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ll.
V.

White House Administrative Contacts
Wednesday, August 3, 1994

AGENDA

American Red Cross--Next Blood Drive - Mike Perez
Reminder on telephone sevice requests - June

OGE Forms--timeliness, completeness, signatures - Kelli

 Blue Forms--timeliness, signatures - Andrea

General announcements
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L.
V.

White House Administrative Contacts
Wednesday, July 20, 1994

- AGENDA

Planning'_ and Procedures for Large Events - Ashley
Volunteer Review - Andrea

Addition to Check Out Procedures - Kelli

General announcements
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IV.

White House Administrative Contacts
Regular Meeting
May 12, 1994

Introductions (June King)

W
1994 Race for the Cure ~M l% Uﬁ ; @ w\bw |
- 2 St

Requesting Communications Equlpment

A
B.

C.

D.

Inventories to June King, Rm. 1, c.0.b. May 11, 1994.

Requests for new equipment to Rm. 1 for certification of funds
availability.

Rm. 1 will send requests forward for processing after funds
availability is certified.

Departments will be charged for all equipment assigned to them.

Management & Administration announcements

A
B.
C.

D.

EOP Softball

New OGE forms available next week

New Employee Check Out forms available next week

1. Final paychecks may be held if departing employees do not
check out.

2. If appropriate, security files will not be transferred until
departing employees check out.

Summer leave plans and timekeeping responsibilities

Other announcements



White House Administrative Contacts
Regular Meeting

March 4, 1994

General Announcements

A. AIDS Training
B. Easter Memorandum from John Cressman

Departing Employees

New Supply Store Procedures
Guest Speaker: Neel Patrick, Property and Supply Management, OA

Questions, Comments, and Concerns
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Il
IV.

White House Administrative Contacts
April 28, 1994

Agenda

Blood Drive April 21, 1994
EOP Softball League - Mark Frownfelder
Check out procedures - reminder

Security - Craig Livingstone
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THE WHITE HOUSE

WASHINGTON

January 5, 1993

MEMORANDUM FOR WHITE HOUSE OFFICE ADMINISTRATIVE CONTACTS
. o ~\ A
FROM : KELLI MCCL@Q;.Q_;R./ AN QLLu\..,‘

PERSONNEL LIAISON
MANAGEMENT AND ADMINISTRATION

SUBJECT : Review of Other Government Emplovees

The Management and Administration will begin conducting regular
reviews of the Other Government Employees (OGEs) assigned to
assist your office. This category includes all of the following,
but is not limited to: detailees, agency representatives,
Presidential Management Interns, White House Fellows, and
assignees. We are also interested in policy fellows from Office
of Personnel Management approved non-profit organizations, IPAs,
interns or volunteers working on discretionary policy issues, and
anyone else working in your area.

Beginning next week, I will contact you to make an appointment to
meet and review personnel reports and to reconcile differences
that may exist between your records, our reports, and the
established ceilings for your office. This process is extremely
important.

As always, your support and cooperation is appreciated.
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EXECUTIVE OFFICE OF THE PRESIDENT
OFFICE OF ADMINISTRATION
Washington, D.C. 20503

December 28, 1993

MEMORANDUM FOR EXECUTIVE OFFICE OF THE PRESIDENT ADMINISTRATIVE

CONTACTS
FROM: MARY COUTTS BECK .
DIRECTOR
PERSONNEL MANAGEMENT PIVISION
SUBJECT: 8

Per discussions with the 0Office of Personnel Management, the
federal government is operating on regular business hours today.
Should their determination change, we will notify you
immediately.

The attached guidance on inclement weather dismissal and leave
procedures is provided for your information. It outlines
procedures in the event OPM orders an early dismissal and when an
emergency occurs before the workday begins.

If you have any questions, do not haesitate to call me or a member
of my staff on 395-1088.

Attachment
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L)

PROCEDURES FOR EMERGENCIES BEFORE THE WORKDAY BEGINS
: Media Announcements. OPM provides announcements to the

media when an emergency occurs bafore the workday begins.
All employees should be cognizant of the following
definitions of each announcement; however, these
announcenents apply only to non-essential employees.
Essential employees are expacted to report to work on time
regardless of the decision made by OPM.

a. "Federal agencies are open; employees are expected to
report for work on time." :

This gtatement means federal agencies will open on
time, and employeas are expected to raeport for work as

scheduled.

b. - "Federal agencies are operating under a delayed arrival
policy; reascnable delays in reporting for work will be
axcused."

This statement means federal agencies will open on .
time, but reascnable delays in reporting for work will
be excused without loss of pay or charge to leave for
employees who experience serious commuting delays.

Cc. "Federal agencies are operating under a liberal leave
policy; employees may take leave without prior
approval."

This statement means agencies will open on time, but
- employees not designated as essential may take annual
leave or leave without pay (LWOP) without prior
approval of their supervisors. Employees designated as
essential are expected to report for work on time.

qa. "Federal agencies are operating under a delayed
arrival/liberal leave policy; reasonable delays in
reporting for work will be excused, and employees may
take leave without prior approval.™

This statement means federal agencies will open on.

time, but reascnable delays in reporting for work will
be excusad without loss of pay or charge to leave for
employeas who axperience serious commuting delays, and
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[

employees not designated as essential may take annual
leave or LWOP without prior approval of their
supervisors. Employees designated as essential are
expected to report for work on time.

e. "Federal agencies are closed."
This statement means aemployees designated as

{ non-essential are excused from duty without loss of pay
or charge to leave,

N o S - ‘ = ®. “ 4Pt (14 P ~1=1le - ~
Supervisors should consider such factors as di
availability and mode of transportation, and the success of
other employeas in similar situations when determining the
amount of excused absence to grant employees who experience
delays. .
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’

PROCEDURES FOR EMERGENCIES DURING NORMAL WORK HOURS

enti spissa « E

a. When early dismissal is authorized by OPM, employees
will be dismissed in accordance with the Residential
Zone Dismissal Plan developed by the Metropolitan
Washington Council of Governments.

b. OoPM will inform agencies of the dismissal time for
Zone 1 residents. The dismissal time for Zone 1
regsidents will be at least one hour after METRO and
traffic officials have been notified to prepare for an
ocutbound rush.

c. Residents of other zones will be dismissed at
‘half-hour intervals thereafter.

d. Supervisors should exempt individual employees from
authorized dismissal times under this plan only to.
avoid hardships, for example, when an employee's
carpool driver is dismissed earlier or when younger
children are released early from school and no
alternative forms of child care are available to the .
employee). When individual.employees are exempted from
authorized dismissal times, no leave should be charged
‘to the employes.

8. The Residential Zone for each employee will be
' deternmined by Appendix 1 and as follows:

1. Zone 1 residents live beyond Montgomery, Prince
Georges, and Fairfax Counties.

2. Zone 2 residents live in portions of Montgomery,
“Prince Georges, and Fairfax Counties that lie
outside the Capital Beltway.

3. Zone 3 residents live inside the Capital Beltway,
but outside the District of Columbia.

4. Zone 4 residents live in the District of Colunbia.
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| Leave Policies. Whether leave is charged when an emergency
i develops during normal working hours depends upon whether
the employee is on duty or on leave at the time of
dismissal.

a. For employees on duty, excused absences will be granted
at the time of dismissal, even if an employee was
gscheduled to take leave later that day.

b.., When an employee leaves aftaer raeceiving official word
of the pending dismissal but before the time set for
dismissal (with supervisory approval) in a asituation
not involving a hardship, leave may be charged for the
period remaining before the employee's official
departure time. When an employee leaves before
official word of the pending dismissal is received,
leave or absence without leave should be charged, as
appropriate, for the remainder of the workday.

¢. When an employee was scheduled to return from leave
during the periocd of the dismissal, leave should
continue to be charged for the absence until the time
set for dismissal, then charge any continuing absence
due to the emergency in the same manner as absences of
other employees who were on duty at the time of
dismissal (for example, as an excused absence).

d. When an employee was absent on previously approved
annual leave, sick leave, or LWOP for the entire
workday, the employee will continue to be charged leave
for the entire workday.

e. Normally, when an employea is scheduled to report for
work before the dismissal, but fails to do so, annual
leave, sick leave, or LWOP, will be charged as
appropriate, for the entire workday. Exceptions to
this policy may be made only in unusual circumstances.
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AP Council ot Governments

Residential Zone Dismissal Plan
for the Washington Metropolitan Area
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EXECUTIVE OFFICE OF THE PRESIDENT
1994 LEAVE CALENDAR

1994 L . ‘ ANNUAL  paice sICK o]
Pay LEAVE : LEAVE LEAVE
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LEAVE CODES HOLIDAYS

AD - ADMINISTRATIVE LEAVE ML - MILITARY LEAVE Martin Luther King's Birthday................................ January 17, 1994 Veterans' Day........ococoviiiiiiciin i November 11, 1994

AL — ANNUAL LEAVE RS - RESTORED LEAVE President's Day... . . 1994 Thanksgiving Day ..........ccccccoiiiiiiiiii e November 24, 1994

AW - ABSENCE WITHOUT LEAVE RL —RELIGIOUS LEAVE USED Memorial Day ...........c.ccoooiiiiii e , 1994 Christmas Day ... oo December 26, 1994

CL — COMP. TIME USED RW — RELIGIOUS LEAVE Independence Day...............occ.oooeriiriiiereee e July 4, 1994 New Year's Day ... : January 2, 1995

CW- COMP. TIME WORKED WORKED LABOF DAY .oooooooooos oo e oo September 5, 1994 Martin Luther King's Bithday ... January 16, 1995

JD - JURY DUTY SL - SICK LEAVE COUMBUS DAY ... October 10, 1994

LW — LEAVE WITHOUT PAY

OA Form 60. November 93
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EXECUTIVE OFFICE OF THE PRESIDENT
1994 LEAVE CALENDAR
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AT&T DEFINITY®

AT&T
8510T ISDN
Voice
Terminal

PN et

PR S AL TN G TP S 5

Designed for Active Users

The 8510T ISDN Voice Terminal is
designed for busy, active telephone
users who can benefit from the grow-
ing roster of advanced voice, data
and image applications supported
by the DEFINITY® Communications
System and ISDN services. The ter-
minal can be linked to a PC or work-
station, and is also well-suited for con-
ference rooms and convenience
focations.

10 Universal Buttons

The terminal's 10 flexible buttons
can be assigned as desired for line
appearances and switched-based
features. A manager might use three
buttons for calling while a support
person would probably require more
line appearances.

ATal

W

8510T ISDN Voice

Terminal

Communications System

Mutltifunctional Display

The 8510T display is an easy-to-read,
two line by 24 character “super
twist” display. In addition to display-
ing information, it provides access to
a built-in directory and call log. For
these uses, the display is associated
with four control buttons and four
“soft” keys. The control buttons
include a MENU of soft key features
that are displayed on the screen, a
DIR to display numbers in the local
directory, and NEXT and PREV to
page through your directory or soft
key menu. Soft key functions include
editing the directory and managing
call logs.

Built-In Directory. A 30-entry directory
is built into the terminal’s non-volatile
memory. The letters Q and Z have

been added to the dial pad for
entering directory names.

Built-In Logs. The terminal also con-
tains three 10-entry logs for your most
recent incoming answered calls, incom-
ing unanswered calls and outgoing
calls. The outgoing log can be
displayed on the terminal for redial-
ing and call-back. A PC application
can be developed to access the
information for time sheets, schedul-
ing or control.

A personal three-digit password can
secure the directory, call logs and
softkeys.

A New Level of Personal
Productivity

The 8510T with its optional data
board will support an Applications
Programming Interface (API) that
enables personal computer appli-
cations to monitor and control termi-
nal functions. A patent is pending on
this innovative feature. Important
productivity gains can be achieved
with such integrated voice/data
applications as:

Directory and Data File. The 8510T
directory can be supplemented with-
out limit from a connected PC, also
with automatic dialing. The directory
could also record notes and com-
ments for delivery to the PC screen
whenever you call or receive a call
from that number.

Automatic Redial. The application
redials and alerts you when the other
party answers.

Switch Feature Access. You'll multi-
ply your set's buttons by accessing

such switch features as call forward-
ing from your PC, instead of using a
physical button.

Call Screening. Distinctive ringing
alerts you to a priority call, based on
matching the caller's number to your
personal priority list.



8510T ISDN Voice

Terminal

Automatic Conference Setup. Select
the conferees from your directory or
by entering their numbers and let the
application automatically set up the
conference.

Ready for Future Applications

The 8510T will support future circuit
cards for such applications as atten-
dant service and video. Plug-in ROM
cards are planned for an easy
upgrade to emerging National ISDN-2
standards.

Data Board capabilities:

¢ Asynchronous data rates up to
57.6 Kbps

e CCITT V.120 standards for 56 or 64
Kbps ISDN transmission and AT&T
DMI Mode 2 and Mode 3/2 circuit
switched rate adaption

* Selected Hayes* At commands
enhanced for ISDN

Display

Fixed Feature Buttons
sVolume Control

eMute sRedial
eSpeaker sExit
sConference ¢Drop
eTransfer eHold

©1992 AT&T
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e AT&T extensions for controlling,
monitoring and managing the
terminal and any virtual buttons
defined by the PC application

¢ D Channel X.25, X.3 and X.29
standards

* Applications Programming interface
( APL)

Data Board with API Functions

The control of information between
8510T and PC is autostream for inte-
grated voice/data or single stream
for voice- and data-only applications.
The physical connection can be
made quickly and easily, with an
ordinary modem cable between the
8510T's standard EIA 232-D inter-
face and the PC's serial port.

Personalized Usage

The 8510T's visual and acoustical
features can be personalized. Users
can select from among eight distinct
ringing patterns; adjust display bright-
ness and duration of screen messages;
and activate the speakerphone’s auto-
matic adjustment for ambient noise.

For the hard of hearing, the 8510T is
hearing aid compatible. For the visu-
ally impaired, it has raised bars on the
“5" button of the dial pad.

4 Display Keys
4 Display Control Buttons

10 Call Appearance or
Feature Buttons

Message Waiting Light

Dial Pad

Not Visible:
sHandset Jack
eLine Jack
*Adjunct Jack
sKickstand

l

Centrex Compatible

The terminal is compatible with the

AT&T 5ESS System, Release 4.2. A
terminating resisitor is built-in, reduc-
ing equipment and installation costs.

Requirements

* |SDN BRI T interface port connection
e Switch, local or remote power option.
(configuration dependent)

Dimensions and Weight

Length 7.8, 19.8 cm
Width 95", 24.1cm
Height 53" 13.4¢cm
Weight 3.01Ibs., 1.39 kg

Options and Ordering Information

e 8510T Voice :
Terminal PEC 3117-001
* 8510T Voice/Data Terminal
(When available) PEC 3117-002

¢ Data Upgrade Kit PEC 31175
(When available)
¢ Wall Mount Kit PEC 31171

e S201 Speakerphone PEC 3152-007

e CS201

Speakerphone PEC 3131-004
¢ 500A Headset

Adapter PEC 3152-001
¢ Hard-of-Hearing '

Handset PEC 31052

¢ Single Station

Power Supply PEC 3152-010
* Multiple Station Power Supply

(Up to 32 Stations) PEC 3152-011
¢ Attribute Codes

Black COL 09

White CoL 10

Standard equipment for the 8510T
includes a 9-foot handset cord,
14-foot line cord and button desig-
nation card.

“Hayes 1s a registered trademark of Hayes
Microcomputer Products, Inc

P
———
————e I

ATsl



The New EOP
Telephone System

It's Coming!

On December 4, 1993, the EOP will implement the first of a multiphased installation of our
new telephone system. This phase will enable us to install new phones in each agency begin-
ning in the early part of next year. These new phones will have features such as:

- voice mail - increased call coverage
- caller identification - automatic call back

However, during this phase, you need to be aware of the following changes that affect everyone:

. . g . . T, . .
. o * * o * *
Five-Digit Dialing

All WH Complex extension number dialing will
be changed to five digits. This will be easy! just
use the last five digits of your seven-digit number.

Dial 9+1 for Long Distance Calls:

You'll just dial 9 + 1 for long distance calls.

. Speed Dials

Speed dials may need to be reprogrammed (i.e.
phones, FAXs, modems) to handle the internal 5-
digit dialing and “dial 9” + 1 for long distance calls.

*" Important Phone Numbers

WHCA Signal Operator
Dial “75000"” instead of “0”

Telephone Service Problems

Dial “69611”
Telephone Information
é Dial “66400”
«(& Service Order Freeze

The telephone service order freeze will remain in
effect until January 3, 1994.



