Draft memorandum (template) for CMOs to use in communicating with their DFOs and “decisionmakers” regarding the ACES.

DATE

MEMORANDUM FOR 
DESIGNATED FEDERAL OFFICERS

ADVISORY COMMITTEE “DECISIONMAKERS”

FROM:
JOHN Q. PUBLIC

COMMITTEE MANAGEMENT OFFICER

SUBJECT:
Advisory Committee Engagement Survey for the

Department of Widgets Federal Advisory Committees

The Gallup Organization has completed work on the Advisory Committee Engagement Survey (ACES).  The ACES is designed to improve the effectiveness of advisory committees by measuring the extent to which committee members, Designated Federal Officers (DFOs), and agency “decisionmakers” are addressing critical success factors.  The [Enter Department/Agency Name] was pleased to participate in the ACES and now will begin to apply the survey results in order to maintain the effectiveness of our committee resources.

ACES results for participating advisory committees have been provided to the [Department or Agency] for distribution to eligible DFOs, “decisionmakers,” and advisory committee members.  Since training on how to interpret and apply the survey results is an integral part of the ACES strategy, DFOs will be provided individual committee reports as they sign-up for the Gallup training session.

The Gallup Organization will conduct the ACES training session at its headquarters, located at 901 F Street, NW, in Washington, DC, on October 14, 2004.  Each session will accommodate up to 80 attendees.  Reservations for this training should be made no later than October 6, 2004., [Enter Contact] via e-mail at [Enter E-mail].  If you have questions, [Enter Contact] may also be reached at [Enter Phone Number].
In order to facilitate the communication of ACES results, included with this memorandum are a draft memorandum (template) for DFOs to use in communicating with their advisory committee members regarding the ACES once all necessary training has been completed.  In addition, Instructions for “decisionmakers,” DFOs, and advisory committee members on how to access individual committee ACES results via the FACA database home page will be provided at the October 14, 2004 (or different date if agency is having a separate session) training session.  Consistent with GSA’s existing database protocols, each agency and individual committee user will only be able to access their own ACES data.

Finally, the Gallup Organization has identified up to 11 advisory committees governmentwide that demonstrate high levels of consistent behaviors and practices leading to superior ACES results on the “people,” “process,” and “outcome” indices of the ACES.  Gallup will work with the appropriate DFO to document the “best practices” leading to highly successful performance and make the results available at the scheduled ACES training session and the Secretariat’s website.
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Since Gallup’s timeframe is short for documenting the “best practices,” I am requesting that each selected committee (see attached), through the DFO, work with Gallup on an expedited basis.  Gallup will conduct interviews with DFOs and, as appropriate, committee members or chairpersons using highly-trained Executive Interviewers in order to minimize the amount of contact required.  Interviews will begin on or about  September 21, 2003.
Pending receipt of your committee’s ACES results, I am attaching a copy of the template used to organize and convey the survey outcomes.  If you have been selected by Gallup for inclusion in its “best practices” study, you will be contacted by me immediately to ensure that you receive an advance copy of your final ACES results.  Committees selected for inclusion in this effort will be given priority access to the
October 14th training session.

I may be reached at [Enter Contact Information] if you have any questions.  Thank you for participating in this important effort.

Attachments

Draft memorandum (template) for DFOs to use in communicating with their advisory committee members regarding the ACES.

DATE

MEMORANDUM FOR 
JOHN Q. CITIZEN (MEMBER, ETC.)

ADVISORY COMMITTEE ON XXX

FROM:
JOHN Q. PUBLIC

DESIGNATED FEDERAL OFFICER

ADVISORY COMMITTEE ON XXX

SUBJECT:
Advisory Committee Engagement Survey for the

Advisory Committee on Widgets

During June/July 2004, many members of the [Enter Committee Name] participated in an on-line survey conducted by the Gallup Organization designed to improve the effectiveness of advisory committees by measuring the extent to which we, as a team, are addressing critical success factors.  I would like to thank everyone who participated in the Advisory Committee Engagement Survey (ACES) and would like to begin now to apply the survey results in order to maintain the effectiveness of our valued committee resources.

A copy of the results for [Enter Committee Name] is enclosed.  The [Enter Department/Agency Name] strongly supports the goals of the ACES and we are undertaking a process that ensures that:

· Each Designated Federal Officer (DFO) and “decisionmaker” makes available to all committee members their respective ACES results and initiates a dialogue to identify and address those critical success factors requiring improvement.  Each committee, if possible, will develop an action plan to address these issues internally.

· The Department or agency-level results are made available to senior management officials in order to establish and maintain a high level of interest in addressing cross-cutting issues.

[DFOs should customize this section to describe how they will discuss ACES results.  This could be done at the committee’s next meeting or during a special teleconference.  It is highly recommended that this discussion take place ASAP in order to demonstrate responsiveness to member input and achieve momentum before the end of the fiscal year.]

[This will apply if you have been advised by your CMO that you have been selected to participate.  You may want to distribute this information immediately under separate cover.]

The Gallup Organization has identified the [Enter Committee Name] as one of the top examples of Federal advisory committees demonstrating superior results on the “people,” “process,” and “outcome” indices of the ACES.  Accordingly, I am asking you, if contacted, to work with Gallup to document the “best practices” leading to highly successful performance.  Gallup will conduct interviews with committee members or chairpersons using highly-trained Executive Interviewers in order to minimize the amount of contact required.  Interviews will begin on or about September 21, 2003.
I may be reached at  [Enter Contact Information] if you have any questions.  Thank you for participating in this important effort.

Attachment

