
Adding Sponsor Block Days to Your Calendar 

 
Background:  

- The Office of New Animal Drug Evaluation (ONADE) sets aside certain days each 
month when sponsor meetings are the scheduling priority for the office.  On those 
“block days,” review divisions clear their calendars of everything within their control 
in order to make themselves available for the scheduling of sponsor meetings.  

- Block days do not guarantee a certain meeting date, as there are calendar items 
beyond individual reviewer control, and the leave policy for ONADE personnel is not 
affected. ONADE will entertain requests to schedule sponsor meetings on non-block 
days, and also reserves the right to schedule sponsor meetings on non-block days in 
order to facilitate a timely meeting. 

- To designate which days within a month are the block days, CVM has generated two 
calendar appointment ICS files. 

o Each appointment is a two-day duration; one appointment is for the second 
Wednesday of the month and the following Thursday, and the second 
appointment is for the fourth Wednesday of the month and the following 
Thursday.  

o Both calendar appointments can be opened and saved by CVM employees and 
by sponsor employees. 

o Both calendar appointments are all-day appointments with the time 
designated as “free.” 

Overview of the calendar appointments (plain language section): 
- Appointment 1 of 2 starts on January 13, 2016. It has a two-day duration, recurs 

monthly on the second Wednesday of every month, and has no end date. “Show as” 
is set to “Free” and “Reminder” is set to “None.” 

- Appointment 2 of 2 starts on January 27, 2016. It has a two-day duration, recurs 
monthly on the fourth Wednesday of every month, and has no end date. “Show as” 
is set to “Free” and “Reminder” is set to “None.” 

To add the appointments to your calendar: 
- Open your calendar (Outlook or other program). 
- Open the file “Sponsor meeting block days_1of2.ics” attached to this document. It 

should display as a recurring appointment in your calendar program. 
- Click “Save and close” to save the recurring appointment to your calendar. 
- Open the file “Sponsor meeting block days_2of2.ics” attached to this document and 

click “Save and close” to save to your calendar.  
- It is important to save both appointments to your calendar to ensure you have both 

sets of block days for each month.  
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PRODID:-//Microsoft Corporation//Outlook 14.0 MIMEDIR//EN
VERSION:2.0
METHOD:PUBLISH
X-MS-OLK-FORCEINSPECTOROPEN:TRUE
BEGIN:VEVENT
CLASS:PUBLIC
CREATED:20151013T210320Z
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DTEND;VALUE=DATE:20160115
DTSTAMP:20150902T212928Z
DTSTART;VALUE=DATE:20160113
LAST-MODIFIED:20151013T210320Z
PRIORITY:5
RRULE:FREQ=MONTHLY;BYDAY=WE;BYSETPOS=2
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SUMMARY;LANGUAGE=en-us:Sponsor meeting block days
TRANSP:TRANSPARENT
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	0100000005C18C122C13AE9418920C5976E88DC07
X-ALT-DESC;FMTTYPE=text/html:<!DOCTYPE HTML PUBLIC "-//W3C//DTD HTML 3.2//E
	N">\n<HTML>\n<HEAD>\n<META NAME="Generator" CONTENT="MS Exchange Server ve
	rsion 14.02.5004.000">\n<TITLE></TITLE>\n</HEAD>\n<BODY>\n<!-- Converted f
	rom text/rtf format -->\n\n<P DIR=LTR><SPAN LANG="en-us"></SPAN><SPAN LANG
	="en-us"></SPAN><SPAN LANG="en-us"></SPAN></P>\n\n</BODY>\n</HTML>
X-MICROSOFT-CDO-BUSYSTATUS:FREE
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CREATED:20151013T210320Z
DTEND;VALUE=DATE:20160115
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	0100000005C18C122C13AE9418920C5976E88DC07
X-MICROSOFT-CDO-BUSYSTATUS:FREE
X-MICROSOFT-CDO-IMPORTANCE:1
END:VEVENT
END:VCALENDAR
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