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National Institutes of Health (NIH)

Commercial Activities Review Team (CART) Communications Plan

This plan was developed under the guidance of the National Institutes of Health, Office of Management Assessment.

1 Purpose

The purpose of this plan is to coordinate the required communications between NIH leadership and the workforce, the Department of Health and Human Services and other stakeholders in a timely manner.

2 
3 
4 Authority
A-76 related communications are the responsibility of the Commercial Activities Review Team (CART) as delegated by the Deputy Director of Management (DDM), NIH.  The CART will oversee the production of all NIH A-76 status reports.  Reports that require approval or signature of the DDM will be prepared by the CART and issued for clearance through the established clearance process.

The DDM has approved the NIH Restructuring Communications Coordinating Group (NRCCG) to ensure messages from various restructuring projects do not conflict; ensure consistent information is provided to the NIH community; ensure that information given to the general workforce is consistent with the goals and objectives of senior NIH management; and coordinate and ensure information is disseminated through appropriate avenues of communication.  The A-76 communications activities will be coordinated with the NRCCG to ensure messages are consistent with NIH restructuring efforts.

5 Roles and Responsibilities

The CART will oversee A-76 project-related communications.  To help ensure effective communications, the CART has established the following structure –

· Commercial Activities Review Team (CART) –

· Overall project leaders of the A-76 process.

· Provides Steering Committee and Co-Chairs with regular status reports including schedule and issue reports for A-76-related reviews.

· Co-Chairs –

· Provide executive level perspective and support as functional area champions to the CART.

· Ensure clear definition of functions to be reviewed, accuracy of information collected and analyzed, identify appropriate IC program / function contacts for the CART to interview for study review.

· Executive Officers (EOs) –

· Represent and communicate internally on behalf of the function.

· Ensure that A-76 activities are on schedule.

· Employees contact the A-76 website http://a-76.nih.gov/ or their EO for information or questions on the A-76 process.

· DDM –

· Retains appeal authority for issues of conflict not satisfactorily resolved by the Co-Chairs and CART.

· IC A-76 Contact –

· Responsible for coordinating with the Co-Chairs and the CART for reviews in which IC staff are involved and coordinates internal IC communication with affected employees.

· IC Staff –

· Participate, upon request, to provide program information to allow the co-chair and the CART to define the processes and relationship of the function to other NIH functions.

· A-76 Communications Manager – 

· Coordinate A-76 related communications activities, and participate on the NRCCG.

· Points of Contact, Subject Matter Experts – 

· A-76 coordinators for each IC

· Provide technical expertise during data collection and data analysis.

· Interaction with A-76 process on ad hoc basis, primarily with Co-Chair direction.

6 Communications Approach Options

A variety of media will be employed to ensure effective and efficient communications to and from NIH employees. Included among the various media are meetings, electronic and written communications to inform affected and interested parties on the status of A-76 related activities at NIH.  All communication regarding NIH A-76 activities will be timely, accurate, complete, and consistent.  In addition to the options discussed below, employees may contact the A-76 website or their EO for information or questions on the A-76 process.
Note:  All communications will address the needs of employees with disabilities. 

A. Meetings

· A-76 Steering Committee Meetings:  On a weekly basis, the CART will meet with the A-76 Steering Committee to review progress and next steps regarding the A-76 process.  If and when the established schedule changes, this communication plan will be amended.  In addition, the CART will meet periodically with the NIH EOs and Co-chairs to report on the status of A-76 activities and to obtain feedback from meeting participants. 

· EO, Co-Chair, Points of Contact (POC) Meetings:  The CART will establish regular meetings with stakeholders on an as-needed basis, but at least monthly, to discuss the status of A-76 project work, and to provide a forum for issues and other A-76 related matters to be addressed. If and when the established schedule changes, this communication plan will be amended.

· Ad hoc Meetings:  The CART, with assistance from the A-76 consultant, will plan, schedule, announce, and conduct other ‘just-in-time,’ face-to-face informational sessions with targeted audiences. These sessions will provide a forum where employees and others may dialogue about A-76 specific issues of interest to them.

B. Electronic Communication

· Website:  A webpage (http://A-76.nih.gov) is available on the internal NIH website to provide readily available access to NIH-related A-76 information.  The site will be updated, maintained and overseen by the CART.  The webpage will soon have an email address for issues.  The website provides:

· Access to A-76 information and a record of all questions and answers.

· FAIR Act

· OMB Circular A-76 – Performance of Commercial Activities

· A-76 Related Links

· Determining Commercial Cost Comparison Method

· HHS A-76 Expedited Review Guidance

· A list of A-76 Coordinators

· A link to Frequently Asked Questions (FAQs)

Other Options for Website Material:

· A one- page advertisement of the Q&A telephone number, email and mailing address for frequently asked questions.

· Terminology definitions.

· A simplified and publishable timeline with the A-76 status regularly updated.

· A plan of action for and an up-to-date schedule of A-76 activities.

· A repository for management presentations on A-76.

· Educational articles or links to educational articles regarding motivation / morale, safeguarding information, flexibility / need for change, stress management, cultural issues dealing with A-76, possible changes stemming from MEO implementation, financial management, retraining, job placement assistance and career counseling.

C. Possible Written Communication Vehicles

· List Serve:  Employees may post suggestions, questions or concerns and send it anonymously to the CART.  Its use will be encouraged to facilitate effective and efficient communication.  Currently, NIH is deciding on and researching anonymous email capabilities.

· Reports:  The CART will oversee the production of all NIH A-76 status reports.  Reports that require approval or signature of the DDM will be prepared by the CART and issued for clearance through the established clearance process.

· Other Written Communication:  The CART will work with management to ensure that other relevant, appropriate, and required written communications to staff and external stakeholders are prepared, approved and issued accurately and timely.  Such written documents may include, but are not limited to:  NIH newsletter articles, employee notices, announcements of solicitations / Request For Proposals, annual FAIR Act Inventory, project schedules, and other such written communications.

D. Dates of NIH Key Schedule Communications Activities
	Scheduled Key Communications Activities
	Completion Date

	Initial Letter to Union / Employees
	October 30, 2002

	NIH Record Article
	November 12, 2002

	Initial All Hands Meeting
	November 19, 2002

	A-76 Website Activation – to include FAQs, A-76 brief summary, related links, email address for questions.
	http://a-76.nih.gov/

	Consultant meetings with Co-Chairs, EOs and CART
	

	All Hands Meeting
	As necessary

	Annual FAIR Act Commercial Activities Inventory
	Completed

	Public Announcement of Study
	

	Notice to HHS and Congress
	


[image: image1.wmf]X

NO

Yes

Evaluation

NO

X

NO

MEO

Yes, if not 

affected

NO

X

PWS

Evaluation

MEO

PWS

X

NO

Yes

Evaluation

NO

X

NO

MEO

Yes, if not 

affected

NO

X

PWS

Evaluation

MEO

PWS

5.  Conflicts of Interest

The Circular identifies many roles and responsibilities that have a potential for conflicts of interest.  The following is a simplistic chart summarizing what is, and is not, allowed.

· If you serve on a PWS team – 

· You can NOT serve on the MEO team

· You CAN be on the Evaluation Board, if you are NOT an affected employee

· If you serve on a MEO team –

· You can NOT serve on the PWS team

· You can NOT serve on the Evaluation Board

· If you serve on the Evaluation Board – 

· You CAN serve on the PWS team

· You can NOT serve on the MEO team

With the exception of the Contracting Officer and Source Selection Authority (as noted), the following are mutually exclusive roles; you can only serve as one of the following:

· Agency Tender Official (ATO). An inherently governmental agency official with decision-making authority who is responsible for the agency tender and represents the agency tender during source selection. 

· Competitive Sourcing Official (CSO). An inherently governmental agency official responsible for the implementation of this circular within the agency. 

· Contracting Officer (CO). An inherently governmental agency official who participates on the PWS team, and is responsible for the issuance of the solicitation and the source selection evaluation methodology. The CO awards the contract and issues the MEO letter of obligation or fee-for-service agreement resulting from a streamlined or standard competition. The CO and the SSA may be the same individual.

· Human Resource Advisor (HRA). An inherently governmental agency official who is a human resource expert and is responsible for performing human resource-related actions to assist the ATO in developing the agency tender. 

· MEO Team. A group of individuals, comprised of technical and functional experts, formed to assist the ATO in developing the agency tender. 

· PWS Team. A group of individuals, comprised of technical and functional experts, formed to develop the PWS and quality assurance surveillance plan, and to assist the CO in developing the solicitation. 

· Source Selection Authority (SSA). A competition official with decision-making authority who is responsible for source selection as required by the FAR and this circular. The SSA and CO may be the same individual. 

· Source Selection Evaluation Board (SSEB). The team or board appointed by the SSA to assist in a negotiated acquisition. 

A. CONTACTS
	ORGANIZATIONAL AND LOGISTICAL PLANNING
	
	
	
	
	

	
	
	
	
	
	

	A-76 Core Team
	NAME(S)
	LOCATION
	PHONE
	FAX
	EMAIL

	Deputy Director of Management
	Charles Leasure
	1/103
	496-3271
	
	

	Cart Program Manager
	Timothy Wheeles
	6011/601
	496-2832
	402-0169
	wheelest@od.nih.gov

	CART
	Rick Gomez
	6011
	496-6639
	
	gomezr@od.nih.gov

	
	Katie Finn
	6011/647E
	402-2960
	
	kfinn@od.nih.gov

	
	Paul Marshall
	6011/653F
	402-1930
	
	marshallp@od.nih.gov

	WAI Program Manager
	Dale Warden
	
	703-644-5912
	
	dwarden@wardenassociates.com

	WAI Deputy Program Manager
	Bill Fleming
	
	703-644-5912
	
	bfleming@wardenassociates.com

	IC A –76 Coordinators
	
	
	
	
	

	CC
	Lynda Ray
	9000 Rockville Pike
	435-8225
	
	lray@cc.nih.gov


	CIT
	Kevin Sullivan
	10/2C146
	435-8225
	
	

	CSR
	Mac Hadley
	
	
	
	hadleym@csr.nih.gov

	FIC
	Richard Miller
	12A/4031
	435-2924
	402-8239
	millerr@ficod.fic.nih.gov

	NBRSS
	Patrick Williams
	RKL2/3022
	435-1116
	402-4437
	mwilliamp@od.nih.gov

	NCCAM
	Kathleen Stephen
	31/B2C08
	496-4625
	480-3967
	

	NCI
	Marilyn Jackson
	2DEM/1001
	594-7806
	402-1135
	jacksonm@misb.nci.nih.gov

	NCMHD
	Jean Flagg-Newton
	31/2B11
	496-5826
	480-7449
	mflaggnej@od.nih.gov

	NCRR
	Bill Russ
	6116/603
	496-6985
	402-4741
	

	NEI
	Mathew Burr
	2DEM/800
	402-1366
	402-2188
	mburrm@nei.nih.gov

	NHGRI
	Linda Jacobson
	31/3B11
	402-0426
	402-7040
	mlindaj@nhgri.nih.gov

	NHLBI
	Dave Whitmar
	31/6A19
	496-4233
	402-0006
	whitmard@nhlbi.noh.gov

	NIA
	Wendy Hadfield
	31/4B09
	594-2643
	402-3030
	hadfiew@nlm.nih.gov

	NIAAA
	Dave Orchard
	31/5A33
	496-5931
	402-0837
	dorchard@niaaa.nih.gov

	NIAID
	Lynn Hellinger
	GWY/2C234
	402-2716
	402-0299
	lhellinger@niaid.nih.gov

	NIAMS
	Brad Felton
	6000/412
	443-1282
	402-2944
	feltonb@ep.niams.nih.gov

	NIBIB
	Charles Best
	31/7A16
	594-3964
	443-6076
	bestch@nibib.nih.gov

	NICHD
	Maryann Sofranko
	31/4C02
	496-8296
	496-9082
	sofrankom@nichd.nih.gov

	NIDA
	Steve Gane
	31/1B37
	451-6729
	480-6069
	sgane@nida.nih.gov

	NIDCD
	Anne Sumner
	31/2A11
	496-4122
	480-4515
	sumnera@nidcd.nih.gov

	NIDCR
	Patty Philippi-Chestnut
	NSC/5274
	443-6488
	496-4757
	philippip@nidcr.nih.gov

	NIDDK
	Barabara Merchant
	31/3C21
	496-9298
	443-9127
	barbaram@niddk.nih.gov

	NIEHS
	Francine Little
	31/2C39
	435-2521
	402-0500
	littlef@niehs.nih.gov

	NIGMS
	Sally Lee
	31/9A52
	496-5765
	402-3288
	lees@nigms.nih.gov

	NIH
	Timothy Wheeles
	RTP/North Carolina
	919-541-3211
	402-2125
	wheelest@od.nih.gov

	NIMH
	Billy Fitzsimmons
	6011/601
	496-2832
	402-0169
	

	NINDS
	Debbie Jarman
	6011/601
	402-1930
	402-0156
	jarmand@ninds.nih.gov

	NINR
	Bill Rosano
	NSC/8102
	443-3877
	402-0169
	

	NLM
	Ron Stewart
	31/8A34
	435-5281
	443-7840
	stewartr@nlm.nih.gov

	OD/EO
	Sandra Moore
	31/5B13
	402-5229
	402-9305
	mooresa@od.nih.gov

	OD/OA/OAMP
	Merle Tigert
	38/2N13
	496-6941
	480-4969
	tigertm@od.nih.gov

	OD/OER
	Peter Alterman
	2/1W21
	594-8234
	480-4971
	altermanp@od.nih.gov

	OD/OFM
	Ken Stith
	6100/6D01
	496-6431
	402-1368
	stithk@od.nih.gov

	OD/OHR
	Charlie Palmer
	1/156
	496-7998
	496-8018
	cpalmer@od.nih.gov

	OD/OIR/OTT
	Gary Barbarash
	31/B1C23
	402-8831
	496-0232
	barbarag@od.nih.gov

	OD/ORS
	Leonard Taylor
	31/1C39
	496-4851
	480-6680
	taylorl@ors.od.nih.gov

	
	
	6011/501P
	594-7700-x 210
	480-5171
	

	
	
	31/4B30
	402-1661
	496-9056
	

	
	
	
	
	402-0224
	  

	Communications Manager
	Lynda Regan
	Wilco/608
	435-1645
	
	lray@cc.nih.gov


	Functional Co-chairs
	
	
	
	
	

	IT
	Marie Lagana
	Fernwood/3NE52D
	496-6203
	
	

	
	Gahan Breithaupt
	31/8A52
	496-4697
	
	briethag@ninds.nih.gov

	Science Policy Plann and Eval, Comm & Legislation
	Lana Skirboll
	1 Center Dr.
	496-2122
	
	skirboll@od.nih.gov

	General Admin
	Chris Steyer
	1 Center Dr.
	496-4197
	402-0345
	

	
	Camille Hoover
	31 Center Dr.
	594-2015
	
	hoooverc@od.nih.gov

	Facilities & Install Services
	Juanita Mildenberg

John Jarman
	13/2E43
	496-6186
	
	mildenbj@ors.od.nih.gov


	R&D
	Sue Koester
	10 Center Drive
	496-3501
	480-8348
	koesters@nimh.nih.gov

	
	Barbara Merchant
	Building 31
	496-5765
	402-2125
	barbaram@niddk.nih.gov

	Extra Prog, Rev, Grants Mgmt
	Leo Buscher
	EPS/234
	496-7753
	
	buscherl@nci.nih.gov

	
	Norca Ruiz Bravo
	2AN-32K
	594-4499
	402-1852
	ruizbran@nigms.nih.gov

	Finance
	Steve Berkowitz
	31 Center Dr.
	496.9115
	
	berkowis@od.nih.gov

	
	Bill Rosano
	
	
	
	

	Clinical Center
	Lynda Ray
	9000 Rockville Pike
	435-8225
	
	lray@cc.nih.gov


CASC & CAAT Members

	CASC Members
	Phone
	Email 

	Tom Hooven
	301-496-0044
	hoovent@mail.nih.gov

	Pat Abell
	301-402-3511
	pabell@mail.nih.gov

	Bill Fitzsimmons
	301-443-3877
	wfitzsim@mail.nih.gov

	Camille Hoover
	301-594-2015
	hooverc1@nccam.nih.gov

	Donna Lenkin
	301-496-1168
	donal@nih.gov

	Maureen Gormley
	301-496-2897
	mgormley@nih.gov

	Janet Dudrick 
	301-402-1314
	dudrickj@od.nih.gov

	Chick Leasure
	301-496-3271
	leasurec@od.nih.gov

	Leamon Lee
	301-496-4466
	leel@od.nih.gov

	Suzanne Servis
	301-496-1873
	serviss@od.nih.gov

	Tim Wheeles
	301-402-5347
	wheelest@od.nih.gov

	Rich Southers
	301-402-1661
	southerr@ors.od.nih.gov

	Leonard Taylor
	301-594-0999
	taylorle@mail.nih.gov

	Don Christoferson
	301-496-2411
	christod@nhlbi.nih.gov

	
	
	

	CAAT Members
	Phone
	Email 

	Mary Adamik
	301-496-6014
	adamikm@od.nih.gov

	Sheri Custer
	301-402-3065
	custers@od.nih.gov

	Katie Finn
	301-402-2960
	finnk@od.nih.gov

	William Fleming
	301-451-3426
	flemmingw@od.nih.gov

	Diane Frasier
	301-496-4422
	frasierd@od.nih.gov

	Gail Gibbons
	301-451-4235
	gibbonsg@od.nih.gov

	Zatherine Gore
	301-402-9671
	gorez@od.nih.gov

	Lorraine Geiser
	301-402-3349
	geiserl@od.nih.gov

	Paul Horton
	301-402-4432
	hortonp@od.nih.gov

	Douglas Kornreich
	202-260-9515
	kornreichd@hhs.gov

	Diana Mukitarian
	301-496-9639
	mukitariand@od.nih.gov

	Todd Miller
	301-451-3411
	millert@od.nih.gov

	Eric McDoniel
	301-402-8214
	mcdoniele@od.nih.gov

	Patricia Pemberton
	301-435-8448
	pembertonp@od.nih.gov

	Greg Pryor
	301-496-6014
	pryorg@od.nih.gov

	David Ramos
	301-496-0158
	ramosd@od.nih.gov

	Dale Warden
	703-644-5912
	dwarden@wardenassociates.co

	Timothy Wheeles
	301-496-2832
	wheelest@od.nih.gov

	Wilgus Edward
	301-402-3070
	edwardw@od.nih.gov

	Rosanne Wilson
	301-402-5450
	wilsonr@od.nih.gov

	Mary Kathryn Robinson
	770-488-4208
	mkr1@cdc.gov


	B. Communication Plan matrix for NIH A-76 Activities

	Communication                Launch date
	Message
	Target Audience
	Messenger(s)
	Objective of Message
	Method of Delivery
	Frequency of Communications
	NIH Key Responsibilities

	10/30/2002
	Letter to Union.
	Union President(s) and Union Stewards(s)
	Deputy Director Management (DDM) Coordination with labor Relations and legal Review.
	Formal Notification to union of Commencement of A-76 study.
	Formal letter
	Once
	Timothy Wheeles

	
	Notice to Congress.
	Congress.
	Review
	Official announcement of A-76 study to Congress.
	Formal letter
	Once
	Timothy Wheeles

	
	Notice to HHS.
	Secretary Thompson.
	DDM
	Official Announcement of the A-76 Study to Secretary, Thompson.
	Formal letter
	Once and as changes occur.
	Timothy Wheeles

	
	Congressional and HHS updates.
	Congress and HHS secretary.
	DDM
	Keep local congressional representative abreast of study progress.
	Formal letter.
	As needed.
	Timothy Wheeles

	11/19/2002
	All Hands Meetings.
	All NIH employees affected by A-76.
	DDM
	Presentation to employees regarding latest information from Secretary's office, Status of study Programs related to potential outcome of A-76 (soft landing programs, resume writing, stress management, motivation/morale).
	Briefings (<30 minutes,) Meetings(approx. 1 hour) Extended meetings (>1 hour).
	Quarterly.
	Timothy Wheeles

	
	Informational Workshops.
	All NIH employees affected by A-76 study.
	IC Eos or Private Sector sources specialization in specific topic.
	Smaller groups setting to share topics related to A-76 such as involvement of workforce in study A-76 process information, individual roles and change management.
	Road show presentations brown bag luncheons.
	As needed.
	Timothy Wheeles

	
	EO Status Update Meetings.
	IC Eos.
	Co-chairs and Points of Contacts (POCs).
	Status update on A-76 announcement, Data Collection, Data Analysis, PWS development and FINAL PWS.
	Staff meetings.
	Monthly or ad hoc.
	Timothy Wheeles

	 
	Co-Chairs, Points of Contact Status Update Meetings.
	Co-chairs and Points of Contacts.
	CART.
	Discuss Progress, deadlines, daily activities, and ensure that all team members are aware of the latest information and events in general.
	Briefings. 
	Weekly or as needed.
	Timothy Wheeles

	 
	NIH OMA and WAI Status Update Meetings.
	CART and NIH OMA.
	WAI and A-76 Coordinators for each functional group.
	Forum for exchanging information and discussing challenges and issues.
	Briefings. 
	Bi-weekly to Monthly.
	Timothy Wheeles

	 
	Status Updates for All-Hands.
	All NIH employees affected by A-76 study.
	Deputy Director of Management / Director of NIH.
	Regular message to give progress reports on status of study and / or release answers to employee questions.
	Website Link Update.
	Weekly? Bi-Weekly.
	Timothy Wheeles

	 
	Status Reports
	NIH Team Leader and other divisions as needed.
	A-76 Team Leader.
	Bullet format. Content includes planned activities for the next week and accomplishments of the past week. Detail POA&M progress.
	1-2 page written report.
	Monthly.
	Timothy Wheeles
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