On-line Consultation Guidance

Statutory and Presidential Authority (Non-discretionary) Committees

New Statutory and Presidential Authority committees can be added to the database without consultation with the CMS (Committee Management Secretariat).  All fields must be completed.  This will generate an e-mail to your CMS desk officer (DO) that you have added a committee.  These committees will remain in a “pending” status until the charter is filed.  When the charter is filed, update the original establishment in the consultation section with the filing (chartered) date.  The status will be changed from “pending” to “chartered”.  Please upload the charter to the database and afterwards make sure that the current charter has been uploaded.  In the event that you are unable to upload the charter after a couple of tries contact your DO and they will upload it if necessary.

Generally, all committees, regardless of the establishment authority, must be renewed every two years.  Statutory and Presidential Authority renewals and amendments can be added to the database without consultation with CMS.  When the renewal charter or amendment is filed, add this transaction with date filed (chartered) to the consultation screen.  This will generate an e-mail and CMS will be aware of the renewal.  Upload the renewal or amended charter as outlined above.

Terminations require no consultation with CMS.  You may go into the consultation screen and add the termination and date.  This will generate an e-mail and CMS will be aware of the termination.

Agency Authority and Authorized by Law (Discretionary) Committees

All committees established by Agency Authority or Authorized by Law require consultation with CMS.  Prior to adding the committee to the database, e-mail the charter to your DO and Chuck Howton for review and concurrence.  You can then go into the database and add the committee.  All sections must be completed.  If all sections are completed properly, the consultation screen is generated and sends an e-mail to CMS that you have added a committee.  Your DO will update the consultation screen to show the date of concurrence and an e-mail will be generated notifying you of this transaction.  These committees will remain in a “pending” status until the charter is filed.  When the charter is filed, update the original establishment in the consultation section with the filing (chartered) date.  The status will be changed from “pending” to “chartered”.  Upload the charter to the database as noted above.  Again, an e-mail will be generated and CMS staff will review for accuracy.

All Agency Authority and Authorized by Law re-establishments, renewals, and substantive amendments must have a consultation with CMS.  You can add a transaction and a date received (by CMS) to the consultation screen and e-mail the charter to your DO for review and concurrence.  The DO will update the consultation screen to show the date of concurrence and an e-mail will be generated notifying you of this transaction.  When the charter is filed, go into the consultation screen and update the transaction with the filing (chartered) date.  Upload the charter to the database as noted above.  Again, an e-mail will be generated and CMS staff will review for accuracy.

Terminations require no consultation with CMS.  You may go into the consultation screen and add the termination and date.  This will generate an e-mail and CMS will be aware of the termination.
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