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ROFESSIONALS

SOUTHERN PLAINS AREA 2001
LEADERSHIP CONFERENCE

The FY 2001 SPA Leader-
ship Conference was held in
Lubbock April 9-12. The
theme of the Conference
was “Leadership and Part-
nerships - A Winning Com-
bination for the Future of
Agriculture.” The purpose
of the Conference was to
bring together SPA program
and administrative manage-
ment personnel to jointly
work together as a team to
carry ARS and SPA forward
as a premier research or-
ganization.

Winners of the 2001 South-
ern Plains Area Employee
Recognition Program recog-
nized at the -conference:
Support Scientist - Kathleen
(Kate) Andrews, Microbi-
ologist, College Station,
Texas, “For outstanding
creative effort leading to the
development of significant
improvements in defined
competitive exclusion tech-
nology.” Scientific Techni-
cian - Neil Fobes, Biologi-
cal Science Laboratory
Technician, El Reno, Okla-
homa, “For directing supe-
rior efforts, dedication, and
expertise to stimulate and
successfully conduct re-
search with a new scientist
and in new facilities.”
Wage Grade/Other - Lloyd
Q. “Quin” Oakley, Heavy
Mobile Equipment Me-

chanic, Bushland, Texas,
“For construction of a his-
toric landmark and fabrica-
tion of a soil sampler on a
new tractor at the USDA
Conservation and Produc-
tion Research Laboratory,
Bushland, Texas.” Admin-
istrative Support - James R.
(Bob) Sears, Location Ad-
ministrative Officer, Bush-
land, Texas, “For sustained
management of facilities
and financial resources that
promote research accom-
plishments at the Conserva-
tion and Production Re-
search Laboratory, Bush-
land, Texas.” Secretarial/
Clerical Program Support -
Michael G. Moses, Office
Automation Assistant, Mis-
sion, Texas, “For leader-
ship, organizational skills,
and dedication to excellence
in the superior performance
of duties consistent with the

ARS mission for eradication
of cattle fever ticks.” Also,
the FY 2001 Francisco
Salinas Laboratory Safety
Award was presented to the
South Central Agricultural
Research Center, Lane,
Oklahoma, and the Area’s
Diversity Enhancement in
Agricultural Research
(DEAR) award was pre-
sented to the Knipling-
Bushland U.S. Livestock
Insects Laboratory, Kerr-
ville, Texas.

The Conference Planning
Committee had also booked
a surprise guest entertainer.
Elvis! (René Davis from
Weslaco). Swooning from
fans in the audience was
initiated by the perform-
ance.

To view pictures of the con-
ference go to http://weslaco.
ars.usda.gov
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With the financial aid of our Area Di-
rector, the Council established a
Scholarship Program for office sup-
port personnel which would allow
participation in national and areawide
work-related training or meetings
when location funds are not avail-
able.

PURPOSE:

The Southern Plains Area Training
Scholarship Program is intended to
assist in professional development of
the secretarial/office support individ-
ual(s) through funding for confer-
ences, workshops, short courses, or
other appropriate educational oppor-
tunities.

ELIGIBILITY:

Applicants for this scholarship must
be permanent ARS Southern Plains
Area employees who have success-
fully completed one year of continu-
ous employment with the Agency.

Applicants must have a current, fully
successful or above performance rat-
ing.

CRITERIA:

? A completed application form de-
scribing the training, purpose, timeta-
ble, and budget shall be submitted.
An individual/group can receive only
one scholarship per year.

¢ Each scholarship will not exceed
$1,000.

¥ Applications will be evaluated us-
ing the following criteria: relevance
of the training to the applicant’s posi-
tion, ability to enhance the applicant
professionally/personally, and the
benefit to others.

¢ Scholarship recipients will submit
a written report to the Area Director,
through appropriate supervisory
channels, summarizing the activity
within 30 days following completion
of the training.

APPLICATION PROCESS:

$ Application forms can be obtained
on the SPA Advisory Council for Of-
fice Support Professionals’ homepage
which is accessible through the SPA
homepage web address www.spa.ars.

usda.gov

¢ Submit completed forms to the
SPA Area Director’s Office, 7607
Eastmark Drive, Suite 230, College
Station, TX 77840.

? Recipients will complete a Form
SF-182 (Request, Authorization,
Agreement and Certification of
Training).

Application forms can
be obtained on the
SPA Advisory Council
for Office Support
Professionals’
homepage which is
accessible through
the SPA homepage
web address www.
spa.ars.usda.gov
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The SPA Advisory Council for Office Support Professionals (ACOSP) an-
nounced at the SPA Leadership Conference in Lubbock, TX, the winners of
the logo contest. Roy Gammon and Sharon Sheffield, SCARL, Lane, OK,
were presented with a Spot Award and split a monetary award of $100. The
winners were chosen from a panel of Council members plus Area Office per-
sonnel. A special thanks to the entrants for the exceptional entries and con-
gratulations to Roy and Sharon.

A special thanks to
the entrants for the
exceptional entries
and congratulations
to Roy and Sharon.
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Question 1:
There was a problem with inputting the publication date and the
URL on the 115.

The date format on the 115 as throughout RMIS is MM/DD/
YYYY. The system will accept a “/”, ““.”, or a “-” as the date sepa-
rator. The URL is free form and any format will be accepted. Re-
member: This information for the 115 is entered on the Active side,
you do not create a work record.

Question 2:
When the new ARIS is deployed, will there be an increase in field
size for some of the text fields?

The fields for most text fields (such as Comments and Remarks)
have been increased to 500 characters. For the Objective and Ap-
proach, the field will accept 3200 characters. For the fields that
have a special designation for use with Scientific Notation (115,
421 and Patent Disclosure), the field can hold up to 4 Gig. Data
entry for these fields will be via an upload of a Word document.

Karen Kinney

)
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omputer Specialists while the redesign
effort is under way, Gary Felder (Gary.Felder@NPS.
ARS.USDA.GOV) and Carmela Carrick (Carmela.
Carrick@NPS.ARS.USDA.GOV) will be handling ac-
cess to RMIS and printers. Please forward all correspon-
dence to them.

RMIS Questions
and Answers from
SPA Leadership
Conference
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The old saying of "all work and no play" certainly did not hold up in Lubbock
at the Leadership Conference. While the days were pretty much scheduled
with sessions, there was still lots of time that afforded all of us Office Support
Professionals to interact with one another. You know, I'm always left with
such a good feeling after spending time with staff from other locations.

And invariably, I learn good tidbits of information to use back at the office. If
you're ever given the opportunity to participate in a conference for office sup-
port staff, whether it is areawide or nationwide, I hope that you will. There's
so much to be gained. And who knows, Elvis might be there!

Phyllis Hoffman

I really enjoyed the Leadership Conference this year. The location in Lub-
bock, TX, was great. They have a nice facility. This was also a great oppor-
tunity in visiting with people from other locations and putting a name to a face.
I really enjoyed all the speakers, but there were a couple of people that were
outstanding. One was Jim Bradley, Director of Human Resources Division —
how to support your location. Do your part in learning everything you can
about rules, policies, and responsibilities. Understand the importance of your
IDP and that it is your roadmap to success. Need to establish goals and train-
ing for yourself. He encouraged individuals to participate in the SET detail
program. The SET detail program gives you an opportunity to learn new
things that you might not have had a chance to learn. It will help you if you
want to advance in your career. The other speaker was Marva Nesbit — what a
motivational speaker. The most importarit issue is for you to define what suc-
cess means to you; identify your goals, short and long term; are you mobile;
and take every opportunity to learn, learn, learn.

Rayma Erickson

A big Texas THANK YOU (from Oklahoma) to the Lubbock location for the
hospitality. The leadership conference was informative and the networking
with the Southern Plains Office Support Professional, was (as always) enlight-
ening and motivational.

Sharon Sheffield

. Good, better, best, never let it rest. Don’t get complacent. Push yourself
. out of your comfort zone and set higher standards of achievement for your-

self. Once you've achieved a standard of excellence, never let it rest-push
- yourself even higher.

“And who knows,
Elvis might be
there!”
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(REVISED June 6, 2001)

May 1-June 15
June 1

June 4-July 6
June B

June 13-14
June 15

June 19-20
June 25-27
June 27

June 30
July 1

July 4
July 9-10
July 17

July 20
August 1

August 3
August 3
August 3

or at Review
August 15
August 17

August 31

August 31
August 31
September 3
September 7
September 14

September 15 -
October 15
September 27

October
October 1 - 31
October 1
October 8
October 12
October 19
November
November 12
November 16
November 22
December
December 1
December 25
January 1

USDA's U.S. Savings Bond Program

Design and Construction - $2,501-25,000 - Cutoff Date

Research Associate Program Proposals Submitted to AD Via RMIS

Second Report of FY 2001 Salary Lapse Due in Area Office

Interactive ARMP Review for Temple

All Other Locations FY 2002 ARMPS Packages Due to Area

Interactive ARMP Review for Kerrville

Interactive ARMP Review for Weslaco

3™ Quarter Civil Rights/Equal Opportunity Quarterly Report

Due To Debra Thomas

AD700 for Lease Options Due to Area Office

Supply, Service, & Equipment (Includes IT), Construction with Completed Design,
and A-E Design Only - $25,001-100,000 - Cutoff Date

Independence Day Federal Holiday

Interactive ARMP Review for Las Cruces

Deadline for FY 02 Fund Transfers to Area Office (in Order to be Included in Final
Allocation)

FY 2001 CRIS Allocations Frozen

Supply, Service, and Equipment (Includes IT), Construction with Completed Design,
and A-E Design Only - $2501-25,000 - Cutoff Date

Third Report of FY 2001 Salary Report Due in Area Office

BPMS Issues Final CRIS Allocations

Area Staff Comments Due to Locations

Final ARMP Package, Data Validation Routine, and ARMP Diskette Due to Area

All New Agreements-Specifics, Trusts, Reimbursables, Grants, RSA Task Orders-
Due to Martha Konecny

All Amendments to Agreements-Specifics, Trusts, Reimbursables, Grants-Due to
Martha Konecny

Annual Reports Due in Area Office

AD700 for Purchase of FY 02 Vehicles with FY 01 Funds Due Area Office

Labor Day Federal Holiday

Area ARMP Submission Due to FMD

ADO - State of the Area, Status of FY 2001 ARMP Action Items, Summary of FY
2002 Multi-year Analysis Due to FMD

National Hispanic Heritage Month

4™ Quarter Civil Rights/Equal Opportunity Quarterly Report

Due To Debra Thomas

National Disability Employment Awareness Month

Headquarters Staff Analyze Agencywide ARMPS

Submission of Area HPRLs and Issue/Option Memorandums Due to FMD
Columbus Day Federal Holiday

NPS Review and Provide Feedback o Area on Issue/Option Memorandums
Current Area Vacancy List Due to FMD

National Native American Heritage Month

Veterans Day Federal Holiday

Area ARMP Review Meetings With the Administrator

Thanksgiving Day Federal Holiday

Locations to be Notified of Approved ARMP

Design and Construction - $100,001-and Over - Cutoff Date

Christmas Day Federal Holiday

New Year's Day Federal Holiday

Important Dates to

Remember
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Tone

Subtle humor is often lost or easily misunderstood by your readers, especially
sardonic humor and sarcasm. Remember, mind your manners, e-mail lasts
longer than the spoken word and it can be used as a record, do not type anything
mean in an e-mail. DO NOT USE ALL UPPER-CASE. It is the electronic
equivalent to yelling.

Easy to read e-mail

Use the subject line to make action items
and deadlines stand out clearly. Asarule |B
use plain text, complicated formatting is
not easily read by all systems. Avoid at-
tachments unless absolutely necessary,
incorporate text into the body of the mes-
sage unless there is a compelling reason
to use an attachment. Know the target
audience of your message and address
your e-mail accordingly.

Addressing "Remember, mind
TO: for people who need to ACT or RESPOND to your message.

CC: for recipients who should not be expected to take action (information only). JOUT IARIERS,

BC/BCC: should rarely be used. Appropriate uses, broadcast mailings, sending e-mail lasts longer

‘;g 01;fside parties/firms while alerting others within your organization. than the spoken
eplies ]

Always include original message to create a continuous dialog for reference. word and it can be

Avoid “Reply to All” unless everyone needs to be included in the dialog. used as a record, do

Priority Uses—Use high-priority sparingly, don’t cry wolf! S — T

mean in an e-mail.”’
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Phyllis Hoffman
USDA-ARS, S&WR LAB NRSR
808 East Blackland Road
Temple, TX 76502

254/770-6501

Fax: 254/770-6561

Email: gates@brc.tamus.edn

Olivia Pedraza

USDA-ARS

2413 E. Highway 83

Bldg. 200

Weslaco, TX 78596

956/447-6301

Fax: 956/447-6345

Email: opedraza@weslaco.ars.usda.gov

Rayma Erickson

USDA-ARS, SPA, CPRL

P.O. Drawer 10

Bushland, TX 79012
806/356-5724

FAX: 806/356-5750

Email: rcox@cprs.ars.usda.gov

Justine Flowers

USDA-ARS, DNIRI

3 Financial Centre, Rm 309

900 S. Shackleford Rd., Suite 200
Little Rock, AR 72211
501/954-8882

Fax: 501/954-9596

Email: jflowers@spa.ars.usda.gov

Sharon Sheffield

USDA-ARS, SCARL

P.O. Box 159, Hwy. 3 West

Lane, OK 74555

580/889-7395

Fax: 580/889-5783

Email: ssheffield-usda@lane-ag.org

Rhea D. Fryar

USDA - ARS

3810 4th Street

Lubbock, TX 79415
806/749-5560

Fax: 806/723-5272

Emaiil: rfryar@]lbk.ars.usda.gov

Ruth Treat

USDA-ARS

1301 N. Western Street

Stillwater, OK 74075-2714
405/624-4141 X241

Fax: 405/624-4142

Email: rtreat@pswerl.ars.usda.gov

esesecsccnsosses .

: The SPA ACOSP homepage is updated periodically and has information :
: about the council members, our charter, newsletter, SPA directory, an :
: approved actual subsistence table, information about the shadowing pro- :
* gram, information about the orientation packet, and many useful web .
: site links. We are going to keep the directory up to date so if you see :
: something in the directory that needs to be changed, please let Rhea :
: Fryar know and she will make the changes immediately. The web page :
- is located at http://www.spa.ars.usda.gov/acosp.htm
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Would you like to serve on the SPA Advisory Council? Each year as
some members rotate off the Council, new members come onboard to
continue the mission of the Council which has set out to serve the SPA
Secretaries/Program Support employees, Location Research and Ad-
ministrative Team, and Area Director in an advisory capacity. The
Council also strives to strengthen and improve the professional image
of all SPA secretaries and program support employees through orienta-
tion, training, and networking. Membership to the Council is for a
three-year period. In order for our Council to continue its mission,
new members are needed each July. Anyone interested in joining the
Advisory Council, please contact a current Council member. Your
name will be submitted to the Area Director for consideration and ap-
pointment.

DDDDEIDDDUDDDDDDDDDDDE\UDDDDDDDDDDUDDDDDD

“Use of a company or product name by the Department does not imply approval or
recommendation of the product to the exclusion of others which also may be suit-
able.”

The United States Department of Agriculture (USDA) prohibits discrimination in its
programs on the basis of race, color, national origin, sex, religion, age, disability,
political beliefs, and marital or familial status. (Not all prohibited bases apply to all
programs.) Persons with disabilities who require alternative means for communica-
tion to program information (Braille, large print, audio tape, etc.) should contact the
USDA Office of Communications at 202/730-5581 (voice) or 202/720-7808 (TDD).

To file a complaint, write the Secretary of Agriculture, U. S. Department of Agricul-
ture, Washington, DC 20250, or call 202/720-7327 (voice) or 202/720-1127 (TDD).
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