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10 July 2003

MEMORANDUM FOR All Personnel Assigned To and/or Under the Operational Control of the Capital District Contracting Center (CDCC)

SUBJECT:  Open Door Policy

1.  PURPOSE:  To establish and implement the Director’s Open Door Policy.

2.  APPLICABILITY.  This policy applies to all personnel assigned to and/or under the operational control of the Capital District Contracting Center.  

3.  BACKGROUND.  The chain of command has proven over the years to be the most appropriate and responsive mechanism through which employees address complaints, seek direction and assistance as well as address issues of a personal or professional nature.  This is normally accomplished at the lowest level; however, this may not always be the case and the employee in question will want to address his/her problem with the Director.

4.  POLICY: 

a.  All members of this organization have the opportunity to personally speak to me regarding issues, whether personal or professional, that have not been resolved at the lower level.  This right may not be denied at any subordinate level.  I will talk with any employee, and matters that are urgent in nature may be presented at any time; however, my availability must be coordinated through Liz Colbert or Mary Matherly. If requested, the appointment will remain confidential between the requestor and myself.    

b.  I firmly believe that every individual in our organization’s chain of command embraces their duty and responsibility to care for and assist our employees.  Since we are all members of a professional organization, I expect that individuals with complaints or grievances will give the chain of command the opportunity to resolve issues before they are presented to me.  If the chain of command is unresponsive, or you 
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perceive the issue can only be resolved at my level, feel free to bring it directly to my attention.  All appointments shall be scheduled through Liz Colbert at (703) 806-0136 or Mary Matherly at (703) 806-4609. 







/S/






LENORA CLARK-EVANS






Director
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