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SECTION I: Public Access to Advisory Committee Data
What is the Shared Management System?

The Shared Management System is a specialized, Federal Government, interagency, information-sharing database available publicly on the web.  The Federal Advisory Committee Act (FACA) originally required that specific data items about advisory committees be collected by the President annually and transmitted to Congress for review.  This data collection and summarization was done after the end of the calendar year in the seventies.  When the government changed to a Fiscal Year beginning in October rather than in July, the data collection was done in the fall, after the end of the FY.  This data collection, collation, summarization, and publication continued, with few and minor changes in data items, content, and presentation, for 26 years from 1972 through 1998.  The process would begin each year with the more than 1000 committees throughout the government submitting paper reports on approved forms and in a common format to their agencies.  Some of the reports were hundreds of pages long due to the number of members and the numbers of meetings.  The agencies duplicated the reports (8 copies per committee), summarized the numeric data (member counts, meeting counts, costs breakdowns, etc.) by their agencies, and sent the sets of duplicates and summaries to the Committee Management Secretariat.   The Secretariat, with a small staff of usually less than 6 employees, spent most of a year verifying and combining the committee reports, arranged by agency, into multiple loose-leaf bound sets for shipment to the Library of Congress and for internal reference.  The Secretariat summarized and analyzed the numeric data government wide by agency, submitting that analysis as a printed report annually to Congress over the President’s signature.

In 1997 this web-based database began to be used by all the government agencies that have advisory committees to collect and report that same data.  In 1998, this online system was demonstrated to Congress (at a Government Oversight Subcommittee Hearing).  In 1999, Congress implemented part of the “Report Reduction Act” which had been passed in 1995 and which determined that “the printed and transmitted hard-copy annual report” was no longer required.  However, the data has continued to be collected to facilitate compliance with the Annual Comprehensive Review (ACR) requirement of FACA. With this online, publicly accessible, shared, continuously updated, data-collection and management system, the Congress, the President, federal agencies, the Committee Management Secretariat, and the public have complete access to the Federal Advisory Committee data in the system via the Internet in a read-only mode, in real time.  However, the reality of the reporting cycle intrudes in that the data for any current year can only be considered complete and accurate after it is verified and certified by the agencies at the conclusion of the fiscal year.

The Federal Advisory Committee Act continues to require that the agencies, through their Committee Management Officers (CMOs), provide information about the agency’s advisory committees for the ACR.  This web-based database accommodates and builds upon that requirement by both allowing the continual updating of committee information throughout the reporting year and providing some ongoing committee-management functionality.  Each advisory committee’s Designated Federal Official (DFO) primarily uses the system to update the information on their advisory committee during the current fiscal year.  Doing so allows them to both 1) manage the committee information flow within the agency as frequently as required, as well as to 2) report the data required by law.   The DFO is given their access rights to this online system, their logon (username) and their initial password, by their agency CMO.  The CMO is given their access rights by the Committee Management Secretariat.  The DFOs and CMOs, like any other public users, can view all of the information on all of the committees of all the agencies of the federal government available for the current fiscal year in a read-only mode. At the same time, only the DFO, or their designee, the agency CMO, or their designee, or a Committee Management Secretariat (CMS) staff member can edit or update their specific committee data for the current year.

When the FACA community began keeping the data continuously up-to-date, we converted the system and the process of record keeping from a focus on history and reporting, to a focus on management and immediate relevancy.  With frequent and timely updates, the system became more useful to everyone.  Everyone, in this extraction, ranged
· from the public user interested in a specific issue,
· to the agency official wanting an overview of specific committee activity,
· to the agency manager who wanted a broader view of committee activity across the agency,
· to researchers at the Library of Congress, and finally
· to congressional or executive branch staff with oversight responsibility.

What kind of data has been collected?

For the DFO, the program collects and displays

· Charters and related information,

· Members and their appointment information,

· Costs,

· The agency’s recommendation for continuation or termination of the committee,

· The number of the committee’s recommendations to the agency and the action taken on the recommendations,
· Report titles, publication dates, and the text of the report,

· Meeting purposes, dates, location, whether the meetings were open or closed, and the minutes or transcript,

· Activity and justification (raison d’être) information,

· DFO appointment and contact information,

· Committee Decision Maker contact information,

· Web site addresses for the committee or accessing committee information like the minutes, reports, and recommendations, and

· Committee interest or issue areas.

This information exists for each committee and is aggregated by the agency as well as by the whole government, by year.  The database does not consistently contain meeting announcements, although proposed future meetings can be listed.  Some of the agencies and committees upload their meeting minutes and/or reports to this system.  Some of the committees also put their meeting minutes, transcripts, meeting content information, reports, and recommendations to the agency on a committee web site or the agency web site.  While the law and associated regulation requires that the minutes and reports be maintained in a central and accessible location, during and beyond the active life of the committee, they do not require that the minutes and reports be uploaded to this system.

For the CMO, the program collects, totals, accesses, and/or displays all the information available to the DFO mentioned above.  Specifically for the CMO the program also collects, totals, accesses, and displays information that includes

· A current year list of agency advisory committees and the committees’ update status,

· An agency totals report of the distribution among committees of establishment authorities and committee functions, and the total meetings, reports, costs, and members,

· A listing of committee DFOs with their contact information,

· A complete set of the current annual comprehensive reviews for all the committees in the agency,

· The ability to add and manage agency users of the agency’s committees’ editable and reportable data,

· The ability to add a new committee to the FACA committee list online,

· A current status overview to quickly put the CMO in touch with the activity level of their committees as recorded in the online system and a growing set of heads-up/potential problem comparisons about and between agency committees,
· The available discretionary ceiling pertinent to the agency for new committees,

· The ability to create and manage sub-groups of committees within the agency, and

· E-mail listings for individuals in agency groups responsible for advisory committee activity.

In addition, when viewing an individual committee, the program allows the CMO to establish, renew, re-establish, amend, or terminate a committee, and upload a copy of the charter to the system (with the Consultation link).  Public users do not see the Consultation link when viewing a Committee Menu page, since that process is essentially an internal government function.  Users see the data and functions relevant to their role’s requirements.  Most of the meetings and work of federal advisory committees are considered public information, and all the data stored in the system except for committee members e-mail addresses is available for downloading and viewing.  At the same time, the system provides management functionality to the committee managers and the Committee Management Secretariat, so some internal, narrowly focused, government-function parts of the system are not viewable by all users.

How does one use the system?

FACA stated that each agency shall establish uniform administrative guidelines and management controls for advisory committees created by that agency, and that each agency shall maintain systematic information on the nature, functions, and operations of each advisory committee within its jurisdiction.
The law’s language directs that the head of each agency that has an advisory committee shall designate an Advisory Committee Management Officer (CMO) who shall –

· Exercise control and supervision over the establishment, procedures, and accomplishments of advisory committees established by that agency;

· Assemble and maintain the reports, records, and other papers of any such committee during its existence; and

· Carry out, on behalf of that agency, the provisions of section 552 of title 5, United States Code, with respect to such reports, records, and other papers.

The law also states that

· There shall be designated an officer or employee of the Federal Government to chair or attend each meeting of each advisory committee.
· The officer or employee so designated is authorized, whenever he determines it to be in the public interest, to adjourn any such meeting.
· No advisory committee shall conduct any meeting in the absence of that officer or employee.

· Advisory committees shall not hold any meetings except at the call of, or with the advance approval of, a designated officer or employee of the Federal Government, and in the case of advisory committees (other than Presidential advisory committees), with an agenda approved by such officer or employee.

The Shared Management System is designed to support the above requirements by capturing relevant information when the committee is created online by the CMO, and to carry that information forward as it is edited and updated by the DFO or her designee from year to year until the information is no longer required.  When a committee is first established and chartered by an agency, the information on the committee is generally entered by the CMO or his designee and should address most of the committee’s general information, membership information, and estimated cost information requirements under the law.  Normally, when the CMO adds a committee to the system, the DFO is already officially appointed, and involved in the committee’s mission and charter.  The process is ordinarily expected to proceed as follows:

· The President, Congress, or a federal official in an agency decides that advice on an issue is needed and an advisory committee is the appropriate vehicle for getting that advice,

· In the case of the President, he or she executes an executive order.

· In the case of the Congress, the congress passes a law that includes language assigning the responsibility for the committee to an agency.
· In the case of an agency, the agency, given it has the means and latitude; simply starts the process of developing a charter.

· The agency uses the administrative guidelines and management controls it established under the law to develop the charter, secure members, appoint a CMO for the agency, appoint the DFO for the committee being established, and delegate or assign the other responsibilities established under the law.

· Simultaneously with the above step, the CMO confers with the Committee Management Secretariat (CMS) regarding the new committee, ensures that a DFO has been appointed, creates the new committee online using the system, files the charter with the appropriate congressional oversight committees and the Library of Congress, and provides the appointed DFO and his designees with logons to the system.
When notified that she has been given a logon, the DFO logs onto the system and

· Edits all of the information entered by the CMO for completeness and accuracy.  Most DFOs confer with the agency CMO before changing data entered by another user, but any user given edit rights by a CMO to a committee’s data can make the changes they deem necessary.  Two users can even be changing data in the same committee at the same time.  The last data saved wins.

· Adds meetings and reports as they are scheduled or occur,

· Adds or deletes members as they are appointed or replaced,

· Adds or updates costs as they occur,

· Adds, updates, changes, or clarifies the justifications, activities, and committee recommendations to the agency if the situation warrants,

· Adds or updates the web addresses if a web site is created for the committee or committee information is available at other web sites,

· Adds or updates the committee performance measures,

· Adds or updates their own contact information as it changes, and, 

· At the end of the fiscal year, the DFO, in consultation with the CMO, recommends the continuance or termination of the committee, and

· Verifies the accuracy and completeness of the committee data for the closing year.

At the beginning of each fiscal year, the system carries all of the data entered for the previous year forward for the new fiscal year, except for meetings and reports.  Terminated committees are dropped from the agency list in the fiscal year following their termination, but their history and information will continue to be accessible and displayed under the Public Access link.

The Public Access part of the system is a useful tool to the DFO and CMO as well as to the public, especially in areas related to their management concerns.  Using the Search feature, the DFO can discover what other committees exist with issues and concerns similar to their committee’s own charter.  With that committee information, the user can Drill Down to the specific committees and determine if the system has information useful to them, or they can identify the appropriate people to contact for further investigation.  In the Public Access part of the system the user drills down from the general Year to the Agency to the specific Committee to view the desired information.  At any time the user can Search the entire collection for any word or phrase.  Like the public user, the government user can

· Perform a Database Search using criteria to limit the data displayed,

· Perform a Member Search using criteria to limit the members displayed,

· Download selected data to a spreadsheet from the Download Center, 

· Check the Annual Comprehensive Reviews from previous years,
· Examine the printed annual reports submitted by the president since 1972, and

· Search out legal nuances relevant to their committee concerns via the FACA Case Digest.
Finding and Using the System
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The opening screen for the Shared Management System lets users know that they have found the data repository and lists their options.  The most direct address for the system is http:\\www.facadatabase.gov.

The Shared Management System is part of a family of shared-interagency-databases located at http://www.fido.gov.  

Hyperlinks and buttons control navigation throughout the system. The hyperlinks that are visible change depending upon the purpose of the page and the requirements (or access rights) of the user. The hyperlinks are located in the top border area.  Users should move from page to page with the links in the program as much as possible and avoid use of the browser buttons (like the “arrows” to go back or forward) unless specifically instructed to do so on the web page they are viewing.

We emphasize the avoidance of the browser buttons because the Shared Management System is an online application.  A database and online application operates differently on the Internet than purely informational Internet pages.  Browser buttons are designed to take the user backwards and forwards to pages of static, unchanged, and perhaps unrelated content.  The pages of a database system change in content with every selection, but have a distinct, “keyed” relationship with the preceding and following pages as the user drills down or moves back up through the data.  The user is involved in an online work session viewing specific content in a specific context.  If the user jumps around using the browser menu, it is possible for the database application to lose track of who the user is and what committee the user is examining.  It doesn’t usually happen and the technology is continuously improving to prevent this conundrum, but a word to the wise.
The ten hyperlinks on the opening screen navigate to 

· the Home page,

· Up,

· the Logon page,

· the Search page,

· the Help page,

· the Public Access page,

· the Score 300 page,

· the Committee Management Secretariat Website on the GSA Portal,

· The Annual Report of the President on Federal Advisory Committees – 1972-1998 list, and
· the Case Digest Search online database.  As you probably have noticed, the cursor becomes a hand as the mouse moves over the hyperlink so the user can tell which link is being selected.  The eight links not explained are FACA Database, FIDO, the picture of the American Flag, GSA, DataCall Systems, the GSA Logo, Support Team, and the Security and Privacy Notice.
Home is both the starting and the ending page in the system.  The Home link returns the user to the Home page and ends the work session, with the system forgetting any session variables and removing them from the cookies used by the system to keep track of the user’s work session.

Up, from the Home page, moves the user up (or back) to the Federal Interagency Databases Online (FIDO) page.  Generally, “Up” moves the user up to the previous page in the system hierarchy from which the user previously drilled down.
Logon allows users who are responsible for the committee data and who have editing rights to log on to the current year and view and update the management data. Users with DFO rights can edit and update their individual committees, users with CMO rights can edit and update all of their agency’s committees, and the Committee Management Secretariat’s staff can edit and update all the agencies’ data.  A Logon is only needed if a user has to change, add, or delete data.  This is because all the committee data in the system except for consultations with the Secretariat can be viewed in a read-only mode from the Public Access page.
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Search allows the user to Search six different ways: Search for Committee by Name or Number requires the committee number or part of a name; Search for Committee by Interest Area requires a topic; Search in Documents check for phrases in uploaded documents; Case Digest Search searches FACA Case Law; or use the USA.Gov search engine.  Each search option provides a different access into the system and the committee data, so experiment with the possibilities to determine which access method fits your work style.
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Help explains the syntax, terms, and meaning of items of information collected in the database to enable the ACR.  Help also displays links to manuals that explain the system’s functionality for the different types of users.  Each user sees a slightly different system customized for their work and use.  The manuals can be viewed on the screen or printed.  The manuals were created in Microsoft Word and saved as Word and Adobe pdf documents.  The Adobe files are smaller and generally load and print faster.
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Public Access takes the user to the public part of the system.  The Public Access page includes Committees Search, [image: image9.wmf] 

which repeats the search features described above, as well as lists the Fiscal Years of data in the system.  The page produces reports via the Database Search, the Members Search, the Download Center, and the Annual Comprehensive Reviews available online.  The ACR summaries have been posted online since 1999.  All the data in the Public Access section is read-only.  While data added to the system by the users is available for viewing in real time, any one reviewing the data for the current Fiscal Year should consider the data to be in draft status and essentially incomplete. Any committee being researched may be updated throughout the year as events take place, however the frequency and thoroughness of the updates is determined by the individual DFO and the demands upon his or her time.  At the end of the fiscal year, however, each DFO and the agency’s CMO are required to verify the accuracy and completeness of each committee’s data.  The caution is that information on a committee should not be deemed official and complete until that committee’s data has been verified by the agency CMO for that fiscal year.  This verification is posted at the bottom of the Committee’s Committee Menu page.  The Help page provides a link to a complete manual for the use of the Public Access section.
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The “Score 300” link displays an agency ranking in terms of usage and completeness of the data for the current fiscal year to date.  The score also reflects the last agency update.  It is a quick way to survey the completeness and accuracy of the data.  The viewer can tell from the color and the number of committees updated just how much data entry/updating activity has occurred.  CMOs could think of it as friendly competition while other users can tell the status of the completeness of the current data.  The user returns from the Score 300 page by using the browser menu’s BACK Button (Left Arrow).  In all cases, like in the screen shot below, where the Up link is not visible, the browser Back Button can be used to return the previous page.
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The Committee Management Secretariat Website links the user to the Committee Management Secretariat’s organizational page on the GSA Portal.  The direct address or URL for the Committee Management Secretariat organizational page is either http://www.gsa.gov/faca or http://www.gsa.gov/committeemanagement.
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The GSA Portal website addresses: 

· http://www.gsa.gov/committeemanagement, or

· http://www.gsa.gov/faca,
link to the Committee Management Secretariat’s Home Page on the GSA Portal.  This mini-portal on the GSA agency portal is a comprehensive listing of documents examining the advisory committee process, practices, history, case law, advice and training.
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The Annual Report of the President on Federal Advisory Committees - 1972-1998 is a link to an online set of the reports prepared by the Committee Management Secretariat yearly from 1972 through 1998 and sent to the Congress over the President’s signature reporting the status of Federal Advisory Committees.  While the printed report was discontinued in 1999, the Shared Management System continues to collect an expanded dataset for the Annual Comprehensive Review.
[image: image21.png][&€] http: ffwwn. fido.gov/facadatabase/Logonéction.asp

FACA Database at FIDO GOV
Federal Advisory Commitices Database

Please disable any Pop-Up blockers. Test
Seore300 FY2005

Logon Failure
Home Up Logon Search Help PublicAccess

Logon Failed

Your logon or password s not correct.

Please click the Up button.




[image: image22.png][&€] http: ffwwn. fido.gov/facadatabase/Logonéction.asp

FACA Database at FIDO GOV
Federal Advisory Commitices Database

Please disable any Pop-Up blockers. Test
Seore300 FY2005

Logon Failure
Home Up Logon Search Help PublicAccess

Logon Failed

Your authorized end date has been exceeded. Ask your CMO to extend your user end date.

Please click the Up button.




Case Digest Search is a link to an on-line, searchable compilation of the case law concerned with FACA from 1972 through May, 2004.
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Public Access Page
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The Public Access page presents the Advisory Committee data organized by the constructs and parameters that the different audiences in the FACA user community have requested over the past ten years.  Committees Search encompasses several different methods all on its own.  We will examine the possibilities found on the Public Access page in order, one at a time, and beginning with the Committees Search. 

Committees Search
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The FACA Search page, accessed by the Committees Search button from the Public Access page or the Search link found upon almost every web page in the system, contains six distinct methods for searching the contents of the system, Name or Number, Interest Area, Advanced Interest Area, Documents Search or Case Digest Search.  The Search USA.Gov is for the USA.Gov web site.
Search for Committee by Name or Number
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DFO Help Manual .pdf .doc
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Complete Help Manual (extremely large file) .pdf .doc

What Each Item Name Means:

General Information:

Department or Agency: This item is required. This agency abbreviation is the fwo to five letter agency abbreviation for the highest department or

lagency level to which the committee belongs, e.g,, HHS; EPA. It s established by the agency and cannot be edited on this page

The Fiscal Year being reported, e.g., 2004, 2005, 2006, 2007, etc. cannot be edited on this page. This item is required.

The Full name of the comumittee, or subcommitiee, as lsted in the current charter, e.g., Arkansas Advisory Committee, cannot be edited on

this page. This ifem s reqired.

Committee Status: This item is required. The staius will display as Chartered or Terminated and cannot be edited on this page. This datais

displayed as a result of actions taken on the Consultation page.

New Committee: This item is required. This item is Yes if the committee was established during the fiscal year being reported, otherwise No, and

cannot be edited on this page.

| Curent Charter Date: This item is required. This is the date the most recent charter for the committee was fied, e.g., 04/17/2005. This datais
displayed as a result of actions taken on the Consultation page and cannot be edited on this page

Expected Renewal Date: This item is reuired. This s the date on which the current charter is expected to be renewed and re-fled, e.g,

04/17/2007. This date is normaly 2 years after the Charter Date described in 5 above, and is automatically entered by the program due fo actions

on the Consultation page. This date can be edited on this page if a different date is appropriate, needed, or anficipated.

Expected Termination Date: This is the date on which committee will terminate based upon information in the legislation, Executive order, or
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 By entering the committee number if it is known, or part of the committee’s name, and then clicking the Search by Name or Number button, the user is presented with a list of committees.  Then by clicking on a specific name presented as a link, like the National Cancer Advisory Board-960-HHS, the user is presented with a Committee Menu page for the current year’s information on the selected committee.

From the Committee Menu page, the user can find out what data was posted to the committee thus far this current fiscal year.

Search for Committee by Interest Area
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 By selecting one of the interest areas from the Interest Area list, the user displays a list of committees that have been identified by their DFOs as including that Interest Area.
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Selecting Air Traffic from the list and clicking the Search by Interest Area button presents a committee list that includes some advisory committees you would expect, and perhaps some that you would not.  The user can click on any of the named links to see the Committee Menu page for that committee for the current year.
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‘The Federal Advisory Committee Act (FACA) database is used by Federal agencies to
confinnously manage an average of 1,000 advisory commitiees government-wide This
database s also used by the Congress to perform oversight of related Executive Branch
programs and by the public, the media, and others, to stay abreast of important
developments resulting from advisory committee activiies

Although centrally supported by the General Services Administration's Committee
Management Secrefariar, the database represents a true "shared system" wherein cach
participating agency and individual commitiee manager has responsibilty for providing
accurate and timely information that may be used to assure that the system's wide array of
users has access to data required by FACA.
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Spend a few minutes thinking about the term “air traffic”, and you might start to see how some of the committees above got on the list.  You might also see why you might want to use the Search by Interest Area’s “Advanced Interest Area Search” feature to add some additional criteria and further limit the eventual result set you get from the choices you make.
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Federal Advisory Committee Act (FACA) Management Overview

In 1972, the Federal Advisory Committee Act (Public Law 92-483, 5 U.5.C., Anp) was enacted by Congress. s purpose was ta ensure that
advice rendered to the executive branch by the various advisory committees, task forces, boards, and commissions formed over the ysars by
Congress and the president, be both objective and accessible to the public. The Actnot only formalized a process for establishing, operating,
overseeing, and terminating these advisory bodies, but also created the Committee Management Secretariat (MCC), an organization whose

taskitis to monitor and report executive branch compliance with the Act.

In 1978, Executive Order 12024 delegated to the administrator of GSA allresponsibiliies ofthe president for implementing the Federal
Advisory Commitiee Act (FACA). Secretariat operations are dirscted at reporting to the president and Congress on the aciviies of at least
1000 federal advisory committees. Samples of documents and forms used by the Secretariat and its clients can be found in the *Advice and
Guidance” pages.

Executive arders and congressional revisions have further refined the extension and the application of the Actin 1993,1997, and 1998, and
the extent and nature of the Secretariat's reporting of the actvities of the commitiees. The legal history is easy to follow in the "Legislation and
Regulation” pages.

The FACA Brochure

Basic summary information about FACA and Commiiee Management!

it

ng for FACA

‘The Secretariat conducts between four and seven training courses a year, both in the Washington area and throughout the US. FACA goal is
to educate those federal employees directly involved with the operation of federal advisory committees. Students are rigorously instructed in
the nuances of FACA.

Annual Comprehiensive Review

Committee Management Secretariat staff conduct an ongoing review of federal advisory committees, boards, and commissions to confirm
thatthe committees are fulfiling the purposs for which they were established. This review is accomplished through the utiization of specific
criteria, and by means of on-site visits, as well as examination of mesting minutes and annual reports.

Annual Report of the President

From 1872 through 1998, the Secretariat annually compiled 3 consistent set of statistical data on federal advisory committees, as required
by FACA. This data was made available to the public, the president, and Congress via a printed annual report and copies of the dstail
provided by each commitee and agency are available in the Library of Cangress. The data included information on the distribution of Federal
‘Advisory Commitiee Resources, comparisons of real versus nominal costs, actual and projected advisory commitiee costs, Full-Time
Equivalent (FTE) stafflevels by agency, a breakout of presidential advisory commitiees, and a past year to present year comparison of open
meetings versus closed mestings. The printed and transrmitted Annual Reportwas discontinued by Congress effective with the 1999 report
since the information is now available oniine.

FACA Consultation

Agencies consult with the secrstariat before creating an advisory committss, and the Secretariat verifies, among other things, that the
committee is prepared to file @ charter which mests all the requirements of FACA.
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Federal Advisory Committee Act
Printed Annual Reports 1972 - 1998

Congress eliminated the requirement for the Printed Anmual Reportin 1999

File Name File Size

1998-Twenty-Seventh Annual Report Of The President On Federal Advisory Committees.pdf 7,835,834 Bytes

1997-Twenty-Sixth Annual Report Of The President On Federal Advisory Committees.pdf 7,845,617 Bytes

1996-Twenty-Fifth Annual Report Of The President On Federal Advisory Committees.pdf 5,010,466 Bytes

1995-Twenty-Fourth Annual Report Of The President On Federal Advisory Committees.pdf 7,102,055 Bytes _

1994-Twenty-Third Annual Report Of The President On Federal Advisory Committees.pdf 5,778,446 Bytes

1993-Twenty-Second Annual Report O The President On Federal Advisory Committees.pdf 7,632,359 Bytes

1992-Twenty-First Annual Report Of The President On Federal Advisory Committees.pdf 5,968,350 Bytes

1991-Twentieth Annual Report Of The President On Federal Advisory Committees.pdf 5,645,559 Bytes

1990-Nineteenth Annual Report Of The President On Federal Advisory Committees.pdf 5,380,490 Bytes

1989-Eighteenth Annual Report Of The President On Federal Advisory Committees.pdf 5,385,300 Bytes

1988-Seventeenth Annual Report O The President On Federal Advisory Committees.pdf 4,672,534 Bytes

1987-Sixteenth Annual Report Of The President On Federal Advisory Committees.pdf 4,913,279 Bytes

1986-Fifteenth Annual Report OF The President On Federal Advisory Committees.pdf 4,415,311 Bytes =
& T 4




When the user clicks on the link for Advanced Interest Area Search, the user can select multiple criteria from the page by clicking a check mark in the various boxes.  When the Search button is clicked, the resulting committee list will only include committees where all the selections are included.
In the example to the right, clicking Animal Sciences and Husbandry in addition to Air Traffic results in a much more limited list of committees, which you see above.  This is much more likely to include the advisory committee that the user hopes to find.  The danger, of course, is that the DFO might not have included all the criteria when he or she selected the interest areas for his or her committee, or he or she may have attributed different meanings to the words, and you miss getting the committee by being specific and targeted within your own context of meanings.

Search in Documents
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Search in Documents allows the user to type in a word or phrase into the text box, and the program will search a word index of the text in the documents that have been uploaded to the Shared Management System.
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The documents that have been uploaded are all identified with a committee number or a committee name, so the search result can be utilized with the Search for Committee by Name or Number feature above to link to the committee.  This is a two step process and the user cannot link directly from the document to the committee.  Other than the charters, committee managers are not required to upload documents to the system.
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ED 21542 - National Board for Education Sciences
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Retum

Prefi . Thi e iz notraquired. Thi i the members Ge or the form of formal reference, .., Or, M. Col,
Honorable, M., etc

FEneD Gerald Thi e iz not raquired. Thi i the members commanly used fit name,
Middle Name Thi e iz not raquired. This i the members commanly used middle name.

=] B Thi e i required. Thi i the members [azt name. While sl the name filds are dacired, the

Prefix. First name, Middle name and Suffix felds can be lef blankin 3 member record. Last
Name is the only required name field. Place holdars like TBD are not allowed. Each member record
mustidentiy an actual member a eal person. Under special circumstances, the word Vacant can
be used to indicate that this position nesds 1 b fllad, howaver, nhen the data is rolled over ino the
next Fiscal Year and the Annual Comprehansive Review is completed. al records with Vacant in the
LastName field will be removed. The system is meantto count actual members and not potential
members.

Listeach member on 3 separate record. The program counts
tha number of members fo £ach commities by counting the
number of records. Report il members senving on the
committee at any time during the fscal year being reported.
NOTE: The determination of nhich persons are o be counted

3 "members® ofhe commites, including mambars o sny.

Subcomittes, i subject o the stattony or administative
authortyfor the cammittee under which such members are
appointed or selected, and is the respensibilty of the agency.
s includes such undefined categeries 25 *substiute’ (o
temate?]. or"ad hoct L., temparry member)
This temis not requied. This s 3 qualfierto 2 members name, e J ol or a degree, e, PhD
e
[TTSYYTX POSPTOSO < . i.| Government Employee (SGE) This tem is requited. Individus! agencies ar responsibl, under appropiate statutoy mandates and
I Representative hen enfer Rapresented Group below,  Personnel ules, for detemining the designation of members who will e on heir Federal advisory
comittees. Forpurposes ofthe FACA Database, aduison commities members nomally come under 7|

IEERE 7
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Member Designation

Represented Group

Special Government Emplayee (SGE)
I Reprasentativ, then enter Represented Group below.

This it Is required. Individual agencies are responsible, under appropriate statutory mandates and
personnel s, for determining the designation of members who will erve on thei Federal advisory
committees. For purposes ofthe FACA Database, advisory committee mambers nomally come under
GNE o the following designation categories. Please ensure that aach reported adisony commitiee
member iz charactarized propely in he Databaze a: decignsted previously by the agency. The default
entry o the database will be Spacial Government Employes (SGE)

Regular Government Employee (RGE]Member: Gensrally, an individual employad within the
mesning of 5 U.5.C. 2105, or 3 Federa officr 35 defined in 5 U.5.C. 2104. For purposes of the FACA
Database only, hi <atagory alzo includes 3 Fadsral offcer halding 3 pocition in the unformed sarices,
(5225 U5.C. 21013} for a lsting of the unifomed semices.)

Special Government Employee (SGE)ember an offcer or employee o the executive or
legistative branch wha is retained, designated, appointed, or smployed o perform temparary duties
(either on 3 fulltime of intermittent basis) fo notto exceed 130 days during any period of 385
consacutive days. An SGE may cerve with orwithout compenstion. The full dafintion of SGE alzo
includes individusls in certin miscellaneous positions, ho are deemed SGEs nithout any regard to the
number of days o senice. In general, SGES provide Federal aduisory commitiees with thet o best
independent judgment based on theirindidual expertse. (For more information on the definton of an
SGE, 52213 U.5.C. 202(a) o consultwith the agency's ehics ofcial)

Representative Mamber: A individusl who i not & Fadaral amployee (or 3 Fedrsl smployes who
i stending in 3 perzansl capacity who i selected for membership on s Fedaral advizary committee for
the purpose of cbtaining the point of viem or perspective of an outside interest aroup or stakeholder
inkerest, While reprezentstive members may have experize in 3 spacifc aras, dizcpline, or subject
matte, they are not selected solely on the basis o his expertise, butrather are selected to represent the
poit ofview of 2 group or partcularinterest. (See, for example, Dffce of Government Etics (O5E)
Informsl Advizory Letter 3 x 14.) A repreantstive member may réprazent aroups of organizations, zuch
a5 industy, Iabor, consumers, or any ofher recognizable roup of persons having an nterest in matters
before the committe, inluding on occasion the public atlarge. (See, generally, OBE Memorandum 82
x22)

Ex Officio Member: An individual who serves an 3 Federal advizory committae sictly by virus of
Rolding 3 particular govemmentsl or rganizational offce e, or otherspecified positon. For
example, fthe comites’s authorty or charerstates hat a Faderal offcer by positon, orthe Goveror
of  partcular State, or the leader of 3 paricular tibe, or the head of a pariculartads assoclation or
other oiganization will sere s 2 member of the commitie, thatindiidual would be characteized 35
an Ex Offcio member for puposes of the FACA Database.

Peer Review ConsultantMember: An indhidual, pimarily non-goverment expert qualified by
taining and experience in particular scientfc or technical fields, or qualfied s an authority
Knowledgeable inthe various disciplines and ieds related o the sclentific areas under review. For
purposes ofthe FACA Database, tis category applies onlyfo an individual serving on 2 paricular
Depariment of Health and Human Services, National Insttutes of Healthpeet review Federal advisory
committae, who provide: €xpert sdvica on fhe scisntic snd technical mart of rant spglications or
contract proposals, rthe concept of contractpropasals, (See 42 CFR Partszh,)

Thi e i required i Reprezantative Mambar i salected in the field sbove. The group reprezanted
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The Search Document Help link provides some useful advice about how to effectively conduct text searches.

Case Digest Search links to the searchable legal case file database mentioned above.  The user can search all of the fields for specific text or phrases, or can search for cases groups by Subject Matter category.
[image: image39.png]b osol plorer provided b a Ad atio =lolx|

P r—— 3

O O ¥[8 B P Yerons @] 02 a5 JEL B

Address [2] htpss/fwmy. fido goviFacadatabasefform_members. asp?ID=G5374R0=ON B ERE

o i) B + | £ vooknarisr 2k« [ popups okay | 4 Check ~ Aol v (Aol [wsendtor 0 () settngs~

Roprosented Grow [T T

Appointment Start Date FUUTEC AN
R = )

Appointment End Date  ElcIUEE: N
= )

‘Appointment Type. Not Reportect
Appointment Term Not Reportedt
Pay Plan Not Reportedt

Mot Reportect i e e Skt e Pl

L

[ [ [5[® e




Search USA.Gov links to the USA.GOV web site.
The Drill Down Feature
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FACA Database at FIDO GOV
Federal Advisory Commitiees Database
General Information Please disable any Pop-Up blockers. Test
Home Up Logon Search Help Public Access Score300 FY2005 kfdfo DFO
HHS 768 - Advisory Committee on munization Practices - Authorized by Law
Commitee Menu GenerslIafo AgeneyRecommendations Reports Meetings Costs Justifications Menbers Performance Measures
This agency abbretaton i he 1 1 v Iar agancy abbeviaionfor th highest depaimn of agency evelt whichthe commities
Department or Agency: belongs, .. HHS; EPA. s sstailshed by the agancy and cannot be edted o tis page. This data s displayed a¢ 8 fesult of data
entead by Commities Management Secretara,
ComER ST Chartered The status il dsplay a5 Pending or Chartered orTerminated and cannot be edted ontis pags. This dat s dislayed a5 3 result
of dats antared by the sgancy T or Commites Mansgamant Sacretaiat on the Cansultation page. Thi dats i addad t the
GaneralInformaton page when the Consultstion Forn i rsved.
NERICETTIE This e s Yes fthe commiftas was astablished during the fizcal yesr being eportad, ofhamize No, and cannat be adted an i
page. This dats is displayed a3  tesult of datsentered by the agency CHO or Committe Mansgement Secetaristan he Consultation
page. Thiz dat iz addad to the Genaral Informtion page whn he committs s astablshed
SOTE oD 412004 This s the date the most recent chatr for the commites was flsd i the congresslanal oversight commites fr the agency, .3
4M 712004, This a1 dsplayed 55 3 65Ul of gt antard on e Cansultation page by he agenty CHO or Commiis
Management Secrtarat and ¢annot b edted on fis pag. Thi data s added f he GeneralInformaton page when the Consutation
Fom I saved
Expected Renewal Date: |V This s the date on which the cuant chare s xpected o b ranawed and flad, .. 0AF 7F2008. This dta i< nomally b yaars
afterthe Current Charter Date dacibed sbave. Thiz dsta iz automatically ntared by the program 4 rezult of data sntred on the
Consultation pags by the agency CD o the Commities Mansgamant Sacretaistahan the Conzultation Form iz £avad. Thi date can
e adted on tis page 3 ifren dae s 3ppropate, nesded, o antcipates
Expected Termination |V Thiz it date o whichthe commites wil tarminate based upon informaton n the egization, Exscutive ardes, archares, or could
bate aazansby be expectad totaminste. This date i unnecas: oy i the commita i not xpectad {0 taminate andior f the Expected |

Renewal Date is 2 years later than the Current Charter Date

TR T No Thi ftam should be Yes ifthe commitias was tarminated during the fscal year being reported, othemise No. This data s displayed a5 a
fesult of data entered on the Consultation page by the agency CHID or the Commitiee Management SecretariatThis data is added to
the Genersl Informstion pag when fhe Consutation Form is saved. Thifeld cannot be edited on this page.

‘Specific Termination BUSC 2T Thiz anty zhould st he agency dacizon dacumen, the statut, or the Executive Order otherhan E0 12638) hich sutharse:
termination ofthe commites, 3. 42 U.5.C. 1975, This ety shouldnotcantin satements ke "xpied charer"abolshed;
jRutory Section 14 of FACA, which are facts but not the termination authority.
‘Actual Termination Date This s the date on mhich the committe teminated during he fsca yea being tepoted, 5. 04 912004, and the fleld remains blank

until the committa iz erminated. This date s displayad 52 & esultof dats antered on the Cansultation page and cannot b sdited on
this page. This data is added to the General Information page when the Consultation Form is saved.
Establishment Authority: | Ty T Thi e i required. There ara four inds of authorty used to actablish 3 commitie.

Statutory (Congress Created) i non-discitionary establishment autharity specifcally mandated in la.
Authorized by Law and
Agency Authority s both discrationary establishment authorities, ither pursuantto aw, or by the decision of the ageney head,
respectivel.
Presidential means established by Exacutive order of other ditection by the President, and is non-discretionary. Negotiated lemaking
[Reg Neg") commitiees and abor-management partnership comittees (ED 12871) are considered Presidential. The authorty s
displayed based on decisions made when 3 committee was astablished.

©2USC 217a This it is required. This i the agency decision documant the statute, o the Exacutve order [other than E0 12838) @ g, Executive
Order 13017 o121 U.5.C. 394.This is not a letr from GMS,  consultation with (or concurience fom) BSA, the chartar, or 3 section
of FACA.

Thi e i required. Thi i the data of the document in Specific Establishment Authori

shove 20, 117280990, Thiz s ot o |

& conerai o (@ Wekane L. | @ me-rac.. | [Slmasat o | @it | B cemevoros.. | [« sgamm




The Explore Data button is for the user interested in information on a specific committee or with questions about specific advisory committee operations. To use the Explore Data feature, users make choices as they drill down into the data.  The Up hyperlink takes the user back up a level.

Agency List
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Specific Termination R This antry should lsthe agency decision document,the statute, of the Executive Dider other than G 12838 hich authorizes
termination ofthe commities, o.3. 42 U.5.C. 1975, This enty should not contain statements ike "expied charter” "abolished. or
Aruthority: Saction 14 of FACA, which are facts ut not the temination authorty.

A B Thi I the date on which the commities terminated during the fscal year being reported, @3, 0411972004, and the feld remains and
displays as blank untl he committee s teminated. This date i displayed a5 a fesult of data entered on the Consultation page and
cannotbe sdited on tis paga. This data is sddad fo the GeneralInformtion pags when the Canzulttion Form i <aved

Establishment Authority: | . | This it is required. There are four inds of authorty used fo establish a commitiee

Statutory (Congress Created) i non-discitionary establishment autharity specifcally mandated in la.
Authorized by Law and

Agency Authority s both discrationary establishment authorities, ither pursuantto aw, or by the decision of the ageney head,
respectivel.

Presidential means established by Exacutive order of other ditection by the President, and is non-discretionary. Negotiated lemaking
[Reg Neg") commitiees and abor-management partnership comittees (ED 12871) are considered Presidential. The authorty s
displayed based on decisions made when 3 committee was astablished.

Specific Establishment | XSRRREE] This it is required. This i the agency decision documant the statute, o the Exacutve order [other than E0 12838) @ g, Executive
| Authority: Ordlr £2017 o121 U-5.C. 394, Thc i ot o OM, 3 consfatio i (o concurance o) G5, e chaer o scion

This itam is required. This i the date of the document in Specific Establishment Authority sbove, o.3, 11/28/1990. This is not
the date of the cument charer.

Effective Date Of [10/3/1964

Authority:
Committee Type: Continuing = This itam is required. All committees are either "Ad hoc or"Continuing * For his system, an Ad hac committee is one which i not
enemed beyond its original blennial charter and generally exists for two years orless. Selectaither Ad hoc or Continuing.
Presidential Ves = This itam is required. In addition o being ether Ad hoc or Continuing, a committee may be Presidential. &
Presidential’ (commitiee) s one which ditectly advises the President This ftem should be Yes i the commitie is Presidential.
Presidential Ves = This itam is required. I the President appoints any members of the committee, tis tem should be Yes; othemise No.
|Appointments:

Committee Function: [Non Scientiic Program Advisory Board =] This itam Is required. Sellct he function oftis commitias, which may be a

National Policyflssue Advisory Committee,

Non-Scientific Program Advisory Committee
ScientificiTechnical Program Advisory Committee,
Grant Review Committee,
Regulatory Negotiation Committee,
Other Committee, ora
Special Emphasis Panel
1fa commities must be descibed by more than one functon, select "Other” and add an explanation to Remarks on the Agency
Recommendations Page.

Exempt from Renewal: | [egNd] Thi e i required. Thiz em iz only Yes ifzo stated in the authorsing lagislation themwize No
Number of Members: Gnlimited T fam i e e chate o b agilinspeis  umberof mambes, et e iz, e e
efaultenty: Unlimite

Committee URL Ifthe comites posts nformation on 3 web sie, enterthe web site address here
Example Wit fido.gowiacsdstabase.

Go
The URL to youtsieshould be snteed it the " n font

202436 ‘Support Team Members
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When the user selects a year and clicks the Explore Data button, the program presents an Agency List page listing all the agencies that had advisory committees that year.  In addition to the navigation links discussed back on page 5, the Agency List page has five report links, Performance Measures, GOV Totals and Stats, a CMO report and an Administrative Inactive report.  These reports will be discussed below.  The page also features a Committee Quick Find data entry box for jumping directly to a committee when the number or name of the committee of interest is known.  A partial name will list all the committees that have the part of the name in common.
If the column heading for the page contents is underlined, like Agency Info above, clicking on the column heading sorts the column.  If field contents, like the agency names in the picture, are underlined, they are drill-down hot links that jump directly to that agency’s Committee List on another page.
Performance Measures (ACR) Totals
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1FY _Agen:yAh AgencyNa CNo. Committee Committee Presidentiz Presidentiz Establishr Committee Committee Recommel CurrentChe DateOfRer DateToTer Tot™ |
2 1993 CCR Commissic 251 Alabama £Non Scien No No Statutory(( Continuing Chartered Continue  12/3/1997 12/3/1999,
3 1993 CCR Commissic 263 Hawaii AdvNon Scien No No Statutory(( Continuing Chartered Continue  12/3/1997 12/3/1999,
4 1993 CCR Commissic 264 Idaho Advi:Non Scien No No Statutory(( Continuing Chartered Continue  12/3/1997 12/3/1999,
5 1993 CCR Commissic 279 Nebraska ;Non Scien No No Statutory(( Continuing Chartered Continue  12/3/1997 12/3/1999,
6 1993 CNCS. Carporatiol 1903 Civilian Co National P Na No Statutory(CContinuing Chartered Continue  5/3/1994
7 1993 DOD Departmer. 390 Board of A Non Scien No No ‘Agency ALContinuing Chartered Continue  2/28/1998 2/28/2000 2/28/2000
8 1993 DOD Departmer. 241 Board of ¥ Non Scien No No ‘Agency ALContinuing Chartered Continue  2/28/1998 2/28/2000
9 1993 DOI Departmer. 499 Committee Other Yes No Presidentiz Continuing Chartered Continue  4/8/1998 9/30/2001 9/30/2001
10 1993 DOI Departmer. 527 Kalaupapa Non Scien No No Authorized Continuing Chartered Continue  1/19/1993 R
11 1993 DOI Departmer. 5198 National M Grant Revi No No Statutory(CContinuing Chartered Continue  6/12/1997 9/30/2001
12 1993 DOI Departmer. 553 National P Non Scien No No Statutory(CContinuing Chartered Continue  3/14/1996
13 1993 DOI Departmer. 556 National P Non Scien No No Statutory(CContinuing Chartered Continue  3/14/1996
14 1993 DOL Departmer. 640 Federal CcNon Scien No No ‘Agency ALContinuing Chartered Continue  4/13/1999 4/13/2001
15 1993 DOS Departmer. 204 Advisary CMNational P No. No Statutory(C Continuing Chartered Continue  12/3/1998 12/9/2000
16 1993 DOS Departmer. 1945 Advisory P Other No No Statutory(CContinuing Chartered Continue ~ 9/3/1998  9/3/2000
17 1993 EPA Enviranme 2029 Industrial M Scientific TNo No ‘Agency ALContinuing Chartered Continue  8/29/1997 9/29/2001
18 1993 HHS Departmer. 5273 Advisary CMNational P No No Statutory(CContinuing Chartered Continue  3/24/1999 3/23/2001 3/24/2001
19 1993 HHS Departmer. 1863 Biological Special ErNo No Autharized Continuing Chartered Continue. 1/3/1934
20 1993 HHS Departmer. 1913 Board of S Other No No Authorized Continuing Chartered Continue  7/15/1994.
Sl 109 HS  Dupwimar 011 bouss GoSomnifcTNs N Sustusan((Conmans Charred Cotius 5171567
2 1993 HHS Departmer. 907 Interagenc Scientific TNo. No Statutory(C Continuing Chartered Continue  3/19/1993 3/20/2002
23 1993 HHS Departmer. 1003 Psychoph: Scientific TNo No Authorized Continuing Chartered Continue  6/4/1998  6/4/2000
24 1993 HHS Departmer. 5286 Secretary' Scientific TNo No Authorized Continuing Chartered Continue  8/9/1999 7/10/2001
2 1993 NARA National A 1062 Advisory CNon Scien No No ‘Agency ALContinuing Chartered Continue  7/20/1998 7/20/2000
26 1993 SBA Small Bus 1575 Boston Dic National P No No Autharized Continuing Chartered Continue  10/1/1993 6/15/2001
2 1993 SBA Small Bus 1626 Helena DisMNon Scien No No Autharized Continuing Chartered Continue  10/1/1993 6/15/2001
28 1993 SBA Small Bus 47 National S Non Scien Mo No Statutory(CContinuing Chartered Continue  10/1/1936 10/1/1998 10/2/1998
29 1993 USDA Departmer. 320 Advisary C Scientific T 0 No Agency ALContinuing Chartered Continue  ###aisst S HHEHHHHE
30 1993 USDA Departmer. 1258 Advisory C Scientific TNo No ‘Agency ALContinuing Chartered Continue  12/2/1998 12/2/2000 12/2/2000
31 1993 USDA Departmer. 1260 Advisory CNational P No No AuthorizedAd Hoc  Chartered Continue  6/4/1997  6/4/2000
32 1993 USDA Departmer. 1273 AgriculturaNon Scien No No Authorized Continuing Chartered Continue  3/31/1999 3/31/2001 3/31/2001 I
33 1993 USDA Departmer. 5203 Edward R. Other No No Statutory(CContinuing Chartered Continue  9/24/1997 6/17/1999 6/17/2001
34 1993 USDA Denartmer. 1287 General CtScientific 1Na Mo
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FY 2007 Performance Measures Totals Report
88 Committees have Updated the Performance Measures this year, 834 have not |

What are the most significant program outcomes associated with these committee(s)? Select all that apply.

Yes %
Tmprovements to health or safety 19 216
Trustin government 31 352
Major policy changes 24 273
Advance in scientiic research 10 114
Effective grant making 11
Tmproved service delivery 29 330
Increased customer safisfaction 31 352
Implementation of laws or regulatory requirements 25 284
Other 6 68

What are the cost savings associated with these committee(s)?

‘ |

[T [ [ [@wens




Clicking the Performance Measures Totals link displays the Performance Measures report.

Government Totals Report
[image: image45.png]3 Annual Comprehensive Review Totals Report - Microsoft Internet Explorer provided by General Services Administration

What are the cost savings associated with these committee(s)?

Mone
Unable to Determine
Under $100,000
100,000 - §500,000
$500,001 - §1,000,000
$1,000,001 - $5,000,000
$5,000,001 - $10,000,000
Over $10,000,000

Cost Savings Other

What is the approximate Number of recommendations produced by these committee(s) for the life of the committee(s)?

1,426 Total

What is the approximate Percentage of these recommendations that have been or will be Fully implemented by the agency?

49%

What is the approximate Percentage of these recommendations that have been or will be Partially implemented by the agency?
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What is the approximate Percentage of these recommendations that have been or will be Partially implemented by the agency?

19%

Does the agency provide the committee with feedback regarding actions taken to implement recommendations or advice offered?

Yes: 44 No: 27 Not Applicable: 8

What other actions has the agency taken as a result of the committees advice or recommendation? Select all that apply.

Yes
Reorganized priorities 28
Reallocated resources 2
Tssued new regulations 16
Proposed legislation

Approved grants or ofher payments

Other

Are the Conmittee(s) engaged in the review of applications for grants?




The GOV Totals report link presents the totals for what were originally the data items of interest and concern to Congress for the first 26 years of the FACA Annual Reports.  Congress and the President generally wanted to know for measurement purposes,

· The number of new committees,

· The number of terminated committees,

· The distribution of the committees established by Congress or the President or Agencies,

· The general focus of the committees,

· The number of reports submitted,

· The number of meetings held and whether the meetings were open or closed,

· The total cost to the government, and

· The number of people involved.

To return to the Agency List page from the GOV Totals page, the user clicks the Up hyperlink.

Committee Management Officer Report
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The CMO Report link deploys the CMO Report page that displays the Committee Management Officer list for that year.

The Up hyperlink returns the user to the Agency List Page.

Administratively Inactive Report
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A significant number of advisory committees were established by legislation.  Some of these committees did not have sunset clauses in the legislation.  When such a committee has finished its work, the committee has to be kept on the books until Congress passes legislation to abolish the committee.  The Administratively Inactive Report page is a list of committees that the agencies and the Secretariat have agreed are currently Administratively Inactive.  Some are waiting for legislation to be abolished and some are waiting for legislation to provide funding.  A committee in this category can come back to active use and go back into a state of hiatus several times before it is formally terminated.

Sorting the Columns on the Agency List Page
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Sorting the column can help the user to find an item in the list more efficiently.  By clicking on the underlined column headings (Agency Name or Abbreviation or Web Site) the user can order the display by that column.  The first click sorts in ascending (A-Z or low to high) order.  Following clicks reverse the previous order.  Ascending becomes descending (Z-A and high to low).  The columns above were sorted by Abbreviation in reverse order.

Selecting an Agency and Drilling Down to a Committee List 
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After an agency has been selected, the user can drill down to the next level (i.e., from agencies down to a list of the agency’s committees) by clicking on the hyperlinked text (in this case, the agency name).  On a web page, text is hyperlinked if it is underlined.  Hyperlinked text is a different color than the remaining displayed text.  The cursor will change from an Arrow to a Hand when the cursor is positioned over hyperlinked text.

The Committee List page has four report links:

Performance Measures (ACR) Totals,

Agency Totals,
DFO, and

All Annual reports.

Performance Measures
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Clicking the Performance Measures Totals link displays the Performance Measures report.  The agency level report is the same design as the government level report but limited to the specific agency.  Since Performance Measure data was not collected for this system before 2003, selecting an earlier year will not produce a report.
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In the event that a report is requested by a user about an agency where no performance measure data has yet been entered for the current year, the report is limited to a statement of that fact.

Agency Totals
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The Agency Totals hyperlink provides the same kind of information to the agency that GOV Totals provided to the government as a whole, the data items of interest and concern to Congress for the first 26 years of the FACA Annual Reports.
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DFO Report
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The DFO report displays contact information for all the users with DFO rights currently active in the agency.

All Annual Reports
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The All Annual Reports hyperlink provides a quick way to display and print all of the Annual Comprehensive Review information for the selected agency for the selected year.
Selecting a Committee
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To select a specific committee, the user clicks on the hyperlinked committee name (the underlined committee name).  This selection will take the user to the Committee Menu page for that committee.  Note in the screenshot to the right that the data is from FY2005 and that the CMO has verified the completeness and accuracy of the data provided.
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The hyperlinks on the Committee Menu page group the information about the committee into related units.  Information reported at least annually is grouped in the left column of buttons and agency information relative to the committee is grouped in the right column of buttons.  The Committee Menu page hyperlinks are

General Info,

Agency Recommendations,

Reports,

Meetings,

Costs,

Justifications,

Members,

Sub-Committees,

Performance Measures,

Committee Report,

DFO Info,

GFO Info,

CMO Info,

Committee Decision Maker,

View Charter,

Web Site, and

Participant Logon.
The General Information Page
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The General Info hyperlink displays the General Info page.  Most of the information on the General Information page doesn’t change from year to year, other than the current charter date and the dates a committee is renewed or terminated.  The committee name, function, and authority under which the committee was established tend to remain the same for the life of the committee.   The links on the General Information page under the Committee Name are to facilitate movement and data entry to the rest of the information pages without having to return each time to the Committee Menu page.
The Agency Recommendations Page
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The Agency Recommendations hyperlink on the Committee Menu page and the Agency Recommendations link on the General Information page display the Agency Recommendations page.  The Agency Recommendations page is sometimes misinterpreted.  It does not report the committee recommendations to the government official it advises.  This page actually reports the agency’s recommendations regarding the continued usefulness of the committee.  The advisory committee’s recommendations to the federal official asking for the advisory committee’s advice were not reported in the Comprehensive Annual Reviews (ACRs) of the past.  However, the number of the recommendations and how the recommendations are treated by the agency are a vital part of an advisory committee’s ACRs now and will continue to be a vital part in the future.  That information is found in the Performance Measures report.

The Reports List and Form Pages
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The Reports hyperlink on the Committee Menu page and the Reports link on the Agency Recommendations page display the Reports page.  The Reports page is a list of reports.  When a list is shown, the user can drill down to see if further detail is available with the View link on the left side of the report list.
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The detail on the individual Reports form page might not display any more information than the user had available while looking at the report list. However, the system does support the capture and display of committee reports if the DFOs choose to provide them here online rather than requiring a request at their office.  If the DFO does upload the reports to the Shared Management System web site, the View Reports at FACA Website hyperlink will display the files as further links.  Some committees also maintain their own web sites and provide access to reports at that site.
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The Meetings List and Form Pages
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Either the Meetings hyperlink from the Committee Menu page or the Meetings link from the Reports page displays the Meetings page.  Like the Reports (list) page, the Meetings page is a list page.  The user can drill down to the Meetings form page with the View link on the left side of the meetings list.
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The Meetings (form) page has included the notation of a purpose and location for the meeting from 2002 forward.  The DFOs can upload the meeting minutes for display on the online system if they wish and/or if they do not have the resources to have the minutes available on their own web sites.

The Costs Page
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By clicking the Costs hyperlink from either the Committee Menu page or the navigation button from the Meetings page, the user displays the Costs page.  A common misunderstanding of Advisory Committee costs derived from the fact that the costs are usually paid out of an agency’s annual appropriation and are not a separate line item in the agency’s budget.  Committees set up by the Congress or the President may have their own budgets, but the costs for most advisory committees are taken from other agency programs.  The returns from the advice provided are expected to justify the funds lost to other activities.

The Justifications Page
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By using either the Justifications link from the Costs page or the Justifications hyperlink from the Committee Menu page, the user displays the Justifications page.  The justifications reflect the agency’s reasons for creating and continuing to utilize the advisory committee.
The Members List and Form Pages
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The user clicks the Members hyperlink from either the Committee Menu page or the Justifications page to display the Members page.  From the Members page, the user clicks the View link to the left of the member’s name to view the member’s detailed data.  Like the Reports and Meetings pages discussed previously, the Members page is a list page.
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Internet Pages are usually arranged with the most important and/or used information at the top and left of the screen display to try to minimize the need to scroll.  In the early years of this system, the agencies were not required to provide all of the information found on the Members form page.
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The data requirements have changed and grown over the years, usually at the behest of congress or the current administration.  For instance, the Member Designation field was added as a data collection requirement in 2005.  The need for this data became an issue as the result of an audit of the committee member appointment process performed by the Government Accountability Office (GAO) at the request of congress.
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The Appointment Start Date and Appointment Stop Date were added in 1997 for clarity and convenience.  The Annual Report, prepared from 1972 through 1978, required that everyone who served during the year be listed.  The Annual Comprehensive Review (ACR), which has always served as the statutory basis for data collection by the Secretariat, continues to collect similar information.  Listing all the members that serve in a single year could be misleading, because, often, a committee might have 15 members required in the charter, but some members serve only part of the year and then are replaced for the remainder of the year by someone else.  When everyone is listed the count of the members of a 15-member committee could easily be any number between 15 and 30.  The Appointment Start and Stop dates add clarity to whom served when, especially when two terms overlap the same report year.  The other appointment information collected helps help assure the law’s requirement that committee membership be balanced.
The user can return to the Committee Menu page from the Member form page by clicking the “Up” hyperlink.  The user can return to the Members list page from the Member form page by clicking the Return button.  As an alternative, the user can return directly to the Committee Menu page with the Committee Menu link below the Committee Name.
SubCommittees
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The SubCommittees hyperlink is available for those committees that want to report the committee’s subcommittees and/or break out the data for Reports, Meetings, Costs, and Members among subcommittees.  Breaking out the distribution of committee costs and members, and reporting meetings and individual reports by subcommittees is not required in this system, because that data is not required by the current FACA regulation.  Subcommittees normally bring all of their work to the parent committee for review and the parent committee’s understanding and approval and/or further development.  The chartered parent committee advises the federal government, not the subcommittee.  However, sometimes the DFO wants to break out the distribution of cost and effort by the subcommittees’ work.  In those cases the hyperlinks, navigation buttons, and data entry pages function for the subcommittee just the same as those already described at the committee level.  The data from the subcommittee pages is combined with the data from the parent committee pages to produce a single summary report.
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When the user clicks the SubCommittees link in those cases where the committee has either not established subcommittees or the agency and/or committee have opted to not break out or report subcommittee data, the adjoining screen is displayed.  This is considered perfectly acceptable under FACA and the GSA Final Rule since all subcommittee activity is supposed to be subsumed in the committee reporting anyway.

Performance Measures
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While performance measures have always been a behind-the-scenes part of effective advisory committee work, a reporting page on some specific Performance Measures was added for the first time in FY 2003.  The user gets to the Performance Measures page by clicking on the hyperlink Performance Measures found on the Committee Menu page or by the quick navigation link found at the top of the other committee information pages. 
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Sublect Matter Title Text Twce  EACASections  —
Carpenter v The court addressad hether the Secratary of Intarior was obligated to racharter the aduisory boards created by the Taylor Grazing Act (‘TGA"),43 | Case | 2/14(a)(1)i14
Worton, 424 U.5.C.'5 315, ot s2q., and taerminatad by Saction 14 of the Federal Advisory Committee Act (‘FACA™),S L.S.C. 3pp. IL, 3 5. 1 - 15, st 23, In Lan (©)(1)
F.Supp. 603 1935, Cangrecs amanded the TGA o actablich boards of grazing distrct aduisars in the szveral distrcts. “Pursuant to the TGA, the Dept of the
(DNew. 1576). | Interior promulaated 3 regulation relating to the appointmant, term of office and ramoual of members of grazing distrit boards.” 43 CFR Saction

4114.1-3. Plaintiffs ware members of grazing boards until 1anuary 1335, The board mambars 3ssertad that the boards sstablishad under the
TGA ware exampt from any affact of the FACA bacauss to alla tarminstion of the basrds under the FACA would nacessarly mvales an implied
repesl of tha TaA, The court agread that implisd repesls vere not favared but disagresd uith the basic azsartion of the bosrd members, The
court noted that the purpose of FACA, “ss It relatas & this controversy, is to provida  means by which advisory committees which had been
established by Congrass, the Prasident and various agencies could ba raviewsd 5o that these no longer furtharing the purposs for which they
were sstablished could b tarminated.” Carpantar, 424 F. Supp. 3t 604; 5 U.S.C. 3pp. 2 I1, § 2. “Section 14(3)(1) of the FACA providas that sach
duizary committas existing t the time of the affactive date of the Act shal tarminate within fva yaars unless, smang other things, the sduizary
i5 one sstablished by an act of Congrass and for which Congrass has provided 3 longer duration period: Saction 14(b)(1) contemplates that an
duisary committee which had basn terminated may be renewed.” Carpanter, 424 F. Supp. 3t 04, 605; 5 U.5.C. 3pp. I, 5 14. The court
concludad that when Congress enscted the FACA, it was concernad with the proliferation of aduisory committaes that had outlivad their usefulness
3nd that, to remady this, Congrass choss to tarminate all aduisory committass. Furthar, the court also condudad, houaver, that Congrass
contampiated that the FACA would affact provisions of axisting substantive [aus and that, if ater decided the aduisory boards were nacassary,
Cangrase cauld anact the necessary lagisiation t racharter them, Thus, the court found that the Secretary had no abligation or suthariy to
rechartar the sdvisory boards originaly sstablished under the TaA.

Contarforthe | On January 28, 1985, Prasidant Resgan establishad an advisary commiszion, the Prasident’s Cammission on American Outdacrs case | 10(a)23i10
Defense of Free | (*Cammission®), to study outdoor recreation resources. After preparing its report, the Commission disbanded on January 31, 1987, Plaintff the | Law ©
Entarpriss v Cantar for th Dafanse of Fres Enterprise (*Center”), sought injunctiva ralief to prevant defendant from printing and disseminating the.

Precident's Commission’s raport, This raquest was based on allagad wiolations of the Fadaral Advisory Committes Act (‘FACA®), S US.C. app. 1L, § 5 1 = 15,

Carmm'n an st zeq. Spacifically, the Plaintiffs ss2arted that the Commizzion held clozed meetings in yiolstian of FACA by faling to publich notics of 2ach

Americans Festing in the Fadersl Regicter (3 U.5.C. spp. 11, § 10()(2)), failing to appoint & federal afficar or smployee o chair ar sttand ssch committes

utdoars, e, fecting (5 U.5.C. 3pp. 11,5 10(c)), and failing to keep minutes of mestings (3 U.5.C. app. 11, § 10(2))." Cantar, Na, C&7-32C st 2, Furthar,

C87 32C (W.D. | PIaintiff sscartad that the FACA uiolations datad back ta Dacembar 12, 1985, The caurt aranted the jaint motion by the Nationsl Parks and

Wach, Mar 31, Cancervation Aszotistion ("NPCA”), the National Resources Dafense Councl ("NRDC"), Paul C. Pritchard, and Nathanisl P. Resd, ta ntervans 3 3

1987) (order group. NPCA and NRDC are non-profit oraanizations with large mambarships. Paul Pritchard, prasidant of the NPCA, and Hathanial Reed, 3 NRDC

granting motion | frustas, vare senior aduisors o tha Comrmission, The intervenors asserted that the PIaintiff could not demonstrate that it sufferad actual

£ intervens, and | prejudice from any failurs to comply with FACA's tachnical requiremants. Accordingly, the court noted that “the Ninth Circuit has sdopted &
defendants”and | harmless error doctrine which states that s faderal agency’s procedural erors are not per s prejudicial.” Dl Norta County v. U.S., 732 F.2d 1462,

interuanars’ 1466 (3th Cir. 1984). PIaintiff's membars assertad that i had “inadaquate access £ the Commission dacision-making process and could not
mation ta make their opinions heard.” Cantar, o, C87-32C at 8. In rasponse to this allegation, the court stated that “If the plaintiff’s members had
mizs), opportunitias to inform the Commission of thair position on the subjects that the Commissions was raquired to study, then any uiolations of FACA

Canstitutes harmless arror.” Cantar, No. C87-32C 3t 8. The court alza concuded that the PIaintffs requestad remedy, injuncive ralief, i©
inappropriate bacauss the Commission only made recommandations. Moraover, the Commission did not promulgate specific ragulations.
Accordingly, in National Nutritional Faods v, Califans, 503 F.2d 327 (24 Cir. 1979), the court found that evan though an sdvisory commission
establishad by the Fasd and Drug Adminisiration uislated FACA, “tha requiations that had been promulgated pursuant to the racommendations
of the commissian should not ba inualidsted bacauss rulemaking procedures pravided ampls oppartunity to remedy any infirmitis hich resulted
from the FACA uiolations. This case prasents auen wesker facts  support inualidation of the Commission’s Report. . . . Tharsfore, the Plaintift
has avan more opportunity than did the plaintiffs in Califana to remady any bias it might parcaiva in the Commission's report and tha complaint
Should be dismissad on the grounds that any alleged viclations constitutad harmiass amor.” Ganter, No. C87-32C at 3, 10.

Fadaral Aduisory | The Attomey General requested the Office of Lagal Counsal ("OLC”) to reply to the Vaterans Affairs’ Administrator’s latter to him, concarning the | Office of | 14()(1)

Committas Act - duration under the Fadaral Advisory Committes Act (‘FACA™), 5 U.5.C. 3pp. 11, § 5 1- 15 at seq., of four statutorlly crasted Vatarans Legal | (B)34(a)(2)
Durstian of Adrministration (“A") aduizary committess, The OLC noted, “None of the actz astablishing thace sduisory commitiess specfies whether the Counsel | ()
Vetarans Camrmittes it crastes <hall Sxict for & cartain tarm or indsfinitely. Sectian 14(2)(1)(B) of FACA states the falloving: "Each aduisory committes | Opimians
Administration | which iz n existanca on the effactive date of this Act chall ferminate not Ister than the expirstion of the fuo-yasr periad following such sffecive

duizary date unless - (8) in the case of an aduisory commitias establishad by an Act of Congrass, its duration is otharuise provided for by law.” Saction

Committeas, 3 | 14(a)(2)(8) of FACA states the following: “Each aduisry committes astablishad after such effsctive date shal terminate not later than the

Op. O.L.C. 170 expirstion af the tvo—y2ar pariod beginning an the date of s establishment unlass - (B) in the case of an adusory committes established by an

(1373), Act of Congress, it duration is otheruise provided for by law.” The OLC stated, “As the Administrator of Vaterans Affairs suggested, bacause the
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The data fields on the Performance Measure page are all required fields, but the user has to use some judgment about whether and how the questions apply.  The data and answers are carried forward from the previous year, so after the first year of a committee’s life, the process is one of making sure the entries are accurate for the committee in the current Fiscal Year.  Because the Performance Measures page utilizes so many Comments fields to explain the “Other” options, displaying the contents can require significant scrolling.

The Narrative Description asked the DFO to illustrate how the committee supports the agency's mission and its strategic plan.

The Program Outcomes section supplies some typical, expected outcomes.  The DFO answered Yes or No to all the provided outcomes that applied and was asked to provide an explanation in the Comments field, if “Other” was among the selected outcomes.
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The Cost Savings section asked the DFO to make a ball-park estimate on the cost savings to the agency over the life of the committee through the end of the reported fiscal year.  This is often a difficult question for the DFO to answer for any number of reasons.  For example, this data was not even requested before FY 2003 and some committees were decades old at that point in time.  The DFO was asked to select the single most appropriate answer or range and add any necessary explanatory detail in the Comments Box regarding the criteria used to arrive at the figure.  Given the circumstances of DFO turnover, frequent administration changes, and agency reorganizations, these numbers were not and are not expected to be hard figures based on hard data, but more in the spirit of well-informed guesstimates.  If the DFO did not feel that any figure would withstand minimal scrutiny or question, the proper response would appropriately be Unable to Determine.  On the other hand, if the committee has existed for decades and was known to have made a significant contribution in cost savings, but there is no way to calculate how much, the directions urge the DFO to simply say that in the Comments box.
The Committee Recommendations Sections
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For most committees, the Number of Recommendations section reflects a value that is the total of the separate and distinct recommendations conveyed formally to the decision maker "using" the committee for the entire life of the committee.  For certain committees, like Special Emphasis Panels, however, which make grant and research recommendations on a Fiscal Year basis, the Recommendations issue is more appropriately explored in the Grants section below.  Explanatory detail should be provided in the Number of recommendations Comments box found above.

The Percentage of Recommendations Fully Implemented section delineates, to the extent known by the DFO, the cumulative total percentage of the formally conveyed recommendations that have been fully implemented by the agency over the life of the committee thus far.  Clarifications and explanations are expected to be included in the Percent of Recommendations Fully Implemented Comments box.
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The Percentage of Recommendations Partially Implemented section explains, again to the extent known by the DFO, the cumulative percentage of the formally conveyed recommendations that have been partially implemented over the life of the committee thus far.  Clarifications and explanations should be included in the Percent of Recommendations Partially Implemented Comments box. 

The Agency Feedback about Recommendations section required selecting a Yes, No, or Not Applicable.  If the response was "No" or "Not Applicable", the DFO was asked to explain in the No Feedback Comment box why feedback was not considered necessary.  If the response was Yes, he or she was asked to explain in the Yes, We Provide Feedback Comment box how the feedback was provided.
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The Actions the Agency Has Taken section required that the DFO select Yes or No for all the actions that applied.  If the response to the "Other" field was "Yes", an explanation in the Comments field was requested.
The Grant Review Section
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Some committees are engaged in grant review.  When that is so, the Engaged in Review for Grants section required the DFO to select "Yes" in response to the question.
If Yes was selected, then
the DFO was asked to provide an Estimated Number of the Grant Requests Reviewed, and
provide an Estimated Number of the grants the Committee recommended for approval, and
provide an Estimated Dollar Value of the grants recommended for approval.

Finally, the DFO was asked to add any helpful explanations in Grants Review Comments.

The Access to Committee Information Section
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The Access to Committee Information and Documentation section required the DFO to select Yes or No from the selections for all the methods stated that applied.  If the response to "Other" was "Yes", the DFO was asked to provide an explanation in the Comments box. 
All the questions for the Performance Measures part of the ACR required a response, all the Comment boxes were asked to be utilized, and information about the data provider was included at the bottom of the page.
Committee Report
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The Committee Report hyperlink displays a printable report specific to the selected committee and includes all of the year’s summary information except for the information on the Performance Measures page/report.  This is so because the two reports were developed at different times for different purposes.  The Committee Report continues to display question numbers linking the data to the questions asked by Annual Report process up through FY 1998.

Designated Federal Official (DFO) Information
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The DFO Info hyperlink displays the DFO Information page, the information screen for the Designated Federal Official assigned to the advisory committee.

The DFO assigned to maintain the committee information updates the information on the DFO Information page during the reporting year.  The CMO can update this information as well, although the DFO cannot update the CMO information.
The user can return to the Committee Menu page by using the Up hyperlink.

Group Federal Official (GFO) Information
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If a GFO Info hyperlink is visible, clicking the link displays the GFO Information page, which has information specific to the Group Federal Officer(s).  This is a name that you will not find in the Federal Advisory Committee Act (FACA).  Some larger agencies have enough committees that they form subsets of the committees as specially named groups with a group coordinator assigned to each group, hence, the GFO.  The Department of the Interior has all the advisory committees to the National Park Service in a group, all of the advisory committees to the Bureau of Land Management in a second group, etc.  But not all of the advisory committees to the Department of the Interior are in groups.  The GFO Info hyperlink is only visible when a group coordinator is involved.  To complicate matters, sometimes a committee is in more than one group.
Committee Management Officer (CMO) Information
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The CMO Info link displays the CMO Information page when clicked.  There is always a Committee Management Officer (CMO) for every agency with an advisory committee, just as there is always a Designated Federal Official (DFO) for each advisory committee.  The contents of the E-Mail Address field plays an important part in the workflow process of this system, since e-mails are sent to this address alerting the CMO of changes made to the committee data.

The user returns to the Committee Menu page via the Up hyperlink.
Committee Decision Maker
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Most committees exist to provide advice to a federal official.  This page is designed to capture the contact information of the person who decides to use or not use the committee’s recommendations.
View Charter

[image: image88.png]osol plorer provided b a Ad atio =lolx|

Bl Edt Vew Favortes ook Hep | &
Qe - ) - (%] 2] | PDseasn Sferavnis €] 0 2 ol - B
Aderess [[2] htps: . fdo.govfacadatabaseSearch. aspeAction=Searchahameorhumber=alnterestivea=aQU=pandeic+flusbtn=Searchrt Documents B ERE

6o B+ || 1 socknarks 2R+ [Opopups ckay | % Check + 5 Aotk + |- ol apSendtar O settings

Google

FACA Database at FIDO GOV Federal Advisory
Committees Datshaze

FACA Search

Home Up Logon Search Help PublicAccess Score300 FY2007

Search for Committee by Name or Number

S e T
Search for Committee by Interest Area

Search in Documents

andarnic flu Search Dacuments e beemere ey

Your Search for pandemic flu matched 7 Documents (Page 1 of 1).
Results Indexed by relevance.

1. SMAG 11/16/05 Minutes (13%)
Abstract: Special Medical Advisory Group (SMAG) Minutes Novernber 16, 2005 Welcome
and Day's Charge: The Principal Deputy Under Secretary for Health began the meeting by
updating the group on the Departrert of V.

hitps //unn.fido. gou/Facadatabase/docs_meatings/2006-1351-143147_minutes_(2006-07-17-11-41-18).doc
Fils Narma: 2006-1351-143147_minutas_(2006-07-17-11-41-18). doc, Size: 52,5 K, Last Madifisd: Manday, July
17, 2006 at 3141118 P

2. SMAG 11/16/05 Minutes (13%)
Abstract: Special Medical Advisory Group (SMAG) Minutes Novernber 16, 2005 Welcome
and Day's Charge: The Principal Deputy Under Secretary for Health began the meeting by

updating the group on the Departrert of V.
s . fid, goulfacadatabasel docs.mastings/2096-1351-143147_minutes_(2006-07-17-11-40-32).doc
AP P b opt bty S A PR W N IR S =l

0T [ 8 @ mtemnet P




The View Charter hyperlink displays the committee’s current Charter.  Either the agency or the Committee Management Secretariat has uploaded the charter to the online storage system.  For some older charters, which exist only in hard copy, the document has been scanned into a readable .pdf format and uploaded to the system (not all committee charters require renewal and some date back to the Whiskey Rebellion).  Returning from the View Charter screen to the Committee Menu page is one of the few times that it is appropriate to click the browser back button. 

The user returns to the Committee Menu page with the Up hyperlink.
Committee Web Site
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If the Committee Menu page displays a Web Site hyperlink, the page is linked directly to a web site for either the advisory committee or the advisory committee’s agency.  Some agencies and some committees place their charters, reports, minutes, committee activities and meeting dates, etc. directly on their own web site.  If the user has jumped to the web site and wishes to return to the tracking system, the user clicks the web browser’s back button.  If the user has browsed deeply into the agency’s or committee’s web site, it may be necessary to click Go Back many, many times to return to the Shared Management System.

Participant Logon

At the beginning of FY 2003, the Committee Management Secretariat, EPA, and VA funded work performed by Gallup, Inc. to survey the advisory committee experience of committee members participating during FY 2002.  This activity was undertaken to establish a useful baseline for Performance Measures for Advisory Committees.  The Participant Logon link provides a means for committee members to access the reports generated by that survey.  Committee members entitled to see the survey results could expect to receive directions from their Designated Federal Officials (DFOs) on how to access this information online.
The Database Search
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The Database Search button displays the Database Search page.  To see all the options available to refine a query or fine-tune a search it is necessary to scroll down to the bottom of the page.  The Database Search feature allows the user to pose a query to the database and get the response back as a web page.
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A typical inquiry as shown by the selections above and right could be “Give me all the committees in 1999 that were chartered, recommended to continue, and spending money but had no meetings and no reports.”
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The user can decide to save the search result as a spreadsheet file, an XML file (useful if you want to load the data into a database), or an ASCII file (a text file that can be used in any word processor).  The query criteria are displayed in case the user wants to refine the query further.
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In addition to a committee list, the user can opt for a member list based on the same or different query.
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If the user should decide to save the query data to a file on their own computer, doing so can be done quickly and efficiently.  Select the file type to use to analyze the query data produced above (Spreadsheet, XML, or ASCII) and the browser opens a download message box.  Click “Open” to display the response data in an Excel spreadsheet.
In the event the answer of 33 committees and 810,390 dollars make this a question worth further analysis, the user can download the data to a spreadsheet file on the local computer.  
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The response data set will always contain the same set of fields, but the record-set will change based upon the search criteria.  The fields returned are:

· Fiscal Year (Currently, 1997-2007.  The current active Fiscal Year will be updated continuously through the end of the calendar year.)

· Agency Abbreviation

· Agency Name

· Committee Number (GSA assigned this number when the committee was established to track the committee over its life and history)

· Committee Name

· Committee Function (generic classification of the committee concerned)

· Presidential (Reports to the President: Yes or No)

· Presidential Appointments (President appoints some members: Yes or No)
· Establishment Authority (Statutory, Presidential, Agency, or Authorized by Law.  Not all advisory committees established by the President report to the President)

· Type of Committee (Continuing from year to year or Ad Hoc [less than one year])

· Committee Status (Chartered, Terminated, Pending)

· Agency Recommendation (to continue or terminate the committee)

· Total Number of Members

· Current Charter Date (as of the year being reported)
· Date to renew Charter (as of the year being reported)
· Date to terminate committee (if stated in charter or legislation)
· Total Number of Members

· Total Number of Reports
· Number of Open Meetings

· Number of Closed Meetings (includes meetings that were partially closed)

· Total Number of Meetings

· Travel Costs (all members, consultants, and staff reported)

· Federal Staff Costs (includes applicable percentage of salary and benefits)

· Member Costs (includes Federal members)

· Consultants Costs

· Other Costs (all other costs of meetings and committee activities)

· Total Actual Costs

· Total Projected Costs (for the next fiscal year)

· Full Time Equivalent (FTE) (the number of full time staff supporting the committee)

· CMO Contact Information
· DFO Contact Information
· Date committee data was last updated (for reported year)
· Administratively Inactive (Yes or No, this field was added in 2002)
· Key information for database (Committee record)
· New Committee the year reported: Yes or No.

· Key information for database (Agency record)

To make the system useful for the largest number of users, the Database Search design quickly provides the most frequently requested data set.
The Members Search
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Since there are now as many as 65,000 citizens contributing their time to advisory committee concerns in any given year, the system would be considered vastly incomplete without a Member Search capability.  There are limitations to our member data, however, and most of those are self-imposed.  This is a publicly accessible database and the database contains no more information than the minimum the law requires.  The citizens contributing their time to the improved and effective functioning of the federal government are identified by name and occupation or affiliation.
Members Characteristics Search
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The Members Characteristics Search page allows searching the Member table by any or all of the listed characteristics.  Searching all years and all agencies for members with a last name like Fussell (not an overly common name) produces the page below.  Since data is collected by Fiscal Year, and members serve for multiple years, a search like this one involving more than one year produces significant duplication.
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Member Search By Agency Or Group
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The Members by Agency or Group Search produces a list of committee members contributing their time to a particular agency or sub group (like the National Park Service, and within the NPS, the Alaska Region) for a particular year.  When using this feature, please remember that some groups and some agencies are very large (the Department of Health and Human Services [HHS] would have a list 30,000 members long during any single year and the National Institutes of Health, a sub group of HHS, has more than 20,000 of those committee members during the same period).  
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The other kind of data set most requested from the database is a list – members, meetings, reports, etc.  Our approach here also is provide the user with a fixed data set of fields while allowing a selection of records via the most appropriate search criteria suited to our data design.  This feature is called the Download Center and it is discussed next.

The Download Center
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Clicking the Download Center button displays the Download Center page.  The user can download all the data in the database except a couple of fields of data that are restricted due to privacy concerns (i.e., committee members’ e-mail addresses).  The data results are first displayed in a web page.  From there the data can be downloaded to a spreadsheet file, an XML file, or an ASCII file.  Selection criteria can be the fiscal year or the agency or group.  The user may select any single fiscal year, or all of them, by leaving the Fiscal Year criteria blank in the Choose Fiscal Year selection box.  The user can select a single agency or group, or all the agencies from the agency criteria selection box.  Once the selections are made, the user clicks the appropriate button to list the agencies or committees or members, etc., etc.  The downloaded data includes the key information that relates the tables to each other, and all downloads except the GetAgencies option includes the Agency, the Committee Number, and the Committee Name.
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First | Prev | Next | Last

Purpose Meeting StartDate Meeting StopDate MeetingType

iew To discuss Census 2000 Evaluations and Working Groups 31142001 31142001 Open

View 4 joint mesting of el Census Advisory Committees to discuss the Census Butcaus secommendation on Census 2000 37152001 Bi15m001 Open
Adjustment.

View To perticipate in a formal debriefing on Census 2000 operations and programs. 6212001 62202001 Open

iew Meeting of the Race and Ethnic A dvisory Committees 117172000 117372000 Open

First || Prev || Next | Last
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There are a couple of caveats.  Selecting “blank” from Choose Fiscal Years gets “All the fiscal years”, which includes selecting the current fiscal year.  Not only does this select a lot of data, there is the additional problem that the current fiscal year is usually incomplete until the end of that calendar year, and any download including the current year will likely provide incomplete and inaccurate results until then.  It is best to select a single year at a time and to avoid the current year.

There are a lot of members, so selecting all agencies and clicking on Get Members will potentially produce a huge download (603957 records now and adding 65,000 more each year).  HHS had 38,939 members in their advisory committees in 2006.

Database Information

[image: image103.png]P ——— 3

Q- © - 1] ) D] Pt Serorne @2~ = B - UK B
Address [2] htps/fww Fdo.govFacadatabaseiform_Meetings.asp?ID=440208R0=ON B ERE
Google G oo b B - | £ soskmarks Pk - [ popups okay | ' check + § Autolink + | fuioril [ Sendto (O settings~

Meeting Form

Home Up Logon Search Help PublicAccess Score300 FY2001

DOC 1397 - Census Advisory Committee on the Hispanic Population - Agency Authority

Commitiee Menu Generslinfo Agency Recommendations [Reports Meetings Costs Justifications Menbers Performance Measures

Retum

T oren This ftam is required. Each masting should be lsted on  separate enty. Each entry includes a
List all other actiiies the agency decides to include in tis report g, eleclion of whetherihe meeting was Open, Closed, or Partially Closed. The NIA opion i
Site vists, nformation-authening ot tesestch sassions, sic, by wsing N/ U5ed 0 12port an activity hat s not an offcal meeting and is not counted forthe meeting totas.
e Open Or Closed el dbeve and by sading an explanstionto |l formal committze and subcommites meetings held under secton 10 of FACA should be
et included and listed, each on a separate record
The program praduces 3 ttal count of the meetings by caunting the number of records.
1fmore than one meeting is held on the same date, a separate ecord should be creatediused for
each separate mesting
The totsl numbar of maetings réportad should equal the mestings announced (snd not
subsaquently canceled) inthe Federa) Registerand any other vanues approved fo meating
notices in the future,

DT EL L G/16/2001 [ The system can lstthe mestings antered in Thi e i required. The date the meeting stanad (te fime is not nacessan). .. 06672005
st order.

Meeting Stop Date ERIZETNm Thi e i required. The date the maeting endad (the fime is not necessan). .. 0SMEI2005.
e Both the Stat Date and Stop Dates are necessary to detarmin the length of the mestings.

Location Thi ier i required. T datail n the Location field should ba cansistantvith agency guidance.

Furpose A joint meeting of all Census Advisory Committses to This ftam is required. The datai n the Purpose feld should be consistent with agency guidance.  —I
discuss the Census Bureaus recommendation on Census
2000 Adjustment,

View Minutes At o) Thi e iz notraquired t be sddad o the database anline. I the commities posts the minutes

uhftpg in | On 2 1eb site, enterthe web site address of the minutes here as displayed in the example
Another Website fThetURLtnynuvs\teshnmdheentevsdw\ththe I o enean e
ront

_\/\ew All Meeting Documents on FACA Website

[@ore

Ifthe minutes of other documents are uploaded to this system, the FACA Database, the program
willprovide a lsting here
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The Current FY is the fiscal year baing réportd. The costs should ba in whals dollars. Plesss complte

Current FY each item and do not use either decimals, orthe letters K forthousands, M for millions, NA for ot
Auailable, orleave the entry feld blank.f the amount for a ild i 0 (zero). enter 3 0

Thi iem is required i funds are spent n this category and represants the valus of any manies given by the

Govemment to any advizory committas memberho s not 3 Federsl employes and who iz not 3 conzutant,

where he manies are notreimburzemant for tavel expenza:.

Payments to Non-Federal Members %0

Fayments to Federal Members Thi iem is requited i funds are spent n his category and represents the valus of any monies paid by the

Govemment to any advizory commitae memberwho i 3 Fadaral smployee. The amount may simply be
their salaies including benefts) for he days they attended committee mestings of othemise worked on
committee actvty. In the fae situation where the Federal member s on leave fiom thelr Federal
tesponsibiliyto work on advisory committee acthty, the amount reported should be the combination of their
Salary (including benefits) and any additional monias paid by the offce sponsoring the advisory commitiee,
where he manies are notreimburzement for avel expensa:.
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The Database Information button displays information on the structure of the data tables stored in the system.  With the key fields in each download table identified and the relationships between the tables displayed, the data provided in these downloads can be recombined on the user’s local system for practically any kind of further analysis and reports.  There is some built in complexity since the committees and subcommittees to the committees are captured in the same data table.  It would wise for anyone wishing to rebuild the database from the downloaded tables to consult with Committee Management Secretariat regarding the primary and foreign keys in each table.  Doing so would allow researchers to confirm their understanding of the existing data relationships.
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IMPORTANT: Show the effect of Committee reports, advice or recommendations on
Agency operations. Be as specific as possible and include workload indicators as
appropriate.

The Committze assessed the mplementation of Census 2000 operations and programs by conducting onsite field  This tam iz requied. Whan the
evaluations of census operations thioughout the country. Their Input provided valuable frst-hand assessments to committee was fist established,
Gensus fanagers. Committss merbers have paticipated In nUerous coMMUNIty actvies acioss the nation In [ *F2rée s » otementof
Support of Census 2000, including participating in regional outreach activities, providing presentations at national e s Rt
RERRTPREN conterences, sponsoring fairs an kick-off everts, disseminating Census posters, tee-shirts and caps, a5 well as Subsequent reviews, s esponse

numerous other activites. The Commite provided invaluable Imput t the paid advertising campaign recommending  *heuld b & sttement of hon the

specific strategies to reach English-speaking Latinos. Committee members reviewed and provided substantive s

comments an Census 2000 outreach materials relating to language translations and literacy. The Committee has

requested that various companents of the Gensus 2000 language program be evaluated Including assessment of

English/Spanish duak-response households. Committze mermbers participated in discussions with Census managers on

immigration trends and the foreign-bom population. The Committee participated in teleconference calls on key decennial

issues and paticipated in working groups to faciltate the U.S. Census Burgaus progress on Census 2000 milestones.

Gommittee members participated in census evaluations of race and ethnic data providing input on survey design and

methodology. Committze members have participated in ongaing discussions on the American Community Survey,

providing a variety of recommentations on how this Soon to be annual survey can obtain optimal minority participation
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Selecting “dict” for the tblGeneralInfo displays the complete data dictionary for that table.  The same is true for any of the tables, however, not all of the tables in the database are displayed and not all of the tables are available for download from the online system.

Anyone interested in different or customized combinations of the existing data tables ranging from a single table to the entire database is urged to contact the Secretariat or a member of the web application’s support team.

[image: image106.png]b osol plorer provided b a Ad atio =lolx|

Ele Edt Vew Favortes Toos tep | &
seath Sleraeies €] 0- - B - B

ddress [] hi:fwufdo.gov/facadatabasejform_Members.asp B ERE

Google[G- oo b @ B+ | £ sookmartsr Pk - [ O ropups okay | T heck +  Autolink v -l [ Sendtor Q settings~

FACA Database at FIDO GOV o

Federal Advisory Commitices Datahase

Menbers

Home Up Logon Search Help PublicAccess Score300 FY2001

DOC 1397 -

ensus Advisory Committee on the Hispanic Population - Agency Authority
Committee Menu GenerslInfo AgeneyRecommendations Reports Meetings Costs Justifications Members Performance Measures

Shaw. First | Prev | Next | Last

FirstName LastName MemberDesignation RepresentedGroup OccupationOrAffliation StariDate EndDate  Chairperson AppointmentType AppointmeniTerm PayPlan P:
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View Susans  Gomez  Notrequireduatil  Notseqied until Assistant Disector, Civil 5/23/2000 12/31/2003 Mo Other NoFied Tem  None N
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The Committee Management Secretariat’s intention is to provide the user with all the data available in our system that does not intrude on public committee members’ privacy, and the means to use it as useful and relevant information.
The Annual Comprehensive Reviews

Congress determined in 1995 that, as of 1998, they would no longer require an Annual Report of the President on Federal Advisory Committees.  However, the Federal Advisory Committee Act passed in 1972 and every amendment since then has required that the Committee Management Secretariat and the agencies having advisory committees subject to the Act utilize a process referred to in the law as the “Annual Comprehensive Review”.  The Annual Comprehensive Review is an examination of the committees for usefulness, efficiency, relevance and compliance with the law’s requirements.  The means utilized by the Secretariat to conduct that annual review through 1998 was an analysis of the data collected by the “annual report” data collection process.  Since the inception and utilization of this online system, the data in this system provides the data for analysis.  While this system has matured to the point where it can now be utilized and updated 24 hours a day, 7 days a week, the transition of the federal employee users from an annual data collection process to a weekly or monthly update process is still a work in progress (often a committee responsibility is in addition to other work, in government parlance, an “other duty as assigned”).  That transition is one of the reasons that there is still a period in the fall where every CMO and DFO brings the data in the system on their committee for that year to a verified state of accuracy and completeness.  We expect that fall clean-up process will continue to be the SOP for many of the DFOs in many of the agencies for some years to come.
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Please provide a narrafive description of how the committee supports the agency's mission and
its strategic plan.

‘The Commitiee supports the Environment Business Function of the U. S. Army Corps of
Engineers Civil Works Strategic Plan

What are the most significant program outcomes associated with this committee? Select all that
apply.

I™ Improvements to health or safety

W Trust in government

I™ Major policy changes

I™ Advance in scientific research

I™ Effective grant making

W Tmproved service delivery

W Tncreased customer safisfaction

W Implementation of laws or regulatory requirements
I™ Other. Please explain in comments

Comments
NA
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In a similar vein, there were some sub reports in the Printed Annual Report that certain audiences still desire.  We sometimes get requests from new members of Congress for reports that previous Congresses discontinued.  To satisfy that requirement, reports that are compiled from the data, .pdf files of previously printed annual reports, and new analyses when requested and prepared, will all be gathered in this Annual Comprehensive Review section.
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€ >$10,000,001

Comments
A

What i the approzimate Number of recommendations produced by the commitee for the lfe of the commitee?




SECTION II: The Designated Federal Official (DFO) And the Shared Management System

The Designated Federal Official (DFO) uses the Shared Management System to track and manage the committee’s events and performance and to update the Annual Comprehensive Review (ACR) information on their advisory committee during the current fiscal year.  By doing so DFOs manage the committee information flow within the agency and supply the data required by law.   The Federal Advisory Committee Act (FACA) stipulates that the DFO, with the Committee Management Officer (CMO), submit complete and accurate information about the advisory committee annually.  The web-based database and management system allows the continual updating of committee information throughout the fiscal year.

What is the “Shared Management System”?

The Shared Management System is a specialized database available for updating committee information on the Internet.  This web-based database has been used since 1997 by all the government agencies that have advisory committees to collect the data for the Annual Comprehensive Review.  The Federal Advisory Committee Act, passed in 1972, originally required specific data items about advisory committees be collected by the President annually and transmitted to Congress for review.  In 1995, Congress passed the “Federal Reports Elimination and Sunset Act of 1995” and among the reports identified for elimination in 1999 was the “Annual Report of the President on Federal Advisory Committees.”  As a result, since 1998 a printed report has not been prepared and sent to congress.  At the same time, FACA has always required an Annual Comprehensive Review (ACR) of all the committees be conducted both within agencies and government-wide to determine the continued viability of individual committees.  While elimination of the report requirement changed the emphasis, the data requirement has continued unchecked.  In point of fact, the data items collected have actually expanded at the behest of Congress and the White House every year since the “Annual Report” requirement was eliminated.

The system provides the “DFO” user with edit/update rights to the current fiscal year’s data for their specific committee via the Internet.  The agency CMO gives the DFO their access rights, their logon (username), which in this system is their government email address, and their initial password.  Only the DFO, the agency CMO, or a Committee Management Secretariat (CMS) staff member can edit or update the DFO’s specific committee data for the current year.  Information on all of the committees of all the agencies of the federal government for all fiscal years is available read-only from the Public Access module.  The data collected and used by the DFO is the foundation of the system.
How does the DFO typically use the system?

FACA required that each agency establish uniform administrative guidelines and management controls for advisory committees established by that agency, and that each agency maintain systematic information on the nature, functions, and operations of each advisory committee within its jurisdiction.  The law’s language states that the head of each agency that has an advisory committee shall designate an Advisory Committee Management Officer (CMO) who shall –

Exercise control and supervision over the establishment, procedures, and accomplishments of advisory committees established by that agency;

Assemble and maintain the reports, records, and other papers of any such committee during its existence; and

Carry out, on behalf of that agency, the provisions of section 552 of title 5, United States Code, with respect to such reports, records, and other papers.

The law also states that

There shall be designated an officer or employee of the Federal Government to chair or attend each meeting of each advisory committee. The officer or employee so designated is authorized, whenever he determines it to be in the public interest, to adjourn any such meeting. No advisory committee shall conduct any meeting in the absence of that officer or employee.

Advisory committees shall not hold any meetings except at the call of, or with the advance approval of, a designated officer or employee of the Federal Government, and in the case of advisory committees (other than Presidential advisory committees), with an agenda approved by such officer or employee.

The Shared Management System is designed to support the above requirements by capturing relevant information when the committee is created online by the CMO, and to carry that information forward as it is edited and updated by the DFO or her designee from year to year until the information is no longer required.  When a committee is first established and chartered by an agency, the information on the committee is generally entered by the CMO or his designee and should address most of the committee’s general information, membership information, and estimated cost information requirements.  Obviously, for the committee to function appropriately, it would be best if the DFO was officially appointed, up-to-date, and involved in the committee’s mission and charter when a committee was established (officially chartered).  The process ordinarily proceeds as follows:

The President, Congress, or a federal official in an agency decides that advice on an issue is needed and that an advisory committee is the appropriate vehicle for getting that advice.

In the case of the President, he or she executes an Executive Order.

In the case of Congress, the congress passes a law that includes language assigning the responsibility for the committee to an agency.

In the case of an agency, the agency begins the process of developing a charter.

All committees are sponsored by or assigned to individual agencies.  The agency uses the administrative guidelines and management controls it established under FACA to appoint a CMO for the agency, appoint the DFO for the committee being established, develop the charter, select and secure members, and delegate or assign the other responsibilities established under the law.

The CMO confers with the Committee Management Secretariat (CMS) regarding the new committee, ensures that a DFO has been appointed, creates the new committee online using the system, files the charter with the appropriate congressional oversight committees, and provides the appointed DFO and his designees with logons to the system.

DFO Logon and Data Entry

When notified that she has been given a logon, the DFO logs onto the system and
· The DFO edits all of the information already entered for the committee for completeness and accuracy.  Most DFOs confer with the agency CMO before changing data entered by another user, but any user given edit rights to a committee’s data can make the changes deemed necessary.  In this system, two users could change the same data in the same committee at the same time.  In such an unlikely event, the last user saving data wins.

· The DFO adds meetings and reports as they are scheduled or occur.

· The DFO adds or deletes members as they are appointed, replaced, or their appointments lapse.

· The DFO adds or updates costs as they occur.

· The DFO adds, updates, changes, or clarifies the justifications, activities, and committee recommendations to the agency if the situation warrants.

· The DFO adds or updates the web addresses if a web site is created for the committee or committee information is available at other web sites.

· The DFO completes or updates the Performance Measure information annually.

· The DFO adds or updates her own contact information as it changes.

· The DFO recommends, in consultation with the CMO and the Committee Decision Maker, the continuance or termination of the committee.

· The DFO selects or updates the Interest Areas criteria congruent with the Committee’s work.

· Lastly, the DFO verifies the accuracy and completeness of the committee data for the Annual Comprehensive Review (ACR).

At the beginning of each new fiscal year, the system copies all of the data entered for the previous year into the data tables for the new year, except for meetings and reports.  Terminated committees are dropped from the agency list in the fiscal year following their termination, but their history and information will continue to be accessible and displayed under the Public Access link for the years they functioned.

The Public Access part of the system is a useful tool to the DFO, especially in areas related to their management concerns.  By searching the data, the DFO can discover what other committees exist with issues and concerns similar to her own committee’s charter.  With that knowledge, the DFO can Drill Down to the specific committees and determine if the system has information useful to the DFO, or if there is someone to contact for further investigation.  Data is investigated in the Public Access part of the system by the user drilling down from the general Year to the Agency to the specific Committee to view the desired information.  The DFO can use the Public Access link to

Perform a Committees Search by Interest Areas, or Committee Name or Number, or Text,

Perform a Database Search using criteria to limit the data displayed,

Perform a Member Search using criteria to limit the members displayed,

Download selected data to a spreadsheet from the Download Center, and 

Check the Annual Comprehensive Reviews from 1999 to the present.

Other reports and features have been added to the Public Access section as they were developed.  A complete help manual like this one for the Public Access module can be found by clicking the Help link.  The printed annual reports submitted to Congress by the president from 1972 to 1998 can be found via a link on the Home page.
The Online System: The Shared Management System at FIDO.GOV
Once a user logs on to the system it becomes customized for their use.  Up until that point the opening screen is the same for everyone, so the user should review the Home page contents discussed in the Pubic Access section, if they have not already read it for the simple joy of the experience.  To avoid duplication and repetition and to reduce the total size, this manual has combined similar parts of the previous separate sections.
The DFO’s Data Maintenance Activities
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Comments
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o will be Fully implemented by the agency?

[100 %

Comments
Committee requested approval for their two year work plan and approval was
granted

What is the approximate Percentage of these recommendations that have been
or will be Partially implemented by the agency?
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Comments
A

Does the agency provids the committee with feedback regarding actions taken to
implement recommendations or advice offered?
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 Clicking the Logon link displays the Logon page.  The Logon page has ten hyperlinks, four data fields and one submit button.  In addition to the links previously covered in this text are Presidential Committees, and Presidential Members, which are reports designed for the White House Personnel Office.  One of the links is an instructional online movie, How to Logon to a Fido system.  The data fields are the LOGON text box, the PASSWORD text box, the “I forgot my password” check box, and the “I WANT TO CHANGE” check box.  The submit button is labeled Continue.

To Logon, the DFO enters his/her username in the Logon: text box field (which has the label: Please enter your Email) and their password in the Password: text box field (which has the label: Please enter your password).  When the Continue button is clicked, the program takes the DFO user to the Committee Menu page.  The system design calls for all registered users to log on with their government e-mail address as the username.
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What is the approximate Percentage of these recommendations that have been
or will be Partially implemented by the agency?

| —

Comments
A

Does the agency provids the committee with feedback regarding actions taken to
implement recommendations or advice offered?

& Yes CNo C Mot Applicable
I your answer is No or Not Applicable,

Please explain why your agency does not provide feedback.
N4

Ifyour answer is e,

How does the agency provide this feedback?
‘The agency provides feedback at each meeting

Wihat other actions has the agency taken as a result of the committees advice or
recommendation? Select al that apply.

I™ Reorganized prioiiies

™ Reallocated resources
s I e
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The DFO can change their user information any time they are logging in by checking the “I WANT TO CHANGE” check box before they click the Continue button.  After the user has filled out the User Profile page, including their e-mail, than the OOPS check box (otherwise known as the “I forgot my password, please send it to me” check box) will work.

Using the Logon page shown above, if the user wants to receive an email with their password, they enter their LOGON (E-mail address), check the “I forgot my password, please send it to me” check box, and click the Continue button.  The program will email their logon information to their registered “government” email address.
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Wihat other actions has the agency taken as a result of the committees advice or
recommendation? Select al that apply.

I™ Reorganized prioiiies

I™ Reallocated resources

W Tssued new regulations
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If the DFO receives a Logon Error, they should note the error message and contact their CMO to adjust their access rights. If you enter an incorrect Logon or Password, you receive the “Your logon or password is not correct” error.  The Shared Management System does not use a 3-attempts-and-you-are-locked-out approach to logons, so you can keep trying until you are either frustrated or your fingers bleed.  We suspect that adding data to the system is seldom so urgent that you can’t wait for an email.  Feel free to ask for your password to be sent to you by clicking the checkbox, especially if you logon infrequently.  We all are beset with dozens of different logons and no one can keep all the combinations in their head.
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If the user’s dates for access have expired, you receive “the Logon Date has been exceeded” error.  Most users are added with an expectation that they will be using the system for at least 5 years, but time does pass quickly, so don’t hesitate to let your CMO or Committee Management know that you need to have your access rights time frame extended.
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If your CMO has designated you as an “inactive” user, you see the “inactive logon” error when you attempt to logon.  Committee Management Secretariat will switch users to an inactive status if the user has not logged in for more than a year.  This situation can be easily changed by calling or emailing your CMO or the Secretariat.
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Clicking the Presidential Committees hyperlink displays basic committee information on committees that are either Presidential in type or established by the President.  A committee is Presidential in type if it reports to the President even though it may have been established by Congressional Act.  The committee listed in the third row to the right is an example of Presidential type.
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Clicking the Presidential Members hyperlink displays a list of committee members appointed by the President that are in the current year’s member list (see above).  These two hyperlinked reports are on the logon page at the request of the White House Personnel office.  These reports, like all of the database’s reports for the current year, can only be useful and accurate if the data is kept up-to-date.
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These presidential committee and member reports, like all the reports generated by the system, can be downloaded to the user’s computer for more direct use [image: image117.png]Agency or Group Sea 0so0 plorer provided b a Ad atio =10l x|
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and customization via the Spreadsheet, XML, and ASCII [image: image120.png]=lolx|
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hyperlinks.  This is because none of the data kept in the Shared Management System [image: image121.png]=lolx|
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members’ emails.  Any public user may download all the data stored in the online system except for the committee members emails.
The DFO’s Committee Management Activities
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 When the DFO logs in, the program takes him or her straight to the Committee Menu page.  This page provides access to all the data pages that the DFO needs to handle to meet most FACA requirements and committee management tasks.  The menu options include

· General Info,

· Agency Recommendations,

· Reports,

· Meetings,

· Costs,

· Justifications,

· Members,

· Sub-Committees,

· Performance Measures,

· Current Status,

· Interest Areas,

· Committee Report,

· DFO Info, GFO Info, CMO Info, Committee Decision Maker,

· View Charter,

· Web Site,
· Mark Verified, and Consultations.
Many committees display a link on the Committee Menu page to their own agency or office-maintained committee web site via the Web Site link.  The data to generate the web link is entered on the General Info page.

The DFO sees the Committee Menu page links that are useful to the DFO, but some information is read-only, i.e., the link for consultations with the Committee Management Secretariat is only editable by the CMO, who executes all the consultations.  Other examples are the Web Site or Mark Verified links in the second column.  The DFO (actually anyone looking at the Committee Menu page) only see a Web Site link when a committee web site URL has been entered on the General Information page.  The Mark Verified link is only visible until the agency CMO has marked the committee data verified for the year being reported.  Once the agency CMO has marked the data reporting process as complete, the DFO can make no further changes to the data and, in that sense, has no further need of the Mark Verified link, so it is no longer displayed.  The Committee Menu page has evolved into a structure that is very useful to the DFO for managing and tracking the committee’s activities.  The page was originally constructed from a more limited reporting perspective to be the DFO’s sole point of contact with the on-line system for data entry purposes.  The DFO’s uses this page to check each of the links on a regular basis, and to update, add, edit, and delete the data accessed by the link so that it is up-to-date, complete, and accurate for the fiscal year being managed and reported.  How frequently the DFO needs to perform the edit and update process is determined by the activity level of the committee, by the data needs of the agency, and by where the online system fits into the agency’s management plan.

The Committee’s General Information Page
or
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Editing the Committee’s General, Categorizing Information
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The General Info page contains the most stable facts about the committee, the data that changes rarely.  Above the data entry part of the form the users see some additional navigation links, i.e., Committee Menu, Reports, Meetings, Members, etc., that allow quick movement between the system pages that are edited by the DFO most frequently.  The charter and renewal dates usually change once every two years, with the rest of the information on the page being added when the committee is first created and when it is finally terminated.  When it is necessary, the page allows data entry and updating to the following fields:

· Expected Renewal Date and Expected Termination Date,

· Specific Termination Authority, Specific Establishment Authority and Effective Date of Authority,

· Committee Type,
· Presidential,
· Presidential Appointments,
· Committee Function,
· Exempt from Renewal,
· Number of Members, and

· Committee URL.

The fields on the Gen Info page that cannot be edited are filled in by the program based on data added by the CMO when the Committee was first created, or when the CMO changes Committee data by consulting with the Committee Management Secretariat.  Those non-editable items require a charter change, and the information is added during the consultation process with the Committee Management Secretariat which occurs at the time the new charter is filed with the congressional oversight committee by the CMO.  The DFO can examine the data generating the content of the non-editable fields in the Consultation link.

The Data Entry Pages Navigation Links
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The new links visible on the General Information page are

· Committee Menu,

· General Info,

· Agency Recommendations,
· Reports,

· Meetings,

· Costs,

· Justifications,

· Members, and 

· Performance Measures.
As mentioned above, the links allow quick movement between the data entry pages where most data entry work is done by the DFO.  These links will be seen on all the data entry pages just as they are on the General Information page to allow the DFO to move quickly to the page where she needs to correct any incorrect data and to add any missing data.

The General Information Page Data Entry Fields
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If the user makes any changes to the data on any page, the Save Changes button should be clicked before leaving the page.  This ensures that the changed data is saved to the database.
Not all the fields on the General Information page can be edited by the DFO and it is visually easy to distinguish between editable and non-editable fields.  The content, choices, source, and edit-ability of each data field are explained in the HELP column to the right of each data entry field.

The Department or Agency Abbreviation field is the two to five letter agency abbreviation for the top level department or agency to which the committee belongs, e.g., HHS; EPA.  This field cannot be edited. This data is displayed as a result of information entered by the Committee Management Secretariat into the database when the agency establishes its first committee and can be changed only by the Secretariat.  In the FACA lifetime some agencies have changed their names and abbreviations.

The Committee Status field will display as Pending, Chartered, Terminated, or Administratively Inactive and cannot be edited on this page. This data is displayed as a result of data entered by the agency CMO or Committee Management Secretariat on the Consultation page.  This data is added to the General Information page by the program when the Consultation record is saved.

The New Committee field is Yes only if the committee was established or re-established during the fiscal year being reported.  In all other years the answer is No.  This field cannot be edited on this page.  Surprisingly, a committee can be a new committee several times in its lifetime.  Sometimes a committee’s charter is allowed to lapse, and sometimes the committee is terminated.  If a committee is terminated and later determined to be necessary and reestablished in a different Fiscal Year, the committee becomes a new committee again.  The Yes or No is displayed as a result of data entered by the agency CMO or Committee Management Secretariat on the Consultation page.
[image: image132.png]Fie Edt Vew Favortes Took Hep | &
Qe - ) - (%] 1] | Do Sferavons €] 0 2 5L B
‘address [] hit:jwufido.gov/facadatabasejform_mestings.asp7ID=0 Be

Google- [ [ [Clsearn ~ | §5 P00 [ ropups ey | % Chock_~ *A utolink = L Auiori e opbons

FACA Database at FIDO GOV Federal Advisory
Committees Datshaze

Meeting Form

Home Up Logon Seawh Help Publicdccess Score300 FY2006 Kfdfo DFO

HHS 768 - Advisory Commitiee on Immunization Practices - Authorized by Law

Commitee Menu Generslinfo Agency Recommendations Reporis Meetings Costs Justifications Members Pesformance Measures

e

Meeting Start Datel d

ey il mecigs et e
Meeting Stop Dato | [l T o eyl o

Location i s el The et oo e e cois et g e

1

1

1«

View Minutes At . e bl s oo i S i i
Another Website So vt e i br s dg v b e (3 e FAC AW g

The URL o your ste shoul be erfered with the "M n frart
View All Meeting Documents on FACA Website s i

TG

[

Eloone [ [ [ memet
Bse| |G @ O@RE S 2= #®OmnD @ welcome -L.. | ) 06RevDF0s.. | &) Meating For... | (23 chsprodct... | abo_tbiee... || meeting Far, | <« By 4337




The Current Charter Date is the date the most recent charter for the committee was filed with the congressional oversight committee for the agency, e.g., 04/1/2004.  This data is displayed as a result of data entered on the Consultation page by the agency CMO or Committee Management Secretariat and cannot be edited on this page.  This data is added to the General Information page when the Consultation Form is saved.  The consultation process (with the Committee Management Secretariat) is a CMO function although the DFO can view the Consultation page.

The Expected Renewal Date field generally has a date 2 years greater from the Current Charter Date. The DFO (and CMO) should check this information at least once, early during the current fiscal year, to make sure that the information is accurate and up-to-date.  Keeping the Expected Renewal Date current improves workflow reports the system generates for the DFO, the CMO, the agency, and the Secretariat.  The consultation process of the CMO with the Secretariat usually takes care of updating this date automatically, but when the charter mentions a specific renewal date, the CMO or DFO can enter that date in this field.
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If the DFO or the CMO wants to enter a date in the Expected Renewal Date field, they might use the Calendar Icon next to the date field.  The date selected from the calendar is added to the field.
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To change to an earlier or later month in the pop-up calendar, the user hovers the “hand” over the month label (note the arrow in the picture to the left).  This will display the months and the user can click the desired month.

[image: image139.png]& W &

O © - ¥ [ Q] Pt Yoo @] (22 W - JE B

address [] hi:jwww.fido gov/facadetabaseiform_Costs.asp7ID=13675 Be

Google - | ]| [Glsearch - | § PSR B3 popups okay | 5 Check_+ & Autalink_+ ) ol e options. 9

FACA Database at FIDO GOV
Federal Advisory Commitices Database

Report Form
Home Up Logon Search Hep PublicAccess Score300 FY2006 kfifo DFO

HHS 768 - Advisory Committee on Immunization Practices - Authorized by Law

Commitiee Menu Generslinfo Agency Recommendations Reporis Meefings Costs Justifications Members Performance Measures

Save Changes

Note: The value of Federal Staff
Support s normally equivalent to
Pyrmts toF ederal Staff

The Current FY is the fizcal year baing reportd. Tha costs should ba in whals dollars. Plesse complete 2ach em and do notuse sithar decimals,

[SELELERY orthe leftars K forthousand:, M for millions, NA for Not Available, or lsve the entry feld blank. I the smountfor 3 field s 0 (sara) enter 0.

T TE— Thi e i required i funds sre spent n hiz category and rapresants the valus of any manias givan by the Govemmentto any advizory committes
22500 q s gory and repr w aiven by  adisory

(DO H AT memberwho is not a Federal employes and who is not 3 consultant, where the monies are not reimbursement for ravel expenses.

Fymts to Federal Members I — This temis requited iffunds are spent in thi categary and represents the value of any monies paid by the Gavemmentto any advisory committee

marmberha i  Fedsral amplayas, The smaunt may smply b thlr £slares (ncluding banefic)fo the days they stended commitias mesting: or
athemise worked on comittee actity. Inthe rae situation where the Federal member s on leave lom theit edera responsibiityfo wor on
advisory commitie activiy, he amount reportd shauld be the combinstion oftheir £alan (including bencfits) nd any additanal monies paid by the
afce sponsoring he adisory commitize, where the manies are not eimbursementfor avel expenses.

This it is required i funds are spant n this category and represents the value of any monies paid to any Federal amployass who are not
committee members butwhose work supports the activiy of the committee. Ths includes the DFG if he orshe is not an appointed member.
N Here's an example of costs attributable to 2 committee. A GS-11 with 3 £3lary lavelincluding locaity pay of §53.000 per year i spending
Pymts to Federal Staff 384105 0% of hisher duty fime wordng 52 an assistant staf directo for  committe. The total costof the GS-11 for committae sctvty i <alany plus

benefis figure 179% fr benefts) times 10% or $5,202. In this case the dollar amount of 6201 should be inclued in Payments to Federal
Staft. Costfor Federal members and Fadsral staf should always includa benefts costs. To compute benefts, you can multply salary by the benafit
percentage generally used by your agency (normally between 14% to 18%) or by the Govemment average of 15%

Fymts to Consultants T This it is required i funds ar spent n this category and represents the value of any monies paid to consultants to the commitiee. These.
consultants re not appointed members, norare they Federal employees, and the payments are notrelmbursement for tavel expanses.

Thi e i required i funds sre spent n hiz category and should includs allravel and per diem cost incuried by committes activity snd suthorized

BY5 US.C.6703 and paid to Non-Federal members.

e I i o] T Thi e i required i funds sre spent n hiz cstegory and should includs ailravel and per dism cost incuried by commitea activity snd suthorized
by5 US.C.5703 and paid o Federal members.

Thi e i required i funds sre spent n hiz category and should includa ailravel and per diem cost incurid by commites activity snd paid to
Federal Statt

Reimbur. for Travel: Non-Federal Members

Reimbur. for Travel: Federal Staff
R, (An reE (B e e Thi e i required i funds sre spent n hiz cstegory and should includs ailravel and per dism cost incuried by comitea activity snd suthorized
b5 U5.C.5703 and paid to Consultants.

Thi e i required it funds sre spent n his category. This field includes sl administativ <ot not stibutsble aitherto persannal payments orto
tavel and per diem. This may Includs the costs of meating tooms, transcrpts, maintenance of a commities web sit, ot

Other

Thi e i required. The program computes he fotals whan fhe uzer licks Save Changes. This field cannot be edited. Changes are mads to this
value by entering data i the cortect boxes above and clicking Save Changes. Plaase be careful to enteryour figures I the coriect felds and do
ot eave any felds blank.
8514814 NOTE: In calculating persannal payments and other costs s3sociatad with Federal advizory committas sctivtes under FACA, anly those discrete
costs directlyrelated o the commitiee's scope and duties should b reported. Agencies must assure that only those Incremental costs necessary to
ity supportthe commities are captured for purpoes of this Current FY Annual Comprehencive Revisn. A 3 gensral ule, agencies should not
includs expenses which: (1) ae partof ongoing proaram actiies;(2) are Incurid a5 part of efots not ditectly elated to the committes's functions;
or [3)were programmed fo other purpases prior o the establizhmant of the commiftae. Each sgency should follow any additionalintamal guidance
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Percentage generally used by your agency (namally betwesn 14% t T5%) or by the Govermment average o7 15%

This it is required i funds ar spent n this category and represents the value of any monies paid to consultants to the commitiee. These.
consultants re not appointed members, norare they Federal employees, and the payments are notrelmbursement for tavel expanses.

Thi e i required it funds sre spent n his category and should includs allravel and per diem costs incured by comites activity and
authorized by U.S.C. 5703 and paid to Non-Federal members.

Thi e i required it funds sre spent n his category and should includs ailravel and per diem cost incured by comites activity and
authorized by US.C. 5703 and paid to Federal members.

Thi e i required i funds sre spent n hiz category and should includs allravel and per dism cost incurid by commites activity snd paid to
Federal Statt

Thi e i required it funds sre spent n his category and should includs ailravel and per diem cost incured by comites activity and
Suthorizad by 8 U.C. 5703 and paid o Consultants,

Thi e i required it funds sre spent n his category. This field includes sl administativ <ot not stibutsble aitherto persannal payments orto
tavel and per diem. This may Includs the costs of meating tooms, transcrpts, maintenance of a commities web sit, ot

Thi e i required and the program computes and insers he fotals whan the uzer licks Save Changes. Thisfield cannot be edited. Changes
are made to this value by entering data i the corict boxes above and clicking Save Changes. Please be carefulto enteryour figures in the
Comact fields and do notlsave any ielés blank.

NOTE: In calculating persannal payments and other costs s3sociatad with Federal advizory committae sctivtes under FACA, anly those discrete
costs directlyrelated o the commitiee's scope and duties should b reported. Agencies must assure that only those Incremental costs necessary to
ity supportthe commities are captured for purpoes of this Current FY Annual Comprehencive Revisn. A 3 gensral ule, agencies should not
includs expenses which: (1) ae partof ongoing proaram actiies;(2) are Incurid a5 part of efots not ditectly elated to the committes's functions;
or [3)were programmed fo other purpases prior o the establizhmant of the commiftae. Each sgency should follow any additionalintamsl guidanca
devalopad or darived fom sither statutory ofathar administrative authorities which aré paculiarta hat agency. Any questions conceming a zpecific
agencys advisony committee costreporting for his Current FY Annual Comprehensive Review, of fegarding the guidance provided in these
instauctons, should be ditected o the Comittee Management Secretarat

This it is required and i the total ofthe Fedaral FTE count supporting the commitiae's activtes, to the nearest fenth 2.9, 4.3. There should be
a diact comparable relationship in fiscal valus between item Federal Staff Support and Payments to Federal Staff. In the example for
Payments to Federal Staff sbove (10% of hister duty time) Federal Staff Support should show 1 FTE forthe Federal staff member morking
55 an azsistant staff directoron the committaes work.

The Estimated FY is the naxt fscal year sfer e one being repared. The coste should be i whale dalars. Pleaze complata sch item snd do
notuse aither decimals, orthe letters K forthousands, M for millons, NA for Not Available, orleave the entry field blank. Ifthe amountfor a feld s

0 (zero) nter 0.

Thi e i required i funds sre spent n hiz category and rapresants the valus of any manias givan by the Govemmentto any advizory committes
memberinho is not a Fedaral employee and ho i not 3 consultant, where the monies are not reimbuisemant for travel expenses.

Thi e i required i funds are spent n thiz catagory and reprezants the valus of any manias paid by the Govammentto any advizory committae
memberwha i 3 Federl employes. The amaunt my simply be their alarie (including bansfic) for the days they abended commities meetings or
othemise worked on committee activiy. I the rare situation where the Fedaral membar i on leav fom thei Federal responsibility to work on

advizory committae sctvt, the amoun reported should be the combintion of their <alar (including bansfitc) nd sny additionsl manias paid by

the office sponsoring the adisory commitie, nhere the monies are not eimbursement fo ravel expenses.

This it is required i funds are spant n this category and represents the value of any monies paid to any Federal amployass who are not

committee members butwhose work supports the activiy of the committee. Ths includes the DFG if he orshe is not an appointed member.

Here's an example of costs attributable to a committee. A GS-11 with 3 salary level including localty sy of 53,000 paryearis -
Spending 10% of hsiher duty time working 35 an assistant staf ditecorfor  commitie. The totalcost of the B5-11 for commitiee actlty s salary

plus benefits (figure 179% for banafts) times 10% or $5,202. In tis case the dollar amount of 6201 should be included in Payments to Federal
Staft. Costfor Faderal members and Faderal staf should aways includa benefts costs. To compute benefits, you can multply salary b the benaiit
percentage generally used by your agency (normally between 14% to 18%) or by the Govemment average of 15%

This it is required i funds ar spent n this category and represents the value of any monies paid to consultants to the commitiee. These.
consultants re not appointed members, norare they Federal employees, and the payments are notrelmbursement for tavel expanses.
Thi e i required it funds sre spent n his category and should includs allravel and per diem costs incured by comites activity and
authorized by U.S.C. 5703 and paid to Non-Federal members.

Thi e i required it funds sre spent n his category and should includs ailravel and per diem cost incured by comites activity and
authorized by US.C. 5703 and paid to Federal members.

Thi e i required i funds sre spent n hiz category and should includs allravel and per dism cost incurid by commites activity snd paid to
Federal Statt

Thi e i required it funds sre spent n his cstegory and should includs ailravel and per diem cost incured by comites activity and
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To change to an earlier or later year the user hovers the hand over the year label (note the arrow in the picture to the right).  This will display the years and the user can click the desired year.  To select a specific day you click on the day of the month and year you want.  When you move the pointer/hand off the calendar without clicking a specific day, the calendar disappears.

The Expected Termination Date field contains the date on which the committee will terminate based upon information in the legislation, Executive order, or charter.  The Expected Termination Date can also be the date the committee could reasonably be expected to terminate. This date can be left blank if the committee is not expected to terminate.
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T E— Thi e i required i funds sre spent n hiz category and rapresants the valus of any manias givan by the Govemmentto any advizory committes
(BT (P 0 (iR e | ; 22200 memberinho is not a Fedaral employee and ho i not 3 consultant, where the monies are not reimbuisemant for travel expenses.

Thi e i required i funds are spent n thiz catagory and reprezants the valus of any manias paid by the Govammentto any advizory committae

Be

The Estimated FY is the naxt fscal year sfer e one being repared. The coste should be i whale dalars. Pleaze complata sch item snd do

memberwha i 3 Federl employes. The amaunt my simply be their alarie (including bansfic) for the days they abended commities meetings or
Estimated Payments to Federal Members othemise worked on committee activiy. I the rare situation where the Fedaral membar i on leav fom thei Federal responsibility to work on
advizory committae sctvt, the amoun reported should be the combintion of their <alar (including bansfitc) nd sny additionsl manias paid by
the office sponsoring the adisory commitie, nhere the monies are not eimbursement fo ravel expenses.
This it is required i funds are spant n this category and represents the value of any monies paid to any Federal amployass who are not
committee members butwhose work supports the activiy of the committee. Ths includes the DFG if he orshe is not an appointed member.
Here's an example of costs attributable to a committee. A GS-11 with 3 salary level including localty sy of 53,000 paryearis
Estimated Payments to Federal Staff 384105 Spending 10% of hsiher duty time working 35 an assistant staf ditecorfor  commitie. The totalcost of the B5-11 for commitiee actlty s salary
plus benefits (figure 179% for banafts) times 10% or $5,202. In tis case the dollar amount of 6201 should be included in Payments to Federal
Staft. Costfor Faderal members and Faderal staf should aways includa benefts costs. To compute benefits, you can multply salary b the benaiit
percentage generally used by your agency (normally between 14% to 18%) or by the Govemment average of 15%
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Thi e i required and the program computes and insers he fotals whan the uzer licks Save Changes. Thisfield cannot be edited. Changes

are made to this value by entering data i the corict boxes above and clicking Save Changes. Please be carefulto enteryour figures in the

Comact fields and do notlsave any ielés blank.

NOTE: In calculating persannal payments and other costs s3sociatad with Federal advizory committae sctivtes under FACA, anly those discrete

costs directlyrelated o the commitiee's scope and duties should b reported. Agencies must assure that only those Incremental costs necessary to

Estimated Total 8514814 ity supportthe commities are captured for purpoes of this Current FY Annual Comprehencive Revisn. A 3 gensral ule, agencies should not
includs expenses which: (1) ae partof ongoing proaram actiies;(2) are Incurid a5 part of efots not ditectly elated to the committes's functions;

or [3)were programmed fo other purpases prior o the establizhmant of the commiftae. Each sgency should follow any additionalintamsl guidanca
devalopad or darived fom sither statutory ofathar administrative authorities which aré paculiarta hat agency. Any questions conceming a zpecific
agencys advisony committee costreporting for his Current FY Annual Comprehensive Review, of fegarding the guidance provided in these
instauctons, should be ditected o the Comittee Management Secretarat

This tem is requited and i the total of the Federal FTE count supporting the committe's ativties, to the nesresttenth, e.9. 4.3. There should be
 direct comparable elationhip in fscal value between item Federal Staff Support and Payments o Federal Staff. In the example for
Estimated Federal Staff Support 22 2 g e Z e

55 an azsistant staff directoron the committaes work.
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The Terminated This FY field should be Yes only if the committee was terminated during the fiscal year being reported, otherwise No.  This data is displayed as a result of data entered on the Consultation page by the agency CMO or the Committee Management Secretariat.  This data is added to the General Information page when the Consultation Form is saved.  This field cannot be edited on this page.  As mentioned above regarding the New Committee field, a new committee is only reported as New = Yes the year it is established, and, in this case, a committee is only reported Terminated = Yes the year it is terminated.

The Specific Termination Authority field should list the agency decision document, the statute, or the Executive Order (other than EO 12838) which authorizes termination of the committee, e.g., 42 U.S.C. 1975. This entry should not contain statements like "expired charter," "abolished," or Section 14 of FACA, which could be useful facts but are not the termination authority.
The Actual Termination Date field is the date on which the committee terminated during the fiscal year being reported, e.g., 04/19/2004, and the field remains and displays as blank until the committee is terminated. This date is displayed as a result of data entered on the Consultation page and cannot be edited on this page.  This data is added to the General Information page when a termination consultation is created on the Consultation page and is saved by the CMO.
Most of the remaining fields require an answer selected from a limited set of options.  In the limited options cases, a pull-down list of the correct options is provided.

The Establishment Authority field contains one of the four kinds of authority used to establish a committee.  Those authorities are:

Statutory (Congress Created) is non-discretionary establishment authority specifically mandated in law.

Authorized by Law and
[image: image142.png]Bl Edt Vew Favortes ook Hep | &
Qe - ) - %] 1) | Pseasn Sferaois @] 0- - B - JH B
ddress [] hit:jww fdo.gov/facadatabase/form _lustfications.asp7ID=12174 Be

Google | gl

FACA Database at FIDO GOV
Federal Advisory Connitiees Database ’

Justification Form

carch + | 5 PSR popupcray | % Check - A Autolik - Ao i optons 6

Home Up Logon Search Hep PublicAccess Score300 FY2006 kfifo DFO

HHS 768 - Advisor

“omumittee on Imunization Practices - Authorized by Law

Commitiee Menu Generslinfo Agency Recommendations [Reports Meetings Costs Jus

Save Changes

IMPORTANT: Show the effect of Committee reports, advice or recommendations on Agency
operations. Be as specific as possible and include workload indicators as appropriate.

[T I Kl [7= avisory Committes on Dmmnization Practices (ACIF) forwalates and npdates This tom i equitd. When the commites was fst sstablished, this
Committee recomendations on the most appropriate spplication of vaccines and related tesponse was o statement ofthe plan for achieving the commites's
OSSN |- ents and disseminates this information in order to assist States and their .

bolitical susdivisions in the prevention and suppression of vaccine-preventahle

diseases. Section 13631 of the Omnibus Budget Reconciliation Act of 1993
(OBRA) established a “Vaccines for Children” (VFC) program. This legislation

ations Members Performance Measures

During Y 2005, comittes members included experte in the use of vaceines and This e i i, When th commif was st stalichad, s
imenologic agents in preventive medicine, including epidemiology, infectious response ws s atemant ot he plan forhaving 3 blanced marbarsip
diseases, internal medicine, pediatrics, preventive medicine, public health, onthe cammit, For sl s equent eiens, iz respanse shou be
immunology and & consumer representative; a Council of State and Territorial 3 statement of how the committee continues to keep its membership
Epidemiologists and the Association of State and Terriorial Health Officials. .

The racial, ethinic and geographic composition closely reflects that of the US v

[l [Tn= committes met four times during FY 2005. This committee regularly
SPGUERLIRLY |- valuates imuunization practices in the United States and recommends needed
OYYPIUY SN c1cnges in then, based on evaluation of the risks and bemefits of available
lvaccines and related agents and the delivery mechanism necessary to promote
activities in a system consisting of private medicine, public health, and
[voluntary health groups. Periodic assessment and revisions are required as

Thi e i required. When the commities was fitt establizhed, this
razpanse was 3 statemant of the schedule for having mestings 3t 3

frequency thatwould sllow he committes to do it wark ffactively. For
all subsequent reviews, his response should be 3 statement of how the

[—

committee continues to kasp meetings tmely and relevant.

2 I«

Why is this [The comvittee serves a vitally important role for the U.8. in regularly R e e
evaluating the use of vaccines and related agents availsble for prevention and
control of vaccine-preventable diseases in this country and elsevhere. Its
recommendations are based on evaluation of the risks and benefits of vaccines
and related agents, of their applicability in contemporary health practices,
jana of the delivery mechanisws necessary to prowote immunization activities in

Ll e

This question only requires 3 esponse i committee meatings mere
clozed, othamize NAA. Ainzwers to thaze Annus Camprehanzive Review

/e

questons ar equied excep for commies tarminated dutng the
fiscalyear being reported Bespecic and e e o be descptive and
ilustiative ofthe commite's actiites. Plsse confine answers t
s fom he repad fiscalear ll answers shoud be

= complete a3 possibe.
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Agency Authority are both discretionary establishment authorities, either pursuant to law, or by the decision of the agency head, respectively.
Presidential means established by Executive order or other direction by the President, and is non-discretionary. Negotiated rulemaking ("Reg-Neg") committees and labor-management partnership committees (EO 12871) are considered Presidential. The authority is displayed based on decisions made when a committee was established.
The Specific Establishment Authority field contains the title of the agency decision document, the statute, or the Executive order (other than EO 12838), e.g., Executive Order 13017 or 21 U.S.C. 394. This field’s contents should not be a letter from OMB, a consultation with (or concurrence from) GSA, the charter, or a section of FACA.
The Effective Date of Authority field contains the “birth” date of the document listed in Specific Establishment Authority above, e.g., 11/28/1990.

The Committee Type field is either Continuing or Ad Hoc.  For this system, an Ad hoc committee is one which is not renewed beyond its original biennial charter and generally exists for two years or less.  A Continuing committee is expected to require more than one charter in its lifetime.  Select either Ad hoc or Continuing from the pull-down option list.
The Presidential field is a third type of committee and the data entry field contains either Yes or No.  A committee is Presidential Type if it reports to the President.  When a committee is set up by the president, the committee is considered established by Presidential Authority.  Curiously, if for some reason a committee set up by the president does not report to the president, it is not considered a Presidential Type committee.
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Save Changes

IMPORTANT: Show the effect of Committee reports, advice or recommendations on Agency
operations. Be as specific as possible and include workload indicators as appropriate.

How does the
Committee
|Accomplish its

How Frequent
and Relevant are
the meetings?

Why is this

[The havisory Committee on Imuunization Practices (ACIP] formulates and updates LAl
recomuendations on the most appropriate application of vaccines and related
agents and disseminates this information in order to assist States and their
political subdivisions in the prevention and suppression of vaccine-preventable
diseases. Section 13631 of the Omnibus Budget Reconciliation Act of 1993
(OBRA) established a “Vaccines for Children” (VFC) program. This legislation

During Y 2005, comittes members included experte in the use of vaceines and
immnologic agents in preventive medicine, including spidemiology, infectious
diseases, internal medicine, pediatrics, preventive medicine, public health,
ixmnology and a consumer representative; a Council of State and Territorial
Epidemiologists and the hssociation of State and Terriorial Health Officials.
The racial, ethinic and geographic composition closely reflects that of the US v

[The comuittes met four times during FY 2005. This comuittes regularly =
evaluates immnization practices in the United States and recomuends nesded
changes in them, based on evaluation of the risks and bemefits of available
lvaccines and related agents and the delivery mechanism necessary to promote
activities in a system consisting of private medicine, public health, and

[voluntary health groups. Periodic assessment and revisions are required as

The comrittes serves = vitally mmporcent role for che U.5. in reqularly =
evaluating the use of vaccines and related agents availble for prevention and
control of vaccine-preventeble diseases in this country and elsevhere. Its
recommendations are based on evalustion of the risks and benefits of vaccines

and related agents, of their applicability in contemporary health practices,

and of the delivery mechanioms necessary to promote immnization activities in v|

/e =
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Securty snd Privacy Notice

This e i required. When the commities was fit stablizhed, this
fesponse was 3 statament of the plan fr achieving the committes's
purpose. For al subsequent reviews, his respanse should be 3
Statament of how the commities continuss to sccomplish it purpose.

Thi e i required. When the commities was ftt establizhed, tis
esponse was 3 statement ofthe plan fo having 3 balanced membership
on the committee. Forall subsegquent reviews, tis response should be
5 Statement of how the comittes continues 1o keep it mambarship
balanced?

Thi e i required. When the commities was fitt establizhed, this
razpanse was 3 statemant of the schedule for having mestings 3t 3
frequency thatwould sllow he committes to do it wark ffactively. For
all subsequent reviews, his response should be 3 statement of how the
committee continues to kasp meetings tmely and relevant.

This i is required. This response should be updated annually

This question only requires 3 esponse i committee meatings mere
clozed, othamize NAA. Ainzwers to thaze Annus Camprehanzive Review
questions are required exceptfor commitiaes taminated during the
fiscal year being reported. Be speciic and feel iee to be descriptive and
illustative of the committae's actvites. Please confine answars o
activiies flom the reportad fscal year. All answers should be a5
complata a: possible.
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A committee has Presidential Appointments if the President appoints any member of the committee to serve on the committee and the data entry field contains either Yes or No.  This condition is normally specified in the charter or the law creating the committee.

A selection from the Committee Function drop down list data entry field is required.  The assignment of a committee to a category is a decision made at the agency level and should already have occurred when the committee is added to the database.  The choices are:
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FirstName -mberDesignation RepresentedGroup OccupationOraffiliation StartDate EndDate Chairperson Email /AppointmeniType AppointmentTerm PayPlan PaySource
Bt Myron pecial Government, niversity of Colorado 771,204 6/30/2005 Mo ronlevin@uehse o p— dyeus Houlyor  Executive
Eployes (505) chool of Medicine Daily Branch
ompensation
s Trevel
and Per i
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National Policy/Issue Advisory Committee,

· Non-Scientific Program Advisory Committee,

· Scientific/Technical Program Advisory Committee,

· Grant Review Committee,

· Regulatory Negotiation Committee,

· Other Committee, or a

· Special Emphasis Panel.
If the category is not obvious, or if the committee seems to cross categories, the Other option should be selected and an explanation for the selection added to the Remarks field on the Agency Recommendations page.  The Special Emphasis Panel option is rarely used by agencies other than NIH, and, despite the “catchy” name, the term does not mean that the advisory committee is concerned with a special or restricted topic area of great concern.
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are selected to representthe point of visw of 3 group or paricular intract. (See, for sxample, Offica
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If a committee is statutorily exempt from renewal, Exempt should be Yes.  This is rare.

If the charter includes a specified Number of Members, that number should be entered as numeric digits in place of the default field contents.  When the General Info page is created, the program inserts “Unlimited,” as the default contents of the Number of Members data entry field.
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If a committee has a Web site, the web address (URL) should be filled in.  Doing so correctly will automatically activate the web site hyperlink (Go) that is visible below the Committee URL field block.  The URL should be complete as displayed in the example at the bottom of the General Information web page. Please notice that as in the example: http://www.fido.gov/facadatabase, the web URL should include the “http://”.

When data had been added or changed on the General Information page, the DFO should click the Save Changes button.  The DFO should always save any changes made on a page before moving to a new web page.  When the data is changed and saved, the system updates the Changed At line, located below the entered data, with the user information from the user’s profile and the current date.

The Committee’s Agency Recommendation Page

or
Editing the Committee’s Agency Recommendation Page and General Remarks
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“Appointment End Date Thi e i required and i the date the members cammities appointment ands. The data willbe
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committae members are sppointed by the agency head.
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Fay Plan Thi e i required. Selact fram the Pull-dow It
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P Thi e i required fom 2002 forward. An e-mail antered for 3 member doas not dizplay in the
publc sccess partof the systam and will be usad by Cammities Management solely for
Perormance Measurement Actiiisz. Ifthe mambar dos notwizh o provids their amail, 4o not
feel compelled to persuads them to give to you 5o that you can add ithere
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Save Changes
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The Agency Recommendations link displays the Agency Recommendations page.  This page is for the agency’s recommendation regarding the continuing usefulness of the advisory committee and is not for the advisory committee’s recommendations to the agency.  (The advisory committee’s recommendations to the agency are a performance measure feature on the Performance Measures page.)  If the DFO feels that some activity or event deserves clarification or elaboration and cannot find another place in the committee record which seems appropriate to include the information, our recommendation is to add the information to the Remarks field.  The Remarks field could contain up to 64 pages of comments.  The Agency Recommendations page fields usually need to be addressed only once a year before the data for the committee is verified by the DFO and the CMO.  Recommending to Continue, Terminate, or Merge a committee is an agency decision, although usually the DFO is consulted and involved.  Since statutory committees are established in law, their termination requires similar legislation if a termination clause or condition is not included in the establishing legislation.  Getting such legislation written, submitted, voted upon and passed is never simple and can never be assumed, hence the need for the questions Is Legislation Required and the Legislation’s Status in the legislation pipeline which are also found on the page.

If the work of a committee with statutory authority has been completed for over a year and the termination legislation is not visibly on the horizon, the DFO can discuss with the CMO the possibility of shifting the committee to an “Inactive” Status in the data system so that it does not continue to require attention and reporting year after year.  The CMO, usually after conferring with the agency counsel specializing in FACA, initiates a consultation with the Committee Management Secretariat to make the committee formally Administratively Inactive.  A statutory committee which has been determined through the Consultation process to be Administratively Inactive should have its information updated and verified by the DFO and the CMO the fiscal year that it is made inactive, but it can generally be treated in a pro-forma fashion is subsequent years.  The committee will have to be maintained in the Shared Management System until legislation removes it from the agency committee inventory.

Like all other data entry pages in the system, information from the logon profile on the last person to edit the page and the last date the page was edited is displayed at the bottom of the data entry portion of the Agency Recommendations page.

The Committee’s Reports Page

or
Listing and Editing the Reports Generated by the Committee
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Clicking the Reports link for the first time in any reporting cycle displays a blank Report Form page.  The report information entered on these forms is for a report generated by the committee to the agency (or the specific government official being advised).  These reports are not the committee’s “annual comprehensive review” required by FACA’s reporting requirements or other administrative reports on the committee’s logistical operations.  Each committee begins the current reporting cycle with a blank slate since reports are only counted for the Annual Comprehensive Review purposes the year they are issued.  As reports are published or submitted by the committee to the government official being advised, the titles and dates of the publications are added to the system via the Reports form by the DFO.  If the publication is available in an electronic format, the online system has an upload feature to store the actual report with the report record on the online system for viewing by the public.  The upload link becomes visible on the Reports form data entry page only after the report record is created and saved.
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 To add the first report title and date, the DFO begins by typing in the Report Title of the newly issued report.
The DFO then uses the date icon to select the Report Date (which should be the date the report was formally issued or published for public consumption).
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indicate with a Yes or a No in the Presidential Action? field whether the President is expected to act on the recommendations in the report.  In those cases where the President is expected to act on the recommendations in the report, the agency has a responsibility to report on the President’s actions regarding the recommendations.  The agency’s report on the President’s actions is due one year after the committee’s report to the President is issued.
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To review the functionality of the calendar icon, the DFO enters the date in the Report Date field, by using the Calendar Icon next to the date field.  The date selected from the calendar is added to the field.
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To change to an earlier or later month in the pop-up calendar, the user hovers the “hand” over the month label (note the arrow in the picture to the left).  This will display the months and the user can click the desired month.
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To change to an earlier or later year the user hovers the hand over the year label (note the arrow in the picture to the right).  This will display the years and the user can click the desired year.  To select a specific day you click on the day of the month and year you want.  When you move the pointer/hand off the calendar without clicking a specific day, the calendar disappears.
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Continuing with the Report Form data entry page, the user can optionally add the URL for a web site where the report can be viewed.  When the record is complete the data is saved by clicking the Save Changes button.
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After the record has been saved, an upload option/link is displayed which allows the user to upload an electronic copy of the report to the on-line system.  The user making the most recent change and the date of the most recent change is also displayed.

Listing the Reports Generated by the Committee
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After the first report has been added during any particular reporting cycle, the Reports navigation hyperlink no longer jumps to a blank report page.  Clicking the Reports hyperlink now displays a page which is a list view of the reports made by committee thus far this year.  Since the Report Form List-view page is a listing of all of the reports for the committee, the page is presented read-only and cannot be edited.  Adding any additional reports is managed with the Add New Record button.  As a general rule in the online system, data cannot be edited when it is presented in a list (a List View).  Data is edited only when it is presented as a single record in a Form View.  This approach is common internet SOP for data entry.  From the List View, read-only, Report Form page, the user clicks Edit in the leftmost column next to the record the user wants to review in detail.
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Once in the edit mode, the user can change the detail in the form as long as the user does not leave any required field blank.  To reiterate some important points:

First, “Presidential Action?” is “Yes” if the committee is a Presidential Type committee.  For Presidential Type Committees, Congress requires that the Agency and DFO report, a year after the submissions of the committee report and recommendations, on what the President did with the committee recommendations in the report the committee submitted.

Second, if the committee maintains a web site with the committee reports posted on the web site, a URL for the location of the specific report page can be added to the “View Report At Another Website” Text Box.

Third, reports in an electronic format can be uploaded to the system with the “Upload Reports File to FACA Database” link.

When the DFO is satisfied with the edits, the changes should be saved by clicking the Save Changes button.  The DFO should not leave a page on which changes have been made without clicking the Save Changes button.  Please remember that the system is using the Internet.  The system is not designed to save automatically when leaving a page since saving requires data transfer between the user’s computer and the web server.  The Internet works this way because performing data transfers slows down the system for users who are browsing but not editing the data.  The system also has a two-hour time-out limit.  The “time-out limit” means that if the user leaves the system on the same page for longer than two hours without saving a change or requesting a new page, the system forgets the user and the user must log in again.
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The DFO can limit or expand the number of records listed on a page with the Show button, and add a second or third or any number of report titles with the Add New Record button.  The First, Prev, Next, and Last buttons move between the LIST pages when the number of your reports exceeds the number in the box next to the Show button.  You may also have noticed that when the column headings are underlined, the list can be sorted based on the column.  The list above is sorted alphabetically based on the ReportTitle, but it could be sorted chronologically based on the ReportDate.
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The work of a committee doesn’t often fall conveniently within a fiscal year and years can go by without a committee producing a report.  By the same token a committee could publish 3 or 4 reports at once based on the work of previous years.  With this in mind, the View Reports at FACA Website link displays a list of all the committee’s reports for the life of the committee that have been uploaded to the system.
Deleting a Report Record from the On-line System
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If the user should inadvertently add an incorrect or duplicate report record, the [image: image167.png]Flo Edt View
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individual report record can be deleted using the delete button.  If ones tries to delete a record that is incomplete or has an error in one the fields, the error checking requires that the information be corrected and/or completed before the record can be deleted.  This can be tedious and frustrating, but the logic of the program requires that a record being saved (or deleted) is correct.  In the case of a meeting reported for the wrong year, i.e., a year different than the year being reported, the date in question must be changed to the year being reported before the record can be deleted.

Uploading an Electronic Copy of a Report to the On-line System
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Electronic copies of the committee reports are added to the on-line system and linked to the report record using the Upload Reports File to FACA Database link.
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When the Upload link is clicked, the Upload page displays a filename text box, a Browse button, a text box to enter a short name that uniquely identifies the file contents, and an Upload button.  To upload a file, the user first browses their computer’s hard drives to locate the electronic copy of the file by using the Browse button.
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When the file is located it displays in the Filename Text Box with all of its directory listings so that the user knows they have found the file they want from the location they wanted to use.  After the filename displays, the user can type in a short description for the file they are uploading.  This is so the new file can be distinguished in the resulting list from other files in the list in those cases where multiple documents have been uploaded.  When the user is satisfied that the file is correctly located and uniquely identified, they click the Upload button to transfer the file to the web server.

The Upload page does have some rules that the files to be uploaded should adhere to and the user does need to pay attention to the rules to avoid errors and successfully upload the file.  The filename should not be overly complex and break any rules for filename conventions.  The file name should be as short as possible and avoid dashes, slashes, periods, commas, and any illegal characters.  The maximum size of the file should be less than 8 megabytes and the file types should be one of the options listed on the page.  Finally, the user should stay aware of the limitations that other users might have with the documents, e.g., a user without WordPerfect on their computer may have problems viewing a file with a wpd extension.
Viewing the Electronic Copy of a Report on the On-line System
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Electronic copies of the committee reports are viewed on the on-line system by clicking the View Reports at FACA Website link.
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When the View link is clicked, the List Documents page displays a File Name link, a File Date label, a File Size label, and a Delete this file link.  To display the report the user clicks the File Name link, in this case: 2005-25096-12164_Final Report Vol 1_(2005-11-14-10-18-40).pdf.  Since the link points to a PDF file, the report will display if the user has Adobe Acrobat Reader software installed on his computer.  The File Date and File Size labels reflect the date the file was uploaded (not the date the file was created) and the size of the stored file (to give the user some clue as to how long it might take to open the file given the local connection speed).  The Delete This File link allows the DFO user to remove an uploaded document in situations where the wrong document was uploaded, or a document is being replaced with a different version.  It is often useful and important to view the files you have uploaded to the web to make sure that they are the correct document, the correct version of the document, and that any extra or inappropriate data has been stripped out.  Word processing programs often have the complete history of a document’s development saved with the document and some very embarrassing information has been inadvertently displayed on the web.

The Committee’s Meeting Page

or
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Reporting the Meetings Held by the Committee

Clicking the Meetings link displays the Meeting Form page.  Each committee begins the reporting year with no meetings listed.
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As meetings are planned or held, the purpose, dates, and whether the meeting will be or was open or closed are added to the Meetings List and displayed on the Meetings List View page.  The Meetings List View page appears in response to clicking on the Meetings hyperlink after the first meeting record has been created and saved.
To Add the First Meeting Held by the Committee
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To add the first meeting, the DFO fills out the empty form, following the guidance found in the Help section (the right side of the page).  The first item, the meeting was/is Open or Closed is required. Each meeting should be created on a separate form and each meeting record is shown as listed on a separate row.  For each meeting the DFO reports if the meeting was Open, Closed, Partially Closed, or N/A.  The N/A option is used to report an activity that is not an official meeting and is not counted for the meeting totals.  An example of such an activity would be a fact-finding visit to the Cape Cod National Seashore by the Cape Cod National Seashore Commission.  While the system counts the Open, Closed, and Partially Closed meetings for reports and statistics, we think the system is made more useful by including as much information about the activities and work of committees as possible.  Please list all other activities the agency decides to include in this report, e.g., site visits, information-gathering or research sessions, etc., by using N/A in the Open Or Closed field and by adding an explanation to Remarks on the Agency Recommendation page.  All formal committee and subcommittee meetings held under section 10 of FACA should be included and listed, each on a separate record.  The program produces a total count of the meetings by counting the number of records.  If more than one meeting is held on the same date, a separate record should be used for each separate meeting.  The total number of meetings reported should equal the meetings announced (and not subsequently canceled) in the Federal Register and any other venues approved for meeting notices in the future.  The user should be careful to add data to every required field and should not leave the page without clicking the Save Changes button.
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The Meeting Start Date data entry item is required and is the date the meeting started (the time is not necessary), e.g., 05/05/2005.  The Meeting Stop Date data entry item is also required and is the date the meeting ended (again, the time is not necessary), e.g., 05/06/2005.  Both the Start Date and Stop Dates are necessary to determine the length of the meetings.  The meetings can be entered in any order since the system will sort and list the meetings entered in date order when required.
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The Meeting Start and Stop Dates are entered by clicking on the calendar icon next to the date entry box.  Click the icon and use the month label to move to the correct month, click the year label to move to the correct year, and click on the correct day of the pop-up calendar.
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The Location field item is required and the detail in the Location field should be consistent with agency guidance.  It is often useful to provide more information about the location of the meeting when the meeting information is being posted in advance of the meeting, so that inquiries about the meeting can be referred to the on-line system.
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The Purpose field item is required and the detail in the Purpose field should be consistent with agency guidance.  The description of the purpose should be pithy so that the listing of the meetings will be intelligibly presented within the space provided on the Meetings List View web page, but hopefully the purpose field contains enough detail to be helpful to the user searching for information.
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The View Minutes At Another Website field item is not required to be added to the database online. If the committee posts the minutes on a web site, enter the web site address of the minutes here as displayed in the example (http://www.gsa.gov/FACA/MeetingMinutes).  As mentioned earlier, the user should be careful to add data to every required field discussed above, and to not leave the page without clicking the Save Changes button.

The Meetings List View: Adding Minutes and Meeting Documents
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To reiterate what was mentioned above, the Meetings List View page is a listing of the meetings planned for the committee or held by the committee for the year being reported.  The page is read-only and cannot be edited.  Data is not edited when it is presented in a list (a List View).  Data is edited only when it is presented as a single record in a Form View.
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From the List View, read-only, Meetings page, the user displays the Meeting Form page to edit or enter additional data by clicking the Edit link in the leftmost column.  Once in the edit/data entry mode, the Open or Closed field contents should be replaced with the correct option.  Next, the Meeting Date fields should be replaced with the dates the meeting started and the meeting stopped.  Multiple dates are needed to calculate the length of the meeting in days.  The Location and the Purpose fields are required entries, but your agency may have some guidance regarding how detailed those entries need to be.
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The View Minutes At text box can be used to enter an agency or committee web site where the minutes can be found when they are prepared.  As an alternative and for your convenience, the minutes or the transcript in an electronic format can be uploaded with the Upload Minutes or Other Meeting Documents link.  You must save the meeting record first, before you can see the link to upload any minutes.
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Think of the process as occurring in a logical sequence.  First, you list the meeting when it is scheduled so that people within and without the agency can see what is planned and where and when it will occur.  This creates the meeting record.  Next you upload the agenda when it is ready, and you can upload any documents prepared or submitted by the public as well.  After the meeting you correct any details.  When the minutes are completed and approved by the chairperson (you have 90 days from the meeting date), you upload the minutes. If you wish to remove or replace any of the documents, any of the files you previously uploaded can be deleted, and new files can be uploaded at any time before the ACR is completed.
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The DFO can add more meetings with the “Add New Record” button from the Meeting list view,
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or, can delete meetings entered by mistake with the Delete button available when viewing the individual meeting form view.  The user finishes saving the new meeting record with the Save Changes button.  After saving the “new” record the DFO can return to the meeting list for the current fiscal year with the List button.  From that point on the user can page through the meetings, create new meetings, delete incorrectly added meetings, sort the meetings in any order, or display the read-only meeting List Page.  Users can sort the data on any List View page by any column that has an underlined column heading.

The Committee’s Cost Page

Editing the Committee’s Costs
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A committee’s Costs page reflects all of the costs attributable to the committee’s existence for the reporting year.  A Committee begins the reporting year with either the cost data that was estimated when the committee was established, or the cost data for the current year that was estimated the previous year, or the actual cost data that was reported the previous year.  The agency’s FACA administrative guidelines and the agency CMO provide guidance for collecting and computing the costs.  For most committees the payments to Non-Federal Members and Federal Members are nominal and the bulk of the costs are in staff, consultants, other expenses and travel.

The user should enter totals for each category into the text boxes according to the directions.  The system totals the results when the page is saved.  The cost of the number of FTE entered in Federal Staff Support should normally be equivalent to the cost of Federal Staff.   In the example to the right, an FTE of 2.2 is reported as costing the government $384,105 in the Payments to Federal Staff field.  Your staff costs could be more or less per person than the example depending upon the grade of the staff assigned to committee work.  The Other text boxes are for committee costs not attributable to staff or travel.  The precision of the data entered in the Estimated FY column of text boxes is also a matter of agency guidance.  It is used by some agencies for planning and was an original part of the Federal Advisory Committee Act reporting requirement.
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If the Changed At/By line says import/Rollover, then the Costs page has not been edited by the DFO during this reporting year.  Finally, as usual, the DFO should be careful to click “Save Changes” before leaving the page after making any edits.
The Committee’s Justifications Page

or
Editing the Committee’s Justifications
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A committee’s Justifications page begins the year with either the justifications that were provided when the committee was chartered or the justifications that were reported the previous year.  While the purpose of a committee and therefore its Justifications sometimes do not really change much from year to year, the DFO should take the time to make sure that the information is accurate, timely, up-to-date, and complete.  The information is on the web and readily available to the public, so it becomes noticeable if the information references activities that occurred several years ago.  It helps to view the Justifications as an opportunity to communicate the ongoing value of the committee’s work.
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While the Committee Justifications page is not the place for minimalism, composing on the web is risky and the user could lose hours of very carefully constructed prose.  A useful approach that avoids the possibility of wasting data entry effort is to prepare the committee justifications off line with a word processing program.  It is often best to consider each question as newly posed to the committee during the current reporting year.  Then, after the DFO is satisfied that the composition satisfies their informational requirements and the word processing effort has been saved, the text can be cut from the word processing program and pasted into the individual Justifications fields.  The web program does have a 2-hour time-out.  A two-hour-time-out means that you must send data to or retrieve data from the web server at least once every two hours or your logon will be dropped.  With a two-hour window most users could safely composed their responses on-line, but we recommend that you compose the justifications in your word processor and avoid any chance of losing your work.  There are five questions to be considered.  Be sure to use the Save Changes button after you make any edits or changes to the Justifications page.
The Committee’s Members Page

or
Listing the Members of the Committee
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Clicking the Members link displays the Members List View page.  Each committee begins the year with its list of members from the previous year.
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If a committee has just been established and the members have not yet been added, the Committee Form View page displays a blank form.  [image: image197.png]Bl Edt Vew Favortes ook Hep | &
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Like the Meetings and Reports pages above, Members are added with and deleted from the Form View page.
As new members are appointed and existing members’ appointments end, the DFO adds the new members with the Add New Record button and deletes members on the Form View page with the Delete button.  A member must be reported for the year if he or she serves any part of the year.  The information required to be collected about each member is explained in the Help column next to each data entry field.  The data collected is:
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The Prefix, which can be any title,

First Name
Middle Name or Initial,

Last Name,

The Suffix, which also can be any name modifier (Ph.D., MD, III).
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The Member Designation, which has always been a FACA requirement for members but was only first collected by this system in FY 2005.  This field requires careful reading of the Help information, to make sure that your members were correctly designated.

The Represented Group, which must only be entered if the Member Designation was Representative.

A Yes or No indication of Chairperson status,

An Occupation or Affiliation,
The Appointment Start Date is the date the member was first appointed or started participating on the committee,
The Appointment End Date is the date the member’s appointment ended or the member stopped participating on the committee,
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The Appointment Type identifies who appointed the member (usually members are appointed by the head of the agency, but the charter may specify appointments by the President or Congress, etc),

The appointment term length (The charter or legislation may specify this or the agency may have a general statement of typical term length in the formal administrative guidance document prepared to comply with FACA),

The pay plan (most members serve without a pay plan, but follow the agency guidance on this),

The pay source (the pay source has to be one of the branches of government if there is a pay plan and the committee is constituted under FACA.  If the agency is paying the member anything out of the Agency budget, the pay plan is executive branch), and

The committee member’s e-mail (if the member allows it and it is agency policy to include it).  The public user cannot view the member’s e-mail from the public part of the system.

Since the terms of members overlap any single fiscal year, reporting all the members serving during the year, as required, can make it appear that the committee has many more members than it actually has at any one time.  Including the Start and Stop dates served helps portray the actual current membership at any point in time.  There are many reports in the system that can be used by the agency, the congress, the president’s staff, yourselves, and the public, that only work when the committee information is kept fairly current.  It is a helpful practice to delete members who ended service the previous FY at the beginning of the new fiscal year as early in the year as possible.  This makes the current year information more accurate to the public and governmental user.

Adding and Editing Members from the Member List Page
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Once the first member has been added to the committee, selecting the Members link displays the Member List View page.  From this point forward, new members are added by clicking the Add New Record button and filling out the blank Member Form View page with the new member information.
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By the same token, members are edited by clicking the Edit link and making the desired changes to the data fields.
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And as with Meetings and Records, deleting a member is managed by clicking the Delete button on the Member Form View page.  Be assured that the Delete button does indeed delete the data and there is no UNDO option.  Once data has been deleted, the only way to get it back is to reenter it.  The List button on the Member Form View page displays the List View page.  Finally, as with all data entry pages, be careful to click the Save Changes button before leaving the page.
The Performance Measure Page

or
Performance Measures
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While performance measures have always been a behind-the-scenes part of effective advisory committee work, a reporting page on some specific Performance Measures was added for the first time in FY 2003.  The user gets to the Performance Measures page by clicking on the hyperlink Performance Measures found on the Committee Menu page or by the quick navigation link found at the top of the data entry pages.
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Editing the Performance Measures Page
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The data entry fields on the Performance Measure page are all required fields, but the user has to use some judgment about whether and how the questions apply.  The data and answers are carried forward from the previous year, so after the first year of a committee’s life, the process is one of making sure the entries are accurate for the committee in the current Fiscal Year.  Because the Performance Measures page utilizes so many Comments fields of the memo data type, displaying the contents requires scrolling the fields and printing the data entry page can produce an unsatisfactory result.  To address that deficiency, the View Report link under the Save Changes button displays a report of the same page that is printer friendly.

The Narrative Description asked the user to illustrate how the committee supports the agency's mission and its strategic plan.

The Program Outcomes section supplies some typical, expected outcomes.  Please answer Yes or No to all the provided outcomes that apply and provide an explanation in the Comments field, especially if “Other” is among the selections.
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The Cost Savings section asks the DFO to make a ball-park estimate at a defensible level of validity on the cost savings to the agency over the life of the committee to the end of the current fiscal year.  Select the single most appropriate answer or range and add any necessary explanatory detail in the Comments box regarding the criteria used to arrive at the figure.  These are not expected to be hard figures based on hard data, but more in the spirit of informed guesses, and if the DFO does not feel that any figure would stand even minimal scrutiny or question, the proper response is Unable to Determine.  If the committee has existed for decades and has made a significant contribution in cost savings, but there is no way to even speculate how much, simply say that or whatever else is appropriate in the Comments box.  If the DFO only has documentation and records going back for a few years so that the cost savings can only be documented from a specific year forward, say that in the Comments box.

The Committee Recommendations Sections
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For most committees, the Number of Recommendations section reflects a value that is the total of the separate and distinct recommendations conveyed formally to the decision maker(s) "using" the committee for the entire life of the committee.  For certain committees, like Special Emphasis Panels, however, who make grant and research recommendations on a Fiscal Year basis, the Recommendations issue is more appropriately explored in the Grants section below.  Explanatory detail should be provided in the Number of recommendations comments box.
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The Percentage of Recommendations Fully Implemented section delineates, to the extent known by the DFO, the cumulative total percentage of the formally conveyed recommendations that have been fully implemented by the agency over the life of the committee thus far.  Clarifications and explanations should be included in the Percent of Recommendations Fully Implemented Comments box.
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The Percentage of Recommendations Partially Implemented section explains, to the extent known by the DFO, the cumulative percentage of the formally conveyed recommendations that have been partially implemented over the life of the committee thus far.  Clarifications and explanations should be included in the Percent of Recommendations Partially Implemented Comments box. 
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The Agency Feedback about Recommendations section requires selecting a Yes, No, or Not Applicable.  If the response is No or Not Applicable, please explain in the No Feedback Comment box why feedback is not considered necessary.  If the response is Yes, please explain in the Yes, We Provide Feedback Comment box how the feedback is provided. 
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The Actions the Agency Has Taken section requires that the DFO select Yes or No from the pull down lists for all the actions that apply.  If the response to the Other field is Yes, please provide an explanation in the Comments field.
The Grant Review Section
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The Engaged in Review for Grants section requires the DFO to select Yes or No from the Pull Down list box.
If Yes is selected, then
Provide an Estimated Number of the Grant Requests Reviewed, and
Provide an Estimated Number of the grants the Committee recommended for approval, and
Provide an Estimated Dollar Value of the grants recommended for approval.

Add any helpful explanations in Grants Review Comments.
The Access to Committee Information Section
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The Access to Committee Information and Documentation section requires the DFO to select Yes or No from the Pull Down List box for all the methods stated that apply.  If the response to the “Other” field is “Yes”, please provide an explanation in the Comments box. 

All questions require a response, all Comment boxes should be utilized, and be sure to click the Save Changes button before you exit the page.

Subcommittees
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Many if not most committees do not have subcommittees recorded and tracked in the online-system, and when the Subcommittees hyperlink is clicked, the system reports that no subcommittees are found.  At the same time, some large advisory committees organize their work by tasks performed by dozens of subcommittees.  The subcommittee feature exists to allow the reporting of meetings, reports, costs, and members by subcommittee when the advisory committee or agency wishes to do so.
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While an extra step is required in setting up subcommittees in this system, once they exist (are given a distinctive name), the data entry process is the same as for the Meetings, Reports, Members, and Costs pages above.  The extra step required to establish subcommittees is to let the CMO know of the desire to use subcommittees.  The CMO can add subcommittees for the DFO when the DFO wants to use them.  Access to the subcommittee is via the number link (1, 2) at the left of the subcommittee list.
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If subcommittees are used, the data for the Meetings, Reports, Members, and Costs should be added to either the subcommittee or the parent committee, but not both.  The online system’s summary process (the program coding) adds the information from the subcommittees and the parent committee into a single total report (The Committee Report) and if the data is entered in more than one place it is duplicated or counted multiple times.    When the DFO want to remove a subcommittee name from the system for a particular year, the CMO should be contacted with the information.  The CMO, usually by email, provides the list of subcommittee names, along with the parent committee name and number, to the Secretariat.  Only the Committee Management Secretariat can remove subcommittees from the on-line program.

The Current Status Page Management and Tracking Reports
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The Current Status page is a set of reports that should be helpful to the DFO and agency in managing and tracking the activities and administrative details of the advisory committee.  The page is divided into two sections, Upcoming Events and Possible Problems.  Upcoming Events (Next 6 Months) displays reports that are useful for planning and managing anticipated events, while Possible Problems displays report where discrepancies that “might be problems” exist in the data.  We are operating with awareness that the entire system is an attempt to categorize and describe in consistent terms and a unified fashion almost 1000 distinct and uniquely functioning advisory committees.  The term “possible” in the possible problems heading is a clue that intelligence should be applied in the analysis of these reports, and the term “problems” could be entirely the wrong word.

The Upcoming Events (Next 6 Months) Reports
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The Upcoming Events section potentially displays two reports.  When the DFO posts committee meetings to the on-line system, the number of posted meetings for the Fiscal Year being managed is displayed and a Meeting Report link shows up in the report column.  If the DFO posts future meetings as soon as they are scheduled, the meetings for the next six months display as well.

The Meetings Report

[image: image220.png]osol plorer provided b a Ad atio =lolx|

Fle Edt Yew Favortes Toos teb | &
Qo - ) - ¥ &) | s Joramme: @] (0- 2 B - JH B

ddress [] hitps:jwny. fido. govifacadetabaseusersist asptype=rl B ERE
Google oo b B - | £ soskmarks~ B2k - [ popups okay | P check & Auwstrk + | fuorl [ Sendto (O settings~

FACA Database at FIDO GOV = o
Federal Advsory Conuitioes Daabase

Users List

Home Up Logon Search Help PublicAccess Score300 FY2007 kfcmo CMO

Department of Veterans Affairs Add New User DFO Report Active Users |_Famm View
# [Logon fEmail Level [Access [Start [End [active [Last Logon Browser

1 [seshman ndy Restman@ra.gov DFO 2 [0/1/2004 [[2612000 [Yes [10/1772003 12440 PM 6D

2 [avnsan snthony havkins@mal.va gav DFO 7 [1131997 [ea0a0n [Ne [/23/2001 24441 PMLE50

3 [mdesjonesi@vagey ndreajonesl @va.gov DFO 7 [enm0n7  [1261e [ves

4 [ARamos dejandro ramas@va gov DFO 7 [111/2006 [12612007 [Yes [12AM0655526 AM  [E6GD

5 [mosen eatosea@vhavagor DFO 7 [a0miz pmama [Ne D005 10240PM  [ES0

6 |ayoune 5y DFO || [113/1997 [0/141999 [No [12/159% 100701 AM [Usbnown Unkown

7 [betty.amderson@vagor ety anderson@va gov GFO 7 |promns [[2BLAME [Yes [10AIM06SI6PM EGD

B [ofaviey 1192 DFO 7 [10i1419% [12612000 [No [(A3/A99923731PM 40

o [bgoedwont & DFO || [pra0ioss [10141999 [No [[2a159323550PM  [Netseape 30

10 [BiytheFuguson@ragor Blythe Ferguson@va gav DFO 7 [enm0n7  [1261e [ves

11 [ootiver oo DFO || [1131997 [2eo98 [Ne [3seRSianPM [E300

12 [orobinson Lavemme Coopr@mail.va gov GFO || [12i1419% [12612001 [No [12/13/1990 103457 AM 40

B peige lowihe@mail va gov DFO 7 [1AA%7 [1A00 |Ne (21999 122359FM  [Netseape 400

14 |brockingion celestine brockinglon@malvagay |DFO |2 AV [0 No  [1A/00233510FM B30

15 [edevis ecdar@vbavagey DFO 7 P [A3mn [Ne [0ALA00442BRM  [E30

16 [ChanelBankston Cater@vagov |Chanel Bankston Cater@vagov  [DFO || (3372007 (3 [ves =
[ [ [ [ I5[®meme .




The helpfulness of being able to display the posted meetings will differ from office to office.  It is highly likely that the DFO already has an alert or tickler system to anticipate and plan for scheduled meetings and the associated meeting logistics, Federal Register Notices, etc.  However, since the displayed report rolls cumulatively up to the office (GFO) and agency (CMO) level, posting committee meetings like this in advance can serve to keep the whole agency as well as the public informed and involved.  The meetings have to be recorded anyway at some point during the Fiscal Year, so why not post the information when the meetings are scheduled and use this feature profitably.  Meeting records can always be edited further if the scheduled is rearranged or details change.

The Member Appointment Expiration Report
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A significant number of DFOs from larger committees report that staying on top of member appointments verges on being a full-time job.  The Member Appointment Expiration Report is designed to display all the members whose appointments have expired or which will expire in the next six months.  How a tool like this fits into the agency process for vetting and appointing new members and re-appointing and replacing existing members will differ from agency to agency and even from committee to committee within the agency based on the establishment authority.
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However, this report, like the Meeting Report above, also displays at the office and agency level and facilitates the communication necessary to handle the process in an orderly and timely fashion without continuous data calls.  Both of these reports, and essentially, all the reports available and utilized by the system are only as useful and accurate as the data from which they are generated.  What this means and comes down to for the FACA community and the interested public is that everything works best, if, when data about the committee changes, it is updated in the on-line system.
The Possible Problems Reports
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The Possible Problems reports set is a compilation of items identified over the years as the result of discrepancies in how the same committee data is treated differently in different places and at different times, or as areas of concern raised by users of committee data (agency leadership, congress, GAO, White House, public, etc.).  These items have usually been resolved during the Annual Comprehensive Review (ACR) reconciliation process, if they were not resolved immediately upon discovery by data calls, investigation, analysis, and lengthy explanations.  They are available here to be an ongoing tool to assist the DFO in tracking and managing the committee’s data.  The reports here have already been demonstrated to serve multiple purposes for multiple audiences, as you will see in the explanations below.
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The first three reports,

· Presidential Members don’t match Presidential Appointments,

· Meeting Dates not in Fiscal Year, and

· Report Dates not in Fiscal Year,

are usually the result of mistaken data entry based on a misunderstanding of what was required.  For the Pres Members report, the General Information page has a data entry field which poses a question regarding whether the committee utilizes members appointed by the President, and the Members page includes a question about appointment type (Presidential being one of the types of appointments).  When this information, often entered by different people, is inconsistent, it should be resolved.  These fields were added to the system at the request of the White House personnel office.  The Meeting Dates and Report Dates reports occur when the user manages to add a meeting with dates that do not fall within the reporting year.  You might wonder how this can happen if the meeting record's date fields have code to catch that kind of error.  It’s a mystery.  Some data is uploaded in batch files and the “bad” dates get by the screening, and some users are very creative and determined to put in precisely the date they want, even if it falls outside of the Fiscal Year. 
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The next two reports,

· Costs with No Meetings,

· Costs with No Reports, 

are in response to questions which are often asked about and just as often not very significant in the results shown.  DFOs are familiar with many reasons why a committee may be reporting costs with no visible activity of any kind showing up in the on-line data.  The most common reason is that meetings or reports have not been reported yet.  The cost data is carried forward by the system from the previous reporting year while the meeting and report data is new and has to be added each year.  It is also true that the cost versus visible activity ratio tends to be greater during the first year of a committee during setup and the terminating year when things are being wrapped up.  This set of reports becomes more useful when the agency is reconciling its ACR data and is a prime example for why some intelligence needs to be applied to report analysis.
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Three reports on member data deal with appointment dates, email addresses, and Member Designations.
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The Members with Bad Dates report might seem redundant of the Member Appointments Expiration Report, however the purpose is different since the Expiration report is an alert and the Bad Dates report is probably a real problem.  The Bad Dates report indicates those members whose appointment dates fall outside of the current Fiscal Year, so we are no longer concerned with members whose appointments are coming due to expire.  The Bad Dates report points to members whose appointments ended the previous fiscal year or whose appointment don’t start until the next fiscal year.  This may be a non-issue for some DFOs if their members can continue to serve until a replacement is appointed or if the DFO is completely disconnected from the agency appointment process.

The Members with No Email report would only be a problem if the DFO thought it was a problem or the agency needed the email for a Committee Management survey activity.  Member emails do not display from the Public Access part of the on-line system.  Emails should only be reported with the Members knowledge and permission and if it is agency policy to collect the emails.

The Members with No Designation report is another instance of a report that should not be necessary, since the program is coded so that a DFO should not be able to add a member without including the Member Designation.  The Member Designation is a required field in the system and, by law, is part of the appointment process of every advisory committee member.  Somehow, it still happens that a Member Designation field comes up blank, and this report is an alert to those concerned.
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The next three reports are considered alerts to what can only be labeled as oversights.  These reports are more useful as alert reports when the results for all the committees in the agency are rolled up into reports for the CMO and other agency officials.

Regarding DFOs with No Email and Decision Makers with No Email, the online program creates email mailing lists for CMOs and GFOs and other agency officials with logon rights.  The emails for the lists are collected from the DFO and Decision Maker Page forms, hence the usefulness of the DFOs with No Email and the Decision makers with No Email reports.  The CMOs and or other agency officials now can know who is missing from the mailing list.

The Potentially Administratively Inactive report lists those committees which are not receiving ongoing attention and active DFO participation, so that the CMO can make sure that the committee’s records and reporting does not administratively slip through the cracks.  With a consultation with the Secretariat the CMO can move the committee to the agency’s Administratively Inactive group of committees.  When a statutory committee has completed its work, it cannot often be easily terminated or removed from the agency’s committee inventory unless the statute that created the committee included language to terminate the committee.  The DFO involved with the work of the committee will generally wrap up his or her responsibilities and move on to other tasks as assigned, but the committee and the responsibility to track and report the committee lingers on, sometimes for years or decades.  
The Member Last Name is TBD or Vacant Report
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The Member Last Name is TBD or Vacant report is a special kind of possible problem report in that it serves multiple purposes.  The agency can choose to use this report as a helpful “identification of need” tool in the committee member appointment management process.  To do so, the DFO can add a “blank” member to the committee member list with TBD or Vacant in the Last Name field.  The DFO would do this to indicate that a member’s appointment has expired or that a member has resigned and a new member needs to be appointed.
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When the GFO or CMO or other agency officials look at this report from a group or agency-wide basis, they will see a list of all the committees with potentially empty member slots needing new members to be appointed.  Used this way, this report is a visible, accessible, communication link that allows the agency to stay abreast of, if not ahead of the member appointment process without duplication and multiple email exchanges.  Best of all, this process is capable of being managed in real time.

While the TBD or Vacant report can be used this way to manage the “identification of need part” of the appointment process, we probably should not forget that the member who is resigning or whose appointment has expired is also part of the current committee member list.  At the end of the reported year, the online system will be used to retain and count the members who actually served on the committees and not the empty slots that needed to be filled.  When the Annual Comprehensive Review (ACR) is completed and the data verified by the DFO, the committee data will be rolled into a new fiscal year.  The new year’s data will still include all the member slots that have a TBD or Vacant in the Last Name field.  The data verified for the ACR will have the member records with TBD or Vacant in the Last Name field removed.
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The last four reports in the possible problems list are designed to catch errors.  Since a committee seldom has a support staff of greater than 10, the FTE > 10 report lets the DFO, CMO, or Committee Management know when someone has inserted an unlikely and overly large number in the Federal Staff Support field.

The second report, Meetings with No Members, is seldom a problem for committees where the data is entered directly by the DFO or his or her designee.  Every agency works a little differently, and there are several agencies that provide the data for the online system in batch uploads.  This report has proved helpful in catching missing data from such uploads.
The third report, the Pending Committees report is seldom a problem for the DFO, but when it is a problem for the DFO, it is a biggie.  This report shows the committees that are not yet live with authority to act, i.e., the charters have not been filed.  While this report is most useful to the CMO on an agency-wide basis, it can be important to the DFO working against a deadline and/or agency expectations.

The last report, Committees with No Interest Areas, identifies committees without any assigned interest areas.  This could leave the committee out of the result set when a search is conducted.

While this list of reports could always be larger, we will not be adding any additional problems reports to this version of the system.  Any suggestions for additional reports that the DFO would find useful of this type should be sent to the CMO and the Secretariat.  Every attempt will be made to add them to future versions of the online system.

A Committee’s Interest Areas
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When a committee is first created, the DFO should use the Committee Interest Areas page to check off all of the Interest Areas from the list that the committee focuses on as topical areas.  There are more than one hundred interest areas within more than 30 categories, so please scroll down so that you include all that are applicable.  Be sure to click the Save button when all the relevant areas have been checked.  If the committee considers or investigates an interest area that the DFO does not find on the list, then the DFO should forward the “new” suggested Category and Area to the CMO.  If the CMO agrees that the “new” interest area belongs on the list, the CMO can have the “new” interest area added.  Since new areas could be added at any time, the DFO should make reviewing the applicable Interest Areas part of the Annual Comprehensive Review process, or otherwise check the list on a yearly basis.
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It is always possible as well that a committee will become either broader or more constrained in its interests as the years past, and the checklist should be reviewed every year to ensure that it reflects the committee as it is formulated currently and not as it was formulated historically.

As with any other data entry page, be sure to save any changes before clicking away from the page.

Committee Report
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The Committee Report link displays a single, printable, read-only summary report specific to the selected committee for the reported year.  If key information is missing from the reporting process, like the recommendation to continue or terminate the committee, the Committee Report page will display a warning where the data is missing.  The numbers displayed on the report as part of each field heading are retained from former years to make the report backwards compatible to the reports generated by the Annual Report process from 1972 through 1998.  Since this report was an approved government form in 1998 and dates from that time, this report does not present a complete record of the data collected on the committee by the online system.  As you have probably observed earlier in this manual’s presentation, the online Shared Management System has continued to grow in its application and uses.  To have the most complete record available from this system, the user should also display and print the report from the Performance Measures page.

It is a good practice to print the Committee Report and retain it as a record of what data was entered.  It is also an excellent idea to check the Committee Reports’ members, costs, and meetings information.  This is a good way to spot problems like the double counting that can occur if information is posted to both the committee and one or more of its subcommittees.

Designated Federal Official Information
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The DFO Info hyperlink displays the DFO Info page, the information and data entry screen for the Designated Federal Official.  The DFO has edit rights to this information and the information should be kept up to date, since information like the Phone number and the E-Mail address are used in reports and workflow processes.  Be sure to click the Save Changes button after making changes to the data.

Group Federal Official (GFO) Information

Some agencies have quite a few committees (HHS: over 250, DOI: over 110) and have organized their committees into sub groups within offices in the agency.  Examples of sub groups are NIH in HHS, the Park Service in DOI, and the Forest Service in USDA.  If the committee is part of such a working group, GFO information exists and is displayed on the Committee Menu.  In such cases, the DFO can view the GFO info but cannot change it.

Committee Management Officer (CMO) Information
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The CMO Info hyperlink displays the CMO Info page when clicked.  There is a CMO for every agency with an advisory committee, just as there is a DFO for each advisory committee.  The contents of the E-Mail Address field plays an important part in the workflow process of this system, since e-mails are sent to this address alerting the CMO of changes made to the committee data.  The CMO data cannot be modified by the DFO and you can see that in the example because Save Changes button is not visible.  Only agency CMO or Committee Management Secretariat personnel have edit rights to the CMO data, although more than one person in the agency may have CMO edit rights.

Committee Decision Maker
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The Committee Decision Maker link displays the contact information for the person who makes the decision for the agency to use the committee’s recommendations and advice.  2003 was the first year that this information was reported.  Advisory committees, like the rest of government, are being considered in the context of performance and performance measures.  One measure of an “advisory” committee is the advice it provides.  An essential component of the advisory process is the person who decides to use the advice received.  The DFO should know who this person is if he or she does not report to this person directly.  It is not considered a good practice for the DFO and the Decision Maker to be the same person.  The DFO has edit access to the information on this page.  If the committee has more than one decision-maker, and you have to choose which one to enter, enter the highest ranking agency decision maker who actually reviews the recommendations or advice.  The fields for this page are the same as for the DFO, GFO, and CMO pages above.

Viewing the Committee’s Charter
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The View Charter link displays a list of the charters that have been uploaded to the online system over the life of the committee.  At a minimum the list is expected to display the File Name of the committee’s current Charter.
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When the user clicks the document link, the browser will display a File Download pop-up window which provides the option to open the document, save it to the hard drive, or cancel the current operation.  How this pop-up window looks and operates will depend upon the browser in use.  How the document eventually looks and displays will also depend upon the browser in use, the operating system in use, and the applications that the user has loaded to their computer.  Of course, this is true about all web sites, but we mention it here so that the DFO becomes more aware of the considerations one needs to have about the documents one chooses to upload for display on the web.
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The charter is displayed in a read-only format.  The charter to the right is displayed with all of the formatting characters because of the document settings on the user’s computer.  We prefer a word processing format for our uploaded documents because word processor programs produce a document format in Internet Browsers like Netscape or Explorer that can be read by “screen-readers” for the blind.  To the extent possible, feasible, and as required by law, the FACA online system honors or exceeds the requirements of the American with Disabilities Act regarding Internet accessibility.

If the charter is older and not available as a word processing document, it is possible that either the Committee Management Secretariat or the agency scanned the charter to an Adobe .PDF file.  If Committee Management creates a PDF file, we make sure the file has an attached text component that allows text searching and works with screen readers.  The filenames used to identify documents are a combination of the GSA assigned Committee ID numbers, some identifying text added by the person doing the upload, the date of the upload, and a .doc or .pdf or some other file name extension.

To add the charter to the database web site,

The agency CMO will upload the approved and filed charter using the Upload link on the Consultation page.  Since the Committee Consultation procedure is a CMO function, the DFO Consultation page does not display that link for DFO use.

Sometimes, when the agency is especially concerned about displaying a charter with the approving official signature, the agency will scan the official charter copy and upload the .pdf file.

Of course, when necessary, the agency and Committee Management will use any other practical process that can be devised and agreed upon to load a charter into the system.

Accessing the Committee’s Web Site
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If the Committee Menu page displays a Web Site hyperlink, the page is linked directly to a web site for either the advisory committee or the advisory committee’s agency.  The data to link to the web site is entered on the Committee’s General Information page and the web address, the Universal Resource Locator (URL), should be entered as demonstrated in the example at the bottom of the General Information page.  If the user goes to the committee web site, and wants to return to the Shared Management System where they left off, they need to click the Browser’s back button.

Verifying the Committee’s Data
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We recommend the DFO update his or her committee data at least monthly, if not every time a committee activity or action causes a change in the data.  However, there is a minimal requirement.  Annually, in the fall, on a schedule distributed and managed by the agency CMO, the DFO must recheck the data entered for the past year and verify its accurateness and completeness.  Clicking the Mark Verified hyperlink presents the DFO with a “Verification was successful” page similar to the page seen to the right.

Clicking the Mark Verified hyperlink also adds a time stamp to the database and the time stamp appears on the CMO’s Committee List page next to the committee that was verified.  This alerts the CMO that the DFO considers the data complete.  This verification process also temporarily locks the data, although the DFO can unlock the data and make further changes by clicking the Save Changes button on any editable page.  If the DFO clicks the Save Changes button and unlocks the data, the time stamp is removed from the CMO’s Committee List page.  This means that the DFO will have to click the Mark Verified link again when the review process is once again finished and complete.  The DFO will not be able to change the data further after the CMO clicks the Committee’s Mark Verified link.  If the CMO checks the data and clicks the Mark Verified link for the committee, the data is locked, a time stamp is added under the GFO and CMO date columns for the committee, and the DFO and GFO cannot unlock the data entry feature by clicking the Save Changes button.  The only way the DFO or GFO can change the data further after the CMO clicks the Mark Verified link is to contact the CMO and ask him or her to unlock the data.  Of course, the CMO can still unlock the data by clicking the Save Changes button on any editable page for that committee and will be able to do so until the data is rolled into the next reporting year and “locked down” by the Committee Management Secretariat.

The Consultation Page

For most agencies, consultations on the establishment, renewal and termination of committees occur between the agency Committee Management Officer (CMO) and the Committee Management Secretariat.  But the process of developing an advisory committee charter and identifying the stakeholders, audiences, and potential membership of a committee vary greatly from agency to agency.  And even though the law calls for the agency head to own and manage the committee establishment via the CMO, DFOs sometimes find that they have anywhere from an interest to a significant role in this consultation process which tracks the committee’s charter life.  To accommodate this reality, we have added a read-only link to the consultation history of a committee.
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The Consultation page presents a list of the consultation actions taken on the committee in the recent past and up through the present moment.  The Secretariat only began tracking the committee consultation process with computers and databases in the very early 90s, and only moved the process online in the very late 90s.  Since there are many committees that date to 1972 when the law was passed, and even a committee or two that date to George Washington’s presidency, the online database consultation record often appears to pick up in the middle of an established committee’s ongoing history.

The committee’s current charter status is the primary concern and the consultation process and record is designed around the steps which provide the context for the process.
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The normal sequence is really quite straightforward and is much the same whether a committee already exists or is just a gleam of an idea that an advisory committee is what’s needed.  First the agency prepares and submits a charter which scopes out the work of the committee.  Then committee management looks at the charter’s contents and advises regarding the charter’s compliance with the law and resulting regulation.  Then the agency files the charter with the agency’s oversight committees in congress and gets about the work of the committee.  Finally, two years later, if the work of the committee is not complete and the agency, upon review, feels that doing further work with the available resources can produce further, useful results, the agency goes through the process again.  The form to the right reflects those steps.  The Consult Number reflects the history of the committee and the Consult Type is the action to be taken.  The Received Date is the date the charter or the idea of the committee is submitted to the Secretariat and the Concurred Date is the date that everything appears compliant and ready to go.  The Charter Date is the date that the committee charter is filed with congress.  The Charter Terminated Date is a field used when the committee is actually terminated and the Designation Review Date is the date the CMO or other agency official last reviewed the members’ designations made when the members were appointed to the committee.  Finally, the Comments and CMO Remarks field are for the Secretariat’s or CMO’s comments.

The Rest of the Story for the DFO
There are many other features and reports available to assist the DFO in the online Shared Management System.  Most of the other features are found and described in the Public Access part of the manual.  We would like to remind you one last time, all of the features, data, and reports are only as useful and accurate as the data entered and kept up-to-date, primarily by the DFOs or their designees.  The DFOs, keeping the system up-to-date as frequently as possible, whenever the committee data changes, or even on a weekly basis, transform the Shared Management System into a very desirable commodity in government, a useful, interagency data-sharing and management tool.  The online Shared Management System has been available since 1997.  It is a living system in the sense that it has grown in usefulness and functionality (and size) every year that it has existed.  Some of the improvement is due to the improved technology of the Internet, and a little can be counted due to the increasing skill of the development team.  However, most of the improvement is due to the feedback, patience, and willingness of the users to participate both in the development process and with on-line record keeping.  The Shared Management System is truly a shared system that belongs to all of us.

SECTION III: Group Federal Officer Management Tools and Access to Advisory Committee Data 

The Group Federal Officer (GFO) is not an official term with regards to the Federal Advisory Committee Act (FACA) or any other legally defined government employee.  The GFO title was created by the Committee Management Secretariat to identify the person holding an agency supervisory position over a group of committees, i.e., the National Park Service in the Department of the Interior, or the National Institutes of Health in the Department of Health and Human Services.  The GFO uses the on-line system to manage the sub-group of advisory committees, manage agency users of the system within the sub-group, and, if necessary, to update the information on advisory committees during the current fiscal year and the Annual Comprehensive Review (ACR). FACA requires that information about the advisory committee be provided at least annually.  The web-based database accommodates and builds upon that requirement by both allowing the continual updating of committee information throughout the fiscal year and providing committee management functionality.  Keeping the data continuously up-to-date converts the system from a focus on history and records to a focus on management and immediate relevancy.  With frequent and timely updates, the system becomes more useful to everyone, ranging from the public user to congressional staff with oversight responsibility.

What is the Shared Management System?

The Shared Management System is a specialized database on the web.  The “GFO” user has access with edit and update rights to the current fiscal year’s data for their specific committees via the Internet. The GFO is given their access rights, their logon (username) and their initial password by the agency Committee Management Officer (CMO).  The GFO, like any public user, can view all of the information on all of the committees available for the current fiscal year in a read-only mode in the Public Access section of the system. At the same time, only the DFO, or their designee, the GFO or their designee, the agency CMO, or their designee, or a Committee Management Secretariat (CMS) staff member can edit or update the committee data being reported for the current year.

What kind of data is being collected and maintained?

For the GFO, the program collects, totals, and displays

· Committee charters and related information,

· Projected committee renewal or termination dates,

· Current Status reports to aid in committee management activities,

· Distribution of establishment authorities and committee functions,

· Committee members,

· Committee costs,

· Agency’s recommendations for continuation or termination of the committee,

· Report titles, publication dates, and electronic copies of the reports,

· Meeting dates, purposes, locations, whether the meetings were open or closed, and electronic copies of the meeting minutes,

· Ongoing committee justification information,

· Performance measurement data,

· GFO contact information,

· Agency users and editing rights, and

· Any web site addresses (URLs).

The data requirements for the system do not require the uploading of meeting announcements or reports containing committee recommendations to the agency.

How does the GFO use the system?

The system is designed to capture relevant information when first entered by the CMO and DFO, and to carry that information forward from year to year until the information is no longer required.

1) When a committee is first established and chartered by the agency and added to the system by the CMO, the information entered addresses the committee’s general information, membership information, and estimated cost information requirements.

2) The CMO and/or the Committee Management Secretariat (CMS) use the Consultation process found on the Committee Menu page to complete the committee establishment.  The GFO and DFO do have the Consultation hyperlink displayed on the Committee Menu page they normally view so they can review the consultation history, although they normally do not use the Consultation feature or conduct consultations with the Committee Management Secretariat,.

3) The CMO adds the DFO as a user to the system and provides the DFO access to the newly created committee.

4) The CMO creates a group of committees for intermediate management.

5) The CMO adds the new committee to the appropriate group (or, in some rare cases, more than one group).

6) The CMO adds the GFO as a user to the system and provides access to the committee group for which the GFO is responsible.

7) The CMO has the DFO or the GFO log onto the system and

· Edit the general information for completeness and accuracy which contributes to the annual report requirements and keeps the Renewal or Terminate Report timely and useful,

· Add meetings and reports as they occur,

· Add or delete members as they are appointed or as their appointments end,

· Add or update costs as they occur,

· Add or update the web address if a web site is created for the committee,

· Add or update their own contact information as it changes,

· Add or update the annual performance measurement data,

· Recommend the continuance or termination of the committee by the end of the fiscal year, and

· Verify the accuracy and completeness of the committee data for the closing year.

The guidance for the above data entry activities is found in the DFO System section of this manual, since the DFO or her designee normally does the committee level data entry and information maintenance.  The GFO, or the CMO if she or he chooses to do any or all of the tasks above, would find that the general information data, cost information data, and member information data added during the establishment of the committee has been carried forward to the relevant report pages for each reportable year.  At the end of the year being reported and closed, the program carries all of the data entered forward into the next year except for meetings and reports.

The GFO also has access to the Public Access read-only section of the system.  This section can be very helpful and useful to the GFO’s management needs.  Using the Search feature, the GFO can discover what other committees exist in other agencies with issues and concerns similar to committees they are responsible for or planning to charter.  With that knowledge, the GFO can Drill Down to the specific committees of interest and determine if the system has information useful to them, or they can identify people in the other committee’s agency to contact for further investigation.  In the Public Access section, the GFO also drills down from the general Year to the Agency to the specific Committee to view the desired information.  At any time the GFO can Search the entire collection for any word or phrase, use Database Search to limit the data displayed based on selected criteria, and/or Download selected data to a spreadsheet with the Download Center.
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The opening screen for the Shared Management System lets GFOs know that they have found the database and lists their options.  The most direct address for the system is http://www.facadatabase.gov.  The Shared Management System is part of a family of shared-interagency-databases located at http://www.fido.gov.  A complete discussion of the opening screen and its links and features is found in the Public Access section of this manual.

Logging onto GFO Data Maintenance Activities 

Logon allows GFOs who are responsible for the committee data and who have editing rights to log on to the current year and view and update the management data. DFOs can update their committees, GFOs can update the committees in their group, CMOs can update all of their agency’s committees, and the Committee Management Secretariat’s staff can update all the agencies’ data. Unless the GFO wants to add or edit some specific committee data or limit the display to just the committees for which they are responsible, there may be no need to log on.  All of the information, searches, and most of the reports are available from the Public Access section, the difference being that the Public Access section is read-only.
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Clicking the Logon link displays the Logon page.  The Logon page has ten hyperlinks, four data fields and one submit button.  In addition to the links previously mentioned are Presidential Committees, and Presidential Members, which are reports designed for the White House Personnel Office.  One of the links is an instructional online movie, How to Logon to a Fido system.  The data fields are the LOGON text box, the PASSWORD text box, the “I forgot my password” check box, and the “I WANT TO CHANGE” check box.  The submit button is labeled Continue.

To Logon, the GFO enters his/her username in the Logon: text box field (which has the label: Please enter your Email) and their password in the Password: text box field (which has the label: Please enter your password).  When the Continue button is clicked, the program takes the GFO user to the Committee Menu page.  The system design calls for all registered users to log on with their government e-mail address as the username.

[image: image248.png]o =lo/x|
| &

Ele Edt View Favortes Toos el

Qe - ) - %] 1) | Pseasn Sferaois @] 0- - B - JH B
ddress [] hitps: . fido.govifacadatabaseform_consultations.asp7ID=21234 B ERE

CGoogle 6o B+ || 1 socknarks 2R+ [Opopups ckay | % Check + 5 Aotk + |- ol apSendtar O settings

Home Up Logon Search Help PublicAccess Score300 FY2007 kfcmo CMO

VA 31963 - New Kennett Fussell Counittee - Statutory(Congress Created)

Committee Menu Generslinfo Agency Recommendations [Reports Meetings Costs Justifications Menbers Performance Measures

View Charters on FACA Website Upload Charter

Save Changes

consuit — This itam Is required and I the next number in sequence generated by the system when sither
the CID or CMS dds 3 new consulation. Cansutstions are dizplayed in revarzs ordes vith
Number.

mostracent st th top.

Thi e i required. There are six typas of canzultstons,
approprists consultation type from the drop down lst.
‘Administratively Inactive - This typs i spplied when the commitee is & satutory

committea which has complated its ok and s no longer functioning but the legisiation to !
terminate it has not bean pazsad.

Amendment-Thiz typs i zelected when amnding an exising charter. This consultation iz

used for comittee name changes and chartr content changes between renemals and does
[Esbihmen =] ot sfect the charter ranamsl date.

B T € st ish e Establishment-This type is selected nhen creating a new committee for the firsttime.
Re-establishment-This type is selected when a commitiee has been teminated and s

being estored to 3 unctioning state, or when a committee has had a lapsed charter for longer
than or4 manths,

and the user select the

Renewal -Thi typs i selected for cmmitises whose chartes are cunently active and being
ranemed for another o year periad. This i the nomsl and dsfaul selaction fo existing
commitaes,

Termination - Thiz ype i zelactad whan commifsss as baing terminitad.
o T 2 0 0 G AT ARl 170257 T
Receives o e e oo s o e G e cr R A, (e
/2612007 10% s
Date 1251 ]

edits the Received Date, they should explain the change in either Comments ffor CHIS
concurres [
Date.

il o1 CMO Remarks.
[@ore

This e i not sy required and i atared b NS Staffwhen appropiate. Cammitass

— esablizhed i Statatory nd Pre sidential suthorty o not equie cancurence

L Committees established with Agency and Authorized By Law authority do require =~
2

[ [ [5[®weme




The GFO can change their user information any time they are logging in by checking the “I WANT TO CHANGE” check box before they click the Continue button.  After the user has filled out the User Profile page, including their e-mail, than the OOPS check box (otherwise known as the “I forgot my password, please send it to me” check box) will work.

Using the Logon page shown above, if the user wants to receive an email with their password, they enter their LOGON (E-mail address), check the “I forgot my password, please send it to me” check box, and click the Continue button.  The program will email their logon information to their registered “government” email address.
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If the GFO receives a Logon Error, they should note the error message and contact their CMO to adjust their access rights. If you enter an incorrect Logon or Password, you receive the “Your logon or password is not correct” error.  The Shared Management System does not use a 3-attempts-and-you-are-locked-out approach to logons, so you can keep trying until you are either frustrated or your fingers bleed.  We suspect that adding data to the system is seldom so urgent that you can’t wait for an email.  Feel free to ask for your password to be sent to you by clicking the checkbox, especially if you logon infrequently.  We all are beset with dozens of different logons and no one can keep all the combinations in their head.
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If the user’s dates for access have expired, you receive “Your authorized end date has been exceeded.” error.  Most users are added with an expectation that they will be using the system for at least 5 years, but time does pass quickly, so don’t hesitate to let your CMO or Committee Management know that you need to have your access rights time frame extended.
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If your CMO has designated you as an “inactive” user, you see the “inactive logon” error when you attempt to logon.  Committee Management Secretariat will switch users to an inactive status if the user has not logged in for more than a year.  This situation can be easily changed by calling or emailing your CMO or the Secretariat.
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Clicking the Presidential Committees hyperlink displays basic committee information on committees that are either Presidential in type or established by the President.  A committee is Presidential in type if it reports to the President even though it may have been established by Congressional Act.  The committee listed in the third row to the right is an example of Presidential type.

Clicking the Presidential Members hyperlink displays a list of committee members appointed by the President that are in the current year’s member list (see above).  These two hyperlinked reports are on the logon page at the request of the White House Personnel office.  These reports, like all of the database’s reports for the current year, can only be useful and accurate if the data is kept up-to-date.
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These presidential committee and member reports, like all the reports generated by the system, can be downloaded to the user’s computer for more direct use [image: image255.png]osol plorer provided b a Ad atio =lolx|
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hyperlinks.  This is because none of the data kept in the Shared Management System [image: image259.png]orer provided b a Administratio =lolx|
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is subject to privacy provisions, except for the committee [image: image260.png]B gt on Fastes Toke_tie L&
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members’ emails.  Any public user may download all the data stored in the online system except for the committee members emails.
The GFO’s Committee List and Management Activities
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When the GFO logs on to the system, they proceed straight to the Committee List Page for their group.  The Committee List page provides the GFO with access to any of their committees, and displays the navigation hyperlinks that activate most of their management activities in this web system.  We will discuss the navigation hyperlinks first, and then the hyperlinks that access the individual committees.

The Committee List page currently displays seven additional hyperlinks in three groups.  The new hyperlinks on this page are

For the Reports group:

· Performance Measure (ACR) Totals,

· Agency Totals,

· DFO report, and
· All Annual report.
For the Tools group:
· Current Status,

· Email Addresses, and
· Manage Users.

And for the End of FY group:

No links are activated.
Performance Measures (ACR) Totals Report
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The Performance Measure Totals report link displays the Annual Comprehensive Review Totals page with the data displayed for all the committees in the group.  These totals are for the categories of performance measures that are of interest to the agency, Congress, and the public during and after the reporting year.  This data is carried forward for the committees from year to year, but the report begins with a count of committees updated for the current year.  This data is not integrated with the rest of the committee report in this version of the system.  The GFO should make sure that all of the committees in the group have updated the Performance Measures as part of the ACR verification process.

Agency Totals for the Group
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The Agency Totals hyperlink displays the Totals page for the group, which are totals of the collected data elements for the current year thus far.  The Active and Inactive lines refer to committees for the group.  The rest of the lines refer to the distribution of the committees in the group among the elements.  New or terminated committees in the group, the distribution of committees by authority or function in the group, the number of meetings, reports, members, costs, etc., etc.
  The accuracy of the report at any point in time during the current year depends upon the frequency and timeliness of committee information data entry on the part of the DFOs, and that, to some extent, depends on the guidance provided by the GFO to the DFOs.  Glancing at the totals from time to time will aid the GFO in knowing when to coach the DFOs to correct their data entry, i.e., while the total members serving shown below is probable, the Total FTE Years is not.
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DFO Report
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The DFO Report hyperlink displays the DFO Report page, a listing of the Committees and the DFOs’ contact information.  Again, this information is only as useful as the DFOs’ timeliness in keeping their information current.  The GFO generally gives the DFOs access to their committee data so that the DFOs can keep their information up to date.  Of course, the structure allows the GFOs to do the data entry themselves.
All Annual Reports

The All Annual Reports hyperlink (which is really useful only after the end of the FY and all of the data is reported and verified) displays a single, continuous, scrollable, printer-friendly page of all the annual reports for all the committees in the group for that year.  Depending upon the number of committees in the group, this page can take a while to load and display. This page can also be saved to a Word document and once in Word, the user can add page breaks and other formatting features to display the reports as formally as required.  To return from this page to the Committee List page is an instance of when the GFO will have to use the browser Back button.
Current Status
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The Current Status link in the Tools group is an assortment of helpful, heads-up and on-guard reports for the GFO and other parts of the agency leadership.

Reports (signified by a hyperlink) are only generated if data is present that makes the report potentially relevant or suggests that a “possible” problem could exist.
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For instance, the General Info page has a Yes/No response field regarding whether any committee members are Presidential Appointments.  The Members List page has an appointments field that indicates the source authority of the appointment.  Is there a problem if the pages don’t agree?  Usually!  Could there be a reasonable explanation for the conflicting information?  Possibly?  In all cases, intelligence is to be applied.  These report items are potential alerts, not flags that specific content is wrong.  A more complete description of each separate report in the possible problems section exists below in this section.

The Current Status Page Management and Tracking Reports
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The Current Status page is a set of reports that should be helpful to the GFO and agency in managing and tracking the activities and administrative details of their advisory committees.  The page is divided into two sections, Upcoming Events and Possible Problems.  Upcoming Events (Next 6 Months) displays reports that are useful for planning and managing anticipated events, while Possible Problems displays report where discrepancies that “might be problems” exist in the data.  I hope we all are aware that the entire system is an attempt to categorize and describe in consistent terms and a unified fashion almost 1000 distinct and uniquely functioning advisory committees.  The term “possible” in the possible problems heading is a clue that intelligence should be applied in the analysis of these reports, and the term “problems” is often entirely the wrong word.

The Upcoming Events (Next 6 Months) Reports
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The Upcoming Events section potentially displays four reports, one each for Future Meetings, Charter Renewals, Charter Terminations, and Member Appointments which are expiring.  A report link will only appear when data exists to produce a useful report, so no links will display for empty reports.  No links is good.

When the DFOs post committee meetings to the on-line system, the number of future posted meetings for the Fiscal Year being managed is displayed and a Meetings Report link shows up in the report column.  If the DFOs post future meetings as soon as they are scheduled, the meetings for the next six months are displayed.

When committee charters are due for renewal in the next 6 months, the Renewals Report will display that committee on the list.  The Renewals Report also displays any committees for which the data on the committee could be interpreted that the committee has been overlooked or is overdue for re-chartering.  Committees can be removed from the Renewals Report by changing the data on the committee on the General Info page, the Agency Recommendations page, or the Consultation page.

By the same token, the Terminations Report displays any committees for which the data on the committee could be interpreted that the committee is a candidate for termination.  Committees can be removed from the Terminations Report by changing the data on the committee on the General Info, the Agency Recommendations, or the Consultation pages as well.

The Member Appointment Expirations Report lists those members agency-wide whose recorded appointment end dates have either already elapsed or will elapse in the next six months.

A Meetings Report link and a Member Appointments Expiration Report link for their committee data are available to individual DFOs on the Current Status link for their committee on their Committee Menu page.

The Scheduled Meetings Count Results in the Meetings Report
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The helpfulness of being able to display a count of already posted future meetings and a resulting Meetings Report will differ from agency to agency.  It is highly likely that the GFO already has an alert or tickler system to anticipate and plan for scheduled meetings and the associated meeting logistics, Federal Register Notices, etc.  However, since, the displayed report rolls cumulatively up from the Committee (DFO) to the office (GFO) and agency (CMO) level, posting committee meetings like this in advance serves to keep the whole agency informed and involved.  The meetings have to be recorded anyway at some point during the Fiscal Year, so why not post the information when the meetings are scheduled and use this feature profitably.  Meeting records can always be edited further if the scheduled is rearranged or details change.

The Committee Renewals Count Results in the Renewals Report
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The Committee Renewals Report is an obvious tool for the GFO to use to anticipate what committees are overdue for review, what committees are up for review this month, and what committees are up for renewal in the near future.  If a lot of committees show up on the report that should not be there, then the data recorded in the system for those committees is not useful or accurate and the GFO should review the data with their CMO and their DFOs.

The Committee Terminations Count Results in the Terminations Report
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The Committee Terminations Report is an obvious tool for the GFO to use to anticipate what committees are up for termination.  If committees show up on the report that should not be there, then the data recorded in the system for those committees is not useful or accurate and the GFO should review the data with their CMO and their DFOs.

The Member Appointment Expiration Report
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A significant number of DFOs from larger committees report that staying on top of member appointments verges on being a full-time job.  CMOs from small agencies report the same thing.  For the GFO, the Member Appointment Expiration Report is designed to display all the members in their group whose appointments have expired or which will expire in the next six months.  How a tool like this fits into the agency process for vetting and appointing new members and re-appointing and replacing existing members will differ from agency to agency and even from committee to committee or group to group within the agency based on the establishment authority and agency precedent and process.
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However, this report, like the Meeting Report above, displays at the committee, office, and agency level.  This can facilitate the communication necessary to handle the process in an orderly and timely fashion without continuous data calls.  Both of these reports, and, essentially, all the reports available and utilized by the system, are only as useful and accurate as the data from which they are generated.  What this means and comes down to for the FACA community and the interested public is that everything works best, if, when data about the committee changes, it is updated in the on-line system. 
The Possible Problems Reports
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The Possible Problems reports set is a compilation of items identified over the years as the result of discrepancies in how the same committee data is treated differently in different places and at different times, or as areas of concern raised by users of committee data (agency leadership, congress, GAO, White House, public, etc.).  These items have usually been resolved during the Annual Comprehensive Review (ACR) reconciliation process, if they were not resolved immediately upon discovery by data calls, investigation, analysis, and lengthy explanations.  They are available here to be an ongoing tool to assist the GFO in tracking and managing the group’s data, and have proven an invaluable tool in completing the Annual Comprehensive Review (ACR).  The reports have been usefully demonstrated to serve multiple purposes for multiple audiences, as you will see in the explanations below.
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The first three reports,

· Presidential Members don’t match Presidential Appointments,
· Meeting Dates not in Fiscal Year, and

· Report Dates not in Fiscal Year,

are usually the result of mistaken data entry based on a misunderstanding of what was required.  For the Pres Members report, the General Information page has a question whether the committee utilizes members appointed by the President, and the Members page includes a question about appointment type (Presidential being one of the types of appointments).  When this information, often entered by different people, is inconsistent, it needs to be resolved.  This question was first posed by the White House personnel office.

The Meeting Dates and Report Dates reports occur when the user manages to add a meeting with dates that do not fall within the reporting year.  You might wonder how this can happen if the meeting record's date fields have code to catch that kind of error.  It’s a mystery.  We speculate that some data is uploaded in batch files and the “bad” dates get by the screening, and some users are very creative and determined to put in precisely the date they want, even if it falls outside of the Fiscal Year.
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The next two reports,

· Costs with No Meetings,

· Costs with No Reports, 
are in response to questions which are often asked about and just as often not very significant in the results shown.  GFOs are familiar with many reasons why a committee may be reporting costs with no visible activity of any kind showing up in the on-line data.  The most common reason is that meetings or reports have not been reported yet.  The cost data is carried forward by the system from the previous reporting year while the meeting and report data is new and has to be added each year.  It is also true that the cost versus visible activity ratio tends to be greater during the first year of a committee during setup and the terminating year when things are being wrapped up.  This set of reports becomes more useful when the agency is reconciling its ACR data, and is a prime example for why some intelligence needs to be applied to report analysis.
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Three reports on member data deal with appointment dates, email addresses, and Member Designations.
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The Members with Bad Dates report might seem redundant of the Member Appointments Expiration Report, however the purpose is different since the Expiration report is an alert and the Bad Dates report is probably a real problem.  The Bad Dates report indicates those members whose appointment dates fall outside of the current Fiscal Year, so we are no longer concerned with members whose appointments are due to expire.  The Bad Dates report points to members whose appointments ended the previous fiscal year or whose appointment don’t start until the next fiscal year.  This may be a non-issue for some CMOs and DFOs if their members can continue to serve until a replacement is appointed or if the CMO is completely disconnected from the agency appointment process.  However, this can seriously affect the accuracy of the number of members serving on agency committees.

The Members with No Email report would only be a problem if the CMO, GFO, or the DFO thought it was a problem or the agency needed the email for Committee Management survey activity.  Member emails do not display from the Public Access part of the on-line system and generally should only be reported with the Members knowledge and permission, and if it is agency policy to collect the emails.

The Members with No Designation report is another instance of a report that should not be necessary, since the program is coded so that a DFO or GFO or CMO should not be able to add a member without including the Member Designation.  The Member Designation is a required field in the system and, by law, is part of the appointment process of every advisory committee member.  Somehow, it still happens that a Member Designation field comes up blank, and this report is an alert to those concerned.
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The next three reports are considered alerts to what can only be labeled as oversights.  These reports are more useful as alert reports when the results for all the committees in the agency are rolled up into reports for the CMO, GFO, and other agency officials.

Regarding DFOs with No Email and Decision Makers with No Email, the online program creates email mailing lists for CMOs and GFOs and other agency officials with logon rights.  The emails for the lists are collected from the DFO and Decision Maker Page forms, hence the usefulness of the DFOs with No Email and the Decision makers with No Email reports.  The CMOs, GFOs, and/or other agency officials can know who is missing from the mailing list.

The Potentially Administratively Inactive report lists those committees which may be in a group of committees that no longer require ongoing attention and active DFO participation.  The report exists so that the CMO and GFO can make sure that the committee’s records and reporting does not administratively slip through the cracks, and can move the committee to the agency’s Administratively Inactive group of committees.  When a statutory committee has completed its work, it cannot often be easily terminated or removed from the agency’s committee inventory unless the statute that created the committee included language to terminate the committee.  The DFO involved with the work of the committee will generally wrap up his or her responsibilities and move on to other tasks as assigned, but the committee and the responsibility to track and report the committee lingers on, sometimes for years or even decades.  
The Member Last Name is TBD or Vacant Report
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The Member Last Name is TBD or Vacant report is a special kind of possible problem report in that it serves multiple purposes.  The agency can choose to use this report as a helpful “identification of need” tool in the committee member appointment management process.  To do so, the DFO can add a blank member record to the committee member list with TBD or Vacant in the Last Name field.  The DFO does this to indicate that a member’s appointment slot is available and a new member needs to be appointed.

When the GFO or CMO or other agency officials look at this report from a group or agency-wide basis, they will see a list of all the committees with potentially empty member slots needing new members to be appointed.  Used this way, this report is a visible, accessible, communication link that allows the agency to stay abreast of, if not ahead of the member appointment process without duplication and multiple email exchanges.  Best of all, this process is capable of being managed in real time.

While the TBD or Vacant report can be used this way to manage the “identification of need part” of the appointment process, we probably should not forget that the member who is resigning or whose appointment has expired is also part of the current committee member list.  At the end of the reported year, the online system will be used to retain and count the members who actually served on the committees and not the empty slots that needed to be filled.  When the Annual Comprehensive Review (ACR) is completed and the data verified by the DFO, the committee data will be rolled into a new fiscal year.  The new year’s data will still include all the member slots that have a TBD or Vacant in the Last Name field.  The data verified for the ACR for the year being closed will have the member records with TBD or Vacant in the Last Name field removed.
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The last four reports in the possible problems list are designed to catch errors.  Since a committee seldom has a support staff of greater than 10, the FTE > 10 report lets the DFO, GFO, CMO, or Committee Management know when someone may have tried to insert the total cost of the committee in the Federal Staff Support field.

The second report, Meetings with No Members, is seldom a problem for committees where the data is entered directly by the DFO or his or her designee.  Every agency works a little differently in this area, and there are several agencies that provide the data for the online system in batch uploads.  This report has proved helpful in catching missing data from such uploads.
The third report, the Pending Committees report is a problem for the CMO and GFO as the end of the FY approaches.  This report shows the committees that are not yet live with authority to act, i.e., the charters have not been filed.  While this report is most useful to the CMO on an agency-wide basis, it can also be important to the DFO and GFO working against a deadline and/or agency expectations.

The last report, Committees with No Interest Areas, identifies committees without any assigned interest areas.  This could leave the committee out of the result set when a search is conducted.

While this list of reports could perhaps be larger, any new reports of this type will have to be added to a future version of the online system.
Emails Addresses
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The Get Emails link displayed in the Tools group provides different combination of email addresses. These emails belong to the agency users of the online system.  The emails are found in the user profiles and the DFO page data, the GFO page data, and the CMO page data kept in the online system.  This information extends beyond the formal agency DFO, GFO, and CMO list to everyone with responsibility for data management from the agency in the system that has been given a login or otherwise added to the system list, including decision makers, supervisors, and administrative staff.  We expect a contact list like this to become more and more useful, so it is best to urge everyone to keep his or her information up-to-date.
Manage Users
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The Manage Users link displays the list of agency users and their access rights on the system.  After the CMO gives a user GFO status on the system, the GFO can

· Add users at the DFO levels of use and assign them a committee,
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Control whether users can edit the current year’s data,

· Limit when a user will have access to the system, and

· Look up the user’s password.
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aaron collmann@gsa.gov, aball@ns gov, abner_w@bls.gov, abrunelle@fs.fed.us; Adrienne. Abney-Cole@sba gov;
adrienne_fleek@nps.gov, adrienne_fleek(@nps.gov, acharris@nst gov, agheame@opm.gov, agpB@cde.gov, ahanson@fs.fed us;

alejendro ramos@va.gov, Aleta Sindelar@fda.bhs. ov, alex goniprow(@ed.gov, alex_nick(@fws.gov, alezander roytblai@fec.gov;

Alesis Haskcensen@mail doc. gov, Alfreda Crawford@sba gov, allen_brookshire@nps gov; AllsonDA2@state.gov;
Allysia_Angus@blm.gov, alver john@epa.gov, Alyson Price(@dhs. gov, amanda smith@hhs gov, anand parckh@hhs.gov,

anderson mary@dol gov, Andrea Haines@hhs. gov, andrea jones 1@va gov; Andrea_DaSilva@ita.doc.gov, andrew.cosgrove@hhs.gov,
andrew hatch@usda.gov, andy.feshman(@va. gov, angie ingram@dot.gov, anita. blackman@sls.dot. gov, Ann Barett-Dahl@mail doc.gov,
ann hansen@osd.mil, Ann_Bowman_Smith@nps.gov, anoonan@nst gov, apatterson@hrsa gov; aphelps@ast gov,

amalda magloire@osd.mil, asb0@ede. gov; ashains @fs.fed.us; autry.lara@epa gov; axbd@ede.gov, bachman joseph@epa.gov,

Balbina, Caldwell@sba.gov, barb_irwin@nps.gov, Barbara Cavallari cir@pentagon. af mil, Barbara Hess@aoaa gov;

barbara kreisman@fec. gov, barbara_armsirong@fws. gov; Barbara_Cellarivs@nps.gov, bbusse@fs.fed.us, beastaneda@fs fed us;
bdelaviez@uscer. gov, bead(@nes gov, beatty@aceess-board.gov, benjamin kent@epa gov; benner tm(@epa gov, bemard.garcia@ed.gov,
Bernic.E.Coston(@irs. gov; betsy freeman.ctr@ima. osd.mil, bil megrady@ed.gov, bishopik@state. gov, bjlong@fs fed.us;

blette. veronica@epa.gov; blisowsky(@fs.fed.us, Blythe. Ferguson@va gov, bonie.erickson@sba gov; Bonnie LeBold@ed gov;
bowie.vanessa@epa.gov, BowlingR A@state. gov, bparker@ecms hhs.gov, bpel@fs.fed.us; Bradley. Smith@osd.mil, brayden-

diane@dol gov, brenda may@science. doe.gov; brenda. parker@faa gov, Brian Camey@dhs.gov; brian_o'neil@nps.gov, brown-
athena@dol gov, bruce.gelin@hhs. gov, Bruce_Harsh@ITA DOC.GOV, bruce_jacobson@nps.gov; Bryan_O'Byme@ita.doc.gov;
bshepherd@sde. gov, biaylor@neh.gov; biwownsend@fs.fed.us; buchet. michael@dol gov, burkhammer-stewart@dol gov;

butterfield fred@epa.gov, bweather@st gov, bwong@nst gov; CAF@CDRELFDA GOV, car goria@epa gov; Carlos. Pena@£da hhs.gov,
carlotta_allen@blm. gov, carlton hardy(@us.army.mil, Carol Bazell@ems.bhs. gov, carol chelemer@ed.gov, carolinemitchell@fs fod.us,
carolyn jeletic@fda hhs.gov, carrilo.oscar@spa gov; carroll gary@epa. gov, Caryl §. Grant@irs.gov, casey.lawrence@dol gov,
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By clicking the hot link, which is the underlined number at the left of the row of user information (see the screenshot to the left), or by clicking the FormView Navigation Button (see the screenshot to the right), the GFO displays a user record to edit.
The Add New User link provides a form to add a new user.  The DFO Report link displays all the user data in a list view.  The All Users link displays all the users who have ever been added, including those who are no longer active users.  This can be helpful if you want to return an inactive user to active status.  The Form View Button displays the first record in the list in a form.  The records are reviewed alphabetically.  The Hot Link displays the record of the user identified in the Logon field.
Add New User
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This is blank add user form.  Directions for adding a new user and the rules and codes are described in the section below.
DFO Report
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All Users
Note that the All Users List has an Active Users link so the display can be limited to just the active users.  If you examine the Active column you will see the entry “No” for some of the users.
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User Form Rules and Codes to Assign User Rights
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On the User Form the GFO will find buttons to Save an edited record, add a New user, and return to the User List, but the GFO will not find a button to delete a user.  Once a user is added to the system, they are kept in the system forever so that there is an audit trail regarding who created or edited the data in this record of the system.  The personal identification information is displayed in a profile form when the new user logs on.  When adding a new user, the GFO should add complete data to all fields with a special focus on the logon, password and the user’s access rights.  The DFO will have a later opportunity to complete and correct any contact-information-fields (First Name, Last Name, Phone) that are incorrect in the user profile form when they first logon.

The rules and codes regarding the user information and access rights (permission levels) follow.
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The user’s Logon name and Password together form a unique key field that is not duplicated in the system.  The username (Logon) should be in the form of the user’s government email address.  The actual user should be identifiable and recognizable from the username.

The Password can be any combination letters, numbers, symbols, characters, and case of up to 16 positions long.  The password can be duplicated in the system with other users’ passwords.  However, if the individual user has more than one login, each of the individual user’s passwords associated with each login must be unique.  Passwords are generally a system’s weakest point of defense from unwanted intrusion, so, unfortunately, the best password is such a complicated combination of letters, numbers, characters, and symbols that you will never be able to remember it.
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The GFO can add users at the Permission Level of DFO.  The DFO can only view and edit their single committee when logged on.
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Permission Access is either read-only: 1, or edit: 2. A user needs a Permission Access of 2 (EDIT) to make changes to the data and add new information.
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The Start Date is the earliest date that a user can logon and the End Date is the last date that a user can logon.
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The Active User can be set to “Yes” or “No”.  This field is used to turn a user’s logon rights on or off without having to change all the other settings.  A new user should be set to “Yes”.  Committee Management Secretariat regularly switches the Active User setting to no for users who have not logged in for more than a couple of years.
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The Committee for which the DFO user is responsible can be selected from the “DFO Committee” pull-down.  The pull down list will display all the possible committees for the group.  Of course, this only works if the CMO added the committee to the group when the committee was created in the system.  To select the DFO’s committee, the GFO clicks on the correct committee.
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The Save button save the data entry changes on the page when you are editing an existing user.  The New button displays a blank data entry page for adding a new user when you are on the page for editing an existing user.  The GFO returns to the full read-only User List page with the Users List button.

Saving New Users
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The GFO fills in all the contact information and applies the permissions and rules to create a new user, finally “saving” the information on the new user by clicking the Save New button.  The GFO can abandon the new record at any time before the “SAVE” action by clicking the Cancel button.  The system may overreact quite negatively if you attempt to create a duplicate user, so cover your eyes before you click the Save New button in doubtful situations.
Editing a Committee’s Data
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The GFO should check out the DFO System manual for a thorough introduction to the process of editing the committee information.

The GFO has complete editing rights to all the committee data and all changes are made, meetings and reports and members are added through the Committee Menu page.  The links below display the editable pages.  The menu options include

· General Info,

· Recommendations.

· Reports,

· Meetings,

· Costs,

· Justifications,

· Members,

· Sub-Committees,

· Performance Measures,
· Current Status,

· Interest Areas,

· Committee Report,

· DFO Info,

· GFO Info,

· CMO Info,

· Committee Decision Maker,

· View Charter,

· Web Site (if the committee has one),

· Mark Verified, and
· Consultations.
The Rest of the Story for GFOs
There are many other features and reports available to assist the GFO in the online Shared Management System.  Most of the other features are found and described in the Public Access part of the manual.  However, all of the features, data, and reports are only as useful and accurate as the data entered and kept up-to-date, primarily by the DFOs or their designees.  The DFOs, keeping the system up-to-date as frequently as possible, whenever the committee data changes, or even on a weekly basis, transforms the Shared Management System into a rare commodity in government, a useful, interagency data-sharing and management tool.  The online Shared Management System has been available since 1997.  It is a living system in the sense that it has grown in usefulness and functionality (and size) every year that it has existed.  Some of the improvement is due to the improved technology of the Internet, and a little can be counted due to the increasing skill of the development team.  However, most of the improvement is due to the feedback, patience, and willingness of the users to participate both in the development process and with on-line record keeping.  The Shared Management System is truly a shared system that belongs to all of us.
SECTION IV: Committee Management Officer (CMO) Management Tools and Access to Advisory Committee Data 

The Committee Management Officer (CMO) uses the system to add and manage advisory committees, add and manage agency users of the system, update the information on advisory committees during the current reporting year, and produce reports on advisory committee trends across fiscal years. The Federal Advisory Committee Act (FACA) requires that the CMO provide information about the agency’s advisory committees for an annual comprehensive review, both internally to the agency, and externally, as part of a government-wide review.  The web-based database accommodates and builds upon those requirements by allowing the continual updating of committee information throughout the reporting year and providing committee management functionality.  Keeping the data continuously up-to-date allows a focus on management and immediate relevancy.  With frequent and timely updates, the system becomes more useful to everyone, ranging from the public users to interested agency officials to congressional staff with oversight responsibility.

What is the Shared Management System?

The Shared Management System is a specialized database on the web.  FACA originally required that specific data items about advisory committees be collected by the President annually and transmitted to Congress for review.  Since 1997 this web-based database has been used by all the government agencies that have advisory committees to collect that data.  This online system was demonstrated to Congress at a Government Reform Committee Hearing in 1998 and, since 1999, Congress no longer requires the “printed and transmitted” annual report.  The Annual Comprehensive Review (ACR) requirements of FACA, and the responsibilities of the Committee Management Secretariat and the agencies to provide that review information to the Congress and to the President are met through the maintenance of the online system.  The “CMO” user has access with edit and update rights to the current fiscal year’s data for their committees via the Internet. The CMO is given their access rights, their logon (username) and their initial password by the Committee Management Secretariat.  The CMO, like any other public user, can view all of the information on all of the committees of all the agencies available for the current reporting year in a read-only mode. At the same time, only the Designated Federal Official (DFO), the Group Federal Official (GFO), the agency CMO, or a Committee Management Secretariat (CMS) staff member can edit or update the CMO’s own agency’s committee data for the current year.

What kind of data is being collected and maintained?

For the CMO, the program collects, totals, accesses, and/or displays all the information available to the DFO, which includes

· Charters and related information,

· Members and their appointment information,

· Costs,

· The agency’s recommendation for continuation or termination of the committee,

· The committee’s recommendations to the agency and the actions taken on the recommendations,

· Report titles, publication dates, and the text of the report,

· Meeting purposes, dates, location, whether the meetings were open or closed, and the minutes or transcripts,

· Activity and justification (raison d’etre) information,

· DFO appointment and contact information,

· Decision maker contact information,

· Annual Performance Measures Data,

· Web site addresses for the committee or accessing committee information like the minutes, reports, and recommendations, and

· Committee interest or issue areas.

Specifically for the CMO the program also collects, totals, accesses, and displays information that includes

· A current year list of agency advisory committees and the committees’ update status,

· An agency totals report of the distribution among committees of establishment authorities and committee functions, and the total meetings, reports, costs, and members,

· A listing of committee DFOs with their contact information,

· A complete set of the current annual comprehensive reviews for all the committees in the agency,

· The ability to add and manage agency users of the agency’s committees’ editable and reportable data,

· The ability to add a new committee to the FACA committee list online,

· A current status overview to quickly put the CMO in touch with the activity level of their committees as recorded in the online system and a set of heads-up/potential problem comparisons about and between agency committees and government averages,

· The available discretionary ceiling,

· The ability to create and manage sub-groups of committees within the agency, and

· E-mail listings for individuals in agency groups responsible for advisory committee activity.
In addition, when viewing an individual committee, the program allows the CMO to establish, renew, re-establish, amend, or terminate a committee, and upload a copy of the charter to the system (with the Consultation links).  The DFO sees the Consultation information (read-only) when viewing their Committee Menu page.  The database does not formally collect meeting announcements or other Federal Register announcements as a requirement, but it does the means to do so if an agency wants to include that information online.  The system also has performance measure pages devoted to committee recommendations to the agency, the agency’s use of those recommendations, and other performance measures.

How does the CMO use the system?

FACA requires that each agency shall establish uniform administrative guidelines and management controls for advisory committees established by that agency, and that each agency shall maintain systematic information on the nature, functions, and operations of each advisory committee within its jurisdiction.
The law states that the head of each agency that has an advisory committee shall designate an Advisory Committee Management Officer (CMO) who shall –

· Exercise control and supervision over the establishment, procedures, and accomplishments of advisory committees established by that agency;

· Assemble and maintain the reports, records, and other papers of any such committee during its existence; and

· Carry out, on behalf of that agency, the provisions of section 552 of title 5, United States Code, with respect to such reports, records, and other papers.
The law also states that

· There shall be designated an officer or employee of the Federal Government to chair or attend each meeting of each advisory committee. The officer or employee so designated is authorized, whenever he determines it to be in the public interest, to adjourn any such meeting.
· No advisory committee shall conduct any meeting in the absence of that officer or employee.

· Advisory committees shall not hold any meetings except at the call of, or with the advance approval of, a designated officer or employee of the Federal Government, and in the case of advisory committees (other than Presidential advisory committees), with an agenda approved by such officer or employee.

The Shared Management System is designed to support the above requirements by capturing relevant information when the committee is created online by the CMO, and to carry that information forward as it is edited and updated by the DFO or her designee year to year until the information is no longer required.  When a committee is first established and chartered by an agency, the information on the committee is generally entered by the CMO or his designee and should address most of the committee’s general information, membership information, and estimated cost information requirements.  Obviously, to function appropriately, the DFO should already be officially appointed, up-to-date, and involved in the committee’s mission and charter when a committee is established (officially chartered).  At the highest level, the process ordinarily proceeds as follows:

1. The President, Congress, or a federal official in an agency decides that advice on an issue is needed and an advisory committee is the appropriate vehicle for getting that advice,

2. The President executes an order or the congress passes a law that includes language assigning the responsibility for the committee to an agency.  The agency, given it has the means and latitude, begins the process of developing a charter when the agency determines an advisory committee is what the agency needs.

3. The agency uses the administrative guidelines and management controls it established under the law (FACA) to develop the charter, secure members, appoint a CMO for the agency, appoint the DFO for the committee being established, and delegate or assign the other responsibilities established under FACA.

4. The CMO confers with the Committee Management Secretariat (CMS) regarding the new committee, ensures that a DFO has been appointed, creates the new committee online using the system, files the charter with the appropriate congressional oversight committees, and provides the appointed DFO and his designees with logons to the system.

FACA requires that before a new committee is established an agency will have taken three steps internally.

· First, the agency will make an official determination that the need for the committee exists.  This is considered the authorizing document for the committee within the agency.

· Second, the agency will determine that creating the new committee with a focus on its own specific task(s) will not duplicate some already existing effort in some other committee or some other government activity within or without the agency.

· Third, the agency will prepare a plan for balanced committee membership that demonstrates that thorough consideration has been given to identifying the possible stakeholders to the issues or activities envisioned for the committee.

The CMO’s step-by-step process with a new committee and the Shared Management System follows the steps required in the law and regulation:

1) To establish a committee, the CMO uses the Add a Committee hyperlink on the Committee List page to create a new committee online.  Since the above three agency determinations would already have been done, the information added during the online creation process should be complete enough to address the new committee’s general information, membership information, meeting information, and estimated cost information requirements.

2) The CMO and the Committee Management Secretariat (CMS) use the Consultation process found on the new committee’s Committee Menu page combined with a mutual review of the new committee’s charter to complete the committee establishment.

3) The CMO adds the DFO and/or the DFO’s designee as a user to the system.

4) The CMO has the DFO log onto the system and

· Complete the edits to the General Information page.  This contributes to the annual comprehensive review requirements and keeps Reports timely and useful,

· Add meetings as they are planned or as they occur, add the reports as they occur, and upload the meeting transcripts or minutes and reports as they become available,

· Add or delete members as they are appointed or replaced,

· Add or update costs as they occur,

· Add or update the web address if a web site is created for the committee,

· Add or update DFO contact information as it changes.  This keeps the DFO Report useful.

· Recommend the continuance or termination of the committee by the end of the fiscal year,

· Report the Performance data at the end of the reporting year,

· Report the recommendations of the advisory committee to the agency and the agency’s response or use of the recommendations, and

· Verify the accuracy and completeness of the committee data for the reporting year at the end of the reporting year.
The DFO, or the CMO if she or he chooses to do any or all of the tasks above, will find that the general information, costs, and member data added during the establishment of the committee has been carried forward to the relevant annual comprehensive review pages.  At the end of any reporting year the program carries all of the committee data forward into the newly created year except for meetings and reports.

The CMO will also find the read-only Public Access modules of the system useful to their management concerns.  Using the Search feature the CMO can discover what other committees exist in other agencies with issues and concerns similar to committees they are planning to charter.  With that knowledge, the CMO can Drill Down to the specific committees and determine if the system has information useful to them, or they can identify members of the FACA community in other agencies to contact for further investigation.  From the Public Access area, the CMO drills down from the Year to the Agency to the specific Committee to view the desired information.  At any time the CMO can Search the entire collection for any word or phrase, use Database Search to limit the data displayed, and/or use Download Center to download selected data to a spreadsheet or data table.  Topical Committee Reports, the printed Annual Reports submitted by the President to Congress from 1972 through 1998, and the Annual Comprehensive Reviews conducted each year since 1998 are added to the Public Access section as they become available. 
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The opening screen for the Shared Management System lets CMOs know that they have found the data repository and lists their options.  The most direct address for the system is http://www.facadatabase.gov.  The Shared Management System is part of the shared-interagency-database family at http://www.fido.gov.  Buttons and hyperlinks control navigation throughout the system. A thorough explanation of the links and purpose of the opening screen can be found in the Public Access section of this manual.  The CMO is strongly urged to review the section accessed by the link above.
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The CMO Committee Maintenance Activities
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 Clicking the Logon link displays the Logon page.  The Logon page has ten hyperlinks, four data fields and one submit button.  In addition to the links previously mentioned are Presidential Committees, and Presidential Members, which are reports designed for the White House Personnel Office.  One of the links is an instructional online movie, How to Logon to a Fido system.  The data fields are the LOGON text box, the PASSWORD text box, the “I forgot my password” check box, and the “I WANT TO CHANGE” check box.  The submit button is labeled Continue.

To Logon, the CMO enters his/her username in the Logon: text box field (which has the label: Please enter your Email) and their password in the Password: text box field (which has the label: Please enter your password).  When the Continue button is clicked, the program takes the CMO user to the Committee List page.  The system design calls for all registered users to log on with their government e-mail address as the username.
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If the user fills out the User Profile/Information page, including their e-mail, than the OOPS check box will work.  To receive an email with their password, on the Logon Screen shown on the previous page the user enters their LOGON, checks OOPS, and clicks the Continue button.
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If the CMO receives a Logon Error, they should note the error explanation and contact the Committee Management Secretariat to adjust their access rights. If you enter an incorrect Logon or Password, you receive the “Logon-Password not correct” error.

If your dates for access have expired, you receive “The Logon Date has been exceeded” error.  The error displays “ask your CMO”, but in the case of the CMO getting the error, it really means “Ask Committee Management Secretariat”.
If the Committee Management Secretariat has designated you as an “inactive” user, you see the “inactive logon” error when you attempt to logon.  In this case, the CMO also calls the Secretariat.

Clicking the Presidential Members hyperlink displays a list of committee members appointed by the President that are in the current year’s member list.  These two hyperlinked reports are on the logon page to remind users logging on that these reports exist at the request of the White House Personnel office.  These reports, like all of the database’s reports for the current year, are only as useful and accurate as the data is kept up-to-date.  They are also good reasons for weekly updates to the system.

These reports, like all of the database’s reports, can be downloaded to the user’s computer for more direct use and customization via the Spreadsheet, XML, and ASCII hyperlinks.  The XML selection allows import into almost any kind of database.  The ASCII selection creates a text file that can be imported into any word processor.  None of the data kept for public accession online is subject to privacy provisions.  Any public user may download all of the publicly accessible stored data in the online system.
The CMO’s Committee List and Management Activities

When the CMO logs on to the system, they are taken straight to the Committee List page for their agency.  The Committee List page provides the CMO with access to any of their committees, and displays the hyperlinks that navigate to most of the management functionality in this web system.  We will discuss the hyperlinks first, then the option buttons, and finally, access to the individual committees.
The Committee List page displays nineteen hyperlinks in addition to the links to the agency’s committees.  If you read the Opening Screen information in the Public Access section, you are already familiar with Home, Up, Logon, Search, Help, Public Access, and Score 300. The new links are to other report and management areas that the CMO should find useful.  The links are grouped by:

Reports:

Performance Measures (ACR) Totals,

Agency Totals,

DFO Report, and

All Annual reports.

Tools:

Current Status,

Emails Addresses,

Add a Committee,

Manage Groups,

Manage Users, and

GFO Info.

End of FY:

Change FY, and

Complete FY2007.

The End-Of-FY-links only appear during the Annual Comprehensive Review (ACR) period and the Add a Committee link is removed during the ACR period for the FY being reviewed.  The Complete FY2007 link is customized to the year being completed.  We will discuss all of the links.

Performance Measure Totals

The Performance Measure (ACR) Totals report link displays the Annual Comprehensive Review Totals Report page.  These totals are for the categories of performance measures that are of interest to the agency, Congress, and the public during and after the reporting year.  This data is carried forward for the committees from year to year, but the report begins with a count of committees updated for the current year.  This data is not integrated with the rest of the committee report in this system and it should be and can be expected to be integrated into a single comprehensive report in any future system.
Agency Totals

The Agency Totals report link displays the Agency Totals page. These totals are for categories of committee activity that are of interest to the agency, Congress, and the public during and after the reporting year.  The report totals new committees, terminated committees, the distribution of committees by authority or function, the number of meetings, reports, members, costs, and federal staff time engaged in the agency’s advisory committee effort.

The accuracy of the report at any point in time during a current, active reporting year depends upon the frequency and timeliness of committee information data entry on the part of the DFOs.  The timeliness and frequency of DFO data entry depends, for a large part, on the requirements, interest, and guidance demonstrated or provided by the agency leadership and the agency CMO.


DFO Report


The DFO Report link displays the DFO Report page, a listing of the Committees and the assigned DFOs’ contact information.  Like all the system’s current year reports, this information is only as useful as the DFOs’ timeliness in keeping their information up to date.
All Annual Reports

The All Annual reports link displays a printer-friendly, continuous, scrollable page of all the reportable information for all the committees in the agency for that year to date.  This report is generally only useful after the end of the reporting cycle after the end of the fiscal year, so it should only be generated and made available at that time.  Depending upon the number of committees in the agency, this page can take a “very” long time to generate the first time it is created, loaded to the web site, and displayed on the screen. This page can also be saved to a Word document, although the larger the number of committees, the larger the file size and the longer the save process.  Once in Word, the user can add page breaks and other formatting features to display the reports as required.  To return from this page to the system menu pages is an instance of when the CMO will have to use the browser Back button.

Current Status

The Current Status link in the Tools group is an assortment of helpful, heads-up and on-guard reports for the CMO and other parts of the agency leadership.

Reports (signified by a hyperlinked title) are only generated if data is present that makes the report potentially relevant or suggests that a “possible” problem could exist.


For instance, the General Info page has a Yes/No response field regarding whether any committee members are Presidential Appointments.  The Members List page has an appointments field that indicates the source authority of the appointment.  Is there a problem if the pages don’t agree?  Usually!  Could there be a reasonable explanation for the conflicting information?  Possibly?  In all cases, intelligence is to be applied.  These report items are potential alerts, not flags that specific content is wrong.  A more complete description of each separate report in the possible problems section exists below in this section.
The Current Status Page Management and Tracking Reports

The Current Status page is a set of reports that should be helpful to the CMO and agency in managing and tracking the activities and administrative details of their advisory committees.  The page is divided into two sections, Upcoming Events and Possible Problems.  Upcoming Events (Next 6 Months) displays reports that are useful for planning and managing anticipated events, while Possible Problems displays report where discrepancies that “might be problems” exist in the data.  I hope we all are aware that the entire system is an attempt to categorize and describe in consistent terms and a unified fashion almost 1000 distinct and uniquely functioning advisory committees.  The term “possible” in the possible problems heading is a clue that intelligence should be applied in the analysis of these reports, and the term “problems” could be entirely the wrong word.

The Upcoming Events (Next 6 Months) Reports

The Upcoming Events section potentially displays four reports, one each for
· Future Meetings,
· Charter Renewals,
· Charter Terminations, and
· Member Appointments which are expiring.
A report link will only appear when data exists to produce a useful report, so no links will display for empty reports.
When the DFOs post committee meetings to the on-line system, the number of future posted meetings for the Fiscal Year being managed is displayed and a Meetings Report link shows up in the report column.  If the DFOs post future meetings as soon as they are scheduled, the meetings for the next six months are displayed.
When committee charters are due for renewal in the next 6 months, the Renewals Report will display that committee on the list.  The Renewals Report also displays any committees for which the data on the committee could be interpreted that the committee has been overlooked or is overdue for re-chartering.  Committees can be removed from the Renewals Report by changing the data on the committee on the General Info page, the Agency Recommendations page, or the Consultation pages.
By the same token, the Terminations Report displays any committees for which the data on the committee could be interpreted that the committee is a candidate for termination.  Committees can be removed from the Terminations Report by changing the data on the committee on the General Info, the Agency Recommendations, or the Consultation pages.
The Member Appointment Expirations Report lists those members agency-wide whose recorded appointment end dates have either already elapsed or will elapse in the next six months.
A Meetings Report link and a Member Appointments Expiration Report link for their committee data are available to individual DFOs on the Current Status link for their committee on their Committee Menu page.

The Scheduled Meetings Count Results in the Meetings Report

The helpfulness of being able to display a count of already posted future meetings and a resulting Meetings Report will differ from agency to agency.  It is highly likely that the CMO already has an alert or tickler system to anticipate and plan for scheduled meetings and the associated meeting logistics, Federal Register Notices, etc.  However, since, the displayed report rolls cumulatively up from the Committee (DFO) to the office (GFO) and agency (CMO) level, posting committee meetings like this in advance serves to keep the whole agency informed and involved.  The meetings have to be recorded anyway at some point during the Fiscal Year, so why not post the information when the meetings are scheduled and use this feature profitably.  Meeting records can always be edited further if the scheduled is rearranged or details change.
The Committee Renewals Count Results in the Renewals Report

The Committee Renewals Report is an obvious tool for the CMO to use to anticipate what committees are up for review this month and what committees are up for renewal in the near future.  If a lot of committees show up on the report that should not be there, then the data recorded in the system for those committees is not useful or accurate and the CMO should review the data with their desk officer.

The Committee Terminations Count Results in the Terminations Report

The Committee Terminations Report is an obvious tool for the CMO to use to anticipate what committees are up for termination.  If committees show up on the report that should not be there, then the data recorded in the system for those committees is not useful or accurate and the CMO should review the data with their desk officer.
The Member Appointment Expiration Report

A significant number of DFOs from larger committees report that staying on top of member appointments verges on being a full-time job.  CMOs from small agencies report the same thing.  The Member Appointment Expiration Report is designed to display all the members whose appointments have expired or which will expire in the next six months.  How a tool like this fits into the agency process for vetting and appointing new members and re-appointing and replacing existing members will differ from agency to agency and even from committee to committee within the agency based on the establishment authority.
However, this report, like the Meeting Report above, displays at the committee, office, and agency level.  This can facilitate the communication necessary to handle the process in an orderly and timely fashion without continuous data calls.  Both of these reports, and essentially, all the reports available and utilized by the system are only as useful and accurate as the data from which they are generated.  What this means and comes down to for the FACA community and the interested public is that everything works best, if, when data about the committee changes, it is updated in the on-line system. 

The Possible Problems Reports

The Possible Problems reports set is a compilation of items identified over the years as the result of discrepancies in how the same committee data is treated differently in different places and at different times, or as areas of concern raised by users of committee data (agency leadership, congress, GAO, White House, public, etc.).  These items have usually been resolved during the Annual Comprehensive Review (ACR) reconciliation process, if they were not resolved immediately upon discovery by data calls, investigation, analysis, and lengthy explanations.  They are available here to be an ongoing tool to assist the CMO in tracking and managing the agency’s data, and an invaluable tool in completing the Annual Comprehensive Review (ACR).  The reports have already been demonstrated to serve multiple purposes for multiple audiences, as you will see in the explanations below.
The first three reports,

· Presidential Members don’t match Presidential Appointments,

· Meeting Dates not in Fiscal Year, and

· Report Dates not in Fiscal Year,

are usually the results of mistaken data entry based on misunderstandings of what was required.  For the Pres Members report, the General Information page has a question whether the committee utilizes members appointed by the President, and the Members page includes a question about appointment type (Presidential being one of the types of appointments).  When this information, perhaps entered by different people, is inconsistent, it needs to be resolved.  This question was first asked by the White House personnel office.
The Meeting Dates and Report Dates reports occur when the user manages to add a meeting with dates that do not fall within the reporting year.  You might wonder how this can happen if the meeting record's date fields have code to catch that kind of error.  It’s a mystery.  Some data is uploaded in batch files and the “bad” dates get by the screening, and some users are very creative and determined to put in precisely the date they want, even if it falls outside of the Fiscal Year. 
The next two reports,

· Costs with No Meetings,

· Costs with No Reports, 

are in response to questions which are often asked about and just as often not very significant in the results shown.  CMOs are familiar with many reasons why a committee may be reporting costs with no visible activity of any kind showing up in the on-line data.  The most common reason is that meetings or reports have not been reported yet.  The cost data is carried forward by the system from the previous reporting year while the meeting and report data is new and has to be added each year.  It is also true that the cost versus visible activity ratio tends to be greater during the first year of a committee during setup and the terminating year when things are being wrapped up.  This set of reports becomes more useful when the agency is reconciling its ACR data and is a prime example for why some intelligence needs to be applied to report analysis.
Three reports on member data deal with appointment dates, email addresses, and Member Designations.
The Members with Bad Dates report might seem redundant of the Member Appointments Expiration Report, however the purpose is different since the Expiration report is usually an alert and the Bad Dates report is probably a real problem.  The Bad Dates report indicates those members whose appointment dates fall outside of the current Fiscal Year, so we are no longer concerned with members whose appointments are coming due to expire.  The Bad Dates report points to members whose appointments ended the previous fiscal year or whose appointment don’t start until the next fiscal year.  This may be a non-issue for some CMOs and DFOs if their members can continue to serve until a replacement is appointed or if the CMO is completely disconnected from the agency appointment process.  However, this can seriously affect the accuracy of the number of members serving on agency committees.
The Members with No Email report would only be a problem if the CMO or the DFO thought it was a problem or the agency needed the email for a Committee Management survey activity.  Member emails do not display from the Public Access part of the on-line system and generally should only be reported with the Members knowledge and permission and if it is agency policy to collect the emails.
The Members with No Designation report is another instance of a report that should not be necessary, since the program is coded so that a DFO should not be able to add a member without including the Member Designation.  The Member Designation is a required field in the system and, by law, is part of the appointment process of every advisory committee member.  Somehow, it still happens that a Member Designation field comes up blank, and this report is an alert to those concerned.
The next three reports are considered alerts to what can only be labeled as oversights.  These reports are more useful as alert reports when the results for all the committees in the agency are rolled up into reports for the CMO and other agency officials.
Regarding DFOs with No Email and Decision Makers with No Email, the online program creates email mailing lists for CMOs and GFOs and other agency officials with logon rights.  The emails for the lists are collected from the DFO and Decision Maker page forms, hence the usefulness of the DFOs with No Email and the Decision makers with No Email reports.  The CMOs and or other agency officials can know who is missing from the mailing list.

The Potentially Administratively Inactive report lists those committees which may no longer require ongoing attention and active DFO participation, so that the CMO can make sure that the committee’s records and reporting does not administratively slip through the cracks and can move the committee to the agency’s Administratively Inactive group of committees.  When a statutory committee has completed its work, it cannot often be easily terminated or removed from the agency’s committee inventory unless the statute that created the committee included language to terminate the committee.  The DFO involved with the work of the committee will generally wrap up his or her responsibilities and move on to other tasks as assigned, but the committee and the responsibility to track and report the committee lingers on, sometimes for years or decades.  

The Member Last Name is TBD or Vacant Report

The Member Last Name is TBD or Vacant report is a special kind of possible problem report in that it serves multiple purposes.  The agency can choose to use this report as a helpful “identification of need” tool in the committee member appointment management process.  To do so, the DFO can add a member to the committee member list with TBD or Vacant in the Last Name field.  The DFO would do this to indicate that a member’s appointment has expired or that a member has resigned and a new member needs to be appointed.
When the GFO or CMO or other agency officials look at this report from a group or agency-wide basis, they will see a list of all the committees with potentially empty member slots needing new members to be appointed.  Used this way, this report is a visible, accessible, communication link that allows the agency to stay abreast of, if not ahead of the member appointment process without duplication and multiple email exchanges.  Best of all, this process is capable of being managed in real time.
While the TBD or Vacant report can be used this way to manage the “identification of need part” of the appointment process, we probably should not forget that the member who is resigning or whose appointment has expired is also part of the current committee member list.  At the end of the reported year, the online system will be used to retain and count the members who actually served on the committees and not the empty slots that needed to be filled.  When the Annual Comprehensive Review (ACR) is completed and the data verified by the DFO, the committee data will be rolled into a new fiscal year.  The new year’s data will still include all the member slots that have a TBD or Vacant in the Last Name field.  The data verified for the ACR will have the member records with TBD or Vacant in the Last Name field removed.

The last four reports in the possible problems list are designed to catch errors.  Since a committee seldom has a support staff of greater than 10, the FTE > 10 report lets the DFO, CMO, or Committee Management know when someone has successfully put the total cost of the committee in the Federal Staff Support field.
The second report, Meetings with No Members, is seldom a problem for committees where the data is entered directly by the DFO or his or her designee.  Every agency works a little differently, and there are several agencies that provide the data for the online system in batch uploads.  This report has proved helpful in catching missing data from such uploads.
The third report, the Pending Committees report is a problem for the CMO as the end of the FY approaches.  This report shows the committees that are not yet live with authority to act, i.e., the charters have not been filed.  While this report is most useful to the CMO on an agency-wide basis, it can also be important to the DFO working against a deadline and/or agency expectations.
The last report, Committees with No Interest Areas, identifies committees without any assigned interest areas.  This could leave the committee out of the result set when a search is conducted.

While this list of reports could be larger, we do not plan to add any additional problems reports to this version of the system.  Any new reports of this type will be added to the next version of the online system.
Emails Addresses

The Get Emails link displayed in the Tools group provides different combination of email addresses. These emails belong to the agency users of the online system.  The emails are found in the user profiles and the DFO page data and the CMO page data kept in the online system.  This information extends beyond the formal agency DFO list to everyone with responsibility for data management from the agency in the system that has been given a login or otherwise added to the system list, including decision makers, supervisors, and administrative staff.  We expect a contact list like this to become more and more useful, so it is best to urge everyone to keep his or her information up-to-date.
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Add a New Committee

Despite the fact that at least one government agency has more than 250 advisory committees, creating a new Federal Advisory Committee is not a casual act and usually requires an enormous amount of collaboration and coordination.  When the agency has completed all the background work and the CMO is ready to add a new advisory committee to the agency roster, doing so can occur online with the Add a Committee link from the Tools group.

The New Committee Information form has only two fields to establish a new committee.  However, to comply with the requirements of the Federal Advisory Committee Act (FACA), the CMO should fill out all the fields of the General Information, Agency Recommendations, Justifications, Costs, DFO, Committee Decision Maker, and Consultation pages completely and specifically after the new committee has been created.  No field should be left blank, as every field is a required field.  The information required by these pages should have been fully developed by the agency in the process of formulating their

· Determination of the need for a new committee document,

· Determination that there is no duplication of effort document, and

· Balance plan document, and

· Draft charter.
Some CMOs delegate the data entry to the committee’s DFO, but that is only appropriate if the DFO has been involved in the formulation of the committee all along.  Once entered into the online committee data pages, the data will carry forward to the review process conducted yearly.

The first text box requires a unique committee name.  The name should be unique not only to the agency but to the entire inventory of advisory committees, government wide, between and among all agencies.  The second text box asks the CMO to select the establishment authority under which the committee is being created.  When the CMO clicks the “Add This Committee” button, the program checks to see if the name is already in use and, when the authority is discretionary, if the agency has available slots for new discretionary committees.

 The CMO should already be aware of the agency’s room to create new “discretionary” committee since their available “ceiling” (or room to grow) is displayed on the Committee List page below the Add a Committee hyperlink.  This is not an issue if the committee is established with Presidential or Congressional Authority.
If the “Add This Committee” process fails, the CMO is alerted immediately with a message similar to the one below.  If the CMO should get an unexplainable error, they should stop what they are doing immediately or their computer could blow up.  Well, maybe not, but at least call the Secretariat and clue them in that there is a problem.

If the name is unique and the agency has sufficient ceiling, the committee is created and the CMO continues to fill out the information on the General Information, Agency Recommendations, Justifications, Costs, DFO, Committee Decision Maker, and Consultation pages as mentioned above.  The reality is that the required information already exists in electronic format in documents, previously exchanged e-mails, and word-processing files generated within the agency while formulating the new committee’s charter and mission.  The process should be such that the CMO displays the relevant document in a word-processing program, “copies” the needed information from that document, and “pastes” that information into the appropriate fields in the correct fields on the correct pages of the FACA system online.  The CMO may find it helpful to point out to others urgently trying to set up a new committee, that if this information does not already exist in some kind of accessible electronic media, perhaps the agency is not quite ready to establish the committee.

The data is entered into the fields used for the comprehensive annual review.  It is understood that most of these entries are either speculation or estimates that will be updated and corrected later.  Every field except “Remarks” requires an entry.  Costs are in whole dollars, so use numbers without dollar signs ($), commas (,), and decimals (.).

When the new committee is submitted by clicking the Add This Committee button, the data discussed above is transferred automatically to the required fields for the annual comprehensive review process.  The new committee is created in the system and the Consultation page for the new committee is presented to the CMO user.  At the same time an automatic “alert” e-mail is generated by the system and sent to the agency’s Desk Officer at Committee Management Secretariat.  Whenever the Consultation page is Updated and saved, the program will also generate an e-mail to the Agency CMO and the Desk Officer at Committee Management Secretariat, while also alerting the rest of the Secretariat staff to the new committee.  If the CMO creates a committee and does not notice an e-mail alert notice, they should contact CMS and let their Desk Officer know.  At this point in the creation of a new committee online, the CMO can open any of the pages accessible from the Committee Menu and further edit the data entered in the creation of the committee.  As an alternative, of course, the CMO could add the DFO to the Agency user list and have the DFO log on and bring all the committee information up-to-date.  This is only appropriate if the DFO has previously been involved in the formulation of the committee.  The DFO System Manual discusses the complete scope of committee information that should be added or maintained in each discrete fiscal year.
 Before leaving the Consultation page the CMO should click the Edit link and add any data necessary to complete their part of the initial consultation process.  The consultation record shows that the type of consultation is an Establishment.  Creating a new committee with the Add a Committee form is always an Establishment.  You can also assume that the establishment process generally needs further explanation, so let your Desk Officer know what you are planning to do next in the CMO Remarks field.

 After the CMO adds any comments or dates, they save the changes with the Save Changes button.  Several emails go back and forth between the CMO and Desk Officer because whenever anyone saves a change to a consultation record, the system again generates e-mail to the usual suspects.

Notice the View Charters on FACA Website, and Upload Charters links above the data entry form which is displayed to the right.  Those links are used display the charters once they have been uploaded, or to upload the charters after they have been filed with the agency’s oversight committees.

 The Consultation link, which is found on each committee’s Committee Menu page, is also used for Renewals, Re-establishments, Amendments, and Terminations.  The Consultation page includes the Upload Charters link.  Charters can be uploaded so they can be displayed on the online system if they have been saved as a file in a word processing format like .doc, .txt, .rtf, or saved as a .pdf file, and if they have been saved in a folder accessible to your computer.

 When the CMO clicks on the Upload Charters link, a form is displayed that allows the user to browse on their computer to the folder which contains the charter file.  Keep in mind your eventual audience when selecting the document type when first creating your charter document.

 Try to name your charter in the description box so you and others can tell to which Fiscal Year the charter belonged.

Manage Groups

 Larger agencies often manage and report their advisory committees in significant sub-group breakdowns in addition to the Agency-Wide Totals.  The Department of Defense often has a need to report about committees concerned with Army issues separate from Navy issues.  The Manage Groups link opens a module that allows a CMO to create a useful sub-group name (National Park Service) and then attach advisory committees from the agency to the sub-group.

 The Add a Group button allows the creation of a new group.  Committee Management has established a standard naming convention in that all new groups will have the agency abbreviation as an initial prefix (see the screen-shot).  We leave the rest of the group name to your needs and imagination.  It helps when creating group names to remember that our online system has a public access component. Any new group names should be distinct and intelligible to the small remaining public part of the US population that does not have a military or government work experience.
The Add a Committee to a Group button allows the CMO to add an agency committee to an existing agency group.  The process involves selecting a single committee, selecting a single group name, and then clicking the Save button.  To add a second committee to a new group the same sequence is repeated.  This may appear tiresome if you are creating a new group with 50 committees, but it only has to be done once.  Newly created committees can be added to existing groups the same way.  While we have hopefully made the process of adding groups, and committees to groups, easy, careful thought should precede the willy-nilly creation of groups of committees.  One reason for care is that we have not provided a way for the CMO to remove a committee from a group or a group from an agency.  This remains a manual operation, although “terminated” committees are automatically dropped from the group the year after the committees are terminated.

Manage Users

The Manage Users link displays the list of agency users and their access rights on the system.  After the Committee Management Secretariat staff gives a user CMO status on the system, the CMO can

· Add users at the GFO and DFO levels of use and assign them a group or a committee,

· Control whether users can edit the current year’s data,

· Limit when a user will have access to the system, and

· Look up the user’s password.

By clicking the hot link, which is the underlined number at the left of the row of user information (see the screenshot to the left), or by clicking the FormView Button (see the screenshot to the right), the CMO displays a user record to edit.

The Add New User link provides a form to add a new user.  The DFO Report link displays all the user data in a list view.  The All Users link displays all the users who have ever been added, including those who are no longer active users.  This can be helpful if you want to return an inactive user to active status.  The Form View Button displays the first record in the list in a form.  The records are reviewed alphabetically.  The Hot link, shown above to the left, displays the record of the user identified in the Logon field.
Add New User

This is blank add user form.  Directions for adding a new user and the rules and codes are described in the section below.
DFO Report


All Users

Note that the All Users list page has an Active Users link so the display can be limited to just the active users.  If you check the contents of the Active column you will see the entry “No” for some of the users.


User Form Rules and Codes to Assign User Rights

On the User Form page the CMO will find buttons to “Save” an edited record, add a “New” user, and return to the User List page, but the CMO will not find a button to delete a user.  Once a user is added to the system, they are kept in the system forever so that there is an audit trail regarding who created or edited the data in this record of the system.  The personal identification information is displayed in a profile form when the new user logs on.  When adding a new user, the CMO should focus on the logon, password and the user’s access rights.  The DFO and GFO will have an opportunity to complete any contact-information-fields (First Name, Last Name, Phone) that are left blank in the user profile form when they first logon.

The rules and codes regarding the user information and access rights (permission levels) follow.


The user’s Logon name and Password together form a unique key field that is not duplicated in the system.  The username (Logon) should normally be in the form of the user’s government email address, but the logon can be a combination of the first letter from the first name and the full last name if necessary.  The actual user should be identifiable and recognizable from the username.

The Password can be any combination letters, numbers, symbols, characters, and case of up to 16 positions long.  The password can be duplicated in the system with other users’ passwords.  However, if the individual user has more than one login, each of the individual user’s passwords associated with each login must be unique.  Passwords are generally a system’s weakest point of defense from unwanted intrusion, so, unfortunately, the best password is usually such a complicated combination of letters, numbers, characters, and symbols that you will never be able to remember it.

The CMO can add users at two Permission Levels, GFO and DFO.  The DFO can only view and edit their single committee when logged on; the GFO can view and edit all the committees in their assigned group.

Permission Access is either read-only: 1, or edit: 2. A user needs a Permission Access of 2 (EDIT) to make changes to the data and add new information.

The Start Date is the earliest date that a user can logon and the End Date is the last date that a user can logon.

The Active User can be set to “Yes” or “No”.  This field is used to turn a user’s logon rights on or off without having to change all the other settings. Committee Management Secretariat switches the Active User setting to No for users who have not logged in for more than one full year.

The Committee for which the DFO user is responsible can be set from the “DFO Committee” pull-down.  The pull down list will display all the possible committees for the agency.  To select the DFO’s committee, the CMO clicks on the correct committee.


The CMO can assign a GFO to an existing group.  The CMO must set up a group before a GFO can be assigned to that group.  The CMO should click “Save” before leaving the page after completing any changes to a user form.

The Save button save the data entry changes on the page.  The New button displays a blank data entry page for adding a new user.  The CMO returns to the full read-only User List page with the Users List button.

Saving New Users

The CMO fills in all the contact information and applies the permissions and rules to create a new user, finally “saving” the information on the new user by clicking the Save New button.  The CMO can abandon the new record at any time before the “SAVE” action by clicking the Cancel button.  The system may overreact quite negatively if you attempt to create a duplicate user, so cover your eyes before you click the Save New button in doubtful situations.

The GFO Information


The GFO Info link displays the Group Information page, a list of current groups set up for the agency.  By clicking the Edit link in the column to the left of the group name, the CMO will be able to edit the GFO information for the primary GFO for the group.

Editing for the primary information will be necessary in those cases where there is more than one GFO for the group or where the primary GFO changes from one year to the next.  Information should be added in the same categories that were required for the CMO and the DFOs.  All fields are required except for Prefix, Middle Name or MI, and Suffix.

The End of FY group


Generally, CMOs and the Committee Management Secretariat have the need during the first quarter of any new FY to continue to manage the advisory committee process for the current FY.   At the same time, they need to finalize and verify the data for the Annual Comprehensive Review (ACR) process for the Fiscal Year that was just completed.  While advisory committees are a continuous and ongoing fact of government, the Congress in the Federal Advisory Committee Act requires that each individual FY of each Advisory Committee’s life be treated as a separate, discrete, reportable unit.  So the fall is a complex time with the ACR being completed while the new Fiscal Year gets underway.  While the ACR is occurring, there are several additional links found in the End of FY group to support the completion of that process while trying to avoid confusion.  The added links are intuitive, and the CMOs receive a regular inundation of communications from Committee Management about how to use the links and treat the reporting period.

The two additional links appear only for the CMO, and are not available to the GFO and DFO.  The links are Change FY and Complete FY200N.  The reason they appear for the CMO is that the CMO needs to work in both fiscal years.  The CMO needs to work in the reporting fiscal year to complete the ACR.  The CMO also needs to work in the new fiscal year to create new committees and conduct necessary consultations on existing committees.  The Change FY link allows the CMO to move between fiscal years and the Complete FY200N lets the CMO wrap up the reported ACR and move all of the agency’s verified data forward into the new fiscal year.  The GFO and DFO do not have these links.  The major reason for that design choice is that we found that data was continuously being entered by the DFOs in the wrong FY.

Change FY

Clicking the Change FY link presents a choice between the two open fiscal years.  The CMO user clicks the radio button reflecting the year to work in and clicks the Change FY button.  The CMO is immediately presented with a Committee List page for the FY selected.  In the new fiscal year the CMO’s actions are limited to creating new committees with the Add A Committee link on the Tools line, consultations for existing committees with the Consultation link on the Committee Menu page, and changing back to the reporting FY with the Change FY link on the End of FY line.  There are other links on the Committee List page in the new fiscal year, and they are visible and active, but you cannot do much with them until the ACR is complete and the data has been rolled into the new FY.

Complete FY2007

When the DFOs have completed data entry and data verification for all of their committees, the GFOs and/or CMOs can complete their verification as well.  After the Secretariat staff has reviewed and passed on the data from their perspective, the CMO can transfer an up-to-date copy of the completed data to the new fiscal year by clicking the Complete FY2007 link.  Of course, this link will change its name based on the fiscal year being reviewed and completed, and the new fiscal year getting underway.

There are a variety of messages that will appear if the CMO should click the Complete FY2007 link without having completed all of the requirements that have been defined in the system.  If the CMO has not verified all the committees the system will stop the process with the message above displayed.

Sometimes the CMO has verified all of the committees and forgets that the Committee Management Secretariat desk officer is part of the ACR process.  If the CMO should click the Complete FY2007 link and the desk officer has not yet signed off on their review of the data, the system will stop the process with the message to the right displayed.
After the Committee Management Secretariat desk officer completes their review of the data, the desk officer clicks a link visible on the End of FY line of their screen of the agency’s Committee List page.  This is the CMS Reviewed link, and, if there are no coded protections activated by the desk officer having skipped some vital step, the screen to the right is displayed.


Usually, however, at the conclusion of the review, the CMO or the Desk Officer will click the link and view the following sequence of screens.  First the CMO sees a warning so that the CMO or desk officer is not tempted to interrupt the process.  It would be reasonable to think that the program has hung up while the data from some of the larger agencies is being copied from one fiscal year to the next, because it takes quite a while and nothing appears to be visibly happening.
Once the process has completed, the CMO or desk officer is presented the final screen, congratulations on the successful completion of the ACR.  At this point, the CMO or the desk officer has been logged out of the on-line system.  This is done to try to prevent an accidental return to the fiscal year data which has just been copied as final.  If the CMO or desk officer did manage to return to the year that they just reported and completed, they could then, inadvertently of course, make further changes to the data.

The next time that anyone from the agency logs into the system he or she will find themselves in the new fiscal year.  At that point, the only way to see the previous FY’s data is with the Public Access link.
The Committee List page and Committee Name Hyperlinks
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The CMO has complete editing rights to all the committee data. Changes to the pages are made, and meetings, reports, and members are added by linking to the correct data entry page through the Committee Menu page. The CMO reaches the Committee Menu page via the Committee Name hyperlink from the Committee List page.

The Committee List page also keeps the CMO informed of the last time a committee’s data was updated.  The data validation status for completing the reporting year is managed by means of the date stamps in the DFODate, GFODate, and CMODate columns.

Data Entry at the Committee Level

For further data entry directions, the DFO System Manual has a complete explanation of the Committee Menu page options.  The links shown in this manual display that section if you have opened this document in Microsoft Word.  The menu options include

General Info,

Agency Recommendations,
Reports,
Meetings,

Costs,
Justifications,
Members,
Sub-Committees,
Performance Measures (ACR),
Current Status which is a committee specific subset of the Current Status reports used by the CMO,
Interest Areas,
Committee Report,
DFO Info,
GFO Info,
CMO Info,
Committee Decision Maker,
View Charter,
Web Site, if one exists and the url has been added to the General Info page,
Mark Verified, and
Consultations. 
 You may remember from our discussion long ago and many pages above, when the CMO views the Committee Menu page from their logon, the CMO sees the link for the Consultations page.  The Consultations page is also available read-only to the DFO so that the DFO can stay abreast of the committee’s life cycle from the agency perspective.

The Rest of the Story for the CMO
There are many other features and reports available to assist the CMO in the online Shared Management System, most of which are found and described in the Public System part of the manual.  All of the features and reports are only as useful and accurate as the data is kept up-to-date.  This task falls primarily to the DFOs or their designees.  Keeping the system up-to-date whenever the committee data changes can transforms the Shared Management System into a highly sought commodity in government: a useful, interagency data sharing and management tool.  The online Shared Management System has been available since 1997.  It is a living system in the sense that it has grown in usefulness and functionality (and size) every year that it has existed.  Some of the improvement is due to the improved technology of the Internet, and a little can be counted due to the increasing skill of the development team.  However, most of the improvement is due to the feedback, patience, and willingness of the users to participate both in the development process and with on-line record keeping.  The Shared Management System is truly a shared system that belongs to all of us.
SECTION V: Committee Management Secretariat Management Tools and Access to Advisory Committee Data
The Committee Management Secretariat (CMS) utilizes the Shared Management System to add and track advisory committees, by agency, in the government-wide, federal, advisory committee inventory.  The Secretariat staff also use the system to add and track government users.  System users, once added, are never deleted from the system.  An audit component of the system links the logged on users to the data the specific users add.  Finally, Secretariat staff use the system, if necessary, to update the information on advisory committees and to collect most of the information necessary to conduct the Annual Comprehensive Review (ACR) required by the Federal Advisory Committee Act (FACA).  FACA originally and historically required that the Secretariat provide complete information about the advisory committee environment at least annually in an annual report of the President to Congress.  The web-based database was originally designed and created to address that requirement.  When Congress removed that requirement in 1999 the emphasis on the use and functionality of the system shifted to supporting the ACR and the committee consultation requirements of FACA.  The system had been built to include those requirements by allowing the continual updating of committee information throughout the fiscal year and providing some committee management functionality.  Keeping the data continuously up-to-date converted the system from a focus on history, records, and reporting, to a focus on management and immediate relevancy.  With the yearly addition of new management functionality based upon the feedback of the DFO, CMO, and Secretariat users, with the continuous addition of new reporting functionality based upon requests of government and public users, and with frequent and timely updates by the users, the system became more useful to everyone, ranging from the interested public user to congressional staff with oversight responsibility.  But first and foremost, the online system was and remains the central and basic tool which allows the Secretariat to meet the statutory requirements of the office established by FACA.

What is the Shared Management System?

The FACA Shared Management System is a specialized database on the web.  As mentioned above, the Federal Advisory Committee Act originally required that data about advisory committees be collected by the President annually and transmitted to Congress for review.  This web-based database was set up by the Secretariat in 1997 to be used by all the government agencies that have advisory committees to collect that data.  Since 1999, the database has been used to meet FACA’s ACR requirement.

However, it is important to realize the essential limitations of the database design and the online system.  Some insight into the reasons for the limitation can be gleaned from reviewing the development process and history.  The system was built with minimal funds.  Not only were these funds minimal, they were secured in a piecemeal and unpredictable fashion, over a ten year period, while web technology and infrastructure was changing at lightning speed.  Further, almost all of this development and support occurred outside of the GSA formal IT support structure.  This should not be viewed as negligent or wrong, it was simply the reality of what was seen as an inexpensive, small system required by what has probably always been considered an imposed, fringe office by the agency management.

To accommodate this reality, the system was built modularly and sparingly.  Each modification was initiated and completed within the possibility that the system might have to operate without any further changes or improvements.  This meant that certain of the more complex components were left out of the system completely.  These components, which were often highly idiosyncratic or otherwise difficult to classify or define, and which required significant human maintenance and input, were managed by direct access to the database from outside of the visible web design and structure by a knowledgeable database administrator (DBA) using Microsoft ACCESS.  As the years passed, some if not many of those exterior components were incorporated into the web design as the developers’ skills increased and as time and funding resources permitted.  The SOP embraced was that when the dichotomy between useful additional functionality to the daily users, and time-consuming, complex coding work on the remaining exterior components presented itself, the developers always opted for the users.  This manual will attempt to identify, describe, and include the remaining exterior, required, and unincorporated human inputs at the end of this section.

The database itself resides in MS SQL Server, running on a MS Windows server.  The Web Server is IIS running on an MS Windows platform.  These components are all currently utilizing a virtual server design strategy on multiple physical servers (2007).  The DB is composed of more than 50 tables containing more than a million records and adds more than 100,000 new records a year.  In addition, many thousands of documents including committee charters, meeting minutes, committee reports, and other committee documents, requiring many gigabytes of storage have been and continue to be uploaded to the system.  The online system utilizes more than 500,000 lines of code, written in ASP, HTML, and VBScript, and has many web pages with data-driven components.  The system already has over 21,000 files in 230 folders and requires almost 4 Gigs of disk space.  Since the system continues to allow and encourage users to upload files it is expected to add between 2 and 4 Gigs of files and records a year, from FY 2007 forward, while it remains in use.

What kind of data is being collected and maintained?

For CMS, the program collects, totals, and displays

· Messages on charter uploads and consultations,

· All of the data entry, data editing, and reporting capabilities of the Public, DFO, GFO, and CMO components of the system except for the ability to “verify” the data from the agency perspective at the conclusion of the ACR process, and

· Government wide reports on Performance Measures, Data Totals, Statistics, the CMO list, potentially Administratively Inactive committees, Current Status issues, Ceiling report, and Emails,

The program provides access to Maintenance of End-of-Year activities like

· The FY Check Report, which alerts users to problematic data anomalies,

· The Create New Fiscal Year feature,

· The Turn Reporting FY feature, and

· The Create Annual Reports feature.

The program also provides links that allow the Secretariat to Add a New Agency during the Fiscal Year if a new committee is created by an agency not currently on the agency list, and to group agencies for display by desk officer role.  The Secretariat manages the consultation process utilizing the Consultation link on the Committee Menu page when logged in.  Finally, during the End of Year ACR period, the system adds a Change FY link so that the Secretariat user can switch back and forth between the two years open for reporting and maintenance at the same time.

How Does the Secretariat Use the System?
The Secretariat user has access to the system with edit and update rights to most of the data for all the committees via the Internet.  Secretariat staff members receive their access rights, their logon (username), which is their email address, and their initial password from the Committee Management Secretariat DBA (the system manager).  This is done using MS Access to add a record with CMS rights to the User table.  For a review of the user data requirements, see the Manage Users link of the CMO section of the manual.  The CMS staff member with edit rights can edit or update any committee’s data for the current year.  For specific data entry, editing, navigation, and other system utilization rules, the user should see the DFO, GFO, and CMO sections of the manual.  The only action a Secretariat user cannot execute from his or her own login is the Verify link the DFO, GFO, and CMO use for the ACR.

The system was designed to capture relevant information when a committee is first added.  The system then carries that information forward from year to year until the information is no longer accurate and/or required.

A committee is first added to the system by an agency CMO with the Add A Committee link.  The CMO first adds the Committee Name and Establishment Authority, and then enters the committee’s general information, membership, and estimated cost information requirements, following the directions and guidance provided by the Secretariat.  While it is assumed that the CMO will have conferred with their Secretariat desk officer prior to taking this establishment action, if there is sufficient ceiling allocated to the agency, or the committee is non-discretionary, the system does not have a structure that requires that communication or prevents the CMO from acting without the Secretariat’s knowledge or consent.

CMS uses the Consultation link found on the Committee Menu page to concur on the committee establishment for new committees or to otherwise act on existing committees.  In a similar vein to step 1, the consultation process captured by the system does not ensure that the CMO and agency have taken all the steps required by FACA, i.e., due diligence to avoid duplication, balance plan, etc.  The consultation process between the desk officer and the CMO should include enough information exchange to satisfy any concerns that sufficient attention is being paid to those requirements.

CMS adds CMOs as users to the system.

CMS has the ability to log onto the system and edit any information for completeness and accuracy.  While this is not normally part of the process for most committees and agencies, doing so may become necessary while a desk officer assists a CMO to complete an agency’s ACR for any Fiscal Year.

CMS staff can not verify the accuracy and completeness of the committee data for the current year within the programmed system, although it is possible for the DBA to edit the verification timestamps directly in the Committee table (Sign Off fields) using MS Access. 

The opening screen for the Shared Management System lets the CMS user know that they have found the data repository and lists their options.  Links and Buttons control navigation throughout the system.  A complete explanation of the opening screen and the links on the Home page of the system are found in the Public Access portion of this manual.
Logging onto CMS Committee Maintenance Activities

 Clicking the Logon link displays the Logon page.  The Logon page has ten hyperlinks, four data fields and one submit button.  In addition to the links previously mentioned are Presidential Committees, and Presidential Members, which are reports designed for the White House Personnel Office.  One of the links is an instructional online movie, How to Logon to a Fido system.  The data fields are the LOGON text box, the PASSWORD text box, the “I forgot my password” check box, and the “I WANT TO CHANGE” check box.  The submit button is labeled Continue.

To Logon, the CMS user enters his/her username in the Logon: text box field (which has the label: Please enter your Email) and their password in the Password: text box field (which has the label: Please enter your password).  When the Continue button is clicked, the program takes the CMS user to the Agency List page.  The system design calls for all registered users to log on with their government e-mail address as the username.
If the CMS user fills out the User Profile/Information page, including their e-mail, than the OOPS check box will work.  To receive an email with their password, on the Logon Screen shown on the previous page the user enters their LOGON, checks OOPS, and clicks the Continue button.
If the CMS user receives a Logon Error, they should note the error explanation and contact the DBA to adjust their access rights. If you enter an incorrect Logon or Password, you receive the “Logon-Password not correct” error.
If your dates for access have expired, you receive “The Logon Date has been exceeded” error.  The error displays “ask your CMO”, but in the case of the CMS getting the error, it really means “Ask the DBA”.
If the DBA has designated you as an “inactive” user, you see the “inactive logon” error when you attempt to logon.  In this case, the CMS user also calls the DBA.

Clicking the Presidential Members hyperlink displays a list of committee members appointed by the President that are in the current year’s member list.  These two hyperlinked reports are on the Logon page to remind users logging on that these reports exist at the request of the White House Personnel office.  These reports, like all of the database’s reports for the current year, are only as useful and accurate as the data is kept up-to-date.  They are also good reasons for weekly updates to the system.

These reports, like all of the database’s reports, can be downloaded to the user’s computer for more direct use and customization via the Spreadsheet, XML, and ASCII hyperlinks.  The XML selection allows import into almost any kind of database.  The ASCII selection creates a text file that can be imported into any word processor.  None of the data kept for public accession online is subject to privacy provisions.  Any user may download all of the publicly accessible stored data in the online system.
The Agency List page

 When the CMS user logs on, the program presents an Agency List page listing all the agencies that have advisory committees this year.

The Agency List page introduces links and features not available in the rest of the system.  In addition, some field contents, like the agency names in the picture, are displayed as drill-down hot links for jumping directly to that agency’s data on the Committee List page.  The data fields which are hot links are underlined.

During the ACR period the Change FY link is added to the Tools line of links.

The new links on the Agency List page include Messages on the top navigation line, several useful totals reports on the Reports line:

· Performance Measures (ACR) Totals,
· GOV Totals,

· GOV Stats,

· CMO report, and

· Admin Inactive.
Several useful management features on the Tools line include:
· Current Status,
· Maintenance,

· Ceiling Report,

· Get Emails,

· Change FY, when two years are open during the ACR, and
· Add New Agency.
Because of the Secretariat’s specialized tasks the Agency List page also includes the Committee Quick Find text box and Desk Officer View links to display subgroups of the agencies grouped by Desk Officer.

Messages

 The Messages link is what is known as a fail safe mechanism and exists as a record keeping and workflow backup to the email system.  One of our primary roles in the Secretariat is consultation with the CMOs in the agencies on their committee charters.  The consultation component of the system records the history of our charter consultations.  Emails are generated by the system to alert the parties to the consultation process that a significant action has occurred.  In the event that the process that generates the email fails or that the successful transmission of the email is otherwise interfered with, the Messages link displays the database records of the emails that should be sent by the system.  The Secretariat use of the Messages db could range from infrequent to never, because it only becomes necessary to view the messages if and when a Secretariat user does not see email consultation alerts and they know that they should be seeing such alerts.  In those cases, the staff doesn’t have to wonder if messages have been omitted, they can check the Messages db to find out.

Performance Measures (ACR) Totals Link 

The Performance Measures (ACR) Totals link provides a summary for all the committees in the system and the status of their reporting on and the totals thus far for the Performance Measure questions.  In the screen shot to the right, 109 Committees have had some part of the Performance Measure data updated at least once during the reporting year and 816 have not yet been touched.  A more complete discussion of the questions is found in the Performance Measure Section of the DFO Manual.

The Government Totals Link

The GOVernment Totals link rolls up all the historic data that was originally collected to generate the Annual Report of the President on Federal Advisory Committee from 1972 through 1998.  This data is still captured about advisory committees.  The numbers in the leftmost column are an archaic holdover to link to the questions posed on the Annual Report Forms T-820-H, T-821-H, and T-822-H (Front and Back for each).

Congress and the President generally wanted to know for measurement purposes,

· The number of new committees,

· The number of terminated committees,

· The distribution of the committees established by Congress or the President or Agencies,

· The general focus of the committees,

· The number of reports submitted,

· The number of meetings held and whether the meetings were open or closed,

· The total cost to the government, and

· The number of people involved.

The Active and Inactive lines were added more recently (FY 2003) and refer to committees for the entire government.  Inactive committees must be statutory and have no costs, no members, no reports, and no meetings in the current year.  The accuracy of the complete report at any point in time during the current year depends upon the frequency and timeliness of committee information data entry on the most part of the DFOs.  The nature of the frequency and timeliness, to a great extent, depends on the guidance provided by the CMOs or the GFOs to the DFOs.  Glancing at the totals from time to time could aid the Committee Management staffer in ascertaining what part of the advisory committee community needs their immediate attention.

The Government Statistics Link


The GOVernment Statistics link presents a quick overview of the utilization (read frequency and timeliness of data entry as discussed above) of the system thus far this week and this year.  The statistics regarding verification let the CMS staff know how close the ACR is to completion from a committee workload perspective.

The CMO Report

The CMO link displays the CMO Report page, which is a list of the Committee Management Officers for the current year.  Of course, the accuracy of the list depends upon the CMOs keeping their information in the system up to date, and that depends on the Committee Management Desk Officers staying in frequent communications with the CMOs of their agencies.

Potentially Administratively Inactive


The Admin Inactive link displays a government wide report of potentially-inactive, statutory committees.  This link produces an “HTML” report of committees, government-wide, that fit the criteria.    The listing shows statutory committees that have not reported meetings, reports or costs for the current fiscal year.  The Committee Management Desk Officer should be aware that the link produces a list which can misrepresent committees that have become active during the current FY.  This is so since a significant number of DFOs do not report their committees’ data until after the CMOs remind them of their responsibility for the ACR.  Since the CMOs often do not remind the DFOs until after Committee Management has provided its annual guidance in July or August, an inactive committee from the previous FY which has become active can easily show up on this list if the link is clicked before the conclusion of the ACR.  By the same token, it is also possible to miss committees that have become inactive since the last ACR, since the reverse is also true.

So why bother?  Why do we have a link that produces such a report?  Basically we are concerned because statutory committees that have passed beyond the useful stage of advisory committees are problematic.  A statutory committee cannot be removed from our inventory unless the original statute included a termination date or a new statute terminating the committee is passed.  This situation results in a significant number of committees which have completed their work remaining in the committee inventory, and that makes the number of committees appear larger than it actually is.  This skews counts and percentages.

The Administratively Inactive strategy is a Secretariat solution, devised by a past director, which attempts to address the problem by re-conceptualizing it and putting the information at the front of the data counts.  The process has been provided additional creditability by including “Administratively Inactive” in the consultation process and by making the classification part of the ACR.  The Desk Officer should feel free to use the link at any time that they might fine the information helpful, but especially towards the end of the ACR process with a specific agency.  This report is available to the CMOs under the Current Status link.  A few CMOs have availed themselves of the label for committees which no longer function.  No higher authority has objected to this solution thus far.

Current Status

The Current Status page is a set of reports that should be helpful to the Desk Officer in scoping out or otherwise managing and tracking the activities and administrative details of their part of the advisory committee community.  The page is divided into two sections, Upcoming Events and Possible Problems.  Upcoming Events (Next 6 Months) displays reports that are useful for planning and managing anticipated events, while Possible Problems below displays reports where discrepancies that “might be problems” exist in the data.  We should always operate with awareness that the entire shared system is an attempt to categorize and describe in consistent terms and a unified fashion almost 1000 distinct and uniquely functioning advisory committees within almost 200 distinct and uniquely functioning offices within 60 distinct and uniquely functioning agencies.  The term “possible” in the possible problems heading is a clue that intelligence should be applied in the analysis of these reports, and the term “problems” could be entirely the wrong word.  The reports are an assortment of helpful, heads-up and on-guard reports for the Desk Officer and others in the Committee Management leadership.  Reports (signified by a hyperlink) are only generated if data is present that makes the report potentially relevant or suggests that a “possible” problem could exist.  For instance, the General Info page has a Yes/No response field regarding whether any committee members are Presidential Appointments.  The Members List page has an appointments field that indicates the source authority of the appointment.  Is there a problem if the pages don’t agree?  Usually!  Could there be a reasonable explanation for the conflicting information?  Possibly?  In all cases, intelligence is to be applied.  Keep at the front of your mind that the report items are potential alerts, not flags that specific content is wrong.  More complete descriptions of each separate report in the possible problems section exists in the DFO, GFO, and CMO manuals.

You might have noticed that the sentence above does not mention the Public Access component or manual.  The “Possible Problems” reports could be widely misunderstood if displayed without context in the Public Access section.  Most the problems “go away” after the ACR is completed each year for each committee and agency, and the reports assist in cleaning up the discrepancies that accrue when multiple entries are made by multiple users, sometimes at cross purposes.  Many of these problems are introduced by users treating the data entry as an annual event rather than an on-going process.  This is not to say that the public cannot produce reports similar to the Current Status reports from the Database Search component.  We just avoid providing canned reports that are focused on “problems” introduced by timing and a distributed workload rather than by negligence, and we avoid focusing on “problems” that will disappear when the data is reviewed and verified.


Maintenance

The Maintenance link is concerned with

· system maintenance for the ACR,

· the creation of the next fiscal year,

· activating the code which allows users to edit in multiple years while completing the ACR, and

· production of a full committee report set when the ACR has been completed for a particular fiscal year.

The maintenance section and what it does not provide is your strongest clue that the shared management system is essentially a cyborg (part man, part machine, with the machine part incomplete without the human component), because the maintenance section does not really allow the Secretariat user to fix anything that cannot normally be edited within the commonly available web application framework.  The maintenance section has been restricted to allowing the Secretariat user to switch the ACR functions on and off as appropriate, and it provides a check to see if data is going “out-of-synch”.  In earlier years of the shared management system’s development process, the maintenance section was also envisioned as providing direct access to the data tables.  However, the ability to use that feature without introducing additional problems or discrepancies into the data required and continues to require a working knowledge of database design and management in general and the specific requirements of our Shared Management System in particular.  This has proven to be a difficult if not unfair requirement for the less experienced and only occasional database manager.  In the current system, if things are going wrong, or data needs to be added from outside the individual data entry record process, or improperly created records need to be removed, etc., etc., the maintenance section is not the place to fix them.  Some of the more relevant and immediate rules, idiosyncrasies, and methodologies for those aspects of maintaining the system will be discussed at the end of this section of the manual.

Fiscal Year Check Report

The FY Check Report link displays the FY Check page, which displays the set of tables that contain the records that the db designers expect to see properly connected to the Committees table.  The records in these tables all have a “child” relationship to their “parent” Committee record in the Committees table. There must always be a “parent” record if a “child” record exists.  Most of the reports arrive at their totals by counting the child records.  If the records in the tables should go out of synch, the counts displayed in the reports will not have validity.  The screenshot to the right displays the “child” tables and does not list any extraneous records.  If there were extra records which were “out-of-synch”, they would display under the table where they resided.  The fact that no messed up records are displayed does not mean that everything in the database is OK, it simply means that this one problem does not exists.  But we found this error-check a useful flag.  Our experience showed us for a couple of years running that this problem always existed when the database had some other, more serious problems.  As a result, we developed this error-check as a bell-weather for the other, equally serious but more hidden problems.
Create New Fiscal Year

The Create New Fiscal Year for FY200X link displays a page which allows the Secretariat user to create the next fiscal year in the database.  As the page emphasizes, this is a process that is only run once, usually at the earliest possible date in the new fiscal year.  The selection of the YES Run Process button copies the committee records of all committees that exist in the current fiscal year which is finishing into the next fiscal year which is just starting.  Any committees that have been terminated in the system are not copied.  The child records are not copied at this point because the DFO and CMO user might still be engaged in the process of completing their update, review and validation of those records.  The child records for each committee are copied to the new fiscal year later, at the conclusion of the agency’s ACR for the finishing fiscal year.  This Create New Fiscal Year feature is used in conjunction with the Turn Reporting FY OFF  ON link below.

Turn Reporting FY On or Off

The Turn Reporting FY  OFF  ON link activates the links, Change FY, Complete FY, CMS Reviewed, which display on the End of FY line of the CMOs Committee List page.  The Change FY link displays on the Tools line of the Agency List page for the Secretariat user.  These links are for the ACR process and can only be viewed and clicked by the CMOs and Secretariat users when the ON link of the Turn Reporting FY OFF ON is clicked.

Create Full Committee Report Sets

The Create Full Committee Report Sets link creates web documents of all the committee reports for the agencies for all the agencies at once.  The resulting web documents are stored in the AR directory of the FACADatabase web site.   After they are created the web documents are displayed by the All Annual link, visible in the Reports list of links on the Committee List page while viewing an agency’s data in the Public Access section of the system for a specific year.  When the All Annual link is clicked, the document that is displayed contains all the Committee Reports for that agency for that year.  Since this feature was created before the Performance Measures component was envisioned, the resulting document does not include the Performance Measures report data.

Since the web document contains all of the data previously collected for the annual report for the committee and the agency, the document serves a second and perhaps even more useful purpose.  Text documents can be searched by an index feature on the server, and this increases the search ability of committee data for the public user.  The developers used this process as a solution to permit a semblance of data searching without the implementation of MSSQL’s full text search feature, which was beyond the capability and funding scope of the first version of the shared management system.


Please be warned that the system developers discovered that the feature is sensitive to processing errors introduced by the occasional incomplete or inaccurate data.  When the user combines that reality with the potential size of the eventual document produced by the code for an agency like HHS, which can be well over 1500 pages long, the resulting problem becomes obvious.  The execution is going to take a significant amount of time during which the processing will be very vulnerable to overlooked or ignored delinquent data entry.  The likelihood that this feature’s code will have a problem with the data has a very high probability. This feature should only be executed when the ACR is well past completion and nothing else is going on with the system.  In addition, the system managers should have achieved a high confidence in the completeness of the data.  Finally, only do this if time and attention can be devoted to the outcomes and products if the execution does hang up.  The time and attention will have to be provided by whoever is currently providing database administration and web support to the shared management system.  In the past, when the process failed, the system managers found that it was most efficient to

· first, identify the agency where the coding failed,

· second, re-examine and clean up that agency’s data,

· third, delete the web documents that had been created for the year in question up to the crash point, and

· last, re-execute the code by clicking the link again.

This might seem like a lot of trouble to go through to facilitate a search capability that may not get that much use.  The previous developers concur with that thought and had a certain amount of ambivalence about how far to take this feature and how useful it would ever prove to be.  But if and when the Secretariat starts down the road of how useful and for what purpose, the entire system, with all of its discrete components, is a candidate for re-examination.

The Ceiling Report


 The Ceiling Report page displays the distribution of agency ceilings for discretionary committees.  The discretionary ceiling data which produces this report is maintained in the Agency Table.  The Agency table is only currently accessible in the MS SQL database utilizing a program like MS Access.  The ceiling report supports compliance with the Clinton EO limiting the number of discretionary committees.  It should be noted that the ceiling report does not report the ceiling distribution accurately during the ACR period.  This is because the ceiling report displays information on the breakdown of the number of committees in each agency by establishment authority.  The information that informs that breakdown is found in the General Information table.  The necessary records are not added to the General Information table in the new fiscal year for committees in agencies that have not yet completed the ACR for the previous fiscal year.  This generally has the effect that the ceiling report is not completely accurate from October through February.  This has not been a major issue government wide during the life of the shared management system because the gap between the ceiling established by the relevant Executive Order (534) and the actual number of chartered discretionary committees has never closed to within 50 “slots” during that time.  But the concept remains an issue because agencies have a continuing need to create new committees during the first two quarters of the fiscal year while the ceiling report is an unanswered question requiring some manual calculation.  A satisfactory resolution will require database redesign and a new system.

Get Emails

 The Get Emails link displays a list of email combinations that can be displayed and then cut and pasted to facilitate mass “e-mailings”.  The list is selected from the email field of the Users table.  The list contains those users who are active and fit the criteria.  This means that the CMOs selected for the email list will be all the users who have been given CMO rights in the shared management system.  This will generally include both the CMO of Record for an agency, and the people who do the CMO work for an agency.  In larger agencies this is often more than one person.  The shared management system links to the agency CMO on the Committee Menu page.  This is most often the person we identify as the CMO of record.  However, we have occasionally found that information in emails sent to this person is not disseminated.  We have also occasionally found that this person is not a system user.

 Similar anomalies hold true for users with DFO rights.  Sometimes the DFO of record, who also is linked to on the Committee Menu page, is simply a figurehead.  The person who needs the communications and guidance from the Secretariat, the person who performs all of the DFO duties, often has DFO rights in the Users table but is otherwise unknown.  All of these discrepancies have forced us to choose the Users table as the source of the emails for this contact list.
Change Fiscal Year
Clicking the Change FY link presents a choice between the two open fiscal years.  The CMS user clicks the radio button reflecting the year to work in and clicks the Change FY button.  The CMS is immediately presented with an Agency List page for the FY selected.  In the new fiscal year, useful actions are pretty much limited to creating new committees with the Add New Agency link on the Tools line, consultations for existing committees with the Consultation link on the Committee Menu page, and changing back to the reporting FY with the Change FY link.

Add New Agency

 The Add New Agency link displays a blank data entry record with the fields of information that we would like to have when we add a new agency to the Federal Advisory Committee Agency list.  Generally, we expect about 40 to 45 agencies to continuously have advisory committees all of the time.  We also can expect another 5 to 15 agencies to create from 1 to 5 committees, as they need them, from time to time.  This feature allows Committee Management to add an agency to the agency list if it is not already on the list.  It is not really appropriate to add an agency if the agency does not have CMO information, although the CMO information for an agency new to the FACA community can often be expected to change.  An agency must exist in the list before a committee can be created for the agency.  Sometime a committee and an agency are interchangeable.  In those cases, the agency and committee must be created separately in the system, and the agency must be created first.

The other side of the coin is deleting an agency.  When an agency does not have a committee during the entire fiscal year, the agency is deleted from the agency list for that year.  Our agency list is totally dependent upon the committee inventory and not upon the number of agencies established as part of the federal government.  Deleting an agency is found on the Tools list of links on the Committee List page for a specific agency.  This feature is discussed later in the manual.
Committee Quick Find

 The Committee Quick Find feature is a data entry box combined with a Go button.  The Secretariat and the Public user both see such a feature on the Agency List page.  The feature allows the partial entry of a committee name or an exact committee number to facilitate the quick location of a specific committee.

If the user inserts the exact committee number, the system jumps directly to the committee’s Committee Menu page.

 If the user inserts part of a committee name, the system provides a list of committee names that include the inserted text as hot links.  From that point the user can further select the precise committee of interest, and jump to that committee’s Committee Menu page.  If the user guessed wrong about the name, the user can click the browser back arrow or button to return to the Agency List page and the Committee Quick Find feature.

Desk Officer View

 The Desk Officer View feature allows the Secretariat user to display a smaller list of agencies on an Agency List page that is restricted to the agencies assigned to the Desk Officer.  Once the restricted set is displayed, the user can either select from the reduced agency set or select any of the other links on the page.  The only link on the page that is affected by the reduced agency set is the Score 300 link, all the other links function as if the entire agency and committee inventory is available.


 The Score 300 link displays a reduced, desk officer specific, Score 300.  Choosing any of the other links discards the restriction on the agency list displayed and, at the conclusion of the links functionality, returns the user to an Agency List page where all the agencies are displayed.

The Agency List and other Agency Features for the Secretariat

Selecting an agency from the Agency List page displays the Committee List page for the agency and most of the links which are available for the agency CMO.  The links, sorting, and display capabilities of the page are discussed in great detail in the Public System and CMO parts of the manual set.  For the Secretariat user, the Tools list of links does display a couple additional options, Desk Officer and Delete Agency.  In addition, during the ACR, the End of FY list of links displays Complete FY2007 and CMS Reviewed.
Desk Officer

The Desk Officer link displays the question set that a desk officer would want to complete while auditing the FACA compliance of an agency.  At this point, ten years into the use of the shared management system and four years into the implementation of the desk officer role, this feature remains available but unused, essentially a good idea thwarted by lack of time and resources.  We anticipate that this feature will be carried forward into any future version of the system.

Delete Agency

The Delete Agency link allows the Secretariat user to delete an agency with no committees.  While this action could be executed at any time during the fiscal year, it should probably only be done after the ACR has been initiated in July or August and as close to but before the end of the fiscal year rollover.  This timing avoids copying an agency with no committees to the next fiscal year when the desk officer has determined that the agency in question indeed has had no active committee at any point during the fiscal year being reviewed.  If you are wondering how an agency with no committees gets into the agency list in system in the first place you are displaying a serious lack of imagination.

CMS Reviewed

After the Committee Management Secretariat desk officer completes their review of the data, the desk officer clicks a link visible on the End of FY line of their screen of the agency’s Committee List page.  This is the CMS Reviewed link, and, if there are no coded protections activated by the desk officer having skipped some vital step, the screen to the right is displayed.

If the Desk Officer should click the CMS Reviewed link before the CMO has verified all the committees in their agency, the message to the right is displayed.  Sometimes the CMO will let the Desk Officer know that the agency if finished.  Later, while the Desk Officer is reviewing the information a DFO will contact the CMO that something needs to be changed, and the CMO will either change it or “unlock” the committee so that the DFO can change it.  Meanwhile the Desk Officer completes his or her review, and, not knowing that further changes have been made requiring further verification on the agency’s part, clicks the CMS Reviewed link.  The code tests for verification, finds some committees unverified, and displays the message above.  This is not a bad thing, but if you want to avoid it, check the Score 300 or the Committee List page one last time for complete verification before clicking the CMS Reviewed link.

Complete FY2007

When the DFOs have completed data entry and data verification for all of their committees, the GFOs and/or CMOs can complete their verification as well.  After the Secretariat staff has reviewed and passed on the data from their perspective, the CMO can transfer an up-to-date copy of the completed data to the new fiscal year by clicking the Complete FY2007 link.  Of course, this link will change its name based on the fiscal year being reviewed and completed, and the new fiscal year getting underway.


There are a variety of messages that will appear if the CMO should click the Complete FY2007 link without having completed all of the requirements that have been defined in the system.  If the CMO has not verified all the committees the system will stop the process with the message above displayed.

Sometimes the CMO has verified all of the committees and forgets that the Committee Management Secretariat desk officer is part of the ACR process.  If the CMO should click the Complete FY2007 link and the desk officer has not yet signed off on their review of the data, the system will stop the process with the message to the right displayed.

Usually, however, at the conclusion of the review, the CMO or the Desk Officer will click the link and view the following sequence of screens.  First the user sees a warning so that either the CMO or the Desk Officer is not tempted to interrupt the process.  It would be reasonable to think that the program has hung up while the data from some of the larger agencies is being copied from one fiscal year to the next, because it takes quite a while and nothing appears to be visibly happening.

Once the process has completed, the CMO or Desk Officer is presented the final screen, congratulations on the successful completion of the ACR.  At this point, the CMO or the Desk Officer has been logged out of the on-line system.  This is done to try to prevent an accidental return to the fiscal year data which has just been copied as final.  If the CMO or Desk Officer did manage to return to the year that they just reported and completed, they could then, inadvertently of course, make further changes to the data.

The next time that anyone from the agency logs into the system he or she will find themselves in the new fiscal year.  At that point, the only way to see the previous FY’s data is with the Public Access link.

The Committee List and Other CMO Links

The CMS user selects an agency with the mouse pointer (note the change in color of the agency name), and by clicking on the highlighted agency, drills down to the Committee List page.  A complete discussion of how to quickly locate an agency or a committee is available in the Public Access part of the manual.  To explore the CMO Reports and Tools links on the Committee List page, including the Add a Committee link, the Secretariat user should review the CMO System part of the manual, Section IV.


Manage Groups

The Manage Groups link deserves a brief discussion because it requires ongoing maintenance by the CMO as new committees are created within the agency inventory.  It is not unusual for a desk officer to get a call from the CMO or a GFO, especially during the ACR, with the “complaint that the GFO cannot see all the committees in their group.  This is often due to the fact that when the CMO created the new committee, they did not immediately add the new committee to the group to which it logically belonged.  While the desk officer can add the committee to the group as well, this task is best handled by asking the CMO when new committees are created if group considerations apply.  Directions for creating groups and adding committees to groups are found in the CMO Help manual.

Manage Users

The Manage Users link deserves treatment for a similar reason.  When the Secretariat user looks at an agency’s user list, they see the same list and features as the CMO, however there is one significant difference.  The Secretariat user’s list includes CMOs and the Secretariat user can create CMO users.  For this reason alone, the desk officer should review every agency list of users to see if CMO logon are present with active rights for CMOs who have moved on to other roles.  For a complete review of the rules and functionality of the Users List page and the Users Form page, the desk officer should review the CMO or GFO Help manuals.  An important point to remember is that the Level and Access fields provide the rights a user has when working with the system.  Levels are CMS, CMO, GFO, and DFO.  Access is 1 for Read-only or 2 for Edit.  To make changes to data and save the changes the ACCESS must be 2.

Not only should the desk officer review the Users List page for CMOs that should be made inactive or to extend existing CMO end dates, the desk officer should actively manage the CMO regarding the CMOs list of users.  If the Users List page shows active users with expired end dates, the CMO deserves a gentle nudge.  Users can’t keep their data up to date if they can’t log on.
Committee Menu Secretariat Links

After selecting a committee from the Committee List page the CMS user drills down to the Committee Menu page.  From the Committee Menu page the CMS user can edit data on any of the Web pages or can work with the Consultation link or the Delete Committee link.  A complete discussion of data entry with the Committee Menu page links is found in the DFO System part of the manual, Section II.  The Consultation process is also discussed in the CMO part of the System manual, Section IV.

Delete Committee

The Delete Committee link is visible to the Secretariat user and is available for removal of a committee.  This feature becomes necessary when a committee is rolled over to a new fiscal year and then, later, after the ACR has been completed, the desk officer and the CMO agree that the committee was actually terminated the previous year.  This feature should be used very carefully since if a committee is deleted from a year in which it was active and functioning, all the members, meeting, report, cost, and subcommittee data is lost as well.  In short, every data change made to the committee in the shared management system is lost for that year.

The Consultation Process


The consultation process and the use of the Consultation link on the Committee Menu page is a central part of the Secretariat’s committee tracking and management process.  The GSA Rule provides the requirements for establishing and terminating advisory committees.  The requirements vary depending on the establishing entity and the source of authority for the advisory committee.  The Rule thoroughly covers the procedures associated with the establishment, renewal, reestablishment, and termination of advisory committees.  These procedures include consulting with the Secretariat, preparing and filing an advisory committee charter, publishing notice in the Federal Register, and amending an advisory committee charter.
The following information is the Secretariat’s current guidance.  FACA identifies four sources of authority for establishing an advisory committee:

1. Required by statute.  By law where the Congress establishes an advisory committee, or specifically directs the President or an agency to establish it  (non-discretionary);

2. Presidential authority.  By Executive order of the President or other Presidential directive (non-discretionary);

3. Authorized by statute.  By law where the Congress authorizes, but does not direct the President or an agency to establish it (discretionary); or

4. Agency authority.  By an agency under general authority in title 5 of the United States Code or under other general agency-authorizing statutes (discretionary).
An advisory committee automatically terminates two years after its date of establishment unless: 

· The statutory authority used to establish the advisory committee provides a different duration; 

· The President or agency head determines that the advisory committee has fulfilled the purpose for which it was established and terminates the advisory committee earlier;

· The President or agency head determines that the advisory committee is no longer carrying out the purpose for which it was established and terminates the advisory committee earlier; or

· The President or agency head renews the committee not later than two years after its date of establishment in accordance with §102-3.60.  If an advisory committee needed by the President or an agency terminates because it was not renewed in a timely manner, or if the advisory committee has been terminated under the provisions of §102-3.30(b), it can be reestablished in accordance with §102-3.60.
When an advisory committee terminates, the agency shall notify the Secretariat of the effective date of the termination.
The procedures required to establish, renew, or reestablish a discretionary advisory committee:
· Consult with the Secretariat.  Before establishing, renewing, or reestablishing a discretionary advisory committee and filing the charter as addressed later in §102-3.70, the agency head must consult with the Secretariat.  As part of this consultation, agency heads are encouraged to engage in constructive dialogue with the Secretariat.  With a full understanding of the background and purpose behind the proposed advisory committee, the Secretariat may share its knowledge and experience with the agency on how best to make use of the proposed advisory committee, suggest alternate methods of attaining its purpose that the agency may wish to consider, or inform the agency of a pre-existing advisory committee performing similar functions.

· Include required information in the consultation.  Consultations covering the establishment, renewal, and reestablishment of advisory committees must, as a minimum, contain the following information:

· Explanation of need.  An explanation stating why the advisory committee is essential to the conduct of agency business and in the public interest;

· Lack of duplication of resources.  An explanation stating why the advisory committee's functions cannot be performed by the agency, another existing committee, or other means such as a public hearing; and

· Fairly balanced membership.  A description of the agency's plan to attain fairly balanced membership.  The plan will ensure that, in the selection of members for the advisory committee, the agency will consider a cross-section of those directly affected, interested, and qualified, as appropriate to the nature and functions of the advisory committee.  Advisory committees requiring technical expertise should include persons with demonstrated professional or personal qualifications and experience relevant to the functions and tasks to be performed.
The public notification requirements for discretionary advisory committees:  A notice to the public in the Federal Register is required when a discretionary advisory committee is established, renewed, or reestablished.
1. Procedure.  Upon receiving notice from the Secretariat that its review is complete in accordance with §102-3.60(a), the agency must publish a notice in the Federal Register announcing that the advisory committee is being established, renewed, or reestablished.  For the establishment of a new advisory committee, the notice also must describe the nature and purpose of the advisory committee and affirm that the advisory committee is necessary and in the public interest.

2. Time required for notices.  Notices of establishment and reestablishment of advisory committees must appear at least 15 calendar days before the charter is filed, except that the Secretariat may approve less than 15 calendar days when requested by the agency for good cause. This requirement for advance notice does not apply to advisory committee renewals, notices of which may be published concurrently with the filing of the charter.
The charter filing requirements:  No advisory committee may meet or take any action until a charter has been filed by the Committee Management Officer (CMO) designated in accordance with section 8(b) of the Act, or by another agency official designated by the agency head.

1. Requirement for discretionary advisory committees.  To establish, renew, or reestablish a discretionary advisory committee, a charter must be filed with:

· The agency head;

· The standing committees of the Senate and the House of Representatives having legislative jurisdiction of the agency, the date of filing with which constitutes the official date of establishment for the advisory committee;

· The Library of Congress, Anglo-American Acquisitions Division, Government Documents Section, Federal Advisory Committee Desk, 101 Independence Avenue, SE, Washington, DC  20540-4172; and

· The Secretariat.

2. Requirement for non-discretionary advisory committees.  Charter filing requirements for non-discretionary advisory committees are the same as those in paragraph (a) of this section, except the date of establishment for a Presidential advisory committee is the date the charter is filed with the Secretariat.

3. Requirement for subcommittees that report directly to the Government.  Subcommittees that report directly to a Federal officer or agency must comply and include in a charter the information required.
The information which must be included in the charter of an advisory committee:  An advisory committee charter is intended to provide a description of an advisory committee’s mission, goals, and objectives.  It also provides a basis for evaluating an advisory committee's progress and effectiveness.  The charter must contain the following information:

1. The advisory committee’s official designation;

2. The authority that is establishing the committee and the reference that it is being established in accordance with the provisions of the Federal Advisory Committee Act (FACA), 5 U.S.C. App.

3. The objectives and the scope of the advisory committee's activity;

4. The period of time necessary to carry out the advisory committee's purpose(s);

5. The agency or Federal officer to whom the advisory committee reports;

6. The agency responsible for providing the necessary support to the advisory committee;

7. A description of the duties for which the advisory committee is responsible and specification of the authority for any non-advisory functions;

8. The estimated annual costs to operate the advisory committee in dollars and person years;

9. * Provide a statement that a full-time or permanent part-time employee of the agency will serve as the Designated Federal Officer (DFO) and the DFO (or designee) will approve or call all of the advisory committee’s and subcommittees’ meetings, prepare and approve all meeting agendas, attend all committee and subcommittee meetings, adjourn any meeting when the DFO determines adjournment to be in the public interest, and chair meetings when directed to do so by the official to whom the advisory committee reports.

10. The estimated number and frequency of the advisory committee’s meetings;

11. The planned termination date, if less than two years from the date of establishment of the advisory committee;

12. * Provide the estimated number of members, a description of the expertise required and/or groups to be represented in order to achieve a fairly balanced membership and whether the committee will be composed of SGEs, representatives or members from both groups.

13. * Provide a statement as to who has the authority to create subcommittees (the FACA committee or only the agency) and that subcommittees must report back to the parent committee, and do not provide advice directly to the agency.

14. * Provide a statement that the records of the committee shall be handled in accordance with General Records Schedule 26, Item 2. Committee records consist of, among other things, all papers, documents, and emails pertinent to its establishment, membership, policy, organization, deliberations, findings, and recommendations, including its charter, members' appointment letters, agendas, determinations for closed meetings, briefing materials, minutes, transcripts, audiovisual materials, reports made or received, and all documents related to its proceedings. These records shall be available for public inspection and copying, subject to the Freedom of Information Act, 5 U.S.C. 552.

15. The name of the President’s delegate, agency, or organization responsible for fulfilling the reporting requirements of section 6(b) of the Act, if appropriate; and

16. The date the charter is filed.

* Although these sections are not explicitly required (at this time), the Secretariat recommends that they be included in an attempt to improve the overall charter and provide additional information for interested parties. 

The Consultation Information Page

The Consultation link displays the Consultation Information page.  The Consultation Information page is filled out by both the CMO user and the Secretariat user.

The first consultation record is created by the system for new committees established since the development of the first version of the shared management system.  When the CMO adds a new committee the system creates the first consultation record at the same time that it creates the committee parent record and all of the committee’s child records.  The consultation records are a bit different from the rest of the committee child records, however, in the sense that they exists across years as a history of the consultation life of the committee, while the rest of the committee records have a single fiscal year orientation.


The first consultation record for a new committee is always an Establishment and the first editor of the consultation record is the CMO establishing the new committee.  The system automatically generates the Consultation number and enters the Received Date.  The CMO selects the Consultation Type.  While the Consultation number contents and meaning is obvious, the Consultation Type and Received Date fields are less so.

The Consultation Type for a new committee will always be an Establishment.  The remaining choices and the appropriate circumstances for the choices are explained in the Help column on the Consultation Information form page and below.

The Received Date is populated with the current date when the consultation record is created and marks the date the consultation process clock starts ticking.  Back in the days of snail mail and frequently exchanged phone messages, Committee Management had a two week window to review and respond to the materials sent by the agency for the purposes of committee establishment.  All of this process is designed to follow and operate consistently with Subpart B—How Are Advisory Committees Established, Renewed, Reestablished, and Terminated?—of the GSA Final Rule.

The Consultation Types for committees that have already been established and whose initial charter is reaching the end of its life are:

· Administratively Inactive - This type is applied when the committee is a statutory committee which has completed its work and is no longer functioning but the legislation to terminate it has not been passed.
· Amendment - This type is selected when amending an existing charter.  This consultation is used for committee name changes and charter content changes between renewals and does not affect the charter renewal date.
· Establishment - This type is selected when creating a new committee for the first time.
· Re-establishment - This type is selected when a committee has been terminated and is being restored to a functioning state, or when a committee has had a lapsed charter for longer than 3 or 4 months.
· Renewal - This type is selected for committees whose charters are currently active and being renewed for another two year period.  This is the normal and default selection for existing committees.
· Termination - This type is selected when committees are being terminated.
While the selection for a new committee is always an Establishment, initiated by the CMO when they act in the system to create a new committee, the CMO should initiate that consultation and all subsequent consultations with the knowledge and awareness of their desk officer.  The system alerts all the relevant parties to the consultative actions with emails.  An email is generated every time a change is made and saved to a consultation record. While it is not unusual for a new committee to appear out of the blue, this is not desired as a common practice and should probably be seen as a signal to the desk officer of the need to review the consultation process and remaining committee inventory with the agency CMO.

The remaining fields on the Consultation Information form are:

Concurred Date,
Charter Date,
Charter Terminated,
Designation Review Date,
Comments, and
CMO Remarks.
The Concurred Date is the date that the Secretariat Desk Officer for the agency in question concurred on the consultation.  A concurrence is required only in the case of discretionary committees and concurrence is not approval but agreement that FACA has been complied with.

The Charter Date is the date the charter and its accompanying filing letters are mailed to the appropriate congressional oversight committees.  The Charter Date is not the date the charter is signed.

The Charter Terminated field is used for multiple purposes, depending upon the committee charter and other relevant circumstances.  If the charter language or authorizing legislation or EO terminates the committee on a specific date, that date can be entered in this field.  Using the data field in this way does not affect the renewal date.  It the consultation type is “Termination”, the precise date of termination is entered in the Charter Terminated field.  In past versions of Secretariat tracking systems, the Charter Terminated field was also populated with a date two years from the charter.  However, since that information is redundant of the renewal date, we have dropped requiring that calculation.

The Designation Review Date is a field currently used to reflect the last time that membership designations were reviewed for members of the committee.  This field does not need to be populated on every consultation record.  It only really needs to be entered once between the beginning of FY 2006 and the end of FY 2008.

The Comments field is reserved for remarks and notes recorded by the Desk Officer during the consultation process.

The CMO Remarks field is reserved for remarks and notes recorded by the CMO during the consultation process.

Only one record should be created for each charter cycle, unless the consultation type is “Administratively Inactive” or an Amendment or a Termination.  Generally, a CMO would initiate an Admin Inactive consultation with the desk officer during an ACR.  This is done when their mutual review of a committee has determined that the committee is statutory, has completed its work during a previous fiscal year, and had no costs or meetings or members or reports during the year being reviewed.  Once a committee has been made Administratively Inactive, it does not require a further consultation unless it is Terminated or Re-established.  The Desk Officer would ascertain from the CMO that the Administratively Inactive committee’s status has not changed during the ACR for the agency.

A CMO would initiate an Amendment to a charter at any point in the charter cycle that the need for the amendment appeared.  Adding an amendment creates a new consultation with the same charter filing date as the committee’s last Establishment or Renewal consultation, and the amended charter is uploaded to the system when the amended charter is sent to the congressional oversight committees.  A Desk Officer needs to concur for amendments to discretionary charters.
A Termination consultation can be initiated by the CMO at any point in the cycle that a committee’s work has been completed.

The Outside Maintenance Part of the System
Working with a database presents challenges and often there are situations and aspects of the work done in Committee Management where actions have to be taken “outside of the rules” for either data entry or data maintenance purposes.  A normal, well-designed and completely finished, tracking and maintenance system presupposes and “pretends” that everything can be planned for and programmed for within a limited set of rules.  The truth is that there will always be something that wasn’t considered, perhaps didn’t even exist, and certainly doesn’t fit within the designed system.  That has to be acknowledged up front for the Shared Management System, because it is an attempt to impose some uniformity on the nature of the data collected from and for unique agencies set up by unique laws for unique circumstances and requirements in a government that changes with every congress and administration.  The idea here is to collect consistent data from these unique agencies, each of which has been given at least some limited authority to interpret the law for itself and its own purposes.  To include or otherwise keep a handle on the events and circumstances in the Shared Management System which were not addressed in the simplified model we originally imposed on the complex, governmental reality we call FACA implementation, we have utilized direct access to the data with Microsoft Access.  Generally, anything and everything that is read-only and inaccessible in other parts of the system can be edited directly with Microsoft Access.  The Secretariat user using a direct access to the MSSQL data as an approach to system data maintenance should be very careful because there are no safeguards preventing mistakes, and there is no “UNDO” button.
Over the years we have added many modules to the web application in our attempts to expand the system to accommodate the features requested or features we identified as making the system more comprehensive, inclusive, and supportive to the FACA communities’ needs.  Often, when we expanded the system or added features to accommodate new initiatives, we did not have the resources, time, interest or certainty that we could or would completely “finish” the component.  Some “unfinished” components dealt with directly in MSSQL by means of Microsoft ACCESS are:

· Adding Secretariat users,

· Editing the Verification timestamp,

· Producing the ACR reports,

· Removing subcommittees,

· Removing or correcting individual or bulk records that were either added in error or added for one year only,

· Producing special reports based on specific criteria,

· Uploading bulk data files for meetings, members, etc., and

· Providing a useful search facility.
Adding Secretariat Users
All the users of the system can be added by a user of the component with the next higher rights.  The Public Access user and all the other users have read only rights to the Public Access component by default.  The GFO user can create the DFO users for his or her committees.  The CMO user can create GFO and DFO users for the groups and committees in his or her agency.  The Secretariat user can create CMO and GFO and DFO users for all the agencies, groups, and committees in the system.  Only the DBA with access to the DB via Microsoft Access can create the Secretariat user.  There is no explanation here about how to do it, because if the person doing it needs an explanation, they should not be doing it.  However, the data rules for the user fields are the same for the Secretariat user as for any other user in the system.
Editing the Verification Timestamp

There have been instances over the years where the DFO and/or the CMO did not report and verify the data required for conducting the ACR.  It is likely that there will continue to be such instances in the future.  In the past instances, the DBA had to take extra steps to complete the ACR process for those agencies and then produce the ACR reports that accurately reported the status of those committees, agencies, and the resulting government totals.  To complete the ACR and rollover, the DBA had to log in as the CMO and verify the committee(s).  Later, the DBA would have to produce the ACR reports with the incomplete committees and agencies flagged.  The ACR reports are done after the data was rolled over to the new fiscal year.  To produce the report, the DBA has to go back and remove the “DateCompleted” timestamp from the Committee(s)’ record(s) for the reported year.
Producing the ACR Reports

The last Annual Report of the President to Congress on Federal Advisory Committees was the report prepared for FY 1998.  Since that time, the contents of those reports has been essentially replicated online, every year since FY 1998.  The DBA prepares the reports and posts them online at some point after the ACR has been completed for one FY and before it is begun for the following FY.  The reports are found on the Public Access page and displayed by the Annual Comprehensive Reviews button.  The reports have been provided since 1999 for both continuity and comparison purposes.  The process is not difficult, since the reports are modeled on the reports provided each of the previous years, and a DBA with sufficient Microsoft ACCESS report design knowledge should be able to look at the design and requirements of one year’s reports and then properly prepare the foundation queries and report designs to produce the new year’s reports.  Five reports are involved.  Describing how to do it if you do not know MS ACCESS well enough to do it without directions would require a both a textbook and more time than it has taken to write all of the system’s manuals.  None of this stuff seems difficult if you know how or have learned how, and none of it can be done or stumbled upon in a lifetime if you don’t.
Removing Subcommittees

Removing subcommittees is one of the functions handled with direct access to the DB.  While we built the ability to add subcommittees to a committee into the CMO and Secretariat modules, we did not include a delete option.  This is due to the distributed nature of responsibility for maintaining the Shared Management System.  Adding data can usually be undone by the same user without undoing any other users’ work.  Deleting data cannot be undone without restoring a backup from an earlier point in time.  Deleting data from a field or deleting a record has the potential of undoing the work of anywhere from one to several users.  Restoring a backup has the potential of undoing the work of an enormous number of users.  As a result we have made the choice that we will allow the users to add some items, like subcommittees, which we will only allow a skilled DBA to remove.

When a subcommittee needs to be removed for a specific fiscal year, the CMO must first make sure that member, meeting, or report data records still attached to the subcommittee are accounted for elsewhere and then removed, and that the costs and support for the subcommittee are zeroed out.  One of our data management SOPs is we never delete a data record unless we have discussed the specific record with its owner.  And even when we have discussed it, we prefer that the user/owner remove the record themselves if the system allows them to do so.  To remove the subcommittee, we first have to delete its associated cost record, and then we have to delete the committee record for the specific subcommittee.  The database structure itself will not allow the deletion of a committee record if any “child” data records still exist.  Deleting subcommittees that were either not relevant or otherwise not used during the fiscal year generally has only occurred during the ACR review period.  However the ACR review period has extended sometimes from July through February.
Removing Duplicate or Extra Consultation Records

Sometimes CMOs or Secretariat users add a new consultation when the proper action would be to edit a partially-completed, existing consultation.  Sometimes this “mistake” could be due to inexact instructions or mixed up communications between the CMO and the desk officer. Much of the time, however it appears to be due to infrequent use of the consultation feature by the user and/or lack of communications between the CMO and desk officer before the system is used for the consultation process.  This situation is cleaned up by the desk officer letting the DBA know which Committee is involved and which consultation record should be removed.  This is managed by the DBA with direct access to the consultation table.

Uploading Data Files
Uploading bulk datasets is another of the functions handled with direct access to the DB.  Agencies with large datasets of members, meetings, etc., often maintain an internal tracking system for those datasets.  Rather than requiring users to update multiple systems we have always encouraged agencies to either use our system and keep it up to date, or to send us their data which fulfills our data requirements in a timely fashion.  Our bottom-line principle of operation is that we should avoid at all costs having users enter data more than once.  If users have a local system that their office requires that they, the users, keep up to date, we should do our best to get the data from that system.  We take this position because, first, there is never a winner in a competition about which system is more important to keep up to date, and second, there is no user in history that has kept two systems tracking the same data up-to-date to the same degree.  In order to upload an agency’s data, the files provided must clearly identify the contents of the required fields and the committee(s) involved.  We have generally accepted the data in a spreadsheet, xml, or csv format.  The process, to safely protect against the loss of data, usually involves

· First, scrubbing the data sent electronically by the agency contact to make sure that it is acceptably accurate and complete.  This process, depending upon the agencies or committees involved, includes making sure that the identifying information provided is correct and that the new records will only affect the agencies and committees sending the data.  Without checking there is always the possibility that the new records will get mixed up with other agencies data, or cause the deletion or replacement of other agencies data.  Sometimes the data provided needs to be combined or altered to fit our system’s data structure and format.

· Second, making sure the new records are properly “keyed” so that the new child records link to the correct parent records.

· Third, saving any existing records already in the system for the year in question for the committees in question to a clearly identified table.  This is done so that we have a backup and can restore the data if a mistake is discovered later.

· Fourth, deleting the existing records for the year in question for the committees in question to eliminate duplications of data, and

· Last, appending the scrubbed, keyed data to the table of concern.
The agencies and committees and data tables involved bulk uploads in the past have included:

· From CDC, 600-1000 member records from #1910, a SEP committee.

· From NSF, a couple of times a year, a combination of files to add approximately 1000 meeting records for more than 50 committees.

· From NIH, a couple of times a year, an XML file of between 2000-3000 meeting records for between 130-140 committees.

· From NIH, a couple of times a year, a Zip file of between 32,000 and 35,000 member records for between 130-140 committees.

· From NIH, a couple of times a year, a couple of files with cost and DFO data.

· From NEH about six hundred members for the Humanities panel.

· From DOT a couple of thousand members for the RTCA committee.

Searching FACA Records
Searching the data collected in association with and on behalf of FACA within the online web site has always been problematic.  This is the result of many factors, not the least of which is the original database design which derived from the original database purpose, which was to collect data for a  single fiscal year based annual report.  A database designed to collect data for a sequence of closed-ended fiscal year reports where the data from one year is discrete from the data for the same committee in previous and subsequent years has an entirely different structure from a database designed to collect and report information on a committee over its entire life.  The two databases can exist together, side by side in one sense, but the owners and developers cannot simply switch from one design to the other once the use of the system is ongoing.  It is appropriate to say that the design for a committee’s lifetime has to include the design for a committee’s fiscal year history from the very first moment for both needs to be accommodated completely.  It becomes almost impossible to extract the experience of a committee’s lifetime from a sequence of discrete and separate fiscal years.  If it had been known that both were desirable and required, the solution would have been to extract the fiscal year history record from the lifetime record at the same point in time every year, and then to maintain that fiscal year history as separate and unchangeable in separate and read-only tables from that point forward.  In the more comprehensive design, corrections are made to the data at whatever point in time the error is discovered, but the history file remains untouched to accurately reflect the information available about that committee at that point in time.  It is accurate and truthful to say that this system started from the other direction, fiscal year, for very good reasons, but with insufficient resources to include and switch to the proper direction, lifetime, when the proper direction became both desirable and apparent.  So the partial solution which began to be and has continued to be imposed on the system design has been to go back to completed fiscal years and change the content to reflect the truth discovered since the fiscal year data was first deemed complete and finished.  We probably should not have done that, and it may be that we should do our best to not do that while we continue to use the current version of the system.  The dichotomy remains, which “truth” is more useful to our work and to which “truth” does our responsibility answer?
The fiscal year system design also imposes continuing problems.  Agencies come and go, committees come and go and come back, subcommittees come and go and come and go, members are repeated every year for every committee on which they serve, meetings and reports are sometimes entered into the wrong FY, the ACR requirement prevents efficient and timely users from keeping their committee records up to date while other users for other committees and agencies are completing their data entry, etc.  Often, when looking for a meeting or a report or a member, the searcher has to begin by knowing the fiscal year the data was produced since the current year on a committee does not easily link to past years’ data generated by a committee.

This discussion could go on and on without ever even getting to the more technical problems of linking data files uploaded by users to fiscal year specific records rather than stable committee records, so we will end it and leave it here for now.  Suffice it to say that the Shared Management System will only remain workable while the corporate knowledge of its development and maintenance remain available.  This cannot be viewed as a desirable situation for a process and a system that supports a government requirement that extends into an unlimited future.
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