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MONTH:  MARCH    YEAR:  2015

Administrative 
☐Meet with Branch Chief to discuss travel, budget, HR and other administrative issues
☐Conduct Support Staff Meetings
☐Ensure property is removed from separating staff/appropriately re-assigned

Budget
☐Run/Review SOFie report checking commitments/obligations, etc.   SOFie Link
☐Budget report due to Team Lead the 7th of each month
☐Budget report due to Program by the 10th of each month
☐Review/Update Non-Recurring Report for Non-FTE’s  FY15 Non-Recurring Report
☐Run/Review Cognos cost status report (LEIDOS cost centers)   Cognos Link
☐Review SharePoint (LEIDOS) monthly financial reports   SharePoint Link
☐Update and resolve Expiring Lines Report (Team Leads)

Human Resources
☐EDie system review and update   EDie Link
☐NBS FPS Pay Certification MUST be completed between the 20th-25th for active Fellows  NBS FPS Link
☐WiTS system review, WIGI’s, Probationary Periods, NTE
☐NED review to ensure staff is assigned to proper HNC, Supervisor, AO, location, etc.  NED Link
☐Prepare updated list of actions for HR Rounds, send to Dana (Team Leads only)

Purchase Card
☐P-Card Holders must reconcile records by the 13th of the month   NBS Acquisition Link to PCard
☐P-Card Approvers must approve records by the 18th of the month   NBS Acquisition Link to PCard


***Log into the following systems monthly to maintain access***

☐Capital HR  ☐COGNOS   ☐Costpoint   ☐FAITAS  ☐LMS  ☐NBS External  ☐NBS Prism
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