f
Fermilab





March 13, 2006
TO:

PPD Admin Staff
FROM:
Elaine Phillips 
SUBJECT:
Roll-out of new Property Pass Management system to PPD 

The Property & Inventory Control and Business Systems Departments have created a new Sunflower software system to help us better manage the Laboratory’s assets which include the management of property passes.  In PPD we currently track this information in spreadsheets and various types of departmental databases and manually send emails to property holders reminding them to renew their passes. Our present method of managing these passes needs improving in order to be in compliance with a recommendation that resulted from an internal assessment of the Lab’s property function.   

Each Division/Section will have authorized Property Pass Managers (PPM’s) to enter and edit Property Pass information electronically.   After a short training session, each of you will become PPM’s for your specific departments.  The paper forms will be used as the originating document from which relevant information will be entered into the Sunflower database.  Four (4) of the PPD admin staff recently participated in a pilot program and all were in agreement that this system is better than what they are presently using.   

One of the features of this system is that when a property pass is about to expire, an email notification will be automatically generated by the system to the property pass holder.  
	Property Passes -- Property Pass Expiration
	E-mail will be sent to the requestor until the Property Pass is renewed, or the assets are returned.  E-mails will be sent 28, 14 and 7 days before the Property Pass expiration date.  Starting 5 days before the Property Pass expiration date, e‑mails will be sent daily.  Starting 3 days before the expiration date, e-mails will also be sent daily to the Property Pass Manager.




This memo is to make you aware of this change and that you will soon be contacted regarding training to be held in the Fishbowl, on WH4 South Cross-over.  If you have any questions, please contact me directly at ext. 5160.  


cc.:  Greg Bock, Mike Crisler, Barb Kristen, Ellie Arroyo
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