Guide to the Correspondence and Commitment Tracking System (CCTS)

KEY RESPONSIBILITIES

Director is responsible for:

· Ensuring Laboratory commitments are met on time and supported with appropriate resources;

· Delegating responsibility for response to other senior managers through the CCTS Office;

· Informing Policy Council members when he/she has responded to or made commitments on behalf of the Laboratory;

· Communicating any responses/commitments he/she makes to the CCTS Office, and

· Maintaining hard copies of original correspondence and responses for which the Director assumes responsibility as the lead.

The Policy Council members are responsible for:

· Responding to correspondence or commit​ments at the request of the Director;

· Notifying the CCTS Office if other Council members must be involved in the response but were not copied on e-mail notification from the CCTS Office;

· Coordinating responses and concurrence on all correspondence and commitments for which they are responsible;

· Forwarding correspondence to the CCTS Office in a timely fashion;

· Negotiating with requestor in writing for extensions in response/action due dates;

· Transmitting a copy of completed response with copy of signed concurrence sheet (if required) to CCTS Office;

· Maintaining original correspondence and a hard copy of the response for which they were the lead responder;

· Forwarding response(s) to the Director for signature, when appropriate, in time to meet deadline dates;

· Ensuring that any further actions are tracked by the responsible organizations and input to ATS as required.

 Executive Assistants are responsible for:

· Executing the day-to-day tracking of correspondence and commitments for appropriate Policy Council member;

· Date stamping incoming correspondence;

· Reviewing incoming correspondence and determining whether supervisor must see or act on the correspondence immediately;

· Making a hard copy of correspondence for supervisor when immediate action is required and forwarding original correspondence to CCTS office;

· When immediate response is not required, forward original to CCTS Office within one day of receipt.

Correspondence and Commitment Office is responsible for:

· Incorporating official correspondence into the CCTS;

· CCTS Coordinator designates lead, concurrence managers and others who may need to contribute to response or be informed of request;

· Input of all correspondence into CCTS and return originals to lead responder;

· Sending e-mail notification to appropriate parties;

· Monthly tracking of outstanding correspondence and commitments;

· Entering responses into the CCTS and closing out written and verbal commitments (verbal commitments are closed on e-mail notification from lead responder);

· Reviewing response and determining if further commitments or actions are required;

· Entering follow-up commitments into CCTS or referencing ATS when appropriate.

ACCESSING CCTS

(Contact:  Lois Marascia X8600)

Set up a Commitment Domain Account by contacting ITD’s Help Desk (X5522).  It is recommended that the account be set up with the user name and password that you normally use to access your system.
1.  Access BNL’s Home Page on the Internet.  The CCTS address is http://commitment.bnl.gov. 

2.  Type in your user name and password.

3.  Click on Find BNL Commitments.

4.  Select the commitments you wish to view.

5.  The system now allows you to narrow the commitments you view by selecting a responsible ALD, due date, etc.  Enter any search parameters that you want and click on “submit.”

6.  From the main tool bar you can print the results.

If you wish to view documents, you need Adobe Acrobat Reader.  When you first go to the Web address for CCTS, there is an option that allows you to download Adobe readers.  You must also install the program.  Once Acrobat reader is installed, you can view and print a hard copy of the electronic file by clicking on View Initial PDF or View Response PDF.
WHAT IS CCTS?

Correspondence and Commitment Tracking System (CCTS) is an electronic database used to document and track all official correspon​dence with, and high level commitments made by, members of the BNL Policy Council.

WHAT IS “OFFICIAL CORRESPONDENCE?”

Official correspondence is any letter, fax, or e-mail that transmits information related to Laboratory business, requires a response/action by senior management, commits the Director, other members of the Policy Council, or Laboratory staff to actions for which Council members are accountable.  Official correspondence includes, but is not limited to: correspondence from DOE and other federal, state and local agencies or governments, Freedom of Information Requests, Notices of Violation, and requests from community stakeholders.

Exceptions include:

· Routine reporting (e.g., quarterly, monthly, weekly);
· Personnel information;
· Davis-Bacon determinations and construc​tion directive authorizations (CDAs);

· Financial plans;

· ORPS reporting;

· Meeting notices;

· General sales/information literature;

· Personal invitations.

WHAT IS AN “OFFICIAL COMMITMENT?”

An official commitment is any agreement made by the Director, in the name of the Director, or on behalf of the Laboratory, to an external stakeholder (both governmental and commun​ity).  It can include an agreement to provide written information, to execute specific actions, 

to assume a financial obligation, or to meet at a future date.  Commitments can be included in letters, faxes, or e-mails.  Verbal commit​ments should be summarized in a memo or e-mail.

WHO CONTROLS ENTRY TO THE DATABASE?

Access to the database, e-mail notification of items that must be completed or require senior management attention, and closure of completed items are the responsibility of the Correspondence and Commitment Tracking System office (Bldg. 460, Suite 102). You are able to view the corres​pondence and commitments, print reports and a copy of the correspondence from the Internet at http://commitment.bnl.gov
if you have a domain account and Adobe Acrobat Reader. (See instructions for ACCESSING CCTS.)

WHAT DO I NEED TO DO?

A) When you receive official correspondence you should

1. Date stamp the correspondence;

2. Review it to see if it is time critical and if it has been sent to the appropriate person;

3. If it is not time critical, forward the correspon​dence to the CCTS office;

4. If it is time critical, copy the correspondence for your supervisor and forward the original to the CCTS office.

B) Each day you should browse the Internet site for new correspondence for which your super​visor is responsible, or correspondence/commit​ments that are due that day.

C) Return a copy of the response, or an e-mail indicating that a commitment has been closed to the CCTS Office.  When you want the CCTS Office to close a correspondence or commit​ment please be sure to:

1. Insert the CC tracking number that appears on the original correspondence, or the commitment numbers from the internet site, as a file number after the distribution list;

2. Include an Assessment Tracking System (ATS) tracking number if the response includes an action or implementation plan; and

3. Include a text reference to the originating correspondence or commitment in the subject line.

The official hard copy of the originating document and the response are to be filed by the Lead ALD office.  The CCTS Office will maintain only electronic records.  All internal (BNL) and external distributions are your responsibility for Records Management purposes.
WHAT IS THE CCTS OFFICE RESPONSIBLE FOR DOING?

The CCTS Office will enter the information into the database, scan the document and attach a tracking sticker to the official correspondence and return the original to you.  The Office will review reports monthly and will report overdue open items to the ALDs.  It will also check to see that an appropriate response has been provided, and to determine if other commit​ments have been made.  Commitments made in a response will either be assigned a new tracking number or you will be notified that the commitments need to be included in ATS.  All detailed action plans and implementation plans must be tracked through ATS.

The CCTS Office will also notify other members of the Policy Council if they need to

a)  provide input for a response or commitment;

b)
be informed of the correspondence or commitment;

c)
concur with a response.
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