TEMPLATE FOR COMMUNICATIONS FROM CMO TO DFO OR GFO

MEMORANDUM FOR DESIGNATED FEDERAL OFFICERS

[ENTER DEPARTMENT, AGENCY, OR BUREAU NAME]

FROM:
JOHN Q. AGENCY

COMMITTEE MANAGEMENT OFFICER

SUBJECT:
Advisory Committee Engagement Survey – 
Request for Participation

The [enter Department, agency, or bureau name] has been asked to participate in the Governmentwide Advisory Committee Engagement Survey (ACES).  ACES is the only measurement tool specifically designed to collect and analyze feedback from committee managers, members and decisionmakers regarding the extent to which Federal advisory committees are promoting success based upon critical success factors validated by the Gallup Organization.  Your participation in this important effort will satisfy requirements issued by the General Services Administration (GSA), the Office of Management and Budget (OMB) and the Congress regarding the development of performance measures for advisory committees.

ACES consists of 25 questions and will be administered via the Internet by the Gallup Organization.  The survey only will take approximately 5 minutes to complete.  All responses are confidential and, following tabulation of the survey results, all individual responses will be destroyed.  A report will be made available on each advisory committee providing at least 5 responses to the survey outlining the committee’s relative performance against the key drivers of group success.  Results also will be rolled-up at the agency level in order to provide participants with insights on overall trends and to identify best practices that may be shared to improve performance.  The data generated by the survey will be used by this [enter Department, agency, or bureau name] only to improve operations of its advisory committees and will not be available to the public.

Unlike last year, when GSA funded the majority of the survey costs, each agency will  be responsible for contributing its share for the number of committees it wishes to have surveyed.  This can be done either by a Memorandum of Understanding (MOU), or a direct purchase card payment.  A sample MOU and a copy of the credit card form are attached.  We need to know the number of committees that you would like surveyed, along with the approximate amount of resources that you will be transferring to GSA no later than April 15, 2004.  The cost for performing the basic survey will be $1,000 per committee.  Included in this small fee are the administration of the basic survey and the opportunity to attend three general training sessions given by Gallup, including an expanded best practices briefing and a manual for use in implementing survey results.  If you want the Gallup Organization to perform any additional presentations for your team, the cost will be $2,500 per presentation.  This fee will be waived for one presentation for any agency having at least ten committees surveyed.  Please submit your requests on the attached ACES order form.

Thank you for your help.  Please give me a call at (enter phone no.) if you have any questions.

Attachments

TEMPLATE -- NOTIFICATION TO COMMITTEE MEMBERS
AND/OR AGENCY DECISIONMAKERS (SEND BY HARDCOPY OR E-MAIL)

MEMORANDUM FOR COMMITTEE MEMBERS

[ENTER ADVISORY COMMITTEE NAME]

FROM:
JOHN Q. AGENCY

DESIGNATED FEDERAL OFFICER

SUBJECT:
Advisory Engagement Committee Survey (ACES)
Request for Participation

The [enter Department, agency, or bureau name] is participating in the Advisory Committee Engagement Survey (ACES).  ACES is the only measurement tool specifically designed to collect and analyze feedback from committee managers, members and decisionmakers regarding the extent to which Federal advisory committees are promoting success based upon critical success factors validated by the Gallup Organization.  Your participation in this important effort will satisfy requirements issued by the General Services Administration (GSA), the Office of Management and Budget (OMB) and the Congress regarding the development of performance measures for advisory committees.

On or about May, ___, 2004, you will receive an e-mail from the Gallup Organization notifying you that you have been selected to participate in ACES.  The survey consists of 25 questions and will be completed via the Internet  and is estimated to take only  5 to 10 minutes to complete.  If you serve on multiple advisory committees, you may receive more than one request and it would be appreciated if you would complete each one separately.

All responses to the survey are confidential and, following tabulation of responses, all individual information will be destroyed.  A report will be made available on each advisory committee providing at least 5 responses to the survey outlining the committee’s relative performance against the key drivers of group success.  Results also will be rolled-up at the agency level in order to provide participants with insights on overall trends and to identify best practices that may be shared to improve performance.

As the [enter advisory committee name]’s DFO, I look forward to learning how we may address the tremendous potential offered by the results of the survey in the best possible way.  Please take the time to complete the survey by May, ___  2004.  If you have any questions, please contact me directly at [enter phone number], or by e-mail at [enter e-mail address].

Thank you in advance for your participation.

