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ASU-200 Administrative Guidebook

Section 1.  General Administrative Operations

Telephone Coverage

The ASU-200 secretaries shall coordinate their schedules daily to accommodate telephone coverage for the Division during the entire workday.  In the event both secretaries are required to be away from the workstation, the following steps shall be taken to secure telephone coverage during their absence:

(1) Contact secretaries within the ASU organization to secure substitute telephone coverage by physically sitting at an ASU-200 workstation, or by transferring the ASU-200 telephone lines to the workstation of a secretary within the ASU organization.

(2) Inform the ASU-200 Management Analyst that both secretaries are required to be away from the workstation for a period and no secretary within the ASU organization is available to provide substitute telephone coverage.

The ASU-200 Management Analyst shall take the following steps to secure substitute telephone coverage for the Division:   

(3) Poll the professional staff for availability to provide substitute telephone coverage by physically sitting at an ASU-200 workstation, or by transferring the telephone lines to his/her desk.

(4) The ASU-200 Management Analyst shall check her own schedule for availability to provide substitute service by physically sitting at an ASU-200 workstation, or by transferring the telephone lines to her desk.

Telephone Etiquette

The ASU-200 secretaries should answer all calls on the first ring and screen callers for direction to the appropriate resource.  Upon identifying the appropriate resource, the secretary shall transfer the caller to the source or provide a name and telephone number where they can be contacted.

Mail Procedures

Incoming Mail.  The secretary will check the mailbox at least twice per day and deliver any incoming mail appropriately.  The ASU-200 mailbox in the ASU-1 office will also be checked twice per day and any mail will be distributed appropriately.

The secretary will sign for carrier packages (UPS, Federal Express, Airborne) delivered to the Division, and deliver to the recipient as quickly as possible.

Outgoing Mail.  All outgoing mail will be placed in the slot marked “Outgoing Mail.”  All field employees’ mail will be sent to them twice weekly – normally Tuesday and Thursday of the week. 

Any packages requiring to be shipped via Federal Express Mail will be processed thru the Division or Branch Secretary via the Internet Ship Program on the Internet.  All packages will then be taken to the Federal Express pickup area that is located outside of Mailroom located on the first-floor of FOB-10A

Any packages being shipped Express mail (US Postal Service) will be packaged by the    

ASU-200 personnel and taken to the Mailroom located on the first floor of the FOB-10A.

Control and Tracking of Division Correspondence 

The Division Secretary shall use the ASU-200 Mail Control System to control and track all incoming and outgoing correspondence such as ASU mail controls, memorandums of assignment, letters of designation/delegation, and informational or action correspondence. Using the ASU-200 Mail Control System, the secretary shall enter the subject of the correspondence, date received, date sent, whom the correspondence is from and who it is addressed to , date of the correspondence, any special remarks, status, distribution details and suspense date should the correspondence require action within a specified time frame. The system will automatically assign an ASU control number.

It is the responsibility of the Division Secretary to ensure that all suspense dates are met.  Once a suspense date has been met, the Division Secretary shall close the suspense in the ASU-200 Mail Control System. Should additional time be needed, the secretary shall enter an extension date in the Mail Control System for that piece of correspondence.  

Preparation and Review of Correspondence/Briefing Material.  

The secretary will prepare all correspondence and briefing material as requested by ASU-200 staff.  All material will be reviewed for proper format, correct grammar, punctuation, and spelling in accordance with FAA Order 1360.16, FAA Correspondence Manual.

Filing

The Division’s filing system is established, indexed, and maintained in accordance with the Official File List.  Any information covered by the privacy act is kept in a locked cabinet by the person responsible as indicated on the File Index maintained by the Division Secretary.

Division Manager’s Calendar

Upon request, the Division Secretary will maintain the Division Manager’s calendar.  All appointments/meetings will be entered onto the calendar as soon as notification is received.  Any cancellations of appointments/meetings will be deleted from the Division Manager’s calendar as quickly as possible.  The Division Secretary will discuss the day’s calendar with the Division Manager upon his arrival every morning.

Meeting and Conference Planning

The secretary will plan meetings and conferences as directed by the Division Manager or Branch Managers.

When possible, the ASU-200 Conference Room will be used for all meetings.  The Division Secretary will maintain the day-to-day Conference room log which shall include the day and time, this log will include a contact name, office routing symbol & telephone number and topic of meeting.  Reservations for the ASU-200 Conference Room will be reserved and coordinated through the Division Secretary.  The ASU-200 Conference Room is available for use by other Divisions; however, ASU-200 reserves the right to move others from the conference room for impromptu and critical meetings.    Other organizations will not be allowed to schedule long-term reservations.  The Division Manager prior to confirming the reservations shall approve conference room reservations for reasons other than meetings, i.e. parties.   .

When the ASU-200 Conference Room is not satisfactory for meetings/conferences because of meeting size, unavailability, etc., the secretary will locate another area for the meeting.  Locations can be obtained by contacting the conference room schedulers within FAA or TASC for conference rooms in the DOT (NASSIF) Building.  Upon securing a meeting location, the secretary will notify all attendees of the meeting, location, date and time.

Off-site/special meetings may require the secretary to assist the Management Analyst in finding a meeting location in another city/state.  This usually requires traveling to possible locations to determine the best facility for the meeting’s requirements.  The Management Analyst and the ASU-200 Manager will sign an agreement with the selected facility indicating accommodations to be provided.

Office Supplies  

Quarterly, the secretary shall canvas the staff for their administrative supply requirements.  The secretary shall then get cost comparisons from a minimum of three vendors.  This may be done via supply catalogs or telephone/fax.  The selection of a supplier will be based on availability, cost, delivery time, return policy, and any special requirements of the item(s) being ordered. The secretary shall coordinate with the Division’s Budget Analyst to ensure availability of funds.    The Division’s commercial credit cardholders shall be responsible for ordering administrative supplies using one of the Division’s commercial credit cards.  The secretary shall prepare a call sheet to show the items requested and the estimated cost.  

Upon receipt of the supplies in the Division, the cardholder shall inventory the shipment and immediately contact the vendor should there be any overage, shortages, or damages.  The cardholder shall maintain a file of the requisitions.  The secretary will furnish the Division’s commercial credit cardholder a copy of the call sheet and copies of the invoices.   

The secretary shall be responsible for maintaining the administrative supply stock.  The secretary shall establish re-order points and quarterly conduct an inventory of the administrative supplies.  Although administrative supplies shall only be ordered quarterly, emergency requests shall be handled on a case-by-case basis.

Travel Authorizations

When requesting a travel authorization (GS Form 87, Official TDY Travel Authorization), the employee will furnish the appropriate secretary with the necessary information to complete the authorization, i.e., airfare, car rental, labor distribution code, etc.  The secretary will generate a travel authorization using TEServ, the web-based Travel Management software.  The secretary will electronically forward the authorization to the appropriate manager for approval/signature.  After signing, the manager will forward the authorization electronically to AFM-220 for processing.  The secretary will print a paper copy to give to the Budget Analyst for her records.

Travel Vouchers

Travel Vouchers (SF 1012, Travel Voucher) will be routed to the secretary electronically, via TEServ.  Before the traveler forwards his/her voucher to the secretary, the traveler is to print a copy for his/her records and maintain this copy along with the original receipts and original supporting documents.  Travelers stationed in the field are to fax a copy of his/her voucher, with a copy of the receipts, to the Management Analyst for records keeping (fax # 202/267-3194).  Headquarters employees are to put a copy of his/her voucher, with a copy of the receipts, in the in-box marked “travel vouchers”  This in-box and the fax machine, are located in the Management Analyst work area.   After the secretary reviews the travel voucher for accuracy and compliance with travel regulations, the secretary will electronically forward the voucher to the appropriate manager for approval.  The manager will approve the voucher and forward it on to AFM-220, for processing and payment.

A copy of each traveler’s voucher, with a copy of supporting receipts and/or documents, is to be hand-delivered to AFM-220, on the Thursday of each week, via the secretary or Management Analyst.  The vouchers are to be marked “TEServ Pilot”.

The Budget Analyst will also receive a copy of all vouchers for budget records.

Permanent Change of Station 
When a Permanent Change of Station (PCS) move is required, the Division Manager initiates the request.  The ASU-200 PCS Coordinator sends the employee a letter confirming the PCS agreement along with the following forms: Travel/Transportation Agreement, FAA Form 1520-1; Change of Station Questionnaire, DOT Form 1500.10, and FAA/DOT Employee Relocation Services Authorization, DOT Form1500.6A.  These forms are to be returned to the ASU-200 PCS Coordinator within 10 business days.  Upon receiving the completed forms from the employee, the ASU-200 PCS Coordinator contacts the Household Goods (HHG) office in Oklahoma City, AMZ-130 (telephone 405/954-2060), for an estimate of shipping and storage.  The ASU-200 PCS Coordinator then prepares an estimate of the PCS move in accordance with the PCS Guidelines.  The estimate from the HHG office is incorporated in this estimate. A draft DOT Form 1500.4, Travel Authorization for Permanent Change of Station, is then generated and discussed with the Division Manager.  Upon approval of the draft authorization, the final authorization is prepared and given to the Branch and Division Manager for signature.  All forms are then distributed as follows: 

FAA Form 1520-1: A copy to AHP-150 (employee’s official personnel folder); AMZ-130, ASU-200 secretary, employee, and the ASU-200 PCS Coordinator

DOT Form 1500.10:  1 copy to the ASU-200 PCS Coordinator, ASU-200 Secretary, and AMZ-130

DOT Form 1500.6A:  1 copy to AMZ-130, ASU-200 PCS Coordinator, and ASU-200 Secretary

DOT Form 1500.4: Original, plus 1 copy to AMZ-130, 2 copies to employee, 1 copy to the ASU-200 PCS Coordinator, Budget Analyst, and ASU-10 Budget Analyst

During the entire PCS process, the Management Analyst and the manager are in communications with the employee to ensure a successful PCS move.

If the employee require an extension on temporary quarters, the employee is to make the request known verbally to the manager, following up with the request/justification in writing.  At the direction of the Division Manager, the ASU-200 PCS Coordinator generates an amendment.  The Division Manager signs authorizing the extension and it is then hand-carried to ASU-1/2 for approval. After ASU-1/2 approves, the copies are distributed in the same manner as the original PCS Authorization. (Extensions are given in increments of 30 days.  It must be an extreme circumstance to seek approval beyond the second 30 days).

Please note that PCS Vouchers are handled differently from TDY vouchers.  PCS vouchers are not submitted thru TEServ -- they are submitted manually.  The PCS Vouchers are presented to the Division Manager for signature and then mailed to AMZ-130 for processing. 

Time and Attendance 

The managers and secretaries shall maintain records of all employees' time and attendance (T&A). The secretary shall retain copies of OPM Form SF 71, Application For Leave, copies of cc:Mail with manager's approval of leave, and/or any other memorandum indicating managerial approval of a leave request. 

The secretary is the designated timekeeper for the Integrated Personnel and Payroll System (IPPS). Using the time and attendance record, the secretary enters the information into IPPS. The secretary ensures the Managers have approved their Branch’s T&A records prior to the cutoff date (12 noon Wednesday following the end of each pay period). 

Corrections to previous pay period T&As require submitting an amended T&A. The secretary will enter the amendment information into IPPS and ensure the appropriate manager has approved the amendment prior to the cutoff date (5:30 p.m., the second Friday of each pay period). 

WEB-Labor Distribution Reporting (WEB-LDR)

FAA Order 2700.37 – Labor Distribution Reporting establishes agency-wide policy on Labor Distribution Reporting (LDR).

Labor Distribution Reporting is an agency-wide, web-based process for collecting data on the time managers and employees spend working on defined projects and activities.  All FAA employees will be responsible for entering LDR data in the FAA-wide LDR system.  ARA employees with Internet access will use the automated web-based data collection system (Web-LDR) to input LDR data at the ARA CAS/LDR web site – http://aracasldr.faa.gov.    

A Microsoft Excel-based alternate input form is available for employees who do not have Intranet access.

LDR Roles and Responsibilities are as follows:

Quality Assurance Representative (QAR).  The QAR serves as the resident expert on LDR and provides guidance to the managers and employees.  It shall be the responsibility of the QAR to manage the project/activity codes and serve as liaison between the organization and ARA lead QAR.  Questions concerning data on the labor reports shall be handled by the QAR.  The QAR shall evaluate the LDR system, its processes, and suggest enhancements.  Coordination with ARA CAS/LDR System Administration on Web-LDR and Reports Analysis and Distribution System (RADS) report tool shall be the responsibility of the QAR.

Manager.  It is the responsibility of the managers to provide their employees with a list of authorized project and activity codes.  Managers shall work with their employees and the QAR to ensure accurate and timely entry of LDR data.  The managers shall review and approve the employees LDR data to ensure data integrity and compliance with LDR policy and directorate changing guidance.  A review of the data to identify anomalies and non-compliance and make amendments as necessary shall be the responsibility of the manager.  Managers shall review and use the labor data for planning, budgeting and decision-making.

Timekeeper.  It is the responsibility of the timekeeper to record LDR data in Web-LDR if the Internet is not accessible to employees.  The timekeeper shall also record LDR data in IPPS/LDR if Web-LDR is not accessible and; if requested by the manager, review T&A and LDR leave data for consistency.

Employee.   Each employee shall record his/her hours worked to authorized projects and activities in the web-based system daily. Only compensated time shall be recorded. When reporting hours, use one-hour increments whenever possible.  Employees shall consult with their manager if unsure as to which activity code to use.  If additional activity codes are needed, the employees shall obtain them from the manager.  Upon receipt of the manager’s written request, the employee shall ensure that an LDR amendment is submitted as soon as possible.

Section 2.   Budget and Financial Activities

Budget

The ASU-200 Division receives a budget allocation for Operations (Ops) and Facilities & Equipment (F&E) activities (travel, training, supplies, and equipment).  The Budget Analyst assists the Division Manager with tracking and managing the allocations.  All spending requirements are to be coordinated through the Budget Analyst prior to obligation.  

On a daily basis, the Budget Analyst examines all expenditure documents such as travel vouchers and authorizations, training SF-182’s, credit card invoices, etc. for accuracy of appropriation codes and expenditure amounts.  If errors are found during examination, the Budget Analyst will give them back to the originator for correction.  If there are no errors found, the Budget Analyst shall input the information into Quicken-ASU-200 OPS & F&E Transaction Reports and file document.       

The Budget Analyst is responsible for managing and preparing the following reports: 

· Quicken-ASU-200 OPS & F&E Transaction and Roll-up Reports, 

· Quicken vs. DARTS Summary Reports, 

· Reconciliation Status Reports, 

· Managers Financial Tool Reports, 

· Call for Estimates, 

· Permanent Change of Station Report (Excel spreadsheet) and,

· “Fire Drill” Reports/exercises

These reports are submitted to ASU-10 Financial Analyst by the 5th of each month or as needed to assist with present and future budget forecasting.  

The Budget Analyst reconciles Quicken-ASU-200 OPS & F&E Transaction Reports using the DARTS Electronic Accounting System against the DARTS Document Summary by verifying obligations, commitments, and expenditures.  If discrepancies are found during reconciling, the Budget Analyst shall resolve them in writing via electronic mail, memo, or office visit to AFM-220’s Accounting Office for correction.  Any reverse of obligations (de-obligations), the Division Manager shall be notified.   The Budget Analyst shall coordinate all reverse of obligations through the Division Manager. 

Once a month, the budget analyst will brief the Division Manager and Branch Managers on the status of the Division’s budget posture.  When circumstances dictate, the briefings will be conducted more frequently.

The Budget Analyst shall accompany the Division Manager to the ASU-1/2 financial meetings and represent the Division at all ASU-10 financial meetings.  The Budget Analyst shall brief and provide financial reports (Manager’s Financial Tool and Quicken vs. DARTS Summary Reports) on the Division’s spending requirements in OPS and F&E allocations.

Credit Card Program   

Within ASU-200 there are two credit card accounts – Facility & Equipment (F&E) and Operational (OPS).  The Budget Analyst and the Management Analyst are the cardholders for ASU-200.  The cardholders will maintain his/her own credit card log and data supporting all purchases, such as employee making the request, vendor, item description, amount, etc. will be logged in the appropriate credit card logbook.

The purchasing guidelines established for direct purchases with the ASU-200 credit card are as follows:

Purchases are limited by factors such as single purchase cost ceiling and monthly expenditure limits.  These limits are determined by the individual cardholder’s accounts.  The Division Manager approves all purchasing activity.  

Direct purchase with the Division’s credit cards should be limited to off-the-shelf products and services such as office supplies, technical publications (e.g. books, standards, etc), computer software tools, and training.

When a purchase requirement exceeds the scope authorized for direct purchase by credit card, ASU-200 will utilize the FAA procurement system (refer to the Federal Acquisition System Toolset, T3.2.2.5: Commercial and Simplified Purchase Method) to execute the purchase.  The purchasing organization is external to ASU-200; so a purchase request is initiated as an interfacing document.  

When direct purchases are made via credit card, the following guidelines are followed as appropriate to the extent practical for commercial off-the-shelf products:  Evaluation and selection criteria for the subcontractors’ ability to meet requirements, establish and maintain records of acceptable subcontractors; ensure the purchasing documents and contracts contain data clearly describing products and/or services ordered, arrange verification at subcontract premises -- including customer verification if applicable; and maintain a method for the review and approval of purchasing documents and contracts before release.

When the item(s) arrive, the cardholder inspects that shipment and reports any overages, shortages or damages to the vendor.  The cardholder will follow the vendor’s instructions on how to handle these matters.  If there are no problems, with the item(s) received, the vendor’s invoice will be put in a folder held by the credit cardholder until the credit card statement arrives. 

When the cardholder receives the credit card statement, a copy of the vendor’s invoice will be cross- referenced with the statement for verification of order and price.  Once verified by the cardholder, he/she initials off on the statement, and the statement is then submitted to the Division Manager for signing.  After signed, one copy is made for the Budget Analyst and the cardholder.  The original is forwarded to AFM-200 for processing and payment.

When funding is not available, the requestor is advised.  The request is then put in a suspense file until funding is available.  Once there is funding, the requestor is contacted to see if the requirement still exists.  If so, the cardholder shall start the requisitioning process and clear this request from the suspense file.  If there is no longer a requirement, the request is cleared from the suspense file.   

Purchases that are considered accountable items are to be coordinated through the ASU-210 Property Specialist.  Accountable items will be handled in accordance with Agency Order 4650.21C, Management & Control of In-Use Personal Property.  

Once a month, the credit card log will be reconciled for discrepancies and compliance with the credit card guidelines as outlined in the internal ASU-100 Operating Procedures for FAA Headquarters.  The reconciliation process consists of matching the log records with the appropriate supporting documents to verify dollar amounts and spending limits.  This effort is coordinated through the Budget Analyst to ensure that the cardholder is within the authorized spending dollars.  

Note:  The FAA’s credit card program is an external process and not in the scope of the ASU-200 quality system.

Section 3.  Training

Training 

Employees shall meet with their manager to discuss training requirements and develop a training plan.  The web-based ARA Training Tracking System (http://arms.faa.gov) can be used to locate training courses.

The Training Coordinator shall assist the employee in locating the course(s). When the employee via ARA Training Tracking System has identified the training courses, the employee shall record the desired courses in his/her ARA Training Tracking System.  Pending available funds, the employee shall complete an ARA Training Tracking System request form.   Employee will print out the Request form – 182 Abridged and give it to the Manager for signing.  After the manager signs the request, it is forwarded to the Training Coordinator via the employee.  The Training Coordinator inputs the information from Form 182 Abridged into IPPS; which generates a SF-182.  The Training Coordinator prints the SF-182, signs it and distributes it as follows:  Original to the employee; 1 copy to the employee, AFM-200, and 2 copies to the Budget Analyst.  

 If funding is unavailable, the Training Coordinator shall advise the employee and the employee’s manager and they shall explore other avenues of obtaining the training.    

The employee shall be responsible for the initial enrollment of college/university courses.  The employee shall also be responsible for ordering books and training material associated with the course.

All other courses/training, i.e. agency-sponsored, local vendor, etc., the employee shall initiate the enrollment and the Training Coordinator shall confirm and finalize the enrollment.

Once training is completed, the Training Coordinator shall obtain a copy of the employee’s training certificate and place it in the employee’s training folder.  The Training Coordinator shall also ensure that the employee completes the evaluation forms.

The Training Coordinator shall be responsible for prioritizing training requests.  Training priority categories are:  job required, organization enhancement, and performance improvement.

In the third quarter of the current fiscal year, the Training Coordinator shall request employees’ training requirements for the next fiscal year.  The information will assist the Training Coordinator in forecasting a training budget for the next fiscal year.  The training budget forecast shall be forwarded to the budget analyst.

Section 4.  Property

Acquisition 

ASU-200 utilizes the acquisition services of ASU-500 to acquire ADP and administrative equipment.  Personnel shall submit their request for ADP and administrative equipment to their managers.  It is the responsibility of the managers to evaluate the request and ascertain the true need.  

When it is determined that a true need does exist, the request is forwarded to ASU-200 Property Custodian’s Designee (PCD).  The PCD shall keep a record of all such requests.  Using a web based program or telephonically, the PCD transmits the request for the ADP and administrative equipment to ASU-500.

Receipt of ADP and Administrative Equipment

Prior to ASU-200 personnel receiving new ADP or administrative equipment, ASU-500 will bar code the equipment and complete FAA Form 4650-18, Personal Property Data Entry Form for the property custodian’s signature. If the equipment is coming from excess, then ASU-500 shall prepare FAA Form 4650-12, Materiel Requisition/Issue/Receipt, to transfer the equipment to the employee’s cost center code.  

The employee shall inspect the equipment for any visible damage.  If damage is discovered, the PCD shall be contacted.  

The employee shall receive FAA Form 4650-11, Memorandum Receipt, from the PCD, which will require their signature indicating receipt of the equipment.  For field personnel, when ADP or administrative equipment will be for general use by all, then the Associate QRO shall be required to sign FAA Form 4650-11 acknowledging receipt. 

Headquarters personnel shall be required to sign FAA Form 4650-11 for receipt of ADP and administrative equipment that will be for their individual use (for example laptops, palm pilots, and pagers).  Additionally, DOT Form 1660-2, Property Removal Form shall be completed and signed by the employee and the property custodian when the equipment is going to be removed from the headquarters facility.

The FAA 4650-11 shall be kept on file as long as the ADP or administrative equipment is in the possession of the employee.

Record Keeping

The ASU-200 Property Custodian’s Designee (PCD) shall be responsible for maintaining the in-use personal property records for the Division.  ASU-500 provides the supporting documentation when their services are utilized.  The support documentation can consist of invoices for ADP or administrative equipment procured for the Division.  

The ASU-200 PCD maintains support documentation such as FAA 4650-12, Materiel Requisition/Issue/Receipt, FAA 4650-18, Personal Property Data Entry Form, FAA 4630-8 Report of Survey and FAA 4800-1, Report of Excess Property until the agency’s property database is updated to reflect the appropriate property transactions.  

ASU-400 has the responsibility of updating the agency’s property database.  Quarterly, the Division will receive a property report from ASU-400.  By using the source documents, the ASU-200 PCD can validate the property report.  

Physical Inventory

Every three years, the ASU-200 PCD shall conduct a wall- to-wall inventory of the Division’s in-use personal property.  The inventory will be coordinated with ASU-400 personnel.  The frequency of the inventory can be increased but it cannot be decreased, per FAA Order 4650.21C, Management and Control of In-Use Personal Property.  If during the inventory process equipment cannot be located, the individual that the equipment was assigned shall complete FAA Form 4630-8, Report of Survey.  The completed form shall be forwarded to the ASU-200 PCD.  A Report of Survey Board will meet to review the FAA Form 4630-8 to determine if relief of accountability shall be granted.  The employee shall be notified of the Board’s decision.  Conversely, if equipment is discovered during the inventory that is not listed in the property records, the individual making the discovery shall complete FAA Form 4640-1, Adjustment Voucher.  The completed form shall be forwarded to the ASU-200 PCD to update the property records.

FAA Form 4630-8 and FAA Form 4640-1 can be obtained from ASU-200 PCD or by going to http://feds.faa.gov.

Maintenance and Warranty

The maintenance of ADP and administrative equipment is the responsibility of ASU-500.  Employees shall contact their managers when maintenance services are required; and if necessary, the ASU help desk at http://intranet.faa.gov/itsc; or via telephone number 202/267-9920.

If the ADP or administrative equipment is still under warranty, the employee shall contact their manager and the manager will forward the request to ASU-200 PCD.

All request for maintenance or warranty work received by the ASU-200 PCD shall be forwarded to ASU-500.  Instructions on obtaining maintenance or warranty work will be provided and forwarded to the employee by ASU-500.

Property Disposal

When ADP and administrative equipment has been identified as excess, the services of ASU-500 are used.  Personnel will inform their managers of the excess equipment.  The managers shall review the request and determine if the equipment can be used elsewhere within their organization.  If the equipment can be used within the organization, the manager shall notify the ASU-200 PCD to transfer the equipment.  If there is no requirement for the equipment within the organization, the ASU-200 PCD is notified to start the disposal process in accordance with FAA Order 4800.2C, Utilization and Disposal of Excess and Surplus Personal Property.

Using a web-based program or telephonically, the ASU-200 PCD contacts ASU-500 to notify them of the requirement to excess ADP or administrative equipment.  If the equipment is located at Washington Headquarters, ASU-500 will remove the equipment.  If the equipment is located outside of Washington Headquarters, ASU-500 will make arrangements to have the equipment shipped to Headquarters for disposal.  

When the item is other than ADP or administrative equipment, the employee will contact their manager, who in turn will notify the ASU-200 PCD.  The ASU-200 PCD will collect the pertinent data concerning the excess item, complete a FAA 4800-1, Report of Excess Property, and submit it to ASU-400.  ASU-400 will process the FAA 4800-1 and issue disposition instructions. 

For additional guidance, refer to FAA Order 4800.2C, Utilization and Disposal of Excess and Surplus Personal Property.  A copy of this order is kept in the Division's Property Custodian files.

Security Requests

Employees requiring security services such as keys, storage containers, safes, vaults, office equipment locking mechanisms, alarms, intrusion detection, or Closed Circuit TV systems shall contact their manager.

The manager shall evaluate the validity of the request.  If the manager deems the request to be valid, he shall notify the employee of his approval and also forward the request to the Division’s personal property representative.  If the request is not valid, the manager shall notify the employee that the request has been denied.

The Division’s personal property representative shall submit a written security request to ASU-11.  The written request shall contain the name of the manager, the manager’s approval, and a description of what is being requested.  ASU-11 shall complete DOT Form 1610.1, Physical Security Service Request, and submit it to the Internal Security Division for processing.  

Request for items such as safes, vaults, storage containers etc., are generally filled within two weeks, providing the items are in stock.  Request for keys are generally filled within two days. 

Control of Customer-Supplied Product

ISO 9001:2000, paragraph 7.5.4, requires the control of customer-supplied product within ASU-200 organization (e.g. computer equipment supplied by IPT's or other organizations outside of ASU-200).  Each employee is responsible for property accountability, safekeeping and proper use of customer-supplied product.  All ASU-200 employees shall:

(1) Follow the property procedures of the organization that provided the property.

(2) Use customer-supplied product for its intended purposes only.

(3) Provide proper care, use and protection of customer-supplied product entrusted to them.

(4) Promptly report any missing, lost, damaged, and/or destroyed customer-supplied product to the organization that issued the equipment.

Section 5.  Human Resource Management

In the following activities, the ASU-200 Personnel Coordinator is responsible for communications between ASU-200, ASU-10, and the Personnel Specialist/Management in the Human Resource Management (AHP) office. 

New Hire 

Management identifies the type of position for which to recruit, the duty station, pay level, duties, KSAs for the position, the opening and closing date of the vacancy announcement and all other particulars that are required. 

The ASU-200 Personnel Coordinator prepares the information for the vacancy announcement, gives it to management for input and review; and then forwards it to ASU-10 for initialing off and to present to ASU-1/2 for approval.  After approval from ASU-1/2, ASU-10 returns it to the ASU-200 Personnel Coordinator.  The ASU-200 Personnel Coordinator enters the vacancy announcement information in IPPS and hand carries the hardcopy package to the staff specialist in AHP-200.  A draft is prepared by AHP-200 and given to ASU-200/10 for input, changes, corrections, etc.  Once the draft is approved through management, and the ASU-200 Personnel Coordinator, it is returned to AHP-200 to prepare and release the final announcement.  After the vacancy announcement closes, AHP-200 prepares the register of qualified applicants and contacts the ASU-200 Personnel Coordinator to pickup the completed register.  AHP-200 instructs ASU-200 on the requirements/guidelines for interviewing/selecting candidates from the register.  If interviewing, the ASU-200 Personnel Coordinator contacts the interviewee(s) to schedule an interview.  After interviewing/selecting candidate(s), the register cover sheet is completed by management as instructed; all hiring tools/forms completed by the ASU-200 Personnel Coordinator and Management; and any other matters in regards to completing the selection process is worked between the ASU-200 Personnel Coordinator and Management.  The ASU-200 Personnel Coordinator then coordinates the final package thru ASU-10 for review and sign off.  ASU-10 presents the package to ASU-1/2 for approval and the package is then returned to the ASU-200 Personnel Coordinator to put into IPPS, make a copy for the files and hand carry the original package to the appropriate personnel staff specialist in AHP-200. 

AHP-200 coordinates the hiring process of the candidates through the ASU-200 Personnel Coordinator and ASU-10.  Any questions, additional paperwork, and/or concerns from the candidate(s) are also coordinated through the ASU-200 Personnel Coordinator and ASU-10.  AHP-200 makes the official job offer.  The ASU-200 Personnel Coordinator communicates matters/concerns to management and provides regular updates until the person is officially on-board at his/her duty station.  The prospective new hire is given the telephone numbers of both the ASU-200 Personnel Coordinator and the Division Secretary as points of contact.  

The Management Analyst and the secretary work together to ensure that the new employee is given the required job tools, i.e. computer equipment, and office supplies – to include assuring that the employee's name is added to our computer network for cc:Mail, the FAA telephone directory, and the internal telephone directories.  

Promotions

Management is responsible for writing a justification letter and other documentation to support the promotion recommendation.  If prepared by Branch, Division approves. If prepared by Division, ASU-1/2 approves.  All paperwork is prepared by the ASU-200 Personnel Coordinator and forwarded to ASU-10 for review and coordination before presenting to ASU-1/2 for final approval.  After approved by ASU-1/2, the ASU-200 Personnel Coordinator enters the promotion into IPPS.  The hardcopy is hand carried to the appropriate staff specialist in AHP-200.  The effective date and a copy of the paperwork are passed on to the manager of the employee.  File records are maintained on all personnel matters.  These records are kept in a secure, locked file cabinet because of information covered by the Privacy Act. 

Awards

All awards that are initiated in the Division are processed in accordance with Agency guidelines.  Before any award is initiated, management consults with the ASU-200 Budget Analyst to verify that funds are available to pay the award.  Once approved by the ASU-200 Budget Analyst, the manager then prepares the justification letter and gives it to the ASU-200 Personnel Coordinator.  Awards under $3,000 are approved by the Division Manager and entered in IPPS by the ASU-200 Personnel Coordinator.  The ASU-200 Personnel Coordinator puts awards over $3,000 in IPPS after approval from ASU-1/2.   The effective date of the award is communicated to the manager.  The original award letter is returned to the manager for presentation to the employee and a copy is maintained in the Division’s Awards folder, locked, because of information covered by the Privacy Act.

Note:  (1) On all personnel actions, copies of each final action is maintained in the employee’s folder – in a locked, secure file maintained by the ASU-200 Personnel Coordinator.

Note: (2) Once any action is initiated in IPPS, an e-mail is sent to the appropriate staff specialist in AHR informing that the action was entered in IPPS, and the nature of the action.  Management and ASU-10 are to be copied on these e-mails.

Section 6.  The ASU-200 Web Site

The ASU-200 web site provides a description of the organization, its products and services, pertinent guides or guide books, useful tools, references, and related links for quality assurance.  The web site contains the following information:

· Mission & Vision

· Products & Services

· What’s New

· Quality System

· ASU-200 Toolbox

· Quality Related links

· System Administration

· Contractor’s Guide for Control of Government Property

· Property and Transportation Management References and Related Links

The ASU-200 web site coordinator serves as the point of contact for the web site.  He/she is responsible for implementing revisions or updates to the web site and maintaining configuration control of the web site contents and software.  The web site coordinator updates the site when the need arises.

The web site coordinator will also coordinate with the Internet Web developer to download new versions of web site software.

The ASU-200 web site can be found at: http://www.asu.faa.gov/ASU-200/index.htm
Request for Revisions/Updates

An employee requesting revisions or updates to specific parts of the web site shall submit them in writing to the web site coordinator directly, preferably by email with an attachment for suggested changes.  The web site coordinator reviews the proposed changes for suitability and accuracy.  When appropriate, the web site coordinator consults with subject area experts in ASU-200.  Once the appropriate manager approves the proposed changes to the web site, the employee is informed of the decision and the approximate schedule of the new web site release.  The web site coordinator shall also notify all the employees by email of the new revisions/updates.

In the event the submitted changes are deemed unsuitable as updates to the web site, the web site coordinator shall notify the submitter of the rationale for denial.  The web site coordinator may also make recommendations to the proposed changes that would be appropriate for inclusion in the web site.

                                                      #########
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