MWACOP News Notes

Midwest Area Council for Office Professionals

December 2020 Issue
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Message from the Co-Chairs

Message from the Co-Chairs IS Greetings from the MWACOP! As the seasons have changed and new challenges emerged
during this COVID-19 pandemic, our Office Professionals have been a pillar of support for the mission
NS0 iR re =i le a1 CRla e of the ARS. Navigating through this new virtual workplace has been an adjustment at every level, and
the MWA we continue to find new approaches to meet daily responsibilities. The work you, PSAs, Secretaries
and Office Automation Assistants, do is important and appreciated!

Retirement of Gail Bursott The MWACOP would like to welcome the new Office Professionals who have onboarded to the MWA
since this summer. The New PSA training will be conducted via Teams webinars beginning December
NACOP Update 10, 2020, and continuing through February. Although it is our desire to host in-person training,
restrictions from COVID-19 prevent us from doing so. In the interim, your mentors will provide
Things To Do support and attend these webinars with you in order to provide the best service to your units. Please
contact your mentors or any member of the Council if you ever need assistance. We are glad to help.

New Office Professionals

Traini The USDA has recently implemented a new system for Performance Standards. You have really
raining

stepped up with attending training and troubleshooting the EPMA System to help your unit
supervisors. As with any new process, there were hiccups, yet once again, you continue to persevere
RPES Changes through this difficult task.

EAP Contact Information Finally, we recognize this has been a difficult year for many of our families, friends and communities.
The Employee Assistant Program (EAP, https://axon.ars.usda.gov/HRD/REE-Work-Life-Programs/
Pages/EAP.aspx) offers many resources to help with challenges outside of work, provided at no cost
to you. We would encourage you to check it out so you are aware of the different services available.

Procedures for Publishing in
Non-USDA Media

Stay encouraged! Together we will support one another as we assist our SYs, Technicians, AOs, and
RLs each day. As always, we are here as a Council to help you.

Have a Joyous Holiday Season,
Jessica Boyer, Senior Co-Chair and Amy McNamara, Junior Co-Chair. Edited by Brittney Jones, Advisor
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New Office Professionals in the MWA

Kim Ascherl started on October 11, 2020, with the Center Director’s Office at the National Center for &
Agricultural Utilization Research (NCAUR) in Peoria, Illinois. Prior to joining the USDA, Kim was a
chemical stockroom and safety manager at Northeast Missouri State University while in grad school.
She taught high school chemistry and physics for nearly ten years before returning to production
chemistry. After working in a testing lab for several years, she realized she missed the intellectual
stimulation of research. Kim moved back into research when she joined NCAUR in 2006 working as a
Physical Science Technician doing research in the Bio Oils Research Unit. She was also very involved . ¥
with outreach and the Emergency Response Team. Kim enjoys reading, music, traveling, and hiking. Her (and her fa-
ther’s) favorite saying is “You will never find new success if you don’t ever try something else.”

Traci Kinnick joined the Crop Bioprotection Research Unit (CBP) in Peoria, lllinois, on October 11,
2020. She has worked as an Admissions Director for a Tennis Academy, US Olympic Committee
Intern with USA Badminton, Administrative Assistant at the University of lowa Hospitals and Clinics,
and Coordinator at an independent Ambulatory Surgery Center. Traci decided to join the USDA
because of the people and wanted a new challenge and opportunity. In her spare time, she enjoys
tennis, basketball, swimming, biking, hiking, cooking/baking, and gardening. Her advice is there’s
always something to do, something to learn. Embrace the challenge and grow with a smile.

Laura Mead started on September 13, 2020, with the Agroecosystems Management Research Unit B =

(AMRU) on the lowa State University Campus in Ames, lowa. She had nearly 10 years of federal =
service working for 5% years for the VA Hospital in Des Moines, lowa and for the Office of the
Comptroller of the Currency in West Des Moines, lowa for almost 4% years. Prior to her federal
service, Laura worked in administrative roles for private practice physicians, schools, churches, and
one long-term care facility as an Activity Assistant. Laura found this position after her family relocated
and she wanted to continue her federal employment. She has extended family members that work
for the USDA and speak very highly of it. In her free time, Laura loves spending time with her husband and three
grown children. She also has three dogs — two large golden doodles and one small Havanese — who bring her a lot of
joy and are awesome co-workers when teleworking. @ Laura also enjoys doing some hand crafts, playing piano, and
reading. Her advice is to take time to process things so you can respond appropriately, rather than reacting poorly.

Shavone Allen joined the Renewable Product Technology Research Unit (RPT) in Peoria, lllinois, on
September 27, 2020. She served in the United States Military for 8% years. Following her military ser-
vice, Shavone obtained her B.A. in Human Resource Management from Governors State University in
2017 and became a certified yoga instructor in 2019. Her hobbies consist of yoga, couponing, travel-
ing, movies, and cooking/baking. Shavone is an active mother of 3 and recently discovered how not
to step on Legos throughout the house (thanks to her 8 year old son). She also enjoys spending time
dancing and singing karaoke with her kids, and teaching them independence.

Megan Halford started on July 19, 2020, with the Food Biological Control of Insects Research
Laboratory (BCIRL) in Columbia, Missouri. She served in the US Army for 8 years, both active duty and !
reserve. Previously, she worked for the Missouri Department of Conservation in the Fisheries
Division for 13 years before finding employment with the USDA. Outside of work, Megan enjoys i
spending time with her lovely daughters, hiking with her dogs, fishing and paddling Ozark streams, g,
stargazing, and hanging out with friends. Megan feels that respect and kindness go a long way in this
world - it isn’t so much what you say but how you say it.
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Retirement of Gail Bursott

Submitted by: Tracy Durre

Gail Bursott retired from ARS on December 1, 2020. Gail began her career with the USDA-ARS-NCAUR (National Center
for Agricultural Utilization Research) in Peoria, lllinois, over 40 years ago. She has had many roles during her time at
NCAUR, including serving as the Program Support Assistant for the Functional Foods Research Unit for the past 11
years.

Gail could always be counted on to take on additional responsibilities to support others within NCAUR and the
Midwest Area. During her time with ARS, she has trained many new office professionals and was referred to as the
go-to-person for her knowledge of programs, processes, and requirements.

During retirement, Gail is looking forward to catching up on some good
books and traveling to the Florida sunshine.

‘M“;MA-. s =
Congratulations and thank you, Gail, for your many years of service and dedication to the Agricultural Research Service
and the National Center for Agricultural Utilization Research.

NACOP Update

Submitted by: Beth Burmeister & Kelli Adkins

Thank you to Deborah Schaefer who represented the Midwest Area office professionals and served on NACOP for four
years. During her term, Debi was instrumental in facilitating, compiling and editing the Quick Reference Guide (QRG)
and maintaining the Resource Assistance List.

In June the Area Office nominated Kelli Adkins to serve on NACOP. At the annual meeting, Kelli accepted the role of
Outreach Coordinator and Beth transitioned to the role of Senior Co-Chair.

In 2018 NACOP nominated official professionals to serve on each of the five AFM Functional Advisory Groups. We are
pleased and honored that we have MWA representation on three of the five advisory groups. Debi Schaefer served on
the Facilities, Engineering, Real Property & Safety Team Advisory Group and rotated off in November. Kelli
volunteered to serve on this advisory group. Beth continues to serve on the Human Resources Team Advisory Group.
Lori Burma also represents NACOP and the MWA on the Homeland Security Team Advisory Group.

Since then, other working groups are seeking NACOP representation on their committees. Recently, leadership
requested NACOP representation on the ARS International Engagement Council, Adobe Department Review (Kelli) and
ARIS Modernization. NACOP members have already been serving on the ARS Engagement Council and Your 2 Cents.
Participation on these working groups speaks highly of the administration's support of NACOP and the importance of
office professional representation on these committees.

Thank you for the privilege of representing you, the MWA office professional, on NACOP and these various
committees. In order to do our jobs effectively, we need to hear from you. What are your concerns and frustrations
about a new process, program or procedure? The office professional viewpoint is valued on these teams and taken
into consideration.

NACORP is also looking for ways to support and provide resources for the office professional. If you have an idea, please
let us know. We are here to serve and represent you!
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Things To Do

December

e Prepare new files for the coming year for calendar year files
(T&A’s and any “calendar year” files).

e Update Investigator/SY time on projects in ARIS to agree
with Annual Resource Management Plan System (ARMPS).

e Submit new Offsite Use of Equipment memos for the new
calendar year as needed.

e Complete 1st Quarter Performance Reviews by December
31st.

e USDA No Fear Act Refresher training due December 31st.

January - February (or during slower times)

¢ Time to catch up on all paperwork and filing.

e Go through files. Dispose of materials that need to be
discarded. Do a general housecleaning of computer files and
paper files.

e Check expiration dates of passports. If need renewal begin
the process (at least 75 days before the expiration).

e Update FY-21 1st Quarter Performance Reviews in EPMA by
January 15th.

e USDA Information Security Awareness Training due January
31st.

e Rethink how you work and establish goals for efficient
management of tasks.

March
e ARMPS: Do what you can do to get ready.
e Start an ARMPS folder.

o Refresh yourself with what you did last year.

e Ask your travelers what meetings they plan to attend in
FY-22 (Domestic & Foreign).

e Complete 2nd Quarter Performance Reviews by March 31st.

Weekly or Regular Basis

e Back up computer on a regular basis.

e Monitor supplies and order as needed.

e Reconcile credit card transactions within Access Online
[AXOL] and CATS.

Bi-weekly

e Review T&A's
deadlines).

e Update REE Directory or send
responsible for updates.

(maintain  communication of changing

information to person

Monthly

e Monitor required AgLearn Training.

e Reconcile Status of Funds as needed or required.

e Check ARIS to monitor progress of manuscripts, check for
any 416/417’s, Agreements which will be terminating and
need to be extended or will require reports.

e Request necessary reports from SY's.

e Review citations - follow agency guidelines for format. Check
the volume/page numbers along with the DOI.

You can find the MWACOP Reminder Calendar at: https://www.ars.usda.gov/ARSUserFiles/50000000/CalendarReminder.pdf.

New Office Professionals Training

The New PSA training will be conducted via Teams webinars. This training is MANDATORY for PSAs who did not attend the
entire spring training or who have onboarded since that time. This training is highly suggested for PSAs who did attend the
spring training but have been an employee for less than two years. This training is optional for all other PSAs. Sessions will be
recorded but only available for seven days.

Meeting invites have been sent out for the first four dates from 9:00am-11:00am CST as below:

December 10 — Area Director welcome, SOP (Ann Kessler), RPES (Brittney Jones), Telework Agreements (Deborah Melendez)
December 15 — LincPass, eAuth, WebTA (Deborah Melendez)

December 17 — Foreign Visitor Process, Non-fed Suitability Tickets (Deborah Melendez & Tracy Durre)

January 12 — Ethics (Alberto Pantoja & Brittney Jones), Separation Tickets, EPMA (Deborah Melendez)

Tentative dates — to be evaluated in January once we have a better idea of future travel plans:
January 14 - ARIS/AIMS — D Projects & 115s (Chad Henry)

January 21 - ARIS/AIMS — Entering IFRs (Chad Henry)

January 26- ARIS/AIMS — Awarded Incomings (JoAnn Volk)

January 28 — ARIS/AIMS — Entering Outgoings (JoAnn Volk)

February 2, 4, and 9 — Travel (Karen Hughes)

February 11 — Digital Signatures / Adobe (Brittney Jones & Tracy Durre)



https://www.ars.usda.gov/ARSUserFiles/50000000/CalendarReminder.pdf
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RPES Changes

Submitted by: Brittney Jones

The Research Personnel Evaluation System (RPES) Staff implemented a new Case Writeup Template in June. This has
resulted in a simpler Draft submission process for us, but also a more complex Final process.

Some of the main changes include a change in font to 11 pt. Calibri, a left-justified document and no need to follow
the formatting restrictions as listed in the Manual. However, it is recommended that you check the Draft case with the
Template prior to submission to ensure the text fits within the allotted space. We’ve also been learning that special
characters and formatting do not paste well into the Template, so simple is best whenever possible. In addition, we’ve
found it easier to save the publications in a separate Word doc from the rest of the Case Writeup. Having the
publications separate makes the review process easier and makes the Final Case assembly a bit smoother as well.

For the Final Case submission, the Indepth Reviewer Contact Sheet (ARS-570), Research Position Evaluation Case
Writeup (Cover Sheet) (ARS-514), Template and publications are combined into one single PDF file. If any special
characters or formatting is needed, it will be added after the Template has been combined with all documents and a
PDF has been created. The Position Description Cover Sheet, the first three pages of the Case as a Word document (to
be used as PD), and all Exhibit files are still submitted separately. If that wasn’t enough change, the Position
Description Cover Sheet (AD-332) has also been revised just this week, and all new submissions will require the
updated form.

As always, a new process can feel overwhelming the first time you tackle it, so please feel free to contact Brittney
Jones (Brittney.Jones@usda.gov) if you have any questions.

EAP Contact Information

Overwhelmed?

The EAP is here to help at no cost to you, 24/7.

For more information call 1-800-222-0364
(1-800-262-7848 TTY), or visit our website
at www.FOH4You.com.

We care, just call.



mailto:Brittney.Jones@usda.gov
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Procedures for Publishing in Non-USDA Media

Submitted by: Beth Burmeister

An issuance was recently sent out about the Procedures for Publishing in Non-USDA Media Policy and Procedure
(P&P), 152.1 v.6 (https://axon.ars.usda.gov/Employee%20Tools/REEAdminlssuances/Documents/152.1.v6.pdf). Dr. Renee
Wagner also sent an email to RLs and SYs reminding them the form in Exhibit 4 of the P&P should be used for requests
from the publisher to sign a “transfer or assignment of copyright.” However, if the publishers will not accept that form,
please send their proposed agreement to her to review. Frequently even when the publisher’s agreement has a check
box for federal employees, there is often other language in the agreement related to “license,” “warrant,”
“indemnification,” etc., that we cannot agree to, so the agreements should always be reviewed before signature.

Here is some guidance for the process:

o If all of the authors are federal government employees (and/or ORISE and/or visiting scientists who have assigned
their IP rights to ARS under an ARS-215), you can complete the ARS form and return to the publisher in lieu of their
form. In the meantime, Dr. Wagner can review and edit their form (if needed) in the event that they do not accept
the ARS form.

¢ If any author is NOT a federal government employee (and/or not ORISE and/or not a visiting scientist who has
assigned their IP rights to ARS under an ARS-215), one of them can sign the publisher’s agreement on behalf of the
non-government authors, because they will likely have copyright IP that needs to be assigned to the publisher and
we cannot do that on their behalf. You can then use the ARS form for the government authors.

e If you have journals in which you routinely publish, Dr. Wagner can review these agreements at any time. If you
publish in any of the Wiley journals (they seem to have picked up a lot of the professional society journals in the
past few years — the Tri-Societies publications are published by Wiley), we have an agreement already negotiated
with them. Below is a picture of the form. You can get the fillable PDF form from Dr. Wagner.

Dear Contributor: Thank you for agreeing to contribute to

WILEY

CONTRIBUTOR/CTA AGREEMENT

(the “Journal”).

Please note that publication cannot proceed without a signed Contributor Agreement. I the Contribution is not accepted for publication or is subsequently
rejected, this Agreement shall be null and void

AGREEMENT between USDA Agricultural Research Services (“ARS” or the *Contributor®), whose address is 1815 N University St, Peoria, IL 61604,
United States (the “Contributor”) and Wiley Periodicals, Inc., whose address is 111 River Street, Hoboken, NJ 07030, United States (the “Publisher”)

The Contributor has submitted a previously unpublished c

Author:

in the English languag

ollectively the “C ") written by

on behalf of the Contributor, on the following subject:

presentation at professional conferences, in-house training, or distance
learning. The Contributor may re-use figures, tables, data sets, and
artwork from the Contribution; however, nothing herein shall permit
publication in other works or in violation of publishing ethics

If the Publisher fails to publish the Work for any reason, all rights
transferred or granted under this Agreement automatically and
immediately revert to the Contributor absolutely. The Publisher will
have the final decision as to the inclusion or omission of the Contribution
in or from the first and any subsequent editions of the Work. The
Publisher may request the Contributor to update the Contribution but
shall be atliberty to engage another suitably qualified person to update
the Contribution, provided that the Contributor shall be credited as the
author of the original Contribution

[Intentionally omitted.]

The Author acknowledgesthat, during the term of this Agreement and
thereafter (for as long as necessary), the Publisher and its partners,
licensees and subcontractors may process the Author's personal data,

including storing or transferring data outside of the country of the
Author's residence, in order to process transactions related to this
Agreement and to communicate with the Author and that the Publisher
has a legitimate interest in processing the Author's personal data. The
Publisher shall comply with all applicable laws, statutes and regulations
relating to data protection and privacy and shall process such personal
data in accordance with the Publisher's Privacy Policy located at:
http:/wwwwiley.com/go/privacy,

This Agreement shall be construed and interpreted pursuant to the
federallaws of the United States.

Title:

forinclusion in the Journal to be published by the Publisher

I ACKNOWLEDGE THE ABOVE: (ATTACH ADDITIONAL SIGNATURE PAGES AS NECESSARY)

Author Date
The terms are as follows:
1. The Contribution has been submitted and accepted. The Author has known or later developed. In the interest of dissemination of the
obtained written permission for any photographs, sketches, or other Contribution in foreign countries, the Contributor hereby grants SELECT ONE:
artwork included in the Work on such terms as the Publisher deems permission to the Publisher to reproduce and disseminate the
acceptable. The Publisher shall not be obligated to include in the Work Contribution in all media outside of the United States. To the extent [T Contributor-owned work (Note: this option will be considered selected by default if no other options are selected below)
any material if permission cannot be obtained on terms deemed that the Contribution is registered for copyright abroad, it will bear the
acceptable tothe Publisher. The Contributor gives the Publisher and the following notice: “Published [Year]. This article is a U.S. Gt t 0 e e P T o
Editor permission to make any reasonable and non-substantive work and s in the public domain in the USA.” Company/instinstion:ewned werk (madevorhirelnitie course of employment)
amendments to the Contribution which the Publisher and/or the
Society may deem desirable in the interests of uniformity and style of
To the best of their knowledge, the Author represents to the Publisher i i
the Work. The Publisher discourages the provision of printer-ready 9 P USDA, Agricultural Research Service
that (i) with respect to any material prepared by the Author for the
material by the Author on behalf of the Contributor. However, where
Work, such material shall be original, except for such excerpts and Company or Institution (Employer-for-Hire) Authorized signature of Employer Date
applicable, the Author on behalf of the Contributor shall ensure that
] d el hepubict ” illustrations from copyrighted works for which the Author has obtained
any:tonts.used in materid) Celivered 10/the PUblsher'in printer-feacy written permission from the copyright owners on a form approved by w
form or otherwise intended to be reproduced in the form delivered U.S. Government work  Note to U.S. Government Employees
Sk il deredleopt o the Worknd vl the Publisher, and such material shall not contain libelous or unlawful A us tof s officialduties, or whichis an official U.S. Government
;V"e‘ f’(‘:{p””mr '2‘55 ylw‘ ejo”sd‘ e'; ‘;a”lo ‘:lwm i (‘j"”d statements or instructions that may cause harm or injury and shall not publication, is called a *U.S. Government work, and is in the public domain in the United States. In such case, the employee may cross out the
e limited to approved fonts as outlined in the font guidelines provides third paragraph ("The Contributor hereby assigns...”) but must sign and return this Agreement.
by the Publisher. The Author on behalf of the Contributor will make infringe upon or violate any copyright, trademark, trade secret or other If the Contribution was not prepared s part of the employees duties or is not an official U.S. government publication, it is not a UsS.
right or the privacy of others; and (i) all statements asserted as fact in government work
reasonable efforts to deliver a list of all fonts (in PostScript Name the Contribution are either true or based upon generally accepted ifall authors are U.S. government employees, there is no copyright to transfer and Paragraph 3 will not apply. Contributor acknowledges that
h tr ill blishe the Unif th es. Pl he f firn il " Re ti
fomtinctdedin oy such el delvered o the PBISTerWHED sl esach roctces. To he bet o e knowiedge the R i A S e e T L S
submitting such material. All fonts found to be non-compliant will be 9 oy, 1 g 2 anp g 9
o e ooy o et Author represents to the Publisher that (i) with respect to any material those rights which that author has and selecting the appropriate additional ownership selection option. If more than one author s not a UsS
ixed, at the cost of the Publisher, by a typesetting vendor of Publisher's prepared by the Author for the Work, such material shall be original, government employee, one may sign on behalf of the others
choosing ox e o] Tusttionsh et oot In addition, f the Contribution was prepared jointly, and any co-author is not  U.S. government employee, the Contribution s not a UsS.
except for such excerpts and illustrations from copyrighted works for govermimentwork
which the Author has obtained written permission from the copyright
2. Publisher acknowledges that the Author will contribute to the Work as owners on a form approved by the Publisher, and such material shall
part of his official duties as a government employee therefore he is not not contain libelous or unlawful statements or instructions that may [ JUK Governmentwork  Note to U.K. Government Employees
permitted to personally receive payment for any service. causeharmorinjury andshall notinfringe upon or violate any copyright, (Crown Copyright) Therightsina C by loyee of a UK. or other Crown body as part of his/
trademark, trade secret or other right or the privacy of others; and i all her official duties, or which is an official government publication, belong to the Crown. U.K. government authors should obtain a
signed licence agreement from  their department in the following form:
3. The Contribution is a “United States Government Work” as described statements asserted as fact in the Contribution are either true or based I df) and submit g ith this Agreement.
inthe U.S. Copyright Act and was written as part of the Author's official upon generally accepted professional research practices.
I
dutiesasa Governmentemployee. Assuch, the Publisheracknowledges Other S DA AT = =

that the Contribution is not subject to copyright protection in the
United States and the Contributor acknowledges that the Contribution
is freely available to the Publisher for publication in the United States
without restriction, in all languages and media of expression now

The Contributor may send or transmit individual copies of the
Contribution in any format to colleagues. The Contributor may include
the Contribution in teaching or training duties at the Contributor’s
institution/place of employment including in course packs, e-reserves,

Including Other Government
work or Non-Governmental
Organization work

If your status as a government employee legally prevents you from signing this Agreement, please contact the Publication’s
editorial office.
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