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FREQUENTLY USED ABBREVIATIONS


AD

Area Director


ADAAFM 
Associate Deputy Administrator, Administrative and Financial                Management
ADO

Authorized Departmental Officer

ADODR
Authorized Departmental Officer’s Designated Representative
         
ADP

Automated Data Processing (Resources)


A-E

Architect - Engineer


AFM

Administrative and Financial Management


AO

Administrative Officer


AP

Assistance Provided

APMO

Area Property Management Officer

ARIS

Agricultural Research Information System


ARMPS
Annual Resource Management Plan System


ARS

Agricultural Research Service


AT

Administrative Technician

ATCA

Assistance Type Cooperative Agreement


AWE

Assurance with Exception


BDN

Bureau of Drugs and Narcotics


BPA

Blanket Purchase Agreement


CARE

Consolidated Assistance, Review, and Evaluation


CAS

Central Accounting System


CATS

CRIS Allocation Tracking System

CBD

Commerce Business Daily


CDSO

Collateral Duty Safety Officer

CFR

Code of Federal Regulations

CPAIS

Corporate Property Automated Information System


COM

Commendation

CRP

Consolidated Review Program


CRIS

Current Research Information System


CRAS

CRIS Resource Allocation Schedule


DAAFM
Deputy Administrator, Administrative and Financial Management

             DAD

Deputy Area Director


DR

Departmental Regulation

EFT

Electronic Funds Transfer


EO

Executive Order


ENR

Emergency Needs Request


FHCP

Federal Hazard Communication Program


FMD

Financial Management Division


FMFIA

Federal Manager's Financial Integrity Act


GAO

General Accounting Office


GSA

General Services Administration


GPO

Government Printing Office


HQ

Headquarters (ARS)


HCA

Head of Contracting Activity

HHS-PMS
Health and Human Services’ Payment Management System


HPRL

High Priority Requirements List 

IMOU

Individual Memorandum of Understanding


LC

Location Coordinator


LAPC

Local Area Program Coordinator


MCO

Management Control Officer

MMOU

Master Memorandum of Understanding

MMR

Monthly Management Report

MOU

Memorandum of Understanding


NA

No Assurance


NFC

National Finance Center

NPS

National Program Staff


OFM

Office of Financial Management


OJT

On The Job Training


OMB

Office of Management and Budget


OO

Office of Operations (USDA)


OPM

Office of Personnel Management


PAL

Pesticide Applications License


PM

Program Management


PROP

Personal Property System

REWO

Real Estate Warrant Officer

RL

Research Leader

RSA

Research Support Agreement


RSS

Radiation Safety Staff


SHPO

State Historic Preservation Office/Officer


TQM

Total Quality Management


USDA

United States Department of Agriculture

VXP

Vendor Express Program

KEY AREA/LOCATION PERSONNEL

Area Director (AD) - Individual at the Area level who is responsible for providing leadership and direction on all Program Management matters within the Area, including all Centers, laboratories and Locations.

Deputy Area Director (DAD) - Individual at the Area level who oversees the administrative functions at the Area level, i.e. Budget, Human Resources, Procurement, Engineering, Safety and ADP.  Also provides technical guidance and leadership within the Area to the administrative field structure.

Administrative Officer/Technician/Clerk (AO/T/C) - Individual who has responsibility for the overall administrative operations at the Location and its work sites.  Provides supervisory/technical supervision to a staff consisting of one or more of the following:  Budget Assistant, Accounting Technician, Purchasing Agent, Personnel Clerk, Administrative Clerk, and/or maintenance personnel.  The specific functions of the individual staff members vary from Location to Location.

Area Office Section Heads - Individuals at the Area level who report to the DAD and are responsible for providing technical support/guidance to the field in their particular sections, i.e. Budget, Human Resources, Procurement, Engineering, Safety and ADP.  May have staffs they supervise.

Institute/Center Director (ID/CD) - Individual responsible for supervising Research Leaders and directing the research effort in a laboratory.

Laboratory Director (LD) - Research Scientist who is responsible for supervising the Research Leaders and directing the research effort in a laboratory.

Location Coordinator (LC) - Laboratory Director or Research Leader who, in addition to their research duties, coordinates the administrative operations at the Location and work sites.  Supervises the AO/T.

Research Leader (RL) - Research Scientist who is responsible for the overall operation of a Management Unit, which could comprise multiple research efforts (CRIS projects).

Lead Scientist (LS) - Research Scientist who is responsible for providing technical leadership  to a group of scientists and support staff to accomplish a defined mission within a Research Management Unit.  Supervised by the RL.

Location Radiation Protection Officer (LRPO) - Individual who, in addition to their regular duties, coordinates the Radiation Safety Program at each ARS Location that uses x-ray producing devices or radioactive materials.

Cluster Environmental Protection Specialists (CEPS) - Individuals who are supervised by the Area Office, but are located at field sites.  Responsible for managing Environmental Program at more than one Location.

Collateral Duty Safety Officer (CDSO) - Individual who, in addition to their regular duties, coordinates the implementation, administration and operation of the Safety and Health Program at the Location.

 SEQ CHAPTER \h \r 1INTRODUCTION

For years ARS has measured "quality" management with a concentration toward "conforming to requirements."  This "quality measure" was and continues to be a basic threshold of quality that is established by Congress, defined by legal or subject matter experts, and interpreted through administrative policy.

Through the use of Management Reviews, Mutual Assistance Reviews, Verification Audits, and Compliance Reviews, ARS established "quality measures" relating to "conforming to requirements" and tracked and reported findings and accomplishments under the Procurement Certification Program, Vulnerability Assessment Program, and the Federal Managers' Financial Integrity Act.  This tracking and reporting was carried out as separate programs under the USDA umbrella of the Management Control Program.

Concurrent with this Management Control Program, ARS was carrying out the Productivity Improvement Program.  Under this Program, ARS made major quality improvements as was reflected in the ARS Productivity Improvement Efforts report of September 1986.  These efforts continued in 1987, 1988, and 1989, through the Location Support Study, LAO/T Training Program, Location Automated System Task Force (LOCFORCE), Automated Procurement System Task Force, and the Personnel Demonstration Project.

In 1989, the Management Control Program and Productivity Improvement Program were moved into the stages of a Consolidated (Management) Review Program (CRP) and Total Quality Management (TQM) Program.  With this move, "conforming to requirements" was de-emphasized while "meeting customer expectations" became the focused aim of TQM.  This provided ARS with the opportunity to consolidate review/quality programs and focus on internal quality concerning how the customers and providers of administrative operational services interact, and what is the actual administrative operational services delivery.

Within this setting, ARS Administrative and Financial Management (AFM) has seized the opportunity to consolidate its review programs and implement a TQM approach.  Recognizing that TQM results from "people" (customers and providers) who care, ARS opted to call this program CARE - "Consolidated Assistance, Review, and Evaluation."

The CARE Program includes the major strategy areas for TQM.  These areas are:

  -
Top Management Support and Direction: the Deputy Administrator's implementing memo, the 
signed Charter, and appointment of a CARE Program Manager for leadership.
  -
Employee Involvement: CARE Team makeup (Locations, Areas, and HQ); planned interaction with Locations, Areas, AFM Divisions and customers/providers of administrative support services; and, liaison between AFM and Program Management.

  -
Communications: announcing and promoting the CARE Program; input from all levels; direct interaction during reviews (two-way street); and, reporting/keeping all informed.

  -
Standards and Measures:  Areas/AFM Divisions recommendation of sites/functions; Assurance Statements under the USDA CRP; use of existing review guides and questions; and, development of quality measures against administrative functions.

  -
Training:  TQM training for Areas/AFM Divisions; CARE Team building; OJT by Management Team.

  -
Rewards and Recognition: recognition of quality work being done at Locations; rewarding those noted; using quality techniques to assist others.

The following approaches for the CARE Program have been selected:

  -
Use Team Building techniques to establish a cohesive/sharing group.

  -
Review each Location once approximately every 8 years.

  -
Use Review Teams that:

Are composed of individuals who represent the three organizational levels, (Locations, Area, and

Headquarters) and are from Areas other than the one being reviewed.

Are led by a selected member.

Represent all selected functional areas.

Because the CARE Program is aimed at quality through "people," a critical element in its success is the makeup of CARE teams.  Team members must possess the following qualities:

  -
They must care about the quality of the administrative operational services provided and the programs/clientele supported.

  -
They must have a "proven track record" for providing quality administrative operational services/support.

  -
They must be considered experts in their functional areas by their peers, clientele, and management.

  -
They must be willing to share their skills and techniques with others.

  -
They must be open and willing to recognize quality administrative operational services being provided and techniques being used.

  -
They should have knowledge/ability in the overall administrative management functions of ARS.

While the CARE Program consolidates ARS internal reviews, it is recognized that some external reviews/audits and some internal special interest reviews will continue.  To the degree possible CARE review findings will be used to supplement these reviews.  The following are not fully covered by the CARE Program:

· GAO Audits

· GSA Space Utilization Surveys

· USDA Procurement Management Reviews

· ARS Special Interest Reviews

· ARS Imprest Fund Audit

Findings and recommendations of the CARE Program will be used to support the:

· USDA Consolidated Review Program

· USDA Procurement Management Reviews

· USDA Productivity Improvement Program

The following Charter, Organizational Chart, and Review Process has been established to implement and guide the CARE Program.

BACKGROUND REFERENCES
· EO 12637 and OMB CIRCULAR A-123, Internal Control System

· OMB CIRCULAR A-127, FINANCIAL MANAGEMENT SYSTEMS

· OMB CIRCULAR A-130, MANAGEMENT OF FEDERAL INFORMATION RESOURCES

· FEDERAL MANAGERS' FINANCIAL INTEGRITY ACT (FMFIA) OF 1982

· EO 12352, FEDERAL PROCUREMENT REFORM

-      Management Control over Government Procurement

· 29 CFR 1910.1200, FEDERAL HAZARD COMMUNICATION PROGRAM (FHCP)

· USDA's MANAGEMENT CONTROL PROGRAM

· OMB CIRCULAR A-132, FEDERAL PRODUCTIVITY AND QUALITY IMPROVEMENT IN SERVICE DELIVERY which incorporates:

-
DR 1132-1, Productivity Improvement Program (PIP)

-
Total Quality Management (TQM)

CHARTER

CONSOLIDATED ASSISTANCE, REVIEW & EVALUATION (CARE) PROGRAM 

I. 
PURPOSE

The primary goal of the CARE Program will be to concentrate on assisting those reviewed to understand what can be done to improve their operations and how to actually make the necessary changes to improve.  While accomplishing this objective, CARE Teams will perform a limited review of administrative and financial activities in accordance with requirements of the Federal Managers Federal Integrity Act and Departmental Regulation No. 21000-001. 

The CARE Program includes the review of all operational/management activities of an organizational unit through a consolidated approach that will provide sufficient assurance about the effectiveness and efficiency of administrative and financial management activities performed.

The CARE Program will meet the minimum assurance requirements of OMB Circular A-123 (Internal Control Systems), A-127 (Financial Management Systems), A-130 (Management of Federal Information Resources), and applicable Executive Orders.  These Circulars and Executive Orders and other Federal regulations provide the policies and guidance Federal employees are to follow in successfully performing their duties.

The objectives of the CARE Program will be to: 

- 
Assist, in a helpful and proactive way, those being reviewed to understand what can be done to improve their operations.

- 
Help those being reviewed to interpret and understand current policy and procedure guidance.

- 
Identify gaps in available guidance/policy/procedures that require attention in order to meet the needs of Location activities.

- 
Promote efficiency, economy and responsiveness to program needs through the identification of trends and the sharing of ideas and techniques for improving administrative processes.

- 
Assure compliance with Federal policies and regulations by officially designated employees.

II. 
COORDINATION AND INTERACTION

The Deputy Administrator, Administrative and Financial Management (AFM) will provide leadership in coordinating the CARE Program.  The DAAFM Management Analyst will serve as the CARE Program Manager.

The Deputy Administrator, AFM, and the CARE Program Manager will interact with the AFM Divisions, Area Directors (ADs), Deputy Area Directors (DADs), and Location managers through meetings, reports, and requests.

The CARE Program Manager will report any material weaknesses as defined in OMB Circular A-123, to the appropriate AFM Division and ARS Management Control Official located in FMD.

III. 
MEMBERSHIP

CARE Team members will be selected from Area and Location level administrative offices, and branches of the AFM Divisions.  Individuals selected will be those who have successfully demonstrated the knowledge, skills and abilities required to be a member of the CARE Program.  These qualities include: aptitude and willingness to learn outside of one’s functional expertise, demonstrated teamwork and communication skills, objectivity, and adaptability to a dynamic environment.  CARE Team members serve for 3-year terms, resulting in one-third of the CARE Program membership changing yearly.

Each CARE Team typically consists of eight members, organized as follows:

       Two Administrative Officers/Technicians.

Four functional experts, chosen from the following areas of expertise:

Information Technology

Human Resources

Safety, Health, and Environmental Management (SHEM)

Two additional members, chosen from the following groups:

· Administrative Officers/Technicians

· Research Leader Secretaries

· Extramural Agreements functional experts

· Budget and Fiscal functional experts

· Procurement and Property functional experts

The goal of CARE Team composition is to achieve as much balance between Headquarters, Area, and Location representation as possible without compromising functional specialties or the issues and needs of the Locations being reviewed.  In addition, the CARE Program Manager reserves 

the right to increase or decrease the size of the CARE Team sent to a particular Location, depending on the size and geographic dispersement of the Location, and the identified issues to be resolved there.

IV. 
RESPONSIBILITIES
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(
Provide leadership in coordinating

Administrator 




the CARE Program.






(
Provide resources in the form of a Program Manager






and clerical support.
 SEQ CHAPTER \h \r 1CARE Program Manager                         (
Establish CARE Program Management Plan and Schedule.
(
Coordinate and interact with Area/Location Program Managers, DAAFM, AFM Divisions, Area Directors, and Deputy Area Directors.

(
Evaluate and select CARE Team members.

(
Recommend and select CARE Team leaders.

(
Provide leadership and guidance to the CARE 


Teams through:

- Team building

- Objective/goal setting

- Established review procedures

- Resource allocation

- Consolidation of findings.
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Report accomplishments/findings/and trends to the DAAFM, ADs, AFM Divisions and DADs.

(
Keep AFM Division Directors and DADs informed on progress.

(
Report limited review assurances to FMD and responsible AFM Division.

(
Represent the CARE Program at conferences and meetings.

 SEQ CHAPTER \h \r 1AFM Division Directors/DADs

(
Nominate CARE Team members.
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(
Provide functional expertise to CARE Teams. 

(
Provide reference material (regulations, policy, procedures, etc.).

(
Incorporate changes in P&P’s consistent with findings regarding gaps.

(
Provide assistance to resolve issues identified in CARE reports.





(
Develop consolidated Action Plan to address report findings.

(
Follow-up on report findings to ensure that action items are resolved.
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(
Provide on-site leadership to review team members.

(
Lead opening conference.
(
Consolidate review findings and report accomplishments/findings to the CARE Program Manager.
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(
Actively participate in CARE Team meetings.
(
When selected, actively participate in on-site reviews. 

(
Willingly share techniques, processes, and ideas on accomplishing quality administrative support.
(
Actively recognize and document best practices for improving administrative processes.

(
Provide advice and assistance to those reviewed.
(
Suggest changes to processes that will improve the quality of administrative support.

(
Draft appropriate sections of the report.

V. 
REVIEWS

Reviews will be scheduled each year according to the following cycle of CARE reviews per Area per year:

           

 Beltsville
  1



 Mid South
  1



 Midwest
  1


 
 North Atlantic
  1



 Northern Plains
  2



 Pacific West
  3



 South Atlantic
  2



 Southern Plains
  2



 Area Office        1
No member of a CARE Team shall be from the Area in which the Location for review is located.
A report of the findings/recommendations will be completed and submitted to the DAD and Location management through the DAAFM within 6-7 weeks of the on-site review. 

VI.  
RESOURCES

The AFM Divisions and DADs shall provide travel and support services for their respective representatives.

Travel expenses for Location representatives and the cost of meeting facilities will be from funds made available by the DAAFM.
_______________________





_______________________

James H. Bradley 







       Date



Deputy Administrator, AFM
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CARE Organization FY2009
    Executive Oversight

    James H. Bradley
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Administrative Support                       CARE Program Manager                      ARS - MCO

           Heather Lee                                                 Vacant                             Steve Helmrich, FMD

        DAAFM Office                                       DAAFM Office                               (or designee)


     CARE Review Teams

                                                                


           Team #1
Team #2
   Team #3
     Team #4
     Team #5
   Team #6

           Leader
 
Leader                 Leader
     Leader
     Leader
   Leader

           Co-Leader
Co-Leader  
   Co-Leader         Co-Leader       Co-Leader     Co-Leader 

           Members
Members
   Members
     Members
     Members
   Members
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   PRE-REVIEW ACTIVITIES tc "PRE-REVIEW ACTIVITIES " \l 2
Review Team Selection tc "Review Team Selection " \l 3:  CARE Teams consist of employees from all levels of the AFM
    organization who represent all disciplines involved in administrative operations/management.  The
    review team selected to review sites within an Area will consist of Area and Location members 
from Areas other than the one selected for review.  The CARE Program Manager will select review 
sites and develop CARE review teams annually.

Review Site Scheduling tc "CARE Management Team Site Scheduling " \l 3:  Based on Area and AFM Division input, the CARE Program 

          Manager will establish a schedule for review of a selected number of sites within each Area.  Sites 
          where the AO/T has been in place for less than 1 year are usually not reviewed, but may be 
          reviewed in certain circumstances.  The ultimate goal of the CARE Program is to review all ARS
          sites approximately every 8 years.
Review Site Characteristics tc "Review Site Characteristics " \l 3:  The characteristics of the review site will be identified.  Identification of 

        these characteristics can be made through review of the ARMPS input for the current year; reports 

        from the procurement reporting system, NFC-FFIS, previous reviews/audits, real and personal  
           property, and interest penalty; knowledge of the CARE Management Team; and, through contacts  
           with DAD's or AFM Divisions.  A generic characteristics package will be prepared  

       (Attachment 1) to facilitate the actual review.

            Coordinate Review Dates/Scheduling Letter tc "Coordinate Review Dates/Scheduling Letter " \l 3:  At least 4 weeks prior to the planned start of the review, a   
                     scheduling letter (Attachment 2) will be sent to the Research Leader/Location Coordinator and 


      Administrative Officer, with copies to the Area Director, Deputy Area Director, CARE Program 

 
      Manager, Division Directors, and CARE Team Members.  The Team Leader’s
                     Checklist (Attachment 8) will assist Team Leaders with assuring that all pre-review procedures 
                     have been accomplished.

   PREPARATION FOR CARE REVIEW tc "PREPARATION FOR CARE REVIEW " \l 2
Site Characteristics tc "Site Characteristics " \l 3:  The Team Leader will develop a characteristics package for each Location to be reviewed.  This package will include:

· Current year ARMPS Summary reports for the Location (to be provided to Team Leader by CARE Program Manager)
· Current year position staffing plans

· Any previous (last 3 years) review/audit reports

· Prior FY Interest Penalty Report

· AFM Functional Questions

· Functional comment sheets from Area and AFM Divisions

Scheduling Letter tc "Scheduling Letter " \l 3:  The CARE Review Team Leader will contact the Location Coordinator and the
           Administrative Officer/Technician to issue a joint scheduling letter announcing the CARE Program 
           intent and planned Location review dates.  A copy of the CARE Charter and Location Personnel
           Interview Questionnaire (Attachment 6) will be sent with the letter for distribution at the Location.  
           At a minimum it is suggested that the Location Personnel Interview Questionnaires be distributed to         the LC and LC secretary, RL's and their secretaries and all Location administrative support  

           personnel.  This questionnaire is used to form the basis of the interview discussions, but is not  

           intended to limit areas of discussion.



A copy of the scheduling letter will be sent to the Area Director, Deputy Area Director, and AFM Division Directors.  The scheduling letter will be formatted according to Attachment 2.

Telephone Contacts tc "Telephone Contacts " \l 3:  The Deputy Area Director and the CARE Review Team Leader will personally      

          contact the Location Coordinator and the Administrative Officer/Technician to discuss the review  

          and any areas of emphasis the Location personnel would like the review team to assist them with.

REVIEW PROCEDURES tc "REVIEW PROCEDURES " \l 2
Introductions/Opening Conference tc "Introductions/Opening Conference " \l 3:   CARE Review Team Leader will introduce the Review Team 
           Members to the Location Support Staff (LSS).  After the introduction to the LSS, the Team Leader 
           and Co-Leader will meet with the Location Coordinator and the AO/T to discuss the goals of the
           program.  An opening conference will be scheduled for the LC, RL's, and their secretaries, 
           Administrative Officer/Technician and staff, and other Location personnel.  The opening 
           conference has a dual purpose: 1) to introduce the CARE Program and Review Team members to 
           Location personnel; and 2) to get an understanding of the Location characteristics along with any 
           areas the Location wants addressed.  The Review Team Leader should take the lead by introducing 
           the team members and providing a brief introduction of the CARE Program.  The team should 
           solicit concerns the Location wants addressed.  The agenda should be reviewed with notations of 
           any needed changes.  A sample Opening Conference Notes (Attachment 7) will assist Team
           Leaders with the opening conference.

Tour of Facilities tc "Tour of Facilities " \l 3: A 1-2 hour tour of the facilities should be conducted to offer the CARE Team
         a glimpse of the research conducted at the Location and to become familiar with the facilities at the
         Location.

Interviews/Reviews tc "Interviews/Reviews " \l 3:  The reviews should be a combination of interviews and document reviews.  Keep in
          mind the main goals of the CARE Management Team.  The AFM functional questions should be
          answered to the maximum extent possible.  Actual review of functions should incorporate the 
          guidelines contained in the USDA Procurement Management Review Handbook;  Area developed 

 guides; and CARE Management Team Guides.



Interviews of individuals shall be conducted to determine customer expectations and to bring to light concerns regarding administrative processes.  These interviews should include the LC and secretary; RL's and their secretaries; and the administrative support personnel.  Interviews should take place before functional reviews are performed.

The Location Personnel Interview Questionnaire (Attachment 6) is to be used for interviewing both Program and Administrative personnel.  

Documentation tc "Documentation " \l 3:  All activities of the Review Team shall be documented.  To the degree possible, all 
         functional questions must be answered either through interviews or review of files and 
         documentation should be coded according to the AFM Functional Questions.  Functions/processes 
         not clearly falling within a code should be noted for later addition to the coding.
         As interviews are conducted, clear and concise notes should be made on the interview sheets by one 
         of the interviewers and coded appropriately (normally two CARE members conduct interview--one 
         to ask questions, one to record responses).  As review of files is conducted, clear notes on findings 
         should be recorded either in the functional code section of the manual or on paper by code.  The 
         CARE Team Leader is responsible for assuring that documentation is copied and provided to each 
         member of the team so they can assess any issues, concerns, or exemplary practices during the review
         and also to write their section of the review closeout and report. 

Assessment tc "Assessment " \l 3:  The Review Team should set aside a portion of time to meet, discuss findings, and
        consolidate documentation.  Questionable areas should be verified.  Special attention should be given 

      to positive findings.  Any follow-up guidance/help/assistance should be noted.  Major non-

         conformance which will be referred for action should be noted.

Management Briefing tc "Management Briefing " \l 3:  The Team Leader will provide the opportunity for a separate discussion with the 
        Location Coordinator and AO/T to discuss the review.  During the review, the Team Leader may also 

      provide a briefing to the DAD and CARE Program Manager.  All significant findings (No Assurance, 


      Assurance with Exception, Commendation, and Assistance Provided) must be documented and a    

        written copy provided to the Location management prior to Team departure. 
  DOCUMENTATION OF CARE REVIEWS/TRACKING AND REPORTINGtc "

TRACKING AND REPORTING"
Tracking and Reporting of CARE activities will support the management controls consolidated under the CARE Program.  Reports generated will provide supplemental information to support ARS Internal Management, USDA Management Control Program, USDA Consolidated Review Program, and the USDA Productivity Improvement Program (TQM).  

CARE Review Report tc "CARE Review Report " \l 3:  At the completion of reviews at a Location a consolidated report utilizing the 

       format in Attachment 4 will be developed and signed by the Review Team Leader, reviewed and 

       signed by the CARE Program Manager and Deputy Administrator AFM, and distributed     
  
          electronically within 6-7 weeks to:



  Deputy Administrator

  AFM Division Directors

  Deputy Area Director


  Location Coordinator



  Administrative Officer/Technician


   CARE Review Team members

             ARS Management Control Officer

Assurance Statements tc "Assurance Statements " \l 3:  At the completion of reviews an Assurance Statement utilizing the format in
          Attachment 5 will be developed and signed by the Review Team Leader, reviewed and signed by 

        the CARE Program Manager and Deputy Administrator for Administrative and Financial 

           Management, and attached to the final CARE Report.
   Tracking Locations Reviewed tc "Tracking Locations Reviewed " \l 3:  A list of all annual CARE reviews (Locations and dates) is maintained on the CARE Web site: www.AFM.ARS.USDA.GOV/Programs/CARE/INDEX.HTM.
 Report Recommendations tc "Report Recommendations " \l 3:  Locations will submit an action plan through the Deputy Area Director 
           addressing any significant findings of No Assurance and Assurance With Exception.  AFM            

          Divisions will also respond to each CARE report’s significant findings.  All responses to CARE  

          reports are due to the CARE Program Manager within 4 weeks of the final release of the CARE  

          report.
Attachments

Attachment 1
CARE Review Characteristics Package
The CARE Review Characteristics Package shall consist primarily of the ARMPS summary for the current year for the specific Location being reviewed.
This may be supplemented with other functional reports or current reviews, as well as the Information Technology security plans (which should be handled in a secure manner by the IT specialist on the CARE team).

Attachment 2 
Sample Scheduling Letter

 SEQ CHAPTER \h \r 1Date

SUBJECT:  CARE Review - (Location)

           TO:    (Name)

                     Research Leader/Location Coordinator

                     (Location)

                     (Name)

                     Administrative Officer

                     (Location)

    FROM:   (Name)

                    CARE Team Leader

ARS Administrative and Financial Management has implemented the Consolidated Assistance, Review, and Evaluation (CARE) Program aimed at assisting ARS Locations in meeting customer needs and expectations.
I will lead the CARE Review Team at (Location).  After (X) years with ARS, I find CARE to be one of the most innovative programs of its type.  It constitutes a golden opportunity to address: how the customer and providers of administrative services interact; what the delivery of services is; and what the delivery of services should be.

As discussed in our telephone conversation, your Location has been selected for review during the week of (month, days, year).

The Review Team consists of several highly recognized Location, Area, and Headquarters personnel (see Enclosure #1).  A proposed agenda for the Review Team is also enclosed (see Enclosure #2) and a detailed interview schedule will be coordinated with the Location prior to the Team’s arrival.

Enclosed for your information and distribution are the CARE Charter (Enclosure #3) and the Personnel Interview Questionnaire (Enclosure #4).  As part of the Review process, we plan to interview you, secretaries, lead scientists, and the administrative support staff.  Sharing the questionnaire will give interviewees an opportunity to consider their responses in advance.  We request that private rooms be made available for interviews of employees not housed in individual offices.

Documentation for the CARE Review Team’s activities will be developed during the Review.  This documentation will be finalized shortly after completion of the Review, and will be shared with you generally 6-7 weeks after the Review is completed.  In addition, I will provide both of you with personal briefings covering observations, recommendations, and follow-up actions.  

If you have any questions, please feel free to contact me.  I can be reached via e-mail at (e-mail address) or by telephone on (phone #).  We look forward to visiting the (Location), and appreciate your support of the CARE Program.  Through our combined efforts, we can add to the quality of administrative services while enhancing ARS’ program delivery.

Enclosures

cc:

Area Director w/o encl.

Deputy Area Director w/o encl.

CARE Program Manager w/o encl.

Division Directors w/o encl.

CARE Team Members w/o encl.

CARE Review Proposed Agenda

  Date:

  Time:

The CARE Team arrives at the Location and members are introduced to the Location Administrative staff.  The Team Leader and Co-Leader meet with you and your Administrative Officer together or separately.  We will discuss the review and determine if there are any specific administrative functions/concerns you want addressed or additional individuals you want us to see.

            Date:

(Monday morning)

 Time:



Opening Conference
(We look forward to meeting with you and your secretary, your Administrative Officer and staff, and encourage all employees, lead scientists, Union Steward, and any other individuals to attend.)

           Date:

(Monday morning)

Time:



Tour of Facilities

           Date:

(Monday afternoon)

Time:



Interviews and Review 
           Date:

(Tuesday & Wednesday)

Time:  



Interviews and Review

           Date:

(Thursday)

Time:


Interviews and Review finished and function write-ups prepared

           Date:

(Friday morning)

Time:

 

Team Leader and Co-Leader brief Location Coordinator & Administrative Officer


           Date:

(Friday morning)

Time

Attachment 3 
 CARE Standard Operating Procedures
SUGGESTED REVIEW APPROACH

	TEAM STRUCTURE
	
	A CARE Review Team will consist of 4 to 10 members and will include a Leader and Co-Leader.  Team members should include: at least two Administrative Officers/Technicians  (AO/T's); functional experts in Facilities, Human Resources, Information Technology, and Safety, Health, and Environmental Management; and two additional members chosen from budget and finance representatives from the Area (ABFO) or Financial Management Division (FMD), acquisition and assistance representative from the Area, Acquisition & Property Division (APD), or Facilities Division (FD), Research Leader secretaries, and a mixture of experienced and new members.



	
	
	

	MEMBER ASSIGNMENTS
	
	To the degree possible, team members should be paired for purposes of interviews and functional reviews.  This pairing should be based on AFM Functions and, generally, the AO/T's should be paired with an Area or AFM Division representative.  This functional pairing will depend on the expertise of the individuals making up the team and the characteristics of the Location being reviewed.  Interviews should be performed by pairs, and the Team Leader and Co-Leader should interview the Administrative Officer/Technician (AO/T) and the Location Coordinator (LC).  The LC will be a Research Leader (RL), a Laboratory Director, (LD), or a Center Director (CD), depending on the Location's organization structure.

While all Team members will be evaluating and collecting information on all AFM functions during interviews and reviews, individuals or pairs should be assigned main responsibilities for each of the seven main AFM functions and Outreach, Diversity, and Equal Opportunity.  

One Team member should be assigned the responsibility for recording comments made at the Opening Conference.

	
	
	

	STRUCTURED INTERVIEWS AND REVIEW
	
	
For best results, a Location review should be built on the following progressive steps. Using these progressive steps allows the team to: capture a total picture of the AFM management/operations; point out overall or specific concerns for AFM functions that can be addressed while at the Location; and provide documentation for the report and assurance statement.

1.
Location Support Staff (LSS) and CARE Team Introductions

2.  
Team Leader and Co-Leader meet with LC and AO/T

3.  
Opening Conference


4.
Tour of Facilities


5.
Team meeting 


6.
Personal interviews

7.
Team meeting to share impressions/findings

8.
LSS functional interviews

9.  
Functional documents/systems review

10.
Team meeting to share impressions/findings

11.
Follow-up with the Program personnel or LSS on functions

12.
Team meeting to consolidate impressions/findings.

13.
Briefing of LC and AO/T

14.
Briefing CARE Program Manager (if any findings of  No Assurance)
15.       Briefing of DAD (as soon as possible during review)

16.
Report 




	
	
	


SOP FOR TEAM MEMBERS


	Purpose
	
	Based on the listed progressive steps and the tools developed (questionnaires, functional listing, functional questions, and summary sheets), the following standard operating procedures should be applied:


	Tour of the Facilities
	
	1. During the tour each member should make mental observations, impressions, and findings with the team.
2. Following completion of the tour, members should share these observations, impressions, and findings with the team.



	Opening Conference
	
	1. Introduction of team members

2. Intent of CARE

3. Question and answer session



	Program Personnel Interviews
	
	1. Using the Personnel Interview Questionnaire (which was sent to the Location prior to the review) as a guise, team members should interview personnel and note responses against each question on a copy of the questionnaire.
2. Following the interviews, each member should ensure the information collected is clear and concise.

3. After all interviews are complete, the team should meet to share findings.

4. Interview sheets should be completed and given to the Team Leader who will ensure that copies are given to each Team member.

5. Follow-up of identified concerns relating to specific functions should be addressed by the individual(s) assigned that function during interviews of the LSS and/or review of the documents or systems.

6. Interview sheets must remain confidential and handled accordingly.



	LSS Personnel Interviews
	
	1. Using the Personnel Interview Questionnaire (which was sent to the Location prior to the review) as a guide, team members should interview individuals and note responses against each question.
2. Additional information collected during these interviews should identify applicable functional sections.



	Functional Reviews
	
	1. Using the AFM Functional questions, team members should review functional processes, documentation and/or systems.
2. Summary of findings or information collected should be used to answer functional questions.
3. After preliminary interviews and review of functions the team should meet to share findings, discuss concerns and seek clarification of issues.  Team Leaders will conduct conversations with Area personnel, and/or the Program Manager, if the need arises.



	Follow-up (Program Personnel, LSS or Functions)
	
	1. After clarification of issues, or obtaining information for assistance or help, members should follow-up on specific functions or with Program or LSS personnel.
2. Any assistance provided or information promised should be recorded on summary sheets.

3. After follow-up, the review team should meet to discuss overall findings and draft functional statements (each individual, or pair, should prepare a short draft of findings for each section of the assigned function).

4. At this time, all original documentation should be given to the Team Leader.  Copies will be given to each Team member to be used in writing closeout significant findings for their section of the report.



	Briefings


	
	1. The Team Leader and Co-Leader should first brief the LC and the AO/T on findings.
2. The LC, AO/T, Team Leader and Co-Leader should reach agreement on issues, or at least recognize differences.


	Evaluations Forms
	
	     The Team Leader should customize the following forms:
               #1  Location Evaluation of CARE Team
               #2  CARE Team Self-Evaluation
     Form #1 should be provided to Location personnel for   

     completion and returned to CARE Program Manager via 

     the AO.  Form #2 should be provided to CARE team

     members and returned individually to the CARE Program

     Manager.



	DAD/CARE Program Manager Briefing
	
	     The Team Leader should coordinate with the DAD prior to      the review to decide when the DAD would like to be  

     briefed (either on-site during/after the review or 

     immediately upon the Team Leader’s return to his/her duty 

     station after the review).  NOTE:  The DAD should always 

     be consulted during the review if any sensitive issues 

     should arise.
     The Team Leader should consult with the CARE Program 

     Manager throughout the Review as needed and, of there 

     are any findings of No Assurance, should provide a 

     briefing on the specifics immediately after briefing the 

     DAD.



	Report
	
	     Based on notes from the Opening Conference, 

     documentation and individual member follow-up/input, the      Team Leader shall prepare a draft report using the word   

     processing template provided by the CARE Program 

     Manager. 

     The Team Leader shall prepare the Assurance Statement   

     and refer the report and statement to team members for 

     review and comment.

     After review and comment the Team Leader shall finalize 

     the report and statement and refer them to the CARE 

     Program Manager for final signatures and distribution.   

     This report, along with the documentation and the 
     Location Packet, shall be retained by the Team Leader 
     until notified by the CARE Program Manager that the  

     action plan developed for the Location has been completed 
     and the report is closed by the Deputy Administrator, 

     Administrative and Financial Management.


DO'S WHILE CONDUCTING REVIEWS
Do remember to wear your CARE lanyard and a smile.

Do remember the primary function of CARE is to assist Locations in a helpful and pro-active way.

Do remember that conversations with individuals are confidential and that names will not be used in reporting findings.

Do remember that you are a visitor in another Area and as such you may encounter different policies and procedures that MUST be taken into consideration.

Do remember that if you encounter a difficult situation, it should be immediately brought to the Team Leader's attention and not discussed outside the Team.

Do reference regulations in report in situations of "Assurance with Exception" or "No Assurance".
Do remember to check with the Team Leader or functional specialist on Team if not absolutely certain of your facts BEFORE discussing policies and procedures during a review.

Do remember that you are on-site for only a week and you won=t always get all the facts correct.  Throughout the review and closeout, issues should be discussed with the AO/T and LC.  Their comments regarding issues should be taken into consideration.  

DON’T’S WHILE CONDUCTING REVIEWS

Don't get involved in Employee Relations/EEO issues. If a situation arises, you need to let the individual know that dealing with these issues is not a function of CARE and that if they proceed, the matter will have to be brought to the attention of upper level management.

Don't try to push your "better way of doing things" on the Location.  What doesn't work for your Location may very well be working fine at this site.

Don't get overly involved with Location personnel in "after-hour" activities since team findings are usually discussed during these times.
PROCESS FOR ASSIGNING

      ASSURANCE WITH EXCEPTION OR

       NO ASSURANCE

Assurance With Exception

1.
Identify trend 

2.
Discuss within Team

3.
Be able to cite specific issue, number of occurrences (or percentage) and Policy


               and Procedure, regulation, etc., that has been violated.  Team should also be able 




to cite correct procedure (final report should contain a recommendation on how to 

correct situation).

4.             Upon Team agreement, it can be indicated to the Location that an AAssurance with 
               Exception@ will probably be cited in the final report, unless additional data is  

               produced that refutes the finding. 

No Assurance
1.             Identify trend.  Seriousness of situation (intent for waste, fraud, or abuse) will dictate difference between AAssurance With Exception@ and ANo Assurance.@
2.
Discuss within Team.

3. 
Be able to cite specific issue, number of occurrences (or percentage) and 



               directive, regulation, policy, etc., that has been violated.  Team must have 



               thorough documentation of situation and assure that there was an intent to 



               circumvent regulations.

4.
Discuss with CARE Program Manager and the DAD prior to citing ANo   

               Assurance@.

5.
Discuss situation with Deputy Area Director/Location Management.  


Location/Area must be made aware of the ANo Assurance@ call prior to the Team 


               leaving the Location and clearly understand what the issue is and how it should be 
            corrected.

Attachment 4
 Final Written Report Format

CONSOLIDATED ASSISTANCE, REVIEW, AND EVALUATION

(CARE)

REPORT OF ASSISTANCE, HELP, FINDINGS, AND RECOMMENDATIONS
USDA, ARS,   

Inclusive Dates of Review:

PURPOSE:
Review of Administrative Processes in Support of the USDA Consolidated Review Program

CARE Review Team No. 
      Team Leader

      Co-Leader

INDEX

PREFACE

EXECUTIVE SUMMARY 

SPECIFIC FINDINGS, SUGGESTIONS, AND ASSISTANCE


ADMINISTRATIVE AND FINANCIAL MANAGEMENT


Location Administrative and Financial Management


Area Administrative and Financial Management


Headquarters Administrative and Financial Management


            Other


ACQUISITION OF SUPPLIES, SERVICES, AND EQUIPMENT


General Acquisitions


Requisitions


Procurement


Blanket Purchase Agreements


Purchase/Delivery Orders


Purchase Cards


Training


Federal Supply Schedule


Administration


Simplified Acquisitions


Receiving Reports


Invoice/Payments/Closeout


Personal Property


Organization Structure


Training


Reference Material


File Management


Inventory Management


Property Accountability and Control


Property Suspense/Staging Area Reports


Sensitive Property


Reporting Property Theft, Loss or Damage


Property Trade-in/Exchange or Sale


Acceptance of Gifts


Excess Property


Disposal


USDA Donation Programs


Motor Vehicles


Size and Composition


Vehicle File Management


Identification


Vehicle Use


Fuel Maintenance Costs


Home-to-Work Transportation Authority


Oversight


FACILITIES MANANGEMENT-CONSTRUCTION, REAL PROPERTY AND SAFETY, HEALTH, AND ENVIRONMENTAL MANAGEMENT


Facilities Asset Management


Long Range Facility Planning


Pre-approval of Building Authority Projects


Facilities Operation and Maintenance


Implementation of Project Design and Construction


Post Construction, Warranty and Maintenance Work


Energy Management



Facility Accessibility for People with Disabilities


Architect-Engineering (A-E) Contracts

A-E Contracts


Construction Contracts


Facility Security


Homeland Security


Acquisition of Real Property


Utilization, Accountability, and Control of Real Property


Leasing Real Property – Land and Space – and Agreements


Grants of Easement and Revocable Permits


Quarters Rentals


Disposal of Real Property


Safety, Health, and Environmental Management


Safety, Health, and Environmental Education/Training


Safety Management


Industrial Hygiene


Environmental Management


HUMAN RESOURCES


Employment


Time and Attendance


Pay and Leave


Performance Management


Awards


Training


Position Description/Management


Employee Relations/USDA Office of Ethics


Other


INFORMATION TECHNOLOGY


AFM Systems


Voice/Data/Video/Wireless Telecommunications

Radio Frequency/Secure Telephone/GETS Cards


Commercial Telecommunications Billing and NFC


Information Collection from the Public


Records Management


Policy and Procedures Management


Printed Forms


Mail and Messenger Services


IT Resource Planning
.

Web Sites


e-Authentication


BUDGET AND FISCAL
.

Budget and Fiscal (General)


CRIS Accountability
.

Research Costs
.

Indirect Research Costs (IRC) and Shared Research Costs (SRC)


ARMPS Preparation/Implementation
.

Allocations


Salary Estimates/Tracking


Salary Lapse Reporting


Period-End Estimates


Prior-Year Funding


Prompt Payment


Claims for and Against the Government


Collections


Accounting/CATS


Status of Funds


CRIS Activities Module (CAM)


Cuff Records


Travel


Travel Authorizations


Travel Advances


Travel Vouchers


Relocation Allowances


Mandatory Use of Contracted Travel Management Centers


US Bank CBA Account


Travel Charge Cards


Foreign Travel


Utility Account


Agreement Accounting


Research Support Agreement (RSA) Expenditure Tracking


Trust Funds and Reimbursable Agreements


Sales of Assets


Quarters


Revolving Fund


Reference Manuals


Training


Budget/Fiscal Records Management


OUTREACH, DIVERSITY, and EQUAL OPPORTUNITY


Special Emphasis Programs and EEO/Diversity Committees


Recruitment and Outreach Efforts


Reasonable Accommodation for Persons with Disabilities


Communication


Training


Recognition


EEO Complaint Process including Alternative Dispute Resolution (ADR)

Cooperative Resolution Program


EXTRAMURAL AGREEMENTS


Extramural Agreements Program (General)


Research Support Agreement 


Cooperative Agreements (Specific Cooperative Agreements, Trust Fund and

Reimbursable


 Standard Cooperative Agreement (STCA)


 Grants and Assistance Type Cooperative Agreement (ATCA) 


 Supplements to the MMOU


 Standard Memorandum of Understanding (SMOU)


 Individual Memorandum of Understanding (IMOU)


 Non-Funded Cooperative Agreement (NFCA)


SUMMARY ASSURANCE STATEMENT


PREFACE
Utilizing the principles of the Department of Agriculture (USDA) Consolidated Review Program (CRP), the Total Quality Management (TQM) Program, and the Consolidated, Assistance, Review, and Evaluation (CARE) Program Charter, members of a CARE Review Team reviewed the administrative processes at the USDA, Agricultural Research Service (ARS) 

The approach used was a Location survey, general interview of both program and administrative personnel utilizing questionnaires developed by the CARE Program, and a review of documents or processes/systems against a listing of administrative functions and related questions to be answered.  This approach incorporates the limited review principles of the USDA CRP and the goals of the CARE Program to:

‑
Assist, in a helpful and practical way, those being reviewed to understand what can be done to improve their operations.

‑
Help to make actual changes necessary to improve operations.
‑
Assist those being reviewed to interpret and understand current policy and procedural guidance.

‑
Identify gaps in available guidance/policy/procedures that require attention in order to meet the needs of Location activities.

‑
Promote efficiency, economy and responsiveness to program needs through the sharing of ideas and techniques for improving administrative processes.

‑
Assure compliance with Federal policies and regulations by officially designated employees.

Assistance, suggestions, or recommendations provided or obtained were recorded on summary documents by AFM functional code by each CARE Review Team Member and then consolidated by AFM functional code for developing this report.  The enclosed Summary Assurance Statement is a consensus of the CARE Review Team and CARE Program Manager based on the limited review performed.

EXECUTIVE SUMMARY
The USDA, ARS,                                    consists of            research units with approximately           employees, and           person Location Support Staff (LSS).  The Location's buildings are 

The CARE Team noticed a real effort made by the Location to have a safe work environment.  The Location had a positive attitude about the review and looked at the process as a way to help identify areas that could be improved.

Significant CARE Team findings of knowledgeable disregard of Agency Policies & Procedures are reported as No Assurance.  Team findings where Agency Policies & Procedures are not being adhered to are reported as Assurances with Exception.  Team findings that identify Best Practices are report as Commendations.  Instances where CARE Teams provided direct assistance to the Location are reported as Assistance Provided.  The CARE Team expresses its appreciation for the cooperation, assistance, and genuine hospitality extended to us by Location personnel during the review.

No Assurance was issued in the following Section:
Section


Issue

Assurances with Exception were issued in the following Sections:

Section


Issue

Commendations were issued in the following Sections:

Section


Issue

Assistance Provided were reported in the following Sections:
Section


Issue

CARE FUNCTIONAL REVIEW

ADMINISTRATION AND FINANCIAL MANAGEMENT – GENERAL

1.0  
Location Administrative and Financial Management

1.01

Area Administrative and Financial Management

1.02                 Headquarters Administrative and Financial Management
1.03
            Other

ACQUISITION OF SUPPLIES, SERVICES, AND EQUIPMENT
        2.0

General Acquisitions


      2.01

Requisitions

2.02                 Procurement

2.02-1

Blanket Purchase Agreements (BPA’s)
2.02-2           
Purchase/Delivery Orders

2.02-3           
Purchase Cards
2.02-4           
Training
2.02-5          
 Federal Supply Schedule (FSS) 

2.03

Administration
2.03-1              Simplified Acquisitions
2.03-2

Receiving Reports
2.03-3               Invoice/Payments/Closeout
2.04                  Personal Property

2.04-1 Organizational Structure

2.04-2 Training
2.04-3
   Reference Material

2.04-4              File Management

2.04-5             Inventory Management 

2.04-6             Property Accountability and Control

2.04-7             Property Suspense/Staging Area Reports

2.04-8            Sensitive Property
2.04-9            Reporting Property Theft, Loss, or Damage

2.04-10          Property Trade-in/Exchange or Sale

2.04-11           Acceptance of Gifts

2.04-12           Excess Property 

2.04-13           Disposal 
2.04-14           USDA Donation Programs

2.04-15            Motor Vehicles

2.04-15.1         Size and Composition

2.04-15.2
Vehicle File Management
2.04-15.3         Identification

2.04-15.4         Vehicle Use

2.04-15-5         Fuel/Maintenance Costs

2.04-15-6         Home-to-Work Transportation Authority

2.04-16    
Oversight
 FACILITIES MANAGEMENT, CONSTRUCTION, REAL PROPERTY 

AND SAFETY, HEALTH, AND ENVIRONMENTAL MANAGEMENT

3.0
      Facilities Asset Management   

3.0-1
Long Range Facility Planning
3.0-2
Pre-approval of Building Authority Projects

3.0-3
Facilities Operation and Maintenance
3.0-4
Implementation of Project Design and Construction

3.0-5
Post Construction, Warranty and Maintenance Work
3.01           Energy Management

3.02 Facility Accessibility for People with Disabilities  

3.03 Architect-Engineering (A-E) Contracts
3.03-1        A-E Contracts

3.04 Construction Contracts
3.05-1
      Facility Security (Occupant Emergency Program, Fire Prevention, Conduct on Federal Property)

3.05-2 
   Homeland Security

3.06   
      Acquisition (Purchase, Donation, Exchange, Transfer or Leasing) of Real Property 

3.06-1 
     Utilization, Accountability, and Control of Real Property 

3.06-2
     Leasing Real Property – Land and Space – and Agreements 

3.06-3 
     Grants of Easement and Revocable Permits 

3.06-4
     Quarters Rentals 

3.06-5
     Disposal of Real Property 

3.07             Safety, Health, and Environmental Management 

3.07-1          Safety, Health, and Environmental Education/Training


3.07-2 
        Safety Management
3.07-3
        Industrial Hygiene
3.07-4         Environmental Management

HUMAN RESOURCES

      4.0                   Employment 

4.01

   Time and Attendance
4.02 Pay and Leave 
4.03   

Performance Management  

4.04                 Awards   

4.05 

Training 

4.06 

   Position Description/Management

4.07                   Employee Relations   



USDA Office of Ethics, Science Ethics Branch (SEB)

4.08

    Other

 INFORMATION TECHNOLOGY 

5.0


AFM Systems 

5.01 

Voice/Data/Video/Wireless Telecommunications 
5.02  

Radio Frequency/Secure Telephone/GETS Cards
5.03 

Commercial Telecommunications Billing and NFC
5.04  

Information Collection from the Public 

5.05 
Records Management   

5.06 

Policy and Procedures Management 

5.07          Printed Forms

5.08 

Mail and Messenger Services

5.09 

IT Resource Planning

5.010            Web Sites

5.011            e-Authentication
BUDGET AND FISCAL

6.0

Budget and Fiscal (General)
6.01    
CRIS Accountability
6.02 

Research Cost

6.02‑1    
Indirect Research Costs (IRC) and Shared Research Costs (SRC)
6.03              ARMPS Preparation/Implementation
6.04              Allocations
6.05              Salary Estimates/Tracking
6.05-1           Salary Lapse Reporting
6.06   
Period‑End Estimates
6.07              Prior‑Year Funding
6.08              Prompt Payment 

6.09 
Claims for and Against the Government
6.10              Collections
6.11              Accounting/CATS 
6.12              Status of Funds
6.12-1           CRIS Activities Module (CAM)
6.012-2 Cuff Records
6.13              Travel

6.13-1           Travel Authorizations
6.13-2           Travel Advances

6.13-3           Travel Vouchers

6.13-4 
Relocation Allowances

6.13-5           Mandatory Use of Contracted Travel Management Centers

6.13-6 
USBank CBA Account
6.13-7           Travel Charge Cards

6.013-8 Foreign Travel
6.014  
Utility Accounts

6.015  
Agreement Accounting

6.15-1 
Research Support Agreement (RSA) Expenditure Tracking

6.15-2
Trust Funds and Reimbursable Agreements
6.15-3 
Sales of Assets

6.15-4
Quarters
6.15-5
Revolving Fund
6.16

Reference Manuals
6.17

Training

6.18

Budget/Fiscal Records Management
OUTREACH, DIVERSITY, and EQUAL OPPORTUNITY

7.0                Special Emphasis Programs and EEO/Diversity Committees
7.01              Recruitment and Outreach Efforts 

7.02              Reasonable Accommodation for Persons with Disabilities 


7.03              Communication 

7.04              Training
7.05              Recognition
7.06              EEO Complaint Process including Alternative Dispute Resolution (ADR)
7.07              Cooperative Resolution Program

 EXTRAMURAL AGREEMENTS

8.0 
Extramural Agreements Program (General)

8.01
Research Support Agreement 

8.02
Cooperative Agreements: (Specific Cooperative Agreements (SCA), Trust Fund Cooperative Agreements (TFCA), and Reimbursable Cooperative Agreements (RCA))
8.03
Standard Cooperative Agreement (StCA) 
8.04 
Grants and Assistance Type Cooperative Agreement (ATCA) 

8.05
Supplements to the MMOU
8.06
Standard Memorandum of Understanding (SMOU)

8.07
Individual Memorandum of Understanding (IMOU)
8.08
Non-Funded Cooperative Agreement (NFCA) 
SUMMARY ASSURANCE STATEMENT FOR


(City, State)

Consolidated Assistance, Review, and Evaluation (CARE) Review Team No. (__) reviewed the administrative management/operations at the (City, State) Location in (Month of Year) under the requirements of the Consolidated Review Program.  Attached is a listing of the segments (functions) reviewed and assurances made.  Reasonable assurance can be given regarding the Location's administrative management/operations as follows:

1)
there are sufficient controls and security measures to compensate for any identified risks associated with administrative management/operations and/or their environments;

2)
the programs' clientele are satisfied with the results/performance of the administrative management/operations;

3)
administrative management/operations are being operated in a cost‑effective manner and comply with applicable laws and regulations;

4)
there is proper management of the programs' information; and

5)
administrative management/operations comply with management, financial, accounting, information resources management, budget, and other appropriate standards.

                                                             
(Team Leader Name)   




Dated:

Team Leader

                                                             
 






Dated:

CARE Program Manager

Approved By:

                                                                                      

James H. Bradley     





Dated:

Deputy Administrator

Administrative and Financial Management

Attachment 5 
Assurance Statement
SUMMARY ASSURANCE STATEMENT FOR


(City, State)

Consolidated Assistance, Review, and Evaluation (CARE) Review Team No. (__) reviewed the administrative management/operations at the (City, State) Location in (Month of Year) under the requirements of the Consolidated Review Program.  Attached is a listing of the segments (functions) reviewed and assurances made.  Reasonable assurance can be given regarding the Location's administrative management/operations as follows:

1)
there are sufficient controls and security measures to compensate for any identified risks associated with administrative management/operations and/or their environments;

2)
the programs' clientele are satisfied with the results/performance of the administrative management/operations;

3)
administrative management/operations are being operated in a cost‑effective manner and comply with applicable laws and regulations;

4)
there is proper management of the programs' information; and

5)
administrative management/operations comply with management, financial, accounting, information resources management, budget, and other appropriate standards.

                                                             
(Team Leader Name)   




Dated:

Team Leader

                                                             
 






Dated:

CARE Program Manager
Approved By:

                                                                                      

James H. Bradley     





Dated:

Deputy Administrator
Administrative and Financial Management

Attachment 6
Location Personnel Interview Questionnaire








Interviewer Initials _________
Consolidated Assistance, Review and Evaluation (CARE)

Location Questionnaire
Location Being Reviewed:__________________________________________

Person Being Interviewed:__________________________________________

Title:__________________________________________________________

Date:________________________


Time:________________

Please review the following questions to help you prepare for your confidential personal interview with the CARE Team during your Location Review.  Comments concerning your expectations and satisfaction with the delivery of administrative support services will enhance the ability of the CARE Team to evaluate the efficiency and delivery of service you are receiving at the Location.

NOTE:   Not all questions may apply to your particular situation.

How is information disseminated at your Location?  What are your suggestions for improvement?

Do you feel the Location works as a team?  What improvements would you suggest?

       What are your comments on the delivery of procurement support and services (supplies, services, equipment, construction, and repair & maintenance)?

       What are your comments on the delivery of facilities management including physical security, your workspace, safety, health, and environmental management?
   What are your comments on the delivery of human resources support and services (benefits, time & attendance,  

   awards, recruitment, etc.)?

          Are your major duties and responsibilities described in your position description?  If you are a supervisor, how     often do you review subordinates’ position descriptions?

Are your training needs reflected on your individual development plan?  Are they being met?  If not, why not?

Comment on your work hours and your ability to take leave.

In what ways are you being recognized for the work you do?

          What are your comments on the delivery of information technology products, support and services (hardware,  

          software, telephone systems, Internet access, etc.)?

What is your opinion on Agency issued policies and procedures?  Have you come across any that need

clarification?

          ARS has a policy on acceptable use of Information Technology resources.  Based on this policy, how would you    recognize and report misuse of Information Technology resources?
            What are your comments on the delivery of accounting and financial management support and services (Status of      Funds Reports, ARMP, etc.)?

What are your comments on the delivery of travel support and services?

           What are your comments on the delivery of extramural agreements support and services (Specific Cooperative   

           Agreements,  CRADAs, Grants, etc.)?

       Please explain what you think are the functions of the Office of Outreach, Diversity, and Equal Opportunity    

       throughout ARS.  
       Who would you contact if you felt you have been discriminated against?  Would you utilize  

       the Alternative Dispute Resolution/mediation method in the EEO complaint process?  If not, why?       

       Who is your Outreach, Diversity, and Equal Opportunity (ODEO) Program Manager?  Can you comment on the        service you have been provided by your Area Program Manager or the ODEO office at Headquarters?  

Besides the things we have already discussed, is there anything that impairs your ability to do your job?

Attachment 7 
Sample Opening Conference Notes
SAMPLE OPENING CONFERENCE SPEECH

Good Morning 

I'm             , CARE Team Leader.  I'd like to take this opportunity to thank LC, AO/T, and the rest of you for allowing us to visit your Location.

This is the       (number of years) cycle of the Consolidated Assistance, Review and Evaluation Program, better known as CARE.  We are one of 6 teams reviewing 13 Locations this fiscal year. We believe this visit will benefit both the Location and the team members.

Before I explain to you what the CARE Program is all about, I'd like to tell you a little bit about CARE Teams and formally introduce the Team members.  Teams are comprised of individuals represented by the three organizational levels within ARS - Location, Area and Headquarters. This allows Teams to perform reviews of administrative operations in much the same manner as peer reviews are conducted.  We all have regular full-time positions within the Agency; none of us are auditors or examiners.  Individuals are chosen based on their unique skills and abilities in their field of expertise.

Now, I'd like to introduce this CARE team to you. 

Name team members, titles, Location and background--may consider having team members do this themselves.
Now, I'd like to tell you how CARE came about and why we're here.  In the past, ARS measured "quality" management via "conforming to requirements," as specified in laws, Office of Management and Budget (OMB) requirements, General Accounting Office (GAO) standards, etc. To make reasonable assurances that ARS was complying with these requirements, separate administrative inspections or audits were conducted; for example, Mutual Assistance Reviews and Verification Audits.  In the late 1980's, ARS also introduced and carried out major quality improvement efforts with such administrative programs as the Location Support Study and Location Automated System Task Force.

Then, in 1989, these inspections and audits moved toward the Total Quality Management effort of de-emphasizing "conforming to requirements" and focusing on "meeting customer expectations," or de-emphasizing the audit-and-inspection approach and focusing on the problem-identification-and-solving approach.  In this vein, ARS Administrative Management consolidated as many reviews, inspections, and audits as possible into the single Consolidated Assistance Review and Evaluation (CARE) Program.  The goals of the CARE Teams are to:

.
Assist in a helpful and practical way, those being reviewed to understand what can be done to improve their operations.

.
Help to make actual changes necessary to improve operations in the true spirit of the President’s Management Agenda.

.
Assist those being reviewed to interpret and understand current policy and procedure guidance.

.
Identify gaps in available guidance/policy/procedures that require attention in order to meet the needs of Location activities.

.
Promote efficiency, economy and responsiveness to program needs through the sharing of ideas and techniques for improving administrative processes.

.
Assure compliance with Federal policies and regulations by officially designated employees.

The goal of the Agency is to review all ARS Locations, including Area Offices and Headquarters approximately every 8 years.  It is planned that the CARE reviews will replace or reduce Mutual Assistance Reviews, Procurement Management Reviews, Financial Management and Budget reviews.  It will not, however, replace certain reviews outside of ARS; i.e., OIG and GAO audits.

While we are here, we'll first tour your facilities to gain a general sense of the research being conducted here.

Then, focusing on customer (and we’re all customers at given times) and provider interaction, we're going to conduct a review via personal interviews and functional reviews of the administrative processes here.

Personal interviews have been scheduled with program and administrative individuals. Questionnaires have already been distributed to these people to start them thinking.  The purpose of the interviews is to identify everyone's expectations, frustrations, desires, and concerns about administrative services, not just individual gripes--and when I say administrative services, I mean all levels of administrative services impacting you; including those services controlled at Area and Headquarters levels.  To the maximum extent possible, the information that is gathered will be kept confidential and no names will be associated with the comments.  Also, we need to emphasize that CARE does not deal with EEO/Civil Rights complaints or employee relations issues.  As part of our process, we look for assurances that systems are in place to handle these types of issues, but do not deal with specific cases.  Also, if anyone here is not scheduled for an interview, but would like to talk to one of us, please see me or another Team member and we'll schedule a time for you.

Then, we're going to perform limited functional reviews of specific administrative areas.  This will allow us to understand what and how local administrative service is actually being delivered. I want to emphasize that we will not be auditing your records; but are simply looking to see whether administrative processes overall are being done appropriately and within Agency guidelines.

Through the interviews and functional review, we, as a team, look for trends and try to identify areas of concern, if any--and again, this encompasses all levels of administrative management in ARS.  We may also offer recommendations or suggestions to help people work smarter.  In addition, throughout the visit, we will be looking for innovative ways that functions are being performed, in order to adopt them ourselves and pass them along to other Locations. 

If we can provide assistance or get answers while we're here, we will. 

Finally, a written report will be prepared within 6 weeks of the review.  LC, AO/T and DAD (name individuals) will each receive copies and we encourage these individuals to share this report with you.  ARS Headquarters Divisions also receive copies of these reports and they and the DAD are responsible for assuring that an action plan is developed for areas of concern.  

Attachment 8 
Team Leader Checklist

Team Leader Checklist
ITEM





DATE ACCOMPLISHED

Immediately After CARE Training for New Members

CARE Program Manager provides mailing list of team 

members to team leaders 





_________
Work with Co-Leader/Teams/Locations to set

dates of reviews






_________
Four-Six Weeks Prior to Review

Call DAD to discuss issues at Location

to be reviewed and to assure Location is aware it

was selected for review





_________


Call AO/T and LC to explain CARE process and discuss

issues at Location.  Work with AO/T on who will be

interviewed, scheduling and conference room 

accommodations, lunch with administrative staff


_________


Send Scheduling Letter to Location




_________


Conduct conference call with team to discuss

logistics of review, issues at the Location,

functional review responsibilities, interview

partners, etc.






_________

Packet of information for team members

Hotel logistics for team  





Airline schedules for team





Home telephone numbers for team members



Which team member(s) will rent vehicles



Functional areas members are responsible for

Characteristics package for Location

Schedule for review (including interview

          schedule which should have who they will

interview, times, room #=s)




_________

One Week Prior to Review

Call AO/T and AAO to assure everything is in place for

review






_________


Prepare Opening Conference Notes



             ___________


After CARE Review
Four-Six Weeks After Review Submit final CARE report to 

CARE Program Manager (team input should be incorporated)

_________


Attachment 9
CARE Evaluation Forms
Location Evaluation of CARE Team
	
	Excellent
	Good
	Poor
	N/A

	Quality of Information and Services Provided
	
	
	
	

	Overall Performance of Team Onsite

	
	
	
	

	Performance of Individual Team Members:
	
	
	
	

	Team Leader
	
	
	
	

	Team Co-Leader
	
	
	
	

	Team Member
	
	
	
	

	Team Member
	
	
	
	

	Team Member
	
	
	
	

	Team Member
	
	
	
	

	Team Member
	
	
	
	

	Team Member
	
	
	
	


      Comments: (Required for any responses of >Poor=, encouraged for any responses

                   of >Excellent=; use back of page if required)

CARE Team Self-Evaluation
Scale: E=Excellent, G=Good, P=Poor

	Skills:
	Team Leader
	Team Co-leader
	Team Member
	Team Member
	Team Member
	Team Member
	Team Member
	Team Member

	Willingness to Learn
	
	
	
	
	
	
	
	

	Teamwork



	
	
	
	
	
	
	
	

	Communication Skills
	
	
	
	
	
	
	
	

	Objectivity

	
	
	
	
	
	
	
	

	Adaptability to Changing Situations
	
	
	
	
	
	
	
	

	Leadership

	
	
	
	
	
	
	
	

	Organizational Skills
	
	
	
	
	
	
	
	


Comments: (Required for any responses of >P=, encouraged for any responses of >E=; use back of page if required)
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