Work Addresses Need Standardization

Tim Twomey

Assignment and score mailers generated by the Committee Management (CM) module are dependent upon accurate name and work address data. However, in the past, conflicting instructions regarding what data to enter in each address field have resulted in the inability for the system to automatically generate mailers with accurate mailing addresses. In an effort to “clean up” work (WRK) addresses and ensure that everyone inputs the correct address data in the correct field, the following guidelines should be followed when entering work address data for Scientific Review Administrators (SRAs), IC Program Officials (POs), Grants Management Officers (GMOs), and Grants Management Specialists (GMSs):

Line 1:
Division or other specific scientific area. Note: Do NOT put the IC name on line 1 of the address. The IC name will be pulled from CMTES_T.PHS_ORG_CODE. Programming for other mailers (score/JIT, etc.) will remain the same. The programming for “assignment” mailers is being adjusted to no longer expect the IC name on line 1. 

Line 2:
Continuation of Line 1 or other info IC-specific information

Line 3:
Bldg/Room/Mail Stop
Line 4:
Street address
Line 5:
DO NOT USE!
This address should be the NIH mailing address and not an “overnight” express mail address. Therefore, the city name should be Bethesda and the zip code should be NIH’s unique zip of 20892-nnnn (except for NLM—20894). Note that to enter the 9-digit zip code, you must enter the nine numbers without a hyphen (-). The hyphen can be added by programming when the mailers are produced. Be sure to update the e-mail, phone number and fax number for all staff.

In the past in order to be compatible with IMPAC I we used Line 5 of the address for the City, State and Zip Code filed.    With the ending of the IMPAC I bridge we no longer have to worry about that.  We will now pull City, State and Zip Code from those specific fields and those items should only be entered in those fields

To be consistent, all address information should be entered in a combination of upper- and lowercase letters. When needed, the mailer programs can convert to all uppercase letters to meet U.S. Postal Service requirements.

Work addresses can be accessed through the User Administration, Training Activities and Committee Management modules.

For all staff, but especially for SRAs, be sure that the work address is corrected or added to the profile and NOT to a specific role. Also, the work address should be selected as the “preferred” address.

The new code to produce the “assignment” mailers went into production on August 30, so changes to SRA users should be made as soon as possible.

The current address information for GMOs, GMSs, and POs can be checked on the “person and their roles” Web site: http://impacii.nih.gov/tools/system/system_role_search.cfm.

There is no query tool to check SRA information at this time.

Contact the eRA helpdesk (helpdesk@era.nih.gov) if you have additional questions.

