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REMINDER CALENDAR

Weekly or very reqular basis

ARS Weekly Reports are due in the Area Office by COB Wednesdays.

Review ARS-230s for upcoming departure dates, changes in visa status, etc., and make
necessary changes or reports.

Back-up your computer.

Check supply request list for any supplies that need to be ordered. Monitor supply of copy
paper, toner, pens, etc.

Update credit card transactions within PCMS and CATS.

Send any outside recognition received by employees to Area Office.
Bi-weekly

Submit Time and Attendance reports.

Update REE Directory or send information to person responsible for input.

Monthly

Monitor OSQR (Office of Scientific Quality Review) for updated announcements and scheduled
CRIS project completion. Reference following website:
www.ars.usda.gov/research/docs.htm?docid=1286

Within ARIS, check for any ARS-416 or Incoming Agreements which will be terminating and
need to be extended or will require reports. Request the necessary reports from SY's.

Review Status of Funds as needed or required.

Quarterly

Purchase card holders to submit card logs to supervisor for review and approval.

Monitor progress of manuscripts. Run Detail by Author reports for SYs and update citation
information for annual reports and appraisal process. Enter any journal submission, acceptance,

or publication dates into ARIS that have not been entered and generate citation information and
add URL if available. Update authors’ lists of publications.
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http://www.ars.usda.gov/research/docs.htm?docid=1286

January

Go through files, disposing of materials that may be discarded, and do a general house-cleaning
of computer files and general files.

In ARIS, check the expiration dates of travelers’ passports. If a passport needs renewal, begin
the process approximately 75 days before expiration date; days may vary depending upon when
the traveler will next leave the country.

March

Spring Clean-up on Incoming Agreements ONLY.

Watch for letter from Area Office to initiate the Annual Resource Management Plan (ARMP)
process.

Ask SYs for equipment, travel, and personnel needs for the ARMP. Provide information to RL
for narrative section of the ARMP.

Make sure all employees have had mid-term performance reviews completed.
May

Next FY Guideline Dollars file opens for permanent fund transfer actions.
National Science Foundation (NSF) grant proposals announced.

June

Post-doc application process opens for data entry in ARIS.

Extramural deadline: Paperwork to extend projects, add current year funds, and/or extend time
in ARIS is due to the Area Extramural Agreement Specialist, by June 30.

Watch for announcement from Area Program Analyst to initiate AD-421 Annual Report process.

All employees must have performance standards in place 90 days before end of appraisal period
(September 30) to be considered for a full performance cycle.
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July

Ensure scientists have completed REE-101, Outside Activities Form, and have submitted to Area
Ethics Officer.

Final day for Permanent or Temporary FY fund transfers between D-type projects and for HQ-
funded post-docs in ARIS.

Prepare and enter AD-421 Annual Reports into ARIS.

Post-doc fund transfers to be included in next FY ARMPS are due (person has to be on-board
before funds can be transferred).

August

Office of International Cooperative Development (OICD) Scientific Cooperation proposals are
due; Binational Agricultural Research and Development (BARD) proposals announced. An
Incoming Agreement must be entered into ARIS after receiving approved LOI.

Final ARMP guidelines dollars available for printing from briefing packet. Final ARMP is due
in mid-August to Area Office.

Print out Detail by Author reports and give to SYs to update publications.

The August cut off date will be established by the Area Program Analyst for 115s to be entered
into ARIS in order to be included for SY performance documentation.

September

Prepare requisition AD-700 for Research Support Agreements (RSA). Update related
documentation.

Prepare Limited Open Travel Authorizations for next fiscal year.
Prepare new files for travel vouchers and other fiscal year filing.

Prepare Collaborator SF-52s and obtain appropriate paperwork from collaborator for next fiscal
year.

October
Annual Ethics training and 450 Financial Disclosure Reviews.

Update Mission Statement in ARIS.
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Type performance elements on Performance Appraisals (Electronic AD-435) for all personnel.
Distribute to supervisors with instructions for completion.

Mid-October: Submit documentation of all employees’ accomplishments, appraisal and award
forms via proper channels to Area Director (if at Center, submit through Center Director). (See
Human Resources Section for additional information).

Prepare new performance standards and Individual Development Plan (IDP, Form ARS-48).
Standards must be in place 90 days to be considered a full performance appraisal period.

Fall Cleanup of Incoming Agreements only.
Funded post-docs announced.

November

Update investigator/SY time on projects in ARIS.
December

Prepare new files for the coming year for T&As and any other calendar year files.
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