant eturm on investrcent (ROD) o your office
and custorzers.

Why LSS?

‘Budget cuts are forcing NIH - like all federal agercies - o find innowative methods to acoomplish the sare level of
Productinty wit fovet rsours. To deliver o £ isio 1o support NIF cutorter, OLAO st i deeloping
St v o LS Progea o g ot quelis, o sssfacion, il ficarcy wile g
ot and vt

The LS methodology provides a rigorous, proven process inprovercert appoach to addressing tough business
problercs and erpowers staf o continuonsly inprow the

Crgzation,  OLAO i commitied to bulding e prooss R
Inprovetrert cipabiity orgnically by dsploving & LSS progarn el Al A ) that
fosters aculture of quality and redwed waste. This cultwre begrs (SR LSS L

vith developing LS practitioners across NIH called Green Belts Mikal Harry

(GBs). Cortified GBs are staff traired in LSS who carry out [ L0 ko) Gel

Suproverert projects. To be a certified GB, a candidate st
attend the OLAOLSS GB covrse, pass the poficiencyexam, ard conplete anLSS project.

LSS Project Impact
Lean SixSigma projects provide orgarizations with two key benefits:
sty Process improvement, vitin the orgnizaion o relue oo or
lzinate vasteofe ealting i sigaficant et o mnstent(ROD.
& Iearning experierce 1o develop staff vis o st to provide

irpactful solutions to the organzation long after the itial mertoring
investrrent,

IC's realize significant savings by wsing their own people to solve
their own organzatiors challenging problems in a condensed
timeframe, awiting potentially sigificant oosts sssociated with contractor
involvercent or long-terrn rojects. Furttemors, the lessons lsamed by te
Green Beltcandidate can easlybe irrparted on rew projects o furtter enbarce velue o the organization.

L55GB Project Mentorship Costs

Project rentorship byacortified Black Belt s a cost component for staffoutside 0 FOLAO o belp the office recoupits
wn costs for tis mentorship. Note that OLAO is able to offer renforirg services at a significartly redued rate to
custorrers over whatit would typicallycost the 1C from anouside sowrce. Project mentorship by acertified Black Belt
is required to obtain OLAC's LSS GB certification f ersure the candidates ave up o the standau of acertified GB. To
further reducs the st t 1C5, OLAO & able to offer discourts based on multiple candidates beirg rentored
concumrentlyas they coreduct one irproversent project. Our Black Belt can belp youorganize the Eroject in way that
achieves desired organizational oufcorres while providivg vp o three cardidafes the required experience 0 reet
certification requirerrerts. Mentorirg ates ave highlighted below.

Key Assunptions —Projects Hhatare delayed due o organizational challenges outside of project elated issves may.
ixcroase project mentorship resouress and this drive up the per projectcosts. Below are additional assurptions used
indeveloping the Ericing anslysis.

@B candidates il have fll support fromtheir respectise organizationis ledership

Candidates vill dertifya sisble LSS GB level roject
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‘Candidates vill bave the opporturity o workon their LSS projects
Project support osts are based on muacber of GE candidates per project

Lss  Costper Humberof  Total Gate = Certiication Cost per
Mentor  Hour B Project  Review  Preparation Candidate’
Candidates | Mentorship  Support Hours:
Hours Hours

1 W g 4 56958 | 9698
oLso
oot | $13 B El g 5 58576 | 94288

3 6 0 5 55514 | a7

OLAOLSS GB Preject Mertorship Pricir Aralusts

*Pleass note, cost per person decreases with riore candidates, becauss the nurber of hows t provids project
rrerfaring dhes notirerease neanty per candidate, Inother words, lrger tears will reed slightlyrrore hows of
supportoverall, bt vall not reed double or tipls the arpurt of support with two or thres GB candidates.

OLAO LSS Training & Project Mentoring Past Performance
LS Grven Bl treiig provwdnd o 197 leaders fiom 27 Instittes, Genters, el Offces acxoss the NIH,

‘25 NIH errplogess have been rentored thiough the OLAO Green Belt certification program, swooessfully cornpleting
20 irproverzent projects.

Sunessful project outeormes have included:
Reduoed soquisition redundareyjduplicated puchsse efforts
Redued imentorystortage lewls t lsss than 2%

Irproved fresger acoontabilityand lfscycle rarsgerent
‘Standardized reporting that Fclittes icproved procurerzent projections
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Category

Minimum Acqu
Threshold

clude but are not limited t

Bio Safety Cabinets

No minimum acquisition cost

Alltypes

Computers

No minimum acquisition cost

Includes PCs, Servers, Laptops, Computer
Workstations, Tablets

Laboratory Grade Freezers

No minimum acquisition cost

Freezer Liquid Gas, Freezer Ultra-Low Temperature
(upright, chest & bench top)

Liquid Scintillation Counters

No minimum acquisition cost

Alltypes (portable, floor and bench top)

Smartphones No minimum acquisition cost | iPhones, Blackberrys, Androids
printers No minimum acquisition cost | Alltypes, does not include 3D Printers
Examples include Voltmeters, O- , & Watt
Portable Instrumentation $300.00 amples Include Voltmeters, O-scopes, & Wa
Meters
power Tools 20000 Includes stand-alone items such as Portable

Compressors, Generators, Table Saws

still cameras

No minimum acquisition cost

Examples include Digital, Laparoscopic, & X-ray
Identification

Televisions & Computer Monitors

No minimum acquisition cost

Al Types, includes VolP Monitors

Video Cameras

No minimum acquisition cost

Does not include surveillance equipment

Weapons

No minimum acquisition cost

Includes Firearms, Tranquilizer Guns, High-Voltage
Stun Guns

Based on the Federal Management Regulation, a Sensitive item s defined as personal property ffems that do not meet the accountable item cost threshold
($5,000), but require special control and accountability due to; unusual rates of loss, theft or misuse, or due to national security or export control considerations
Such property includes weapons, ammunition, explosives, designated information technology equipment with memory capability, cameras, and communication

cquipment.

January 1, 2016
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Supervisor, Personal Property Section:
Christopher J. Batzel Sr.
(301) 594-2078
christopher.batzel@nih.gov
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