DCTD ARC WEEKLY ACTION ITEMS

Administrative 
☐Log into NED – 
Check Inbox ☐; Check Active Directory ☐ - Process Accordingly NED Link
☐Weekly Stand-up meeting (OD 9:00; DTP 9:15; SOUP 9:30; CTEP 9:45)   Dial-In Info Link	
☐ARC Staff Meeting Thursday @ 10:30 a.m., unless otherwise noted
☐ITAS Timekeeper/Leave Approving Officials/Alternates – Check for pending leave requests and unapproved timecards   ITAS Link

Budget
☐Reconcile invoices on hold
☐Review and finalize outstanding obligations

HPOCs
☐Check HPOC queue (preferably daily)

Human Resources
☐Every Friday - Report HR items requiring HR/OWM action to Team Lead; cc to Marc & Dana  

Procurement
☐Check POTS system for incoming orders (preferably daily)   POTS Link

Travel
☐Run CTPS/STEPS Report   NCI Connect CTPS/STEPS Link
☐Verify data in CTPS is accurate and complete
☐Check for newly approved meetings in CTPS/STEPS – Notify travel planners, Branch Chiefs and travelers accordingly
☐Check with travel planners regarding any projected STEPS travel and confirm eligibility                 STEPS Approval Request Form
☐Review upcoming travels within CTPS and send list to Travel Planners, Branch Chiefs and Program Staff with ARC travel due dates
☐Check CGE for any pending travels awaiting approval or re-approval and confirm reservations are accurate and approved accordingly   NBS CGE Link
☐Confirm travelers scheduled to travel within the week have approved travel documents in hand
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