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Recent PASTG Meeting The Program Administrative Support Task Group met in Peoria, November 5-7, to begin work on a Standard Operating Procedures manual, which we hope to make available to secretaries in the Midwest Area in 1997. The Group realizes that not all tasks will be done at every location, and some procedures may not apply to units located within centers. However, we also recognize a need for basic information that can be used by many locations with minor modifications to meet their specific needs. Our group is excited to think we will soon have one manual that will include most tasks we encounter, as well as provide a list of additional references for each topic. The manual should be a great resource for secretaries. Watch for it in 1997! 

Marcia Jenkins Represents the National Secretarial Advisory Council at the Administrator's Council 

An annual report was presented September 11, 1996, at the Administrator's Council Meeting, Beltsville, Maryland. In attendance at the AC meeting were all area directors, all area administrative officers, members of Human Resource Division, and staff of the Administrator's Office. Marcia Jenkins gave the talk assisted by Angie Marchetti (AFM, Greenbelt, MD), displaying overheads. The purpose of the talk was to provide an overview of the National Secretarial Council's activities, accomplishments, and future goals. 

Also, this fall, the National Council held two teleconference calls to address issues such as a Council Home Page, future planning for next year and follow-up on goals for FY97. Those goals include the home page, a council newsletter, a handbook for ARS secretarial and clerical personnel, and RL/National Meeting assistance. 

Please call Marcia at any time if you'd like more information. 

Tidbits from Travel Training 

Travel training was held at the NCAUR lab in Peoria, October 22-24. Linda Mahoney and Al Walker of Financial Management Division instructed the class. 

One item to remember when doing travel authorizations (AD-202s) for training is that the purpose code will be Code 3, Training Attendance, only if block 21 of the training form (SF-182) obligates funds. If the training form is not obligating funds to a vendor, then purpose code 2, Information Meeting, should be used, and the training document number should not be shown on the AD-202. The reason behind this is that when Purpose Code 3 is used and a Training Document number listed on the AD-202, NFC computers attempt to tie the AD-202 together with the training form, which is impossible if the training document is not obligating funds and never goes to NFC. 

Approved Accommodations: Remember to be making hotel reservations in establishments that meet the requirements of the Hotel and Motel Fire Safety Act (The requirements include installation of hard-wired, single station smoke detectors in each guest room of each place of public accommodation, and an automatic sprinkler system in each place of public accommodation that is more than three stories.) The Agency is supposed to have 90 percent compliance by FY-97, and we may soon need to report our level of compliance. It would be good to get in the habit now of trying to make reservations in hotels that comply with this law. Your Travel Management Center (i.e., Travel and Transport) should be able to confirm compliance if they make the reservation for you. The Federal Register also will maintain a list of hotels/motels in compliance. 

Smart Center

By early December, all locations should receive a catalog of resources available from the "Smart Center." These resources are a good option when training dollars are limited. Employees progress at their own pace and a variety of self-development learning materials are available to meet specific needs. Topics that may be of interest include: communications skills, management and organizational skills, team building, time management ... and more! The phone number of the Smart Center is 301-344-8450 or FAX: 301-344-8445. 

Graduate School, USDA Training Sessions

If you wish to receive further information on the USDA Graduate School courses, write to: USDA Graduate School, Midwest Training Center, 230 S. Dearborn Street, 30th Floor, Chicago, IL 60604- 1687. Phone (312) 353-2919, Monday-Friday 8:30 a.m. - 5:00 p.m. FAX: (312) 353-3297. Following is a list of classes offered in the Midwest through March, 1997:
Chicago, IL:
· Jan 8-9 -Communicating for Results

· Jan 22-23 -Proofreading

· Feb 4-7 -Critical Thinking: A Writing Skills Workshop

· Feb 19-20 -Listening and Memory Development

· Feb 25-27 -Briefing Techniques

Kansas City, MO:
· Jan 8-10 -Effective English Workshop

· Feb 5-6 -Assertiveness Skills

· Feb 12-13 -Communicating for Results

St. Louis, MO:
· Feb 11-12 -Editing for Impact

· Feb. 25-26 -Positive Approaches to Difficult People

· March 5-7 -Effective English Workshop

· March 11-13 -Writing Effective Letters

· March 19-20 -Communicating for Results

Issues Papers

Remember to make use of the Issues Papers to convey concerns to the Area. Issues may be sent to any of the members of the Task Group. Task group members are also willing to help in any way they can, by answering a question or providing a shoulder to cry on, if that is what is needed! Your Task Group members are:
Sherri Klokkenga, 309-681-6602;
Lori Wilson-Voss, 515-294-3255; 
Shirley Runge, 309-681-6595; 
Karen Sussman, 517-355-7456; 
Sue Ohlendorf, 515-239-8254; 
Jean Sparks, 314-882-1114;
Sandy Groneberg, 320-589-3411; 
Alice McCain, 217-333-1308; and
Marcia Jenkins, 309-681-6601. 

Paper Pileup Problems?

If you are like most of us, the paper tends to pile up on your desk faster than you can wave the magic wand to make it disappear. Statistics tell us that much of the paper that finds a final resting place on our desks can actually be thrown away! Here are a few tips that may help: Resist the temptation to skim a piece of paper and set it aside until later. It is best to do one of three things whenever you pick up a piece of paper: throw it away, file it, or act on it. 

If you find something that you want to read, but you don't have time right now, place it in a "reading file" that you carry with you. You can read these items while you wait for family members, appointments, etc. 

Think about the use of each piece of paper. If it is a duplicate of something kept in a master file within the office, it may not matter if you have a copy and you can throw your copy. If it is something you refer to often, you may want to file it on or near your desk. If it is something you refer to only occasionally, you may wish to file it in a cabinet further away from your desk. If you can't figure out how you will use this piece of paper now, perhaps it should be thrown away. Most importantly, make your file system work for you, rather than you working for your file system! Many times we think we need elaborate color-coded systems, when "Simple is best." (Excuse me, while I try to take my own advice and clear the mounds from my desk!) 

Congratulations, Karen!

Congratulations to Karen Sussman on the birth of her son, Neven! Neven was born on October 9, 1996. He weighed 7 lbs. 12 oz, and was 22 1/4" long. Karen is the Editor of the PASTG News Notes, and I am only filling in during her absence. If you have items that you wish to see included in the PASTG News Notes, you may contact Karen Sussman in East Lansing, MI by : FAX: (517)337-3782; Email: ksussman@pilot.msu.edu or FTS Mail: !A03RLSBCR. 

Substituting for Karen: Sandy Groneberg, Morris, MN
(320) 589-3411; Email: sgroneberg@mail.mrsars.usda.gov 

