Critical Elements for Executive Officer - 341
A. Financial Management (MANDATORY FOR ALL EOs)
· Support NIH-wide audit and internal control efforts, ensuring responsive and timely submission of analyses, reports and/or documentation, electronic records for audits or internal control reviews and SAS 99 interviews and surveys.
· Work with IC Budget Officer and other staff to ensure that obligations are within established allotments and statutory limits by using quarterly account reconciliations and, in the 4th quarter, monthly reconciliations, to successfully track funds, help prevent Anti-Deficiency Act violations, scrub stale obligations and property records, and close the books by September 30.
· Ensure IC active participation in functional teams for NIH Business System (NBS) tracks 3 and 4 (Acquisition/Supply/Property/Finance) as well as making appropriate role designations, user acceptance testing and make sure all IC tracks 3 and 4 staff receive appropriate training.  Ensure responsiveness to NBS project needs.
· Assure urgency/priority is given to responding to A-123, Appendix A, Financial Reporting assessor’s request for interviews, required tapes and reports, source documents, and follow-up on explanations to auditors’ inquiries.
· Ensure management systems and performance indicators are in place to measure performance across the full spectrum of processes and administrative areas under their purview; proactively take corrective action when necessary; and proactively foster a “risk management” environment such that employees are aware of and have the knowledge and skills necessary to carry out their risk management responsibilities.  Ensure that IC Director is alerted to the trends or patterns that may need higher level attention.
· Identify, prevent, and mitigate risk in everyday work responsibilities.  Proactively alert supervisors to possible problems, and work with their supervisors and management to implement corrective actions as needed.
· Identify critical strategic outcome measures (like RPGs and average cost) that can be linked to funding.
· All individuals and managers over individuals that are responsible for committing, obligating, receiving, any paying (and those entrusted with entering or certifying such transactions into the financial systems) must assure propriety, accuracy, and timeliness to prevent erroneous (improper) payments.
· Support NIH-wide Improper Payment Information Act (IPIA) review, reporting, and corrective action efforts, ensuring responsive and timely submission of analyses, reports, and/or documentation for IPIA reviews.  Provide prompt and responsive assistance to NIH for periodic and end-of-year calls for supporting documentation for this Congressionally-mandated effort.
B. Human Capital (MANDATORY FOR ALL EOs when applicable)
· Utilize and support the competency development project and career/leadership programs collaboratively developed by HCG and their partners. Actively participates in implementation and recruitment for newly established NIH Administrative Fellows Program (AFP).  Provide interviewers, FTEs for targeted positions, rotations, and mentors.  At least 50% of vacancy announcements for administrative positions that competencies are established will include references to competency models.  Hold at least 2 training/education sessions for competency implementation.
· CSD and Selecting Officials work towards expediting the SES hiring process while ensuring diversity issues are considered throughout the hiring process.
· CSD and Selecting Officials collaborate to ensure that “Certificate of Eligible’s” are processed within an average timeframe of 45 days or less.  Ensure diversity issues are considered throughout the hiring process.  
· In accordance with NIH/OHR established deadlines, 100% of covered employees will be placed on a PMAP performance plan on a calendar year basis and/or within 30 days of their EOD, 100% of covered employees will receive a mid-year progress review, 100% of covered employees will receive a end-of-year performance evaluation, and performance awards will be administrated in a timely manner and in accordance with PMAP policy.  
· Support IC, NIH, and Departmental programs that strengthen our workforce, such as increasing diversity, succession planning, talent management, recruitment, and leadership and knowledge management.
· Joint-collaboration of OHR and Institute Staff to creatively use HR programs to improve recruitment and retention.
· Support NIH workforce planning recommendations and human capital planning initiatives.  Participate in on-going workforce analysis.
· In accordance with HHS initiatives developed as a result of the national response to Hurricane Katrina, in collaboration with the Office of Intramural Research, provide Commissioned Corps Officers the opportunity for training and deployment to assist with regional and national emergencies.  Additionally, provide civilian employees the opportunity for training to assist at the NIH Clinical Center in the event of a local emergencies. 

· Where less than expected representation of Hispanics exists in the IC workforce, improve their representation so that the representation of Hispanics in the NIH workforce is increased over the levels contained in the NIH MD 715 Report.
· Where less than expected representation of persons with targeted disabilities exist in the IC workforce, improve their representation by 10% so that the representation of persons with targeted disabilities in the NIH workforce is increased by 10% over the levels contained in the NIH MD 715 Report.
· All SES Members, Managers, and Supervisors (and subordinate employees as required) will attend the following mandatory EEO, Diversity Management, and Reasonable Accommodation annual training.  These include, (a) Prevention of Sexual Harassment, (b) Section 508, Level 1 and 2, (c) Reasonable Accommodation Procedures, (d) Review and Update of EEO Laws and policy, (e) NO FEAR Act, and (f) Diversity Awareness.
C. Management Functions and Competitive Sourcing (MANDATORY FOR ALL EOs when applicabl) Management Functions
· Actively participate in efforts to meet the HHS “Green” standard for closing out contracts and purchase orders.  Ensure that contracts and orders are accurately and in a timely manner reported into and closed out in the DCIS/SAI.  Supervisors should review DCIS periodically to ensure staffs are reporting.
· All Offices of Acquisition actively participate in the Acquisition Balanced Scorecard (ABS) surveys of acquisition office personnel and their NIH customers.  The ABS is scheduled to be conducted in FY 2007.
· In coordination with the Office of Research Services, support the phased implementation of Homeland Security Presidential Directive (HSPD-12), including communicating HSPD policies and procedures to staff and instituting Personnel Identity Verification (PIV) I Compliant Processes as required by NIH plans to meet the established schedule.
· In accordance with the regulations, ensure that small businesses are considered for all awards for simplified acquisition buys between the micropurchase threshold ($3,000.00) and $100,000.00.  
· Ensure that Contracting Officers/Purchasing Agents work closely with Program to reemphasize the importance of awards to small business. Contracting Officers/Purchasing Agents should coordinate acquisition planning with the HHS Office of Small and Disadvantaged Business Utilization (OSDBU), review and implement policy updates, and participate in training on the HHS Small Business Program.  
· Directors, Offices of Acquisition should emphasize the importance of subcontracting opportunities, solicit commensurate subcontracting plans for applicable contracts awards over $500,000, and ensure staff use of eSRS.  
· DHHS will set the small business goal for NIH.  The Office of Acquisition Management and Policy will communicate these goals to the Offices of Acquisition after DHHS has made their determination, and together OAMP and the OAs will monitor achievement of the goals throughout the year.  
D. E-Government  (MANDATORY FOR ALL EOs when applicable)

· Adhere to security policies and procedures as well as the Privacy Act of 1974.  Assist Deputy CIO in administering the NIH security policy and system security awareness program as well as OMA in administering the NIH privacy awareness program.  Work directly with the IC Privacy Act Coordinators and Information System Security Officers on privacy and security issues and incidents.  

· Ensure adherence to security policies and procedures as well as the Privacy Act of 1974.  Assist the Deputy CIO on the prevention and resolution of security issues and incidents.  Assist the IC Privacy Act Coordinators or OMA on privacy issues and incidents.  Implement the NIH security policy and information security awareness program.  Promote awareness of IT security issues, among other duties.
· Ensure adherence to privacy policies and procedures as well as the IT Rules of Behavior.  Assist the NIH Senior Officials for Privacy on privacy issues and privacy impact assessments and the IC Information System Security Officers on security issues and incidents.  Promote awareness of privacy issues, among other duties.
· Proactively support the implementation of the NIH Vital Records Program within their IC/OD Office and integrate the general NIH Records Management Program into IC/OD Office operations and ensure compliance.
· Identify business processes that are needed to ensure Continuity of Operation and specify minimum needs to provide required services (e.g., number of staff required, etc.)
· Identify and report to the NIH Enterprise Architect shareable and potentially shareable software being developed or operating within their ICs.  CIOs are to provide their EO information regarding all software systems in their ICs including applicability and condition in order to make judgments about the ability of sharing software.   
E. Real Property Management  (MANDATORY FOR ALL EOs)
· Through personal leadership and appropriate managerial actions support all NIH real estate and facilities activities by adhering to the list below where appropriate:
· Support a central real estate and facilities management program in the Office of the Director, NIH by recognizing ORF as the single authority with stewardship responsibilities for all NIH research and research support facilities. 
· Ensure that all phases of any facility initiative, including master planning, design, alterations, renovation, new and temporary construction are led by the ORF.
· Ensure that all highly specialized lease administration activities from acquisition through closeout are led by the ORF.
· Ensure that all leasing and alterations of leased real property assets are coordinated, reviewed and approved by the ORF.
· Ensure that all new and changing space requirements for all IC to support programmatic and scientific mission are submitted to the Space Review Board for input, review, final approval and direction.
· Participate in the annual Building and Space Planning process as required to identify future facilities requirements for review and approval for the Facilities Working Group.
· Support development and implementation of NIH Facility Guidelines and Standards to ensure integrity of NIH facilities and compliance with all applicable regulatory laws, policies and gudielines, including but not limited to those mandated by the NIH, the HHS, the GSA, the OMB and all other Federal, State, Local and regulatory and accreditation entities as appropriate.
· Support the operation and maintenance of federal and leased facilities by the ORF, unless specifically authorized otherwise by the ORF.
· Support the NIH Environmental Management System (NEMS) to minimize impact of waste from offices and laboratory facilities through (pick and choose from list below as applicable):
· Communicate support for the goals and benefits of the NEMS. 
· Ensure that sufficient resources are available to support NEMS implementation and continual development through annual reviews.
· Support the NIH Environmental Policy signed by Dr Zerhouni (Jan. 05). 
· Commit to improving organizational efficiency and effectiveness through full NEMS implementation. 
· Ensure that all employees who are in job categories requiring specific environmental training receive this training. 
· Participate in the development of final NIH Historic Preservation Plan. 
· Promote green purchasing by ensuring that acquisition and program personnel are educated with regard to Green Procurement Requirements of all applicable Federal Green standards, laws and regulations including Executive Order 13101, “Greening the Government through Waste Prevention, Recycling and Federal Acquisition.”
· Ensure that acquisition and program personnel (including all purchase card holders, Card Approving Officials, 1102s, 1105s, 1106s, contracting officers regardless of series and project officers/program/project managers) take Green Purchasing training every two years.  Training opportunities to consider include HHS, White House Task Force, DOD, DOE or other Federal Government Sponsored on-line training that include guidance on compliance, program implementation, goals, and metrics for green procurement.
· Ensure that acquisition and program personnel incorporate an approved green procurement strategy into daily operations so as to ensure the purchase of products and services that most effectively minimize negative impacts on the environment. 
· Establish appropriate internal controls to ensure consideration of green standards in the decision-making processes for acquisitions.
· Ensure that acquisitions and program personnel are familiar with and utilize the approved Environmental Preferable Purchasing List designated by EPA which may include but are not limited to those located at www.epa.gov/cpg/products.htm.
