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Statement from the Director
From The Desk of the Director:

Fiscal Year 2003 has been a very challenging year for the staff at the Eastern Administrative Support Center (EASC).  Severe budget cuts limited our ability to travel to client sites to provide training, fill vacancies, conduct program reviews, and/or provide hands on assistance with various projects.  These budget cuts also prevented us from continuing our improvements to our infrastructure.  However, this did provide us with an opportunity to review our internal practices and see how we could turn this perceived obstacle into an opportunity to improve the services we provide to our customers.  The staff at the EASC rallied to seek different ways to work with our clients to streamline processes, reduce cycle times, improve the overall quality of the services we provide, and find new innovative approaches to meeting the customers’ needs.   

I am extremely proud of the dedication and the demonstrated commitment that the staff at EASC displayed in their efforts to be the partner of choice for customers seeking quality service and strategic business solutions.  Additionally, I am very excited about the possibilities that are on the horizon as we continue in our quest to deliver timely quality services.  We feel that the implementation of new initiatives such as Activity Based Costing (ABC) will further enhance our ability to reduce the costs associated with providing administrative services and provide a mechanism for us to measure the effectiveness of the services we provide.  Also, NOAA has embarked on a study to review the organization formally known as NOAA Finance and Administration.  This study is designed to determine the best method of providing financial and other administrative services to NOAA’s line offices.  We believe this will provide an additional opportunity for NOAA and EASC to further improve our efforts related to providing quality administrative services.  

As a final thought, even though we have many accomplishments in fiscal year 2003 to be proud of, we understand that continuous improvement is what our customers deserve and require.  Thus, we look forward to fiscal year 2004 with great expectation, and we look forward to continuing to be the partner of choice for all of your administrative service needs.   

Director

Barbara B. Williams \s\

“Integrity:  Wisdom is knowing what path to take next...integrity is taking it.”
“Teamwork:  It is a fact that in the right formation, the lifting power of many wings can achieve twice the distance of any bird flying alone.”



Acquisition Management Major Accomplishments
The  Acquisition Management Division (AMD) acquires property and non-personal services (I.T. Support, Ship Repair, Construction, Utilities, etc.) through purchasing, leasing, interagency agreements, and contracting.  AMD also provides formal training in acquisition.

The Acquisition Management Division had a very exciting year in FY2003.  Major accomplishments of the division include using Reverse Auction Techniques to execute Acquisitions; utilizing Statement of Objective (SOO) & Statement of Work (SOW) processes along with the Alaskan Native Program to consolidate and award Facilities Maintenance for the  Coastal Services Center.  
The division was very aggressive in ensuring that the Department and NOAA’s procurement goals were met.  Approximately 20% of the 800 purchase cardholders in EASC’s service area were audited for compliance and usage requirements.  The review resulted in a reduction of 10% of purchase cards due to non-usage, and/or compliance related issues.  Additionally, this division represented NOAA for the DOC Purchase Card Risk Assessment Working Group.  AMD implemented a Small & Disadvantaged Business Action Plan for FY03 which resulted in EASC exceeding the Department’s acquisition goals for Small Disadvantaged Businesses by 4% and the acquisition goal for Women Owned Businesses by 4%.
Other significant accomplishments included processing over $500K in Franchise work; utilizing the neutral case evaluation method  to resolve a $200K claim;  conducting CStars training for individuals in the EASC service area with Delegated Procurement Authority, refresher training in Small Purchase, Contracting Officer Technicial Representative training, and purchase card training.  The division also completed Twenty-two new Standard Operating Procedures (SOPs) and developed/implemented a new AMD Web Page with additional features for Clients and Contractors (Req. Tracking, Contract Status, Contracting Opportunities, etc)  Additionally, AMD planed and sponsoring the first Administrative Support Center Head Contracting Officer Conference.  

Additionally, AMD processed 2,314 actions for a total of $95,544,367.  1,238 actions were contract awards and task/delivery orders totaling $81,281,747; and 1,076 of the actions were simplified acquisitions totaling $14,262,620.  The division also provided support to 16 offices with delegated procurement authority and 699 individuals with purchase card authority.
 “Excellence is the result of caring more than others think is wise, risking more than others think is safe, dreaming more than others think is practical, and expecting more than others think is possible.”

 Facilities & Logistics Major Accomplishments
The Facilities & Logistics Division (FLD) administers the Department’s real and personal property programs for all Commerce field offices serviced by EASC; arranges for the shipment of property, equipment, and household goods; coordinates printing and publication services; provides engineering and design support; and ensures implementation of the Department’s occupational safety & health programs and the environmental compliance program of NOAA.

Noteworthy accomplishments included the completion of the initial design for the expansion of the main office building at the Coastal Services Center in Charleston, SC.  The project was over budget but FLD successfully worked with the client to re-scope the job and obtain additional funding.  The conceptual design of a new NMFS Regional office in Gloucester, MA was completed.  In that EASC engineers have been named as project managers for these major projects, they were required to manage all aspects of the construction projects, including the preparation of  economic analyses, initiation and review of NEPA studies,  preparation of all routine and ad hoc reports, tracking budgets and schedules, briefing management when required, and tracking and reporting on CWIP.  
EASC engineers also provided support for some 21 minor projects ranging in scope from the design of a new a seal pool for the Woods Hole Aquarium to the hurricane proofing of the facilities at Wallops Island.  These last two projects, although smaller in scope, will greatly enhance the public’s appreciation of marine life at the Woods Hole Aquarium and ensure vital access to the Nation’s weather satellite information in the event of a major tropical storm impacting Virginia’s eastern shore.  Finally, specifications were developed for the renovation project at the NOS Stellwagen Bank Marine Sanctuaries office in Scituate, MA.
FLD also negotiated and executed a lease for the new Monitor Merrimac Marine Sanctuary Office in Newport news.  This lease will ultimately result in the construction of new quarters for the Monitor Merrimac Marine Sanctuary Office and further help to gain recognition for  NOAA’s contribution to the recovery and preservation of relics from the Iron Clad, USS Monitor including the ships engine and gun turret.  FLD real property staff continued to  support NOAA and non- NOAA clients by providing them with first class facilities for their operations.  Work in this area included several new leases, the preparation of financial audit information, maintenance of the real property inventory system, and installation of several NOAA Weather Radio (NWR) sites to ensure optimum public access to NWR.  EASC has also drafed a new lease for the NOAA Nauticus effort in Norfolk.  The lease will cover NOAA’s space needs for offices and exhibits.
.
“Service:  The high road to service is traveled with integrity, compassion and understanding...people don’t care how much we know until they know how much we care.”
Financial Management Major Accomplishments
The Financial Management Division (FMD) provides a wide variety of financial management support services including administrative payments, analysis of financial data, accounting support, and this division serves as the focal point for all Chief Financial Officer Act audits.
One of the major accomplishments of this division was the a review conducted on the work processes.  This review focused on the various tasks in Finance Division to determine where work overlaped, where there were gaps in coverage, and where cross-training needed to occur.  The review resulted in improvements in the flow of documents and streamlining of many functions in the division. 
The division also initiated new business practices for processing travel vouchers prepared using Travel Manager.  This new procedures will allow the customers the option of approving their own travel voucher prior to the voucher being transmitted to FMD.  This new process should further reduce the time required to process temporary additional duty travel vouchers by approximately 50%.  Outreach efforts in this area resulted in the addition of several training classes to ensure that the staff in the EASC service area were properly trained in the use of and documentation of travel manager.

The division was also engaged in the transformation of NOAA’s primary appropriations from no-year appropriations to one year appropriations, and multi-year appropriations.  This required the staff to process conversions on thousands of documents during the course of approximately three weeks.  Their efforts in this area assisted NOAA in obtaining an unqualified opinion on the CFO Audit.  This division continues to provide financial management in such high quality that EASC and the clients serviced by EASC do not receive audits findings.

The division was able to accomplish these major activities even though the division did not have permanent leadership during this period.  The lack of permanent leadership was due to our inability to backfill the division chief’s position. 
“Lead with Vision:  Leaders keep their eyes on the horizon, not just on the bottom line.”

Human Resources Major Accomplishments
The Human Resource Division (HRD) provides human resources, payroll consultation and support services.  Consultative services include advising managers on planning, organizing, and administering comprehensive human resources program within their organizations.
The HRD managed several complex labor and employee relations work load issues that required coordination of activity with the Office of General (OGC) and liaison between staff, managers, and OGC attorneys.  The division advised on, and participated in extensive continuing collective bargaining agreement (CBA) negotiations between the Northeast Fisheries Science Center and AFGE 231.  These were highly complex and challenging negotiation involving 28 negotiating sessions (starting October 2001 and concluding at the end of this fiscal year).   Negotiations during this performance cycle have involved extensive interaction with such third parties as the Federal Mediation and Conciliation Service and the Federal Service  Service Impasses Panel (FSIP).  
This dividion contined in its efforts to provide innovative and responsive services in support of management needs.  HRD Continued to act as liaison between the Marine Operations Center, WASC, and HRMO on cross-cutting issues such as wage marine pay and qualifications.  At the request of NOAA’s Human Resource Management Office, the division assumed responsibility for managing national Wage Marine pay policy for NOAA and developing Wage Marine pay tables.  They developed and submitted the Wage Marine pay tables in time for the July pay increase, while reviewing, revising and developing Wage Marine position descriptions and qualification standards for all of NOAA.  HRD implemented and coordinated  bi-weekly conference calls between the EASC and WASC staff to focus on Wage Marine issues. 

HRD worked very hard in support of the Office of Law Enforcement (OLE) by supporting its efforts to meet the requirements for CALEA (Committee for Accreditation of Law Enforcement Agencies) accreditation.  They also participated with OLE Headquarters Staff to ensure CALEA documentation was in place for the first compliance inspection conducted in April and successfully accomplishing the recruitment and selection for positions under the centralized OLE 

national hire program.
HRD Developed an informational bulletin ( “Benefits Flash”) for periodic distribution via website and email to employees in the EASC service area addressing a variety of retirement and benefits information/issues of interest and developed orientation packages for new employees using CD-ROM and web-interactive technology. 
“Teamwork:  Never doubt that a small group of thoughtful, committed people can change the world.  Indeed, it is the only thing that ever has.”
Systems Major Accomplishments

The Systems Division provides technological support to each of the functional divisions at the Eastern Administrative Support Center.  This support includes local area network support, desktop support, video conferencing, telecommunications, email support, and computer training.

Major accomplishments for this division during fiscal year 2003 included the installation of new desktops, and/or laptops with docking stations for each person employed at EASC; as well as a new network printer and fax machine in the Acquisition Division.  This area also was responsible for the installation of a new public address system for the NOAA tenants in the Federal Building.  The EASC web page was redesigned to allow for easier navigation and readability of the web page.  A new more secure web page was designed and brought on line for the Acquisition Division.  This allows their customers a secure on line method of  obtaining information related to request for bids, contract awards, contract modifications, and other requested procurement actions.  The “Ask the Director” application was redesigned to provide a more secure and anonymous method for employees to bring concerns to the EASC Director and other senior managers within EASC.  The email server was redesigned and mail quotas were implemented to ensure the integrity of the email systems and prevent possible “overload” to the server.  The division also installed a new backup tape autoloader to allow for a central backup of network servers thereby inproving the effeciency of the archival process.  As a final note, this division was instrumental in providing excessed computer equipment to the Norfolk Public System.

“Teamwork is the ability to forsake individual recognition in lieu of a common team goal.  It not only defines the individual but it also defines the organization.” 

Financial Reports

	Fiscal Year Close-Out Report (As of September 30, 2003
	

	
	
	
	
	
	

	
	
	
	
	
	

	 
	 
	Corporate
	Direct
	Appropriated
	Total

	FTE Budget Ceiling
	62
	1
	8
	71

	FTE Actual
	 
	62.5
	1
	7.4
	70.9

	 
	 
	 
	 
	 
	 

	Salary  (11xx)
	 
	3232.1
	57.3
	660.9
	3950.3

	   Overtime
	 
	2
	0
	0
	2

	   Awards
	 
	6
	0
	0.8
	6.8

	   Trans Subsidy
	0
	0
	0
	0

	 
	 
	 
	 
	 
	 

	Benefits  (12xx)
	680.6
	11.8
	135.9
	828.3

	 
	 
	 
	 
	 
	 

	Labor & Benets  
	3920.7
	69.1
	797.6
	4787.4

	 
	 
	 
	 
	 
	 

	Travel (21xx)
	 
	 
	 
	 
	 

	   Local
	 
	0
	0
	0
	0

	   TDY
	 
	0
	1.1
	74.5
	75.6

	 
	 
	 
	 
	 
	 

	Transportation (22xx)
	0
	0
	3.1
	3.1

	 
	 
	 
	 
	 
	 

	Rent, Utilities, Comm (22xx)
	72.4
	0
	401.8
	474.2

	 
	 
	 
	 
	 
	 

	Printing  (24xx)
	0
	0
	1.7
	1.7

	 
	 
	 
	 
	 
	 

	Contractual Services  (25xx)
	 
	 
	 
	 

	   Training
	 
	8.9
	0
	1.2
	10.1

	   Maintenance
	0
	0
	34.7
	34.7

	   Other **
	 
	-269.5
	0
	0
	-269.5

	 
	 
	 
	 
	 
	 

	Supplies   (26xx)
	0
	0
	15.8
	15.8

	 
	 
	 
	 
	 
	 

	Equipment  (31xx)
	 
	 
	 
	 

	   I.T.
	 
	59.4
	0
	0
	59.4

	   Non-I.T.
	 
	0
	0
	0
	0

	 
	 
	 
	 
	 
	 

	Subtotal Other
	-128.8
	1.1
	532.8
	405.1

	 
	 
	 
	 
	 
	 

	Total
	 
	3791.9
	70.2
	1330.4
	5192.5

	
	
	
	
	
	

	** Represents Credit received from ASC Bill 
	
	
	





Major Awards
The entire staff at EASC demonstrate their commitment to being the partner of choice for customers seeking quality service and strategic business solutions on a daily basis.  Additionally, many of our EASC employees received special recognition of their accomplishments from VADM Lautenbacher, the Undersecretary of Commerce for Oceans and Atmosphere; James Taylor, the Department’s Deputy Chief Financial Officer; Scott Gudes, NOAA’s Former Deputy Under Secretary, and Sonya Stewart, NOAA’s Former Chief Financial Officer/Chief Administrative Officer. 

Administrator’s Award Recipients
Ruben Pedroza, Ryan Corpus, Lyvia Hernandez, and David Maw were recognized for developing a CD-ROM which allows employees with access to a CD-ROM and the internet to connect to sites with the most up-to-date information about their organization, their benefits, and other areas of interest.  The process uses a state of the art electronic delivery system to disseminate vital information to new hires before their arrival at their new jobs, and provides vital information to supervisors. 

Jack Salmon, Sybil Custer, Mel Desjarlais, Linda Jacobs, Michele McCoy, Michell Morales, Lynne Phipps, William Privott, Margaret Rankin, Linda Stein, and Teresa Watson all received recognition for their outstanding customer satisfaction, and internal business processes.  The acquisition division’s ability to excel was demonstrated in their use of E-Commerce and other innovative procurement techniques to improve the acquisition process.

Spectrum Achievement Award Recipient 
Michael Daniels was recognized in this category for his personal commitment and significant contributions to the NOAA diversity initiatives.

Financial Management Achievement Award 
Carolyn Collins, Michael Daniels, Alisa Quevedo, and Kathy Savage were recognized as a part of the team of dedicated individuals committed to working together to assist NOAA in achieving an outstanding implementation of CAMS.  It was noted that their efforts contributed significantly to improvements in NOAA’s financial management.

EASC’s Vision Award

This award was presented to Lynne Phipps in recognition of her personal commitment to EASC’s vision, which she demonstrated by her team work both with her peers and with her external clients; all of which ensured that EASC remained the partner of choice for customers seeking quality service and strategic business solution.

EASC Divisional Awards
Scott Littlefield of the Facilities Logistics Division, Lynn LaChance of the Human Resources Division, Lynne Phipps of the Acquisition Management Division, and Ryan Corpus of the Systems Division were all recognized as their division’s employee of the year.  The entire Financial Management Division was nominated and recognized for this distinguished award.

Homeland Security Initiative (COOP) 

With the recent attempts by forces unfriendly to the United States of America to disrupt the American way of life, it has become increasingly more evident that security must begin at home. To this end, the staff at EASC have worked extremely hard to develop a Continuity Of Operations Plan that will allow EASC to maintain its ability to support clients during times of emergencies.  We recognize that NOAA’s mission is vital to the security of our nation, and as such, we must be in a position to provide quality administrative services in support of our clients.  With this in mind, the plan assures that key members of EASC’s staff will be poised and ready to assist our clients during any emergency.

Occupancy Emergency Plan (OEP) 

The safety of the employees at EASC is and always will be a paramount concern for the senior managers at EASC.  To ensure the safety of EASC and all the employees that work in the Norfolk Federal Building, the member of the EASC staff developed an OEP for the Norfolk Federal Building.   The plan has been adopted by the building occupants and provides the framework for the orderly evacuation of the building during times of emergencies.

Eastern Administrative Support Center
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