Interagency Committee on

Federal Advisory Committee Management

Minutes of Meeting

May 12, 2005

10:00 a.m. – 12:00 p.m.

10:00 a.m.  Welcome and General Introductions (Chuck Howton, GSA)

The meeting was called to order at approximately 10:00 a.m. by Chuck Howton, who welcomed attendees and thanked everyone for coming.  Mr. Howton then asked that all attendees introduce themselves.

10:10 a.m.  ACR/Rollover Issues/Database FY 05 Module (Ken Fussell, GSA)

Dr. Fussell began his presentation by stating that the Annual Comprehensive Review (ACR) has been taking inordinately longer to complete.  He stated that the last Score 300 completion was not accomplished until April 1, 2005.  He emphasized that the Committee Management Secretariat (CMS) is required to complete the ACR by December 31 for the previous fiscal year.  He reported that this year, two committees did not report any ACR information.  He stated that for next year’s ACR cycle, if there are any committees that do not report, the “Remarks” section will state:  “This committee did not report costs, meetings, reports, justifications, members, and performance measures”.  The next ACR instructions will be sent out in August, with a due date of December 15.  Dr. Fussell emphasized that Government Accountability Office (GAO) staff have been looking at this issue, and there is too much visibility to avoid having timely and accurate ACR documentation.  CMS will continue to emphasize that if agencies keep their information current throughout the year, there should be no reason why ACR information cannot be submitted by the due date.

Chuck Howton supplemented these comments by reiterating that the ACR instructions will be more comprehensive than before.  The reason for this is that there are recommendations from Congress via GAO for more committee information, particularly with respect to membership designations and transparency in the committee formation process.  Mr. Howton further emphasized that since the database is open all year for data entry, continuous input of information is preferable in order to avoid problems with late submissions.

Next, Dr. Fussell discussed the new fields added to the database this year.  These include:  the member designation categories of Regular Government Employee (RGE) Member, Special Government Employee (SGE) Member, Representative Member, Ex Officio Member, and Peer Review Consultant Member (HHS/NIH only).  Dr. Fussell emphasized that if the Representative category is selected, then the name of the group being represented by the member must be added to the database as well.  Additional information about these categories will be in the HELP area of the database and in the upcoming ACR instructions.  Dr. Fussell also said that Committee Management Officers (CMOs) presently should inform agency staff about this new requirement and not wait until the ACR guidance is issued.

Dr. Fussell also added that other information that is new to the database are charts that attempt to show trend data over the years.  These charts will have links to items such as number of meetings, reports, etc.

One attendee asked a question about who in their agency should they contact about these changes.  Dr. Fussell answered that the Designated Federal Officer (DFO) should be the one that is given this information by the CMOs.  Another question was asked about how member designation was determined.  Dr. Fussell said that the initial appointment letters or other documentation for committee members should have this information.

10:30 a.m.  OFR Digital Documents/Tools/XML Applications; GSA Portal/CMS Website/FACA.gov (Ken Fussell)

Dr. Fussell described the additional documents that now are available on the CMS website.  This includes the Case Digest search, which will allow a search of FACA cases by name of individual or by subject.  Another new item will be the previous printed summary Annual Reports of the President (through 1998), available on line in the near future.  In addition, Dr. Fussell mentioned that there is a complete library of all Interagency Committee (IAC) meetings listed on the website under “Advice and Guidance.”  There is also a library of all Advisory Committee Engagement Survey and Performance Measurement materials that are listed under “Performance Measurement.”  Dr. Fussell also noted that in the category of “Legislation and Regulations,” there are two versions of the Federal Advisory Committee Act.  These two versions include an annotated one with all of the amendments, and one with only the enacted legislative sections.

Dr. Fussell announced that he has been attending XML working group meetings hosted by the Environmental Protection Agency (EPA).  These meetings have discussed the process of “tagging” Federal Register notices by the Government Printing Office (GPO) for HTML format.  He mentioned that GPO has a policy that gives agencies a 40% discount for utilizing HTML Federal Register notices.  He recommended that CMOs contact their Federal Register liaisons, as this format could result in substantial savings to agencies that have a large volume of notices.

10:45 a.m.  GAO Report Update/Database Member Designation Categories (Chuck Howton)

Chuck Howton directed everyone’s attention to the “Recommendations for GSA Contained in the Final GAO Report, “Federal Advisory Committees:  Additional Guidance Could Help Agencies Better Ensure Independence and Balance” 

(GAO-04-328).”  He specifically requested everyone look at Recommendation #5 which states:  “GSA (should) issue guidance that agencies should:  identify the committee (membership) formation process for each committee…; state in the appointment letters to committee members whether they are appointed as special government employees (SGEs) or representatives (and identify the latter’s entity or group); identify each member’s appointment category on the GSA FACA Database (and for representative members, the entity or group represented); and, state in the committee products the nature of the advice provided (independent or consensus)….” (handout attached to these minutes).  As a result of this recommendation, CMS has to identify each member’s designation in the database.  An interagency focus group was formed to work on the designation categories and their definitions (for purposes of the GSA Database), and as a result of the focus group’s work, the GSA FACA Database Federal Advisory Committee Member Designation Categories and Selection Criteria (handout attached to these minutes) were completed.  Mr. Howton confirmed that the Office of Government Ethics (OGE) had concurred with these designations and their definitions, as represented by the focus group.  Mr. Howton emphasized that the purpose of these designations and their definitions generally, is to identify agency personnel decisions made at the time of appointment of members, and whether such members are subject to ethics regulations and conflicts of interest statutes.  Mr. Howton then briefly described each Database category and selection criterion (handout of GSA FACA Database Federal Advisory Committee Member Designation Categories and Selection is attached to these minutes).  Dr. Fussell added that the default field is Special Government Employee (SGE) member.  This field can be changed by the agency, as required, and should not require much extra effort, since designation information should be available from the member selection and appointment process.
11:15 a.m.  ACES Best Practices/FY 06 Cycle (Debbie Connors, GSA)

Debbie Connors began her presentation with a brief review about the ACES survey process over the past two years.  She began with the first ACES survey, which was held in December/January 2003, with 29 agencies and 365 committees participating and a Governmentwide response rate of 48.7%.  She emphasized that GSA funded the majority of this survey with contributions from two other agencies via Memorandums of Understanding (MOUs).  The second ACES survey was held in July/August 2004, with 9 agencies and 85 committees participating and a Governmentwide response of 52.5%.  Three agencies contributed via MOUs, and the remainder of the committees contributed $1,000 via credit card purchase.  GSA contributed the remainder of the cost of this survey, as there was a shortfall between the money collected from the agencies, and the final cost of the survey.

As a follow-up to the FY 2004 ACES Survey, Ms. Connors said that the March 2005 Best Practices Report (included as an attachment to these minutes) summarizes the eleven committees which achieved Best Practice Status as a result of the 2004 ACES survey.  This written report summarized the 51 telephone interviews that the Gallup Organization conducted of these eleven committees in September/October 2004.

This report was sent to the agencies that had participated in the ACES Survey in March 2005, and also has been posted on the CMS website.  Ms. Connors briefly summarized the main highlights as listed below:

Highlights of the March 2004 Best Practices Report

Attributes that Gallup found that were characteristics of Best Practices Committees


Good Selection of Members



When members are being selected, it is important to consider the mix of knowledge and talents, and dedication to the committees’ focus.  People with diverse backgrounds and a mix of expertise should be included.


Effective Chairperson



Controls direction of group, overseeing actual content of committee’s work, and facilitating the meetings and organizing logistics


Interface with Stakeholders



Quote:  “We get to put a face on real people in terms of the clients that we ultimately service – it helps us to prioritize”.


Positive Relationship between the Agency and Committee



A positive relationship helps the committee to succeed.  Both parties must consider each other’s direct and indirect priorities and assist each other in reaching their goals.


Resourceful Liaison/Administrative Staff



Liaison person streamlines interaction between the committee and the agency and works directly with the committee’s chair to organize resources or schedule committee “guests” who can provide needed information.

Other Key findings

Agenda and Pre-meeting Materials

 Needs to be delivered well ahead of meeting, and needs to be comprehensive and accurate
 

One Point of Contact


Too many may be confusing for committee members

Properly Prepared Guest Speakers

Communication between Meetings

Agency/Department Director Present at Every Meeting

Updates and Feedback throughout Year

Conclusions

Member engagement and committee success are most critically dependent on the constancy and quality of communication between the committee members and three key groups:

The committee chairperson and administrative coordinator



Chairperson should encourage active participation and a cooperative atmosphere, administrative coordinator ensures that meeting run smoothly and efficiently

The sponsoring agency



Maintaining a positive relationship with the agency is crucial to achieving the committee’s mission

External stakeholders



Maintaining open communication with stakeholders helps advisory committee to focus on their mission

Ms. Connors then announced that CMS will be conducting the next ACES survey in the January/February 2006 timeframe, with anticipation that the ACES will be conducted annually for one third of the participating committees.  She stated that participation in the ACES is open to all committees in any given year, if they desire.  An agency can pay by MOU for all of its committees, or a portion of them, or each individual committee may be paid for by credit card purchase.

She emphasized it is important to participate in the survey because the survey improves the agency/committee’s ability to comply with the Government Performance Results Act (GPRA), the President’s Management Agenda, and PART (OMB’s Program Assessment Rating Tool).  In addition, ACES provides:

· improved measurements, enhanced understanding of the role of advisory committees, and effective use of advisory committee recommendations.

· a standardized method for collecting performance measurement data related to committee engagement and satisfaction.

· an objective assessment based upon feedback from agencies’ committee members and staff, helping agencies/committees to fine-tune their management approaches

· an increased dialogue between committee members, staff, and senior executives based on objective feedback on how to increase engagement and improve performance relative to mission

· And lastly, opportunities to network with each other and share best practices for successful committee outcomes.

Mr. Robert Flaak, GSA, added that ACES is a very important survey instrument, and that during FY 05, GSA is directing Gallup to revise the survey instrument.  He emphasized that GSA is asking everyone to participate at $1,000 per committee every third year.  Annual participation would be optional and available.  He emphasized that this survey is an important tool, in order for committees to measure their successes.  Georgia Abraham, DHS, Vivian Drake, VA, and Khanna Johnston, EPA, also spoke favorably about their agencies’ participation in ACES in the last two survey cycles and the value that it has given to their committees.  They indicated that they planned to participate in future surveys.  In closing Mr. Flaak said that in his many years as a Designated Federal Officer (DFO) for EPA, most of his committee members said that there was a lack of feedback from the agency on their recommendations.  ACES is one method by which committee members may voice their concerns and improve their communications with, and receive feedback from, the sponsoring agency.

11:30 a.m.  Committee Management Updates:  FACA Training (Tabitha Dove, GSA); Desk Officer/Consultation Changes (Maggie Weber, GSA); Presidential Advisory Committee Continuation EO/Renewals (Chuck Howton) Customer Relations – CMS Protocol on FACA Inquiries (Chuck Howton) 

Tabitha Dove reported that the next FACA Courses (May 25-26 and June 22-23) had spaces still available.  If anyone was interested, they should let her know by email.  Mr. Flaak mentioned that it is a good idea to take the class again, as it changes and improves over time, and new FACA best practices and other information always is being added.

Maggie Weber reported that CMOs should be contacting their CMS Desk Officer for consultations and questions, etc.  She emphasized that CMS hopes to personalize customer service, and visit CMOs and other FACA staff in agencies in the future.

Ms. Weber reported that developmental problems with the on-line training course are being worked out, but hopefully, the course will be up and running by the end of the year.  The cost of the on-line course has not been decided as yet.

Mr. Howton spoke about CMS’ preferred protocol on FACA inquiries.  He suggested that agency staff should direct inquiries “in-house” (their own agency CMO and/or FACA attorney) initially.  Some questions may be on specific agency procedures that GSA may not know about, and the CMO should be aware of the inquiry and make the decision to contact CMS.

Mr. Howton mentioned that CMS again would be preparing the draft biennial Presidential Advisory Committee Continuation Executive Order for OMB review in the next several months, to extend such committees until September 30, 2007.

Mr. Howton concluded by reminding everyone that the next IAC meeting would be held on September 15, 2005, with the host agency to be determined.

The meeting was adjourned at approximately 12:00 p.m.

Action Items:

Agencies should contact Tabitha Dove regarding their FACA training needs.

Agencies should consider participating in the ACES FY 06 survey.

CMOs should notify their DFOs about the FACA database member designation categories and selection criteria requirements.

Handouts:
1. Database Designation Categories and Selection Criteria

2. Summary of GAO Recommendations

3. ACES Best Practices Report

4. Revised Desk Officer Assignments

5. On-line Consultation Guidance

6. FACA Training Dates

7. FACA Newsclips
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