September 15, 2005
MEMORANDUM FOR COMMITTEE MANAGEMENT OFFICERS


FROM:
A. ROBERT FLAAK, DIRECTOR

COMMITTEE MANAGEMENT SECRETARIAT
SUBJECT:
Fiscal Year 2005 Annual Comprehensive Review

of Federal Advisory Committees

As required by section 7(b) of the Federal Advisory Committee Act (FACA), as amended, the Committee Management Secretariat (CMS) must conduct an Annual Comprehensive Review (ACR) of the activities and responsibilities of each Federal advisory committee to determine:

· Whether committees are carrying out their purposes;

· Whether, consistent with the provisions of applicable statutes, the responsibilities assigned to a given committee should be revised;

· Whether responsibilities of specific committees should be merged with those assigned to other committees; or

· Whether certain committees should be recommended for termination.

Fiscal Year 2005 ACR Instructions

The ACR for Fiscal Year 2005 will follow procedures similar to previous years.  The Attachment lists the action items and dates.  To complete this year’s ACR, please ensure that all required information continues to be submitted to CMS using the on-line database located on the Internet at http://www.fido.gov/facadatabase.
As a result of the recommendations, in part, for GSA contained in the Final Government Accountability Office (GAO) Report, “Federal Advisory Committees:  Additional Guidance Could Help Agencies Better Ensure Independence and Balance”           (GAO-04-328), there are some data entry changes.  There are several new fields for member designation categories, and for the identification of the represented group when an individual has been designated as a “Representative Member.”  Please see the pertinent new instructions in the HELP feature for the correct selection criteria relating to the agency’s decision in this matter.
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All data entry fields on every page are required fields and there are no exceptions. (It is understood that a member’s’ email address is provided by the agency only with the knowledge and permission of the committee member, and that it may be used only to contact that member in the course of an Advisory Committee Engagement Survey (ACES) relating to committee performance measures.)  As each committee’s data is finalized for the fiscal year, we are asking each Committee Management Officer (CMO) and Designated Federal Officer (DFO) to review each submission carefully, and thoroughly for accuracy and completeness.  Each agency’s ACR submission must be completed and verified by Committee Management Officers no later than (Sunday) December 18, 2005.

Please convey to your system users that the HELP feature of the database has been revised so that each specific item help appears next to the data entry field to which it relates on every page.  The HELP feature has been kept up to date with descriptions of all of the required fields.  The HELP Manuals have been revised to reflect the current system functionality for the different levels of users.  The DFO HELP Manual, in particular, covers in detail the necessary data entry for individual committees for the ACR in its entirety.  Users concerned with data entry and data maintenance will find printing a copy of the DFO HELP Manual for their use particularly supportive in the efficient completion of their tasks.

Fiscal Year 2006 ACR and Fiscal Year 2005 Roll Over

We will be “rolling” the current Fiscal Year 2005 information into the Fiscal Year 2006 module no later than (Sunday) October 2, 2005.  Data entry for FY 2006 may begin as early as October 3 for those agencies that have completed and verified their FY 2005 updates.  Following verification, each agency will be able to open FY 2006 data entry independently to their users.  CMOs will be able to add new committees at all times during the transition period without interruption.

We will provide you with any further help that you may need to complete this year’s ACR.  Thank you for your continuing efforts in improving the quality of individual committee ACRs over the last few years.  If you have any questions, please contact
Dr. Kennett Fussell at 202-273-3567, or by e-mail at kennett.fussell@gsa.gov.  

Attachment

Attachment:  Dates and Action Items for Fiscal Year 2005 ACR


Oct 4, 2004-Sep 30, 2005
Active users add FY 2005 data to system as data changes and as events are planned or occur during the FY.

Sep 15, 2005-Sep 30, 2005
Active users validate any completed
FY 2005 data.

Oct 2, 2005 (Sunday)
CMS executes the “Change Fiscal Year” program which preliminarily rolls 2005 data into 2006 except for “terminated committees,” 2005 meetings, and 2005 reports.

Oct 3, 2005
CMOs may edit/validate FY 2005 data and add new 2006 committees.

Oct 3, 2005-Dec 16, 2005
Active users may add/edit/validate FY 2005 data.  Only CMOs can view 2006 records.

CMOs may close the validated FY 2005 data and roll forward to FY 2006 any data updated after October 3, 2005.

All active users of closed FY 2005 records will edit only FY 2006 records.  They may view all FY 2005 records in the Public Access section of the system.

All active users of open FY 2005 records will edit only FY 2005 records.  They may view all FY 2006 records in the Public Access section of the system.

Dec 18, 2005 (Sunday)

CMS closes the FY 2005 module.  No further changes allowed to FY 2005 data and all active users see FY 2006 records for add/edit/update.

