SECTION II: Designated Federal Official
Access to Advisory Committee Data

The Designated Federal Official (DFO) uses the system to update the reportable information on their
advisory committee during the current fiscal year and to track the committee’s performance. Doing so
allows them to 1) manage the committee information flow within the agency and 2) report the data required
by law. The Federal Advisory Committee Act (FACA) requires that the DFO, with the Committee
Management Officer (CMO), report complete and accurate information about the advisory committee, at a
minimum, annually. The web-based database and management system accommodates that requirement and
goes it one better by allowing the continual updating of committee information throughout the fiscal year.
Keeping the data continuously up-to-date converts the system and record keeping 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. Everyone, in this context, ranges from public users interested in
specific issues, to the agency official wanting a view of specific committee activity as well as the broader
view of committee activity across the agency, to congressional staff with oversight responsibility.

What is the “FACA Database and Committee Tracking System”?

The FACA database is a specialized database available for updating and reporting on the web. The
Federal Advisory Committee Act 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 has determined that it no longer requires the “printed and transmitted” annual
report. The annual reviewing and reporting needs of the Congress and the President are met through the
maintenance of the online system. The “DFO” user has edit and 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) and their initial password. Just like any other member of the public, the DFO user 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 the DFO’s specific committee data for the current year.

What kind of data is being collected and maintained?

For the DFO, the program collects and displays information that is required by law and regulation
regarding

e  Charters and related information,

e  Members and their appointment information,

o 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,

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

e 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 contain meeting announcements, although proposed future
meetings can be listed to provide a projected calendar of meetings for the current FY. Meeting minutes and
formal committee reports can be uploaded to the online system. Some of the committees also put their
meeting minutes, transcripts, meeting content information, reports, and recommendations to the agency on
their own committee web site or on the agency web site. While the law requires that the minutes and
reports be maintained in a central and accessible location, during and well beyond the active life of the
committee, it does not require that the minutes and reports be uploaded to this system.

How does the DFO 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 —

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

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

e 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

e 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.

e  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 FACA database 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, 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). The process
ordinarily proceeds as follows:

e 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,

e 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,
and chooses the advisory committee approach, begins the process of developing a charter.

e 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, secure members, and delegate or assign the other responsibilities established
under the law.

e  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.
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When notified that she has been given a logon, the DFO logs onto the system and

e  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 they deem necessary. Two users can even be
changing data in the same committee at the same time. The last data saved wins.

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

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

e Adds or updates costs as they occur,

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

e Adds or updates the web addresses if a web site is created for the committee or committee information

is available at other web sites,

Completes the Performance Measure information annually,

Adds or updates their own contact information as it changes,

Recommends, in consultation with the CMO, 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 also a useful tool to the DFO, 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 her own committee’s charter. With that knowledge, the DFO can Drill
Down to the specific committees and determine if the system has useful information, or they can identify
people to contact for further investigation. In the Public Access part of the system the DFO drills down
from the general Year to the Agency to the specific Committee to view the desired information. At any
time the DFO can Search the entire collection for any word or phrase. The DFO can also use the Public
Access link to

e 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, and
Examine the printed annual reports submitted by the president since 1972 (a planned future
addition).
Other reports and features will be added to the Public Access section as they are developed. A complete
help manual like this one for Public Access can be found by clicking the Help link.

Finding and Logging On to the System

. Eak - = - @ [0 | Ohsearch [wlravories
The opening screen for the FACA Database lets DFOs know that they have s [ mp:nwww.m.gw‘faﬁdmaﬁaseﬂ

found the data repository and lists their options. The most direct address for  |[fFaca Database at 4
the system is http://www.facadatabase.gov. The FACADatabase is part of a FIDO GOV

family of shared-interagency-databases located at http://www.fido.gov. Home - FACA Database
Buttons and links control navigation throughout the system. The links visible | Home Up Logon search Hen
on each page to the user change depending upon the purpose of the page and

the requirements (or access rights) of the user. The hyperlinks are located in The Federal Advisory Committee Ac
the top border area. DFOs should move from page to page with the links as fenagelalayerapcloE0a0]=dylsory

. . N Congress to perform oversight of rel
much as possible and avoid use of the browser buttons (like the arrows to go and others, to stay abreast of importa

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 FACA Database is truly a database and
an online application. A database and online application operates differently on the Internet than purely
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informational net 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, filter, edit, save, insert, and delete, 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 a time-constrained and subject-constrained work session. If the user should start jumping
around using the browser menu, it is possible for the database application to lose track of the user and of
the committee being worked on. This doesn’t usually happen and the technology is improving to prevent
such a conundrum, but a word to the wise.

The eight hyperlinks on the opening screen navigate to the
Home,

Up,

Logon,

Search,

Help,

Public Access,

Score 300, and

Committee Management Secretariat pages.

The cursor displays a hand as the mouse moves over a hyperlink.

Up, from this screen moves the user up (or back) to the Federal Interagency Databases Online (FIDO)
page. Generally, Up moves the user up (or back) to the previous screen.

Logon allows users with DFO rights who are responsible for the committee data to log on to the current
year and view and update the management data. Users with DFO rights can update their committees, users
with CMO rights can update all of their agency’s committees, and the Committee Management
Secretariat’s staff can update all the agencies’ data.

FACA Database at l ) Search allows the user to search for any text or phrase in the entire set of
FIDO GOV data stored as part of this system. That includes the data comprising the
Home - FACA Database fiscal year summaries, the committee charters, and any stored meeting

Home Tp Logom Search Help | minytes or reports. A complete discussion of the search feature is found
in the Public Access (Section 1) part of the system manual. The search
The Federal Advisory Commutlee Act (- capability will always be constrained by the Internet search technology,
manage an average of 1,000 advisory col . . . .
Clongress to perform oversight of relate{  OUT Web site programming ability, and the quality and completeness of the

and others, to stay abreast of umportant data entered by users with DFO rights.

Help explains the syntax,

terms, and meaning of items of |FACA Database l ”

information collected in e

previous years as part of that -

year’s Annual Report (before Public Help Manual .pdf .doc

1999) or Annual DFO Help Manual .pdf .doc
Comprehensive Review (after GFO Help Manual .pdf .doc

1998). It also displays a CMO Help Manual .pdf .doc

selection of manuals that Complete Help Manual (extremely large file) .pdf .doc
explain the system’s ‘What Each ITEM NO. Means:

functionality to the different
users. This manual is for the part of the system designed for DFO access. The manuals can be viewed on
the screen and printed with Microsoft Word or Adobe Acrobat Reader.
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Jatabase]der el asp

Public Access

Public Access takes the
DFO to a page listing the
Fiscal Years of reported
data in the system, the
Database Search, the
Member Search, the
Download Center, and the
available Annual
Comprehensive
Reviews/Summaries available online since the cessation of the
printed, transmitted, annual report. All the data is read-only. A
reviewer must always consider the data for the current fiscal
year incomplete unless it is known with certainty that the DFO
updates the information throughout the year as events take
place. At the end of the fiscal year, however, each DFO and

Search  Help Score 300

 Conunittee Act (FACA) database is used by Fe
F 1.000 advisory comnittees government-wide ]
oversight of related Executive Branch programs|
reast of unportant developments resulting from

2 Public Access - Microsoft Internet Explorer provided by General Services Administr

File Edit View Favorites Tooks Help

dapsk - = - D A | @oearch GgFavortes Fiveca (B | 5 Sp

Address [ http: Jwwuw. fido gov/facadatabasefpublic.asp

FACA Database at JW ‘

FIDO GOV
Public Access
Home Up Logon Search Help Public Access
Choose Fiscal Year: Explore Data
Database Search
Members Search
Download Center

Annual Comprehensive Reviews |

the agency’s CMO are required by law to verify the accuracy and completeness of each committee’s data.
The standard operating procedure is that the 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. The Help
link provides a complete manual for the use of the Public Access section.

Although centrally supported by the General Services Administrat
Secretariat, the database represents a true "shared system" wherein
mdividual conumttee manager has responsibility for providing acd
may be used to assure that the system's wide array of users has acc

Comimnittee Management Secretariat Website

Committee Management Secretariat links the user with
DFO rights to the Committee Management Secretariat’s
organizational page on the GSA Portal. The
organizational page can also be found at
http://www.gsa.gov/committeemanagement, the

Optimized for 8002600 Resclution

Wistor  This site is brought to you by GSA and 80/20 Data Company
253737 Support Team Members GSA
ety and Privacy MNofice

launching point for a comprehensive examination of the
advisory committee process, practices, history, case law,
advice and training.

eSS & T T [N e e 1 Do e TP A TR = TiSTT i

Home | QuickLinks | For Citizens | ContactUs | Jobs

TV e E =" T 3T 71T

BUILDINGS PRODUCTS SERVICES TECHNOLOGY

Management of
Fed Advisory
Committees

U.S. General Services Administration |Find a GSA Organization or Region... j SEA

Home > Policy > Management of Fed Advisory Committees

“Overview 3559
Advice and . -
Eifideae Federal Advisory View
‘Legislationand  Committee Act (FACA) Contact
Regulations  pManagement Overview Details
* Performance ; ;

. urganization
Measurement  |n 1972, the Federal Advisory Sr anization
"FACA Committee Act (Public Law 92-463, 5 etelol]
Database U.S.C., App) was enacted by Congress. NEWS

Its purpose was to ensure that advice

POLICY

| ABOUT GSA

El CONTACTS
Committee
Management
Secretariat
(202) 273-3556
Fax (202) 273-

32



Logging onto DFO Data Maintenance Activities

Clicking the Logon link displays the Logon page.

The Logon page has ten hyperlinks, four data fields LADDIO GHa
and one submit button (Continue). The links Logon Page
previously mentioned are Home Up LOgOll Search Home TUp Logon Search Help Public Access Score 300
Help, and Public Access. Home always returns to the
Logon

system’s opening page and ends the work session. We
discussed Up, Search, and Help above. The
additional links are Score 300, Presidential

. N n . Please enter yulu‘l—
Committees, and Presidential Members, which are Logon

helpful status reports, and How to Logon to a Fido Please enter your —————————
Password

system, which is an instructional online movie. The
data fields are the LOGON Text Box, the
PASSWORD Text Box, the OOPS Check Box, and
the Il WANT TO CHANGE Check Box. The submit
button is Continue.

To Logon, the DFO enters his/her username in the

FACA Database at

How to Logon to a Fido system

o & &

O I forgot my password please send
it to me.
I want to change my personal
information.

Continue

-

Presidential Committees  Presidential Members

Logon: Text Box field and their password in the

Password: Text Box field. When the Continue button is clicked, the program advances to the DFO’s User
Profile page. If the DFO user logs on with their e-mail address as the username, the program advances to
the Committee Menu page without stopping at the User Profile page.

FACA Database il g

My Information

Home Up Search Help Score300 FY2003 kfdfo DFO

The DFO can change their user information
any time they are logging in by checking
the l WANT TO CHANGE Check Box

Exsting Logon kfdfo Exdsting Password kfdfo

before they click the Continue button. If
the user fills out the User Profile page,

Please use your EMAIL ADDRESS to logon.
Security is improved.
This screen will NOT appear, if you do.

First Name ka Last Name |de

Enter Email address kaussell@gsa.guv
Confirm Email address kaussell@gsa.guv

Fhone 202 273 3567

Enter Password |kfdfo
Confirm Password |kfdfo

including their e-mail, than the OOPS
Check box will work. To receive an email
with their password, the user enters their
LOGON (E-mail address), checks OOPS,
and clicks the Continue button.

Continue |

they should note the error explanation 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.

Ifthe  |RACA Database
DFO Logon Failure

receives Home LUp Search Help Score300 FY2003
a Logon .

Error, Logon Failed

Your logon or password is not correct.

Flease click the Up button.

If your dates for access have expired,
you receive “the Logon Date has been
exceeded” error.

Logon Failure

Home Up Search Help

Logon Failed

FACA Database il P 2>

Score 300 FY2003

Your authorized end date has heen exceeded. Ask your CHO to extend your user end date.

Flease click the Up hutton.
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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.

Logon Page
Home Up Search

Presidential
Committees

Presidential
Members

FACA Database

who are providing committee management daia.

Password: ===

e

Help Scope 300 FY2003 kfdfo DFO

This form ig for governmeni employees,

Logeon : |kidic

Logon Failed

FACA Database l , ’

Logon Failure

Home Up Search Help Score300 FY2003

Your logon is not active. Ask your CMO to update your user information.{No)

Please click the Up button.

The Score 300 hyperlink displays an agency ranking for the
current fiscal year. It is a quick way to rank both the usage of the
system by agencies as well as the completeness and accuracy of
the data, since one can tell from the color and the number of
committees updated just how much data entry/updating activity is
occuring. Think of it as friendly competition. The user returns
from the Score 300 page using the Up hyperlink.

Score 300
Home Up Search

Scoring Legend [}

1200

Help Score 300 FY2003 kfdio DFO

kLl

FACA Database 4 4% 4

Secore 300 (Updated + DFO Verified + CMO Verified + CM€? Rolled Over =300

[Verified By [Verified By [Verified By [Total
lAgency Commitiees [Updaied CMO GFO DFO ICMO Rell Over [Last Time Updaied Score
F434B-Federal Accounting Standards 1 il 1 il il 742005 1:58:48 PLL s -
& dvisory Board

5 A-Bocial Security & dministration 1 1] 1] PH1A/2003 9:43 09 AW 150
IADF-African Development Foundation 1 1] 1] [/13/2005 11:05:01 AM [F3
FAl-Commission on the Future of the il Il 1] /2442007 12:12:46 PLL 75
[United States Aerospace Industry
FDIC-Federal Deposit Insurance 1 il 1] l21/2007 T-24:41 AWM 73
orporation
GEA-General Services Administration [ 2 1] KH2/2003 0:46:25 AN [F5
MEUF-Mors K Udall Scholaship and ) i ] [3/6/2003 4:49:24 PM 5]
Excelletice it Mational Envrironmental Policy
[Foundation
MCD-National Council on Disability 5 ] 1] 2372003 T:40.35 AM [F3
MEH-H ational Endowment for the ] r] 1] l4r22/2003 3:01 26 P 75
Huthanities
DOI-Department of the Interior 114 Bl ] ) F16/2003 1:55:37 P 2
[NEF-Hational Science Foundation 3 0 P 572003 4:59:45 P k]
CR-Commission on Civil Rights 1 B7 [2 [ F1302003 5:59:42 P 56
DO3-Depattment of State 18 [ [ [ ad PHERY003 11:12:45 AN b3
IAID-A geney for International Development [2 1] 1] [Fr18/2003 40535 PM 7
NS Carnaration For Natinnal and b ot ey

Committees with Presievina arvwvement

President's Task
Force to Inprome

Ageney Abbr| CompitteeName | Pres| Pres Appis| EstablishAuth] Hecon

2001 (VA Presdential Continue Alfoaso Potees 7036363466 10793
EALAT 2001 NEA FPrendential Cy M 20LEEL-340% 1053
LS99 M exadent ‘antmme Henry Moran
Adsary
. Comuninee for . [ .
B 2001 |TTSTE Trade Pabey and Yes (Mo Continue TeD 1324
Hegotiaticns
of Presidential type.
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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 left is an example




Members of Commiitees with Presidential Involvement July 17,

Clicking the Presidential Members hyperlink displays a
[Fy | Ageneyibbr] CommittnoName |Member  [Staedate | list of committee members appointed by the President that

g mmFed cowre | are in the current year’s member list. These two
e | hyperlinked reports are on the logon page at the request of
P e _ the White House Personnel office. These reports, like all
002 A N St Dewb,Dr. Ada | T2R95 12001 Presdental M H ,
Developmes of the database’s reports for the current year, can only be
oo g pwrre || useful and accurate if the data is kept up-to-date.
2002 |AID st A [Bvan S W20 | 121102 |Presidents 2 yes
Developsneit

July 17,2002 12:20:46 PMV These reports can be downloaded to the user’s computer for
cpreadsheet XL ASCIT more direct use and customization via the Spreadsheet, XML,
and ASCII hyperlinks. No part of the data kept for public
. . g accession online is subject to privacy provisions. Any public
ﬂ AppointmentTerm user may download all the stored data in the online system.

=

Mo Fored Term MNone

The DFO’s Committee Management Activities

When the DFO logs in, he or she proceeds FACA Database at =
FIDO GOV s & 2

straight to the Committee Menu page. This

page provides access to all the data that the Ty S,
DFO needs to keep up to date to meet FACA Home Up Logon Search Help Public Access Score 300 FY2004

requirements. The menu options include

HHS 768-Advisory Committee on Immunization Practices
General Info,

Recommendations General Info Committee Report
’ Recommendations DFO Info

RGQOITS, Reports GFO Info
Meetings, Deetings CMO Info

Costs Committee
m’ Justifications Decision Maker
JllS'[lﬁCElthl’lS, Members ‘ Vlve\\' S.hm’rer

Sub-Committees Web Site
MLbers, Performance Mark Verified
Sub-Committees, Measures (ACR)

Performance Measures,
Committee Report,

DFO hlfO, *;f;sz;gés This swterls broughtsta yoglﬂ%i%@gﬁggﬁm Data éomgany
GFO hlfO, Secunity and Privacy Notice

CMO Info,

Committee Decision Maker,

View Charter,

Web Site, and

Mark Verified.

Many committees display a link on the Committee Menu page to the agency or office maintained
committee web site.
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Editing the Committee’s General, Categorizing Information

The General Info page allows data Ll [ B e ”
0 pag FIDO GOV >
entry and updating to the fields:
Expected Renewal Date, General Information
. . Home Up Logon Search Help Public Access Score 300 FY2004 Kkf dfo DFO
Expected Termination Date, -
Speciﬁc Termination Authority, HHS 768-Advisory Committee on Inmunization Practices
. . . S Rec| R M c J M M
Specific Establishment Authority, I N e N IS
Effective Date of Authority, L Department or Agency: HELS
Committee Typ e, Committee Status: Chartered
. . 4. New Committee: No
PreSIdentlal’ 5. Current Charter Date: 4/1/2004
Presidential Appointments, 6. Expected Renewal Date: 47172005 c.g 11511998
Committee Function, 7. Expected Termination Date: 47142008 eg 11/5/1998
a. ins s @ N
Exempt from Renewal, 2: Z;:-':n;l:::';[nﬂll::;l Authority |42O USC.2l7
o E vV a
Number Of Members’ and 8c. Actnal Termination Date:
Committee URL. The fields on the 11. Establishunent Authority: Authorized by Law
Gen Info page that cannot be edited 12. Specific Establishment Antherity: [42UsC 2172
. 13. Effective Date Of Authority: 111171962
are ﬁlled mn by the program When the 14a or ::h‘e(‘o:r:rlitteel;w;.::.l . Cf 1/ i R 'aglnw1993
. aor b ype: ontinuing ~] Recuired
CMO creates the Committee, or when T ——— [Fe =] Required
the CMO changes Committee data by 144. Presidential Appointments: [No =] Required
COIlSllltiIlg Wlth the Committee 15. Comittee Function: |Smemmc‘rechmcal Program Advisory Board x| Required
. . E t from R ral: Mo =] Required
Management Secretariat. Those items Nf::::l ::rm;:::? — eqm;;qmd
reqUIre anew Charter and the Committee URL: |mtp-f/ww e govnip/acip Go
information is added at the new charter Changed At 12/24/2003 11:40.33 AM By Inport/Rollover
time by the CMO. Other th?'n th_e The URL should be entered like this sample: http://cm policyworks. gov/cms
expected Renewal or Termination
dates, most of the information on this Visitor  This S\IQ-IS brought to you by GSA and 60/20 Data éomgany -
page does not change from year to g S
year.
e The Charter Date should be the date the last charter was filed with the agency’s Congressional

Oversight Committee and will appear changed on this page when the CMO files a new charter via the
Consultation process, a link on the CMO’s Committee Menu page. The consultation process (with
the Committee Management Secretariat) is a CMO function and the DFO does not see a Consultation

link on the Committee Menu page.

The Renewal and Termination dates are generally 2 years 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 and Expected
Termination dates current improves workflow reports the system generates for the CMO, the agency,
and the Secretariat. The consultation process of the CMO with the Secretariat usually takes care of
updating these dates automatically, but when the charter mentions a specific renewal or termination

date, the CMO or DFO can enter that date in these fields.

Yes the year it is terminated.

13. Effective Date Of Authority: [1nzn62 eg 11/5/1998

142 or 14b. Comnittee Type: [Contining =] Required

14c. Presidential: [na =] Required

14d. Presidential Appointments: [na =] Required

15. Committee Function: [Scientific Technical Pragram Advisory Bnard ~] Required
Exempt from Renewal: m Required

Number of Members: fe Required

Committee URL: |hﬂp./f\wm.cd: gov/nip/acip Go

Changed At 12/24/2003 114033 AM By Import/Rollover

The URL should be entered like this sample: http://cm.policyworks. gov/cims

Visitor  This site is brought to you by GSA and 80/20 Data Company -
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A committee is only reported New = Yes the year it is established and is only reported Terminated =

Most of the remaining fields require an
answer from a limited set of options.
Where this is so, a pulldown list of the
correct options is provided.

e A Committee Type is
Continuing (i.e., lasts more
than 6 months and extends over
a fiscal year boundary) or Ad
Hoc.

A committee is Presidential if
it reports to the President.




When a committee is set up by the president, but for some reason does not report to the president,
the committee is considered established by Presidential Authority. Since the committee does not
report to the president it is not a Presidential (type) committee.

e A committee has Presidential Appointments if the President appoints any member of the
committee to serve on the committee. This condition is normally specified in the charter or the

law creating the committee.

e If a committee is statutorily exempt from renewal, Exempt should be Yes. This is rare.
e Ifthe 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 field.

e Ifacommittee has a Web site, the web
address (URL) should be filled in. Doing so
will automatically create a web site hyperlink
(Go) on the Committee Menu page at the
end of the Committee URL field block. The

Number of Members:

Committee URL: I

T}_le TUEL should be entered like this sarnple: http:/fem policyworles gowoms

IT 5 Required

Changed At 1/6/2003 11:46:58 AM By krport/Rollower

URL should be complete as displayed in the example
web page.

General Information =

Home Up Search Help Score300 FY2003

should click the Save button.
HHS 768-Advisory Committee on I

Save EI Repts | Meets | Costs

at the bottom of the General Information

When data had been added or changed on the General Info page, the DFO

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.

1. Department or Agency: HH3

Colnmitiee Status: Chartered

Changed At 6702 9:30:35 AL By Fobin Stone

The gray navigation buttons on the General Info page are
short cuts to other data entry pages and are included to
save a click and page load between pages that are
frequently used by the DFO. The Up hyperlink takes the

FAUA DDatabase a ' =

General Information
Home Up Search Help Score300 FY2003 kfdfo DFO

HHS 768-Advisory Committee on Immunization Practices

DFO back up the path from the General Info page to the

Sa\rel Rec Reptsl Meelsl Custsl Justsl Mernsl Menu

Committee Menu page. The Menu navigation button also goes to the Committee Menu page.

Editing the Committee’s “Continuation Recommendation” and General

Remarks

The Rec link (Recommendations) FACA Database
displays the Recommendations Recommentations

page. This page is for the Home Up Search Help Score300

, .
agency’s recommendation HHS 768-Advisory Committee on

sy = 2

FY2003 Lkfdfo DFO

Immunization Practices

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.) Information can be added
to the Remarks field any time the

Savel ml Fepts | Meets | Costs | Justsl tMems | Meﬂul

Continue = I
10a. Is Legislation Required vI

(Fill in, if 9. is Terminate)

9. Recommendation

10b. Legislation Status -
(Fill in, if 10a. is Tes)
21.Remarks =]
[ |

Chunzed 4t 162003 11:47:49 A By Buport/Rollover

DFO feels that some activity or event deserves clarification or elaboration and cannot find another place in
the system to include the information. The Remarks field could contain up to 64 pages of comments. The
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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 or Terminate a committee
is generally an agency decision. Some statutory committees require legislation in order to be terminated.
Producing legislation is never simple and can never be assumed, hence the need for questions 10 a Is
Legislation Required and 10 b the Legislations Status in the legislation pipeline. If the work of a
committee 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 reporting year after year.

Listing the Reports Generated by the Committee

Clicking the Repts link displays the Reports page. These are the

reports generated by the committee to the agency (or the specific AE?@SEA Database l ‘
government official being advised) and not the committee’s Home lp Search Help Srer30D FYZ003 kfifa DFO
“annual comprehensive review” required by FACA’s reporting No Reports found.

requirements. Each committee begins the current reporting year
with a blank slate since reports are only counted the year they are

issued. As reports are published or submitted to the government Acd| info| Rec| Repts | Meats | Costs | usts | Me

Click ADD to create new Reports

official being advised, the titles and dates of publications are
added to the Reports list by the DFO. If the publication is
available in an electronic format, the online system has an upload
feature to store the report for viewing by the public. To add a report title and date, the DFO clicks the Add
option button.

Clicking the Add button generates a new l , =
report record with the words “Not listed” in fpﬁtgﬁ Database . ’
the Report Title field and the current date in Home Up Search Help Score300 FY2003 kfdfo DFO

the Report Date field. The Reports List-
view page is a listing of all of the reports for
the committee in date order, so the page is
presented read-only and cannot be edited. As
a general rule in the current 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, but
we hope to make the process friendlier and more efficient in the near future. From the List View, read-
only, Reports page, there are two ways to display a Form View Reports page. The most commonly used
is clicking the hotlink, the underlined number in the leftmost column of the record to be edited. The
second is to click the Form View option button and use the appropriate Page button to move to the correct
record.

Once in the edit mode, the FACA Database l ”

Report Title field contents | ReportForm
“N()t Listed” Shou]d be Home Up Search Help Score300 FY2003 kfdfe DFO
replaced Wlth the aCtual HHS 763-Advisory Committee on Immunization Practices

HHS 768-Advisory Committee on Immunization Practices
Info| Rec| Meets | Costs | Justs | henu |

Form Yiew

Report Title Report Date
Mot Listed 5{19/2003 2:00:43 P

#
1

*Firstpage | Frew Page | MNext Page | Last Page |
I

report tltle and the Repol‘t Savel Delete I Newl List Wiew | Infnl Fec| Meets I Costs | .Justsl Menul
b

Date field contents should 16.Report Tille " [11o1 Listad

be replaced with the actual 16.ReportDate  [5515/3003 2.00.43 PM v L9

date the report was issued. Presidential etion? [jg =]

Presidential Action is Yes | VevReertSiN |

if the committee is a PSS Ey T Ho B e

PreSidential Type First Page | Prewv Page MNext Page Last Page |

committee. For

Presidential Type U*ad Repons File to FACA Database |

Committees, Congress The URL to your site should be entered with the "http://"" in front
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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. 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 Text Box.
Reports in an electronic format can be uploaded to the system with the Upload Reports File to FACA
Database button, but the Report record should be saved at least once before the Upload button is used.
Adding either the URL to the text box or uploading the file will create a GO button on the form that is a
hyperlink to the report when the page is saved. When the DFO is satisfied with the edits, the changes
should be saved by clicking the Save button. The DFO should not leave a page on which changes have
been made without clicking the Save button, or if the page is a new record, the Save New button. Please
remember that the system is using the Internet. The system does not 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 “unnecessary” data transfers would slow down the system for users
who were browsing but not editing the data. We are isolating the various functions to make this part of the
system more responsive to the DFO user in the future. 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.

[Save | Delste | ﬁiﬂ The DFO can add a second or third or any number of  [5902 HHS 762-Acquired Immunod
report titles with the New option button. The DFO SeveMew | Cancel |  Listview |

e | | can delete reports entered by mistake with the Delete J ?

option button. Clicking the New option button presents a blank record 16b. Report Title

and two additional buttons, Save New and Cancel. After saving the “new” record the DFO is returned to

the first record, which is the top of the  p=epor—rrac—permm—resrepom 7

list of reports on the Form View -Report Date  [12715/01 Reamired o o 11571008

Reports page. One of the most sidential Action? [Na <] Microsoft Inter L EEE, x|

common errors in data entry occurs wReport At [htip: /e fido.gov & Report Date must be during the current FY.

when the year part of a date for a Chenged At By -Hes Not Been Changer

meeting or report is entered as just the I I .

last two digits. The date to the right is

actually correct during the FY 2002 reporting year, but our program doesn’t allow a two-digit year entry.
Remember the Y2K problem when we rolled from 1999 to 2000. Ever since, we have set up our data
tables for four-digit year entry so the computer does not get confused about what year it is.

M 02 HHS 762-Acquired Immunodeficiency Syndrome Research Review Committee
To see the list 2 o

orm View | Info| Rec| Meets | Costs | dusts | Menu |

of reports that

# Report Tide Report Date
have been h Second Test Report e 0N
2 ot Listed /212002 94530 Ahd
added, the EirsiPoge | Preveoge | mNeweoge | lociboge | E 1

DFO clicks the List View option button. This returns the user to the Reports List View page, with all o
the reports listed that have been added for the committee in a read-only format, ordered by the date of
publication of the report.

Listing the Meetings Held by the Committee

FACA Database at

Clicking the Meets link displays the Meetings page. Each e

committee begins the reporting year with no meetings listed.
As meetings are planned or held, the purpose, dates, locations,
and whether the meeting will be or was open or closed are
added to the Meetings List View page

Add Meetings

Home TUp Logon Search Help Public Access

No Meetings found.

Click ADD to create new Meetings

Addl \ﬂful Recl Reptsl Meelsl CDS|S| Juslsl Memsl MEnu'
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add | Info| Rec FACA Database at -
TI _I _I FIDO GOV l,’

Meetings List

Home Up Logem Search Help Public Access Score 300 TFY2004 Kkf dfo DFO

To add the first HHS 768-Advisory Cominittee on Iinmunization Practices

meetlng, the Form View MEI Repts | Costs | Justs | Mems | Menu

DFO Ch(‘:kS the |x th'pnse tMeeling Start Date tMeen'ng Stop Date |Open Or Closed]
Add option [ Not Listed for Annual Report /012004 428:57 EM 8/9/2004 4:28:57 M [open
button CliCking First Page | Prev Page | Mext Page | LastPage |

the Add button generates a new record with the words “Not listed for Annual Report” in the Purpose
text box, the current date in the Meeting Start Date and Meeting Stop Date fields, and “Open” as the
default entry in the Open or Closed text box. The Meetings page is a listing of the meetings planned for
the committee or held by the committee for the year being reported, so the page is read-only and cannot be
edited. As mentioned in the report section above, 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. This will change as the
technology improves and our coding skills increase.

hoo2 s 762| Trom the List View, read-only, Meetings page, there are two ways to display a Form View
Fomview | | Meetings page to edit or enter the data. The most commonly used method is clicking the
- | hotlink, which is the underlined number in the leftmost column of the record to be edited.
Y Pupose [ Your second option is to click the Form View button and use the appropriate Page button

MetListed ) to move to the record you wish to edit.
First Page
Once in the [7. Open Or Closed Open -
edit/data entry [7e. Meeting Start Date [3/5/2002 10:23:24 AM o 115511998
[7e. Meeting Stop Dat Er .
mode, the Open or Closed field e . eeting Stop Date [g/5/2002 10:29:24 AM & LLsioss
. ocation
contents should be replaced with
the correct option. The Open or
lurpose Mot Listed for Annual Report

Closed option choices include

Open, Closed, Partially Closed, |icwninates ac
and N/A. While “Open” and

“Closed” are obvious in their use, Changsd At By - Has Not Beon Changsd--
13 3 b

Partlally Clﬂsed Should be First Page Pres Page MNext Page | Last Page |
used when any part of the

scheduled meeting is closed. Upload Minutes File to FACA Database |
“N/A” can be used if the DFO is

reporting a committee event that is a committee work-related activity, like an administrative logistics
meeting between the chairperson and the DFO, or the committee’s tour of a park site under discussion. The
difference is that the event in question is not a reportable scheduled meeting under FACA. Next, the
Meeting Date fields should be replaced with the dates the meeting started and the meeting stopped. The
meeting start and stop dates are necessary but the actual times are not necessary. If you want to enter the
times, be sure to use 2 digits for the hours, followed by a colon, followed by 2 digits for the minutes,
followed by a space, followed by AM or PM without periods (08:30 AM or 05:30 PM). 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. 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, and the minutes or the transcript in an electronic format can be uploaded
with the Upload Minutes File to FACA Database button. Save the meeting record first, before you try to
upload any minutes. If you wish to upload the minutes to the online system, the meeting record must
already exists when you click the upload button to upload the minutes. When the DFO is satisfied with all
of the edits, clicking the Save button saves the changes.
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2002 HHS 762-Acquired ]
MNew List

Delete

Save

17.,|0pen Or Close IC\uss
17€. Meeting Start atelst;z

The DFO can add more meetings with the
“New” option button or can delete
meetings entered by mistake with the
Delete option button. Clicking the New
option button presents a blank record and
two additional buttons, Save New and Cancel. Save applies to
saving the changes to an existing and edited record, and Save New
applies to saving a new record. All of the fields in a new record are
blank except for the Open Or Closed field. Clicking the New
button while on a Form View Meetings page creates additional new
meetings. The user edits the Open or Closed field, the Meeting
Date fields, and the Purpose, Location, and View Minutes At

2002 HHS 762-Acquired Immunodeficien
List View Info R

Save New Cancel |
17. Opglen Or Closed? Open

* | Requi]
17e. Meeting Start Date
17e. Meeting Stop Date |
Location
Purpose
View Minutes At

fields. The user finishes saving the new meeting record with the Save New button. After saving the “new”
record the DFO is returned to the first meeting chronologically on the meeting list for the current fiscal
year. From that point on the user can page through the meetings, create new meetings, delete incorrectly
added meetings, or display the read-only meeting List Page.

-ACquiTe

ome Research Review Conamiiee

33T
Form Yiew EI Recl Replsl Custsl Justsl Memsl Meﬂul

# [Pwrpose Meeting Start Date Meeting Stop Date Open Or Closed?

1 [2nd Quarterly Meeting 26472002 332002 Open

2 dth quarterly meeting B/5/2002 10:29:24 AM B/5/2002 10:29:24 AM Closed

First Page | Frew Page | Hext Page | Last Page | Page: 1

oy o 0
Editing the Committee’s Costs
A committee’s Costs Pl

osts Form
Page reflects all of the
- H 1 8 h  Hely
costs attributable to the [~ ~° == =
committee’s existence 2002 HHS 762-Acquired Immunodeficiency Syndrome Research Review Commitiee
fOI' the report]ng year Savel ml Fec| Repts | Meets | Justs | Mems | Menu
A COmmittee begins Note: 19, FTE is normally equivalent to 18a.(3) Federal Staff’
the reportlng year Wlth Current FY Estimated FY
either the cost data that 18a.(1) Non-Federal Members $0.00 $10,200.00
was estimated when 18a.(2) Federal Members $10,20000 ] T
the Committee was 18a.(3) Federal Staff $103.017.00 $103.017.00
established, or the cost | 15 Consultants s000 ¥
data fOr the’ current 18h.(1) Travel: Non-Federal Members $23.596.00 $23.596.00
h 18b.(2) Travel: Federal Members 40.00 40.00

yea.r that was . 18h.(3) Travel: Federal Staff $0.00 $0.00
estimated the previous 18h.(4) Travel: Consultants [soo0 [on
year, or the cost data 18c. Other $3.056.00 $3.0568.00
of the previous year. 184. Total $136,871.00 $136,871.00
The agency’s FACA 19. Federal Staff Support 18 18
administrative Chenged At 3132002 749,06 AM By Inport/Rallover

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 and travel. The user should enter totals for each category into the text boxes
18a through 18c. The system totals the results in item 18d when the page is saved. The cost of the number
of FTE entered in item 19. Federal Staff Support, should normally be equivalent to item 18a(3), Federal
Staff. In the example, an FTE of 1.8 is reported as costing the government $103,000 towards the cost of
the committee. 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. 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” before leaving the page after making any edits.

Editing the Committee’s
Justifications

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 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. It
helps to view the Justifications as
an opportunity to communicate the
value of the committee’s work.

The Committee Justifications
page is not the place for
minimalism. 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. 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

FACA Database

Justification Form
Home Up Search

=& = 2

Help Score 300 FY2003 kfdfo DFO

HHS 768-Advisory Committee on Immunization Practices
Save | Info| Rec| Repts | Meets | Costs | tMems | Menu |
IMPORTANT:
20 Show the effect of Committee reports, advice or recommendations on Agency operations.
Ee as specific as possible and include workload indicators as appropriate.

20a. How does the Committee Accomplish its Purpese?

The Advisory Comwittes on Imemnization Practices (ACIP) forwulates and updates
recommendations on the most appropriate application of vaccines and relatecd
agents and dissewinates this information in order to assist States and their
political subdivisions in the prevention and suppression of vaccine-preventable
diseases. Section 13631 of the Cwnibus Budget Reconciliation Act of 1993
(OBRA) established a "“Vaccines for Children™ (VFC) program. This legislation

20h. How is the hMembership Balanced?

During fiscal year FY 2002, committes membership consisted of authorities
knowledgeshle in the field of immunhization practices who have wultidisciplinarwy
expertise in public health and the use of vaccines and immunologic agents in
preventive medicine.
infectious diseases, internal medicine, pediatrics, preventive medicine, public
hezlth, 3tate health, imminology, and included in the membership is a consumer

Current members have expertise in epidemiology,

20c How Frequent and Relevant are the meetings?

The Committees met sSix times during FY 2002, with two meetings convened as a
conference call. This committee regularly evaluates immunization practices in
the United States and recommends needed changes in them, based on evaluation of

20c.How Frequent and Relevant are the meetings?

The cowmittes held three meetings during this reporting period. -

20d.Why is this Committee Necessary?

research suthorities who represSent the forefront of research and technical
knowledge and who prowide first-level review of highly sScientific and technical
research grant applications and contract proposals.
recommendations cannot be cbtained from other sources because the specialized,
complex nature of the mpplications and proposals reguires = unigue balance and v

This committee is composed entirely of recognized biomedical anddor behavioral |-

These evaluations and

20e.Why must Meetings he Closed?

The meetings of the committee were closed to the public for the review of grant = ||
applications and contract proposals. Sections 552b(c) (4] and 552k (2) (6) of the
Gowernment in the Sunshine Act permits the closing of meetings where discussion
could reveal confidential trade secrets or commercial property such as

patentsble material and personal information,
constitute & clearly unwarranted invasion of personal privacy. =]

the disclosure of which would

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 button
after you make any edits or changes to the Justifications page.

Listing the Members of the Committee

2002 No Members found.

Click ADD to create new Members

ﬂlmﬁl Repts | Mests ﬁlﬁl Mems MI

Clicking the Mems link displays the Members List View page.
Each committee begins the year with its list of members from the
previous year. If a committee has just been established and the
members have not yet been added, the page displays the statement:

No Members found.
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Al X
FACA Database - 40" 4
Members List
Home Up Search Help Score300 FY2003 kfdfo DFO
HHS 768-Advisory Committee on Immunization Practices
Farm Yiew | Infol Recl Repts | Meets | Costs | Justs | Menu |
# [Prefix First Middle LastMame Suffix |Chairperson Occupation Or Affiliation Appointment Appoiniment End |Email Address
Name Narme Start Date Date
i [Dr.  |[Roket B Belshe Ho Saitit Louis University Health 1202142001 6/30/2003 helsherb@shuedu
B Sriences Center
7 [Dr. |[Guthte |3 Bitkhead,ITI Ho New Tork State Department of Health |12/22/2001 6/30/2003 gshl2@health state roy us
3 [Dr.  |Dennis  |&. Brooks MD.  |No Johnson Medical Center, Baltimore,  |3/2/1999 6/30/2003 dbrooks@jhuni.edu
B 1D
4 [Dr. |Tames E. Cheek MD.  |No Indian Health Service, HHS ammes. cheek@mail ihs. gov
5 [Dr.  |Richard |[D. Clover MD.  |No University of Louisville School of 10/30/1997 6302001 reloverG@louisville edu
B IMedicine
g [Dr.  |Taime Deseda- Ho University of Puerto Rico School of  |10/25/2000 6/30/2004 not available
B Tous Iedicine
7 [Dr.  |Benedict (M Diniega MD.  |No Office of the Assistant Secretary of
B Defense for Health Affairs
2 [Dr Creoffrey |2 Evans MD No Vaccine Injury Compensation gevansi@hrsa gov
B Program, HRSA
o T. FRandolph  |Graydon Ho Health Care Financing A dmindstration reraydon@hefa gov
10 D [ Celine [Cuetra Hanson No Texas Depattment of Health 24442002 6/30/2005 celine hanson@tdh state tus
11 Dr Carols Heilman LD, Ha Center for Biologics, Evaluation and
Research, FDA
12 Dr.  [Chatles ML Helms MD.  |No University of Iowa College of 10/3141997 6302001 not available
Iledicite, [owa City, 14
13 Dr David R Johnson  MD.  |No Ilichigan Depattment of Community  |3/21/1998 6/30/2001 ohhsondav@state mius
Health, Lansing, MI

Like Meetings and Reports above, Members are added and deleted from the Members Form View Page.
Clicking the Add button if there are no members added yet, or the Form View button, or the underlined
hotlink number in the leftmost column of the individual record accesses the Form View data entry page.

As new members are appointed and
existing members’ appointments end,
the DFO adds the new members with
the New button and deletes members
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

e  Any title (Dr.) or Prefix,

e  First Name

e  Middle Name or Initial,

e Last Name,

e  Any title (Ph.D., MD, III) or
Suffix,

e A Yes or No indication of
Chairperson status,

e An Occupation or Affiliation,

e  The Date the member was first
appointed or started
participating on the committee,

[ ]

rartapnasce
[Member Form
Home Up Search Help

2002 HHS 762-Acquired Inmunodeficiency Syndrome Research Revig

Save | Delete | MNew List Wiew mlﬂl Reptsl Meetsl Costsl Justsl Menul

6. Prefix |—

8. First Name pavD

6. Middle Name e

6. Last Name [BRicES
6. Suffix —
Chairperson No »

6. Occupation Or Affiliation [UNWVERSITY OF ALABAMA AT BIRMINGHAM

Participation Start Date |3;sgzum &g 11/5/1998
Participation End Date  [3/9/2007 e.g. 11/5/1998
Appointment Type [Agency |

Appointment Term

Less than 1 year 57

Pay Plan [ Haurly or Daily Compensation plus Trawvel and Per Diern x|
Pay Source Executive Branch =

E-mail Address |

The Date the member’s appointment ended or the member stopped participating on the committee,
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e  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),

e 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),

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

e 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

e  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.

Performance Measures

While performance measures have FACA Database at FIDO GOV

always been a behind-the-scenes part of . .

effectl.ve advisory committee work, a Home Up Search Help Score300 FY2003 Kfdfo DFO
reporting page on some specific
Performance Measures was added for the
first time in FY 2003. The user gets to
th§ Pprformance Meas.ures page by Bt N
clicking on the hyperlink Performance

HHS 768-Advisory Committee on Immunization Practices

. Recommendations DFO Info
Measures found on the Committee ris GFO Info
&DD e
Menu page.
Meetings CMO Info
) L. Casts Commitiee Decision Make
Narrative Description: = P
R . d - i Justifications Yiew Charter
(Required). Please provide a Memhers Mark Verified

narrative description of how the
committee supports the agency's mission

. . Performanc
and its strategic plan. Measures €

FACA Database at FIDO GOV ”’ =

Anmual Corprduensive Review
Home Tp Search Help Score300 FY2003 kfdfo DFO L

Sub-Committees

Sawe Changes I

FY 2003 - HHS - Performance Measures

T68-Advisory Cominittee on Inmmunization Practices

Please provide a narrative description of how the commmittes supports the agency's mission and its strategic plan.

=

=
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Program Outcomes: (Required). Some typical outcomes are supplied. Please place a
check in the box of all the provided outcomes that apply and provide an explanation in the comments box,
especially if Other is among the selections.

What are the most significant program outcomes associated with thiz cormmittee? Select all that apply.

™ Improvements to health or safety

™ Trust in gowernment

™ Major policy changes

[T Advance in scientific research

™ Effective grant making

™ Improved service delivery

™ Increased customer satisfaction

™ Implementation of laws or regulatory requirements
[T Other. Please explain in comments.

Comtnents

Cost Savings: (Required). Select the single most appropriate answer or range by clicking the
radio button. Add any necessary explanatory detail in the Comments Box.

“What are the cost savings assoctated with this comrmittee?

© None © Unable to Determine
= F100,000

© 5100,000 - §500,000

© 5500,001 - $1,000,000
51,000,001 - §5,000,000
55,000,001 - §10,000,000

© =F510,000,001

Comtments
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Number of Recommendations: (Required). This number (0 through 100+) is the total
of the separate and distinct recommendations conveyed formally to the decision maker "using" the
committee for the current reporting year. Explanatory detail should be provided in the Comments Box.

What 1z the approxzmate Number of recommendations produced by the committee dunng the fizcal year?

—

Comments

=

[ |

Percentage of Recommendations Fully Implemented: (Required). This
number (0 through 100) is the cumulative total percentage of the formally conveyed recommendations that
have been fully implemented over the life of the committee thus far. Clarifications and explanations should
be included in the Comments Box.

“What 15 the approzumate Percentage of these recommendations that have been or will be Fully implemented by the agency?

I Y

Comtments

B

[

Percentage of Recommendations Partially Implemented: (Required).
This number (0 through 100) is 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 Comments Box.

WWhat 15 the approxmate Percentage of these recommendations that have been or will ke Partially implemented by the

agency?

I %

Comtents
[ |
| |
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Agency Feedback about Recommendations: (Required). This item requires
selecting a Yes, No, or Not Applicable. If the response is No or Not Applicable, please explain in the
"No" Comment Box why feedback is not considered necessary. If the response is Yes, please explain in the
"Yes" Comment Box how the feedback is provided.

Dioes the agency provide the committee with feedback regarding actions taken to implement recommendations or adwice
offered?

© Yes Mo © NotApplicable
If your answer is Mo or Mot Applicable,

Please explain why your agency does not prowvide feedback.

=
=
Ifyour answer 15 Yes,
Howr does the agency provide this feedback?
=
=

Actions the Agency Has Taken: (Required). Select all the actions that apply by
checking the box next to the appropriate action and provide an explanation in the Comments Box.

“What other actions has the agency taken as a result of the comrittees adwice or recommendation? Select all that apply.

" Beorganized priorities

" Eeallocated resources

™ Issued new regulations

" Proposed legislation

[T Approved grants or other payments
[T Other. Please explain in comments.

Comments
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Engaged in Review for Grants: (Required). Select Yes or No.
If Yes is selected, then

Provide an Estimated Number of the Grant Requests Reviewed, and

Provide an Estimated Number of the Grant Requests the Committee Recommended for Approval,
and

Provide an Estimated Dollar Value of the Grant Requests Recommended for Approval.

Add any helpful explanations in Comments.

Is the Committee engaged in the review of applications for grants?
C Yes & No
If your answer 15 Yes,

WWhat 12 the estimated Number of grants reviewed for approval?

—

TWhat 15 the estimated Number of grants recommended for approwval?

W

“What 15 the estimated Dollar Value of grants recommended for approval?

—

Comments

[

Access to Committee Information and Documentation: (Required). Select
all the methods stated that apply, and, for Other, provide an explanation in the Comments Box.

How 15 access prowided to the committee's information and documentation? Select all that apply.

[T Contact DFO

™ Online Agency Web Site

[~ Online Committee Web Site

[T Online G3A FACA Web Site

[~ Publications

[T Other. Please explain in comments.

Comments

[

All questions require a response, all comment boxes should be utilized, and be sure to save before you exit
the page.
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Subcommittees

Most commitiees | gy ¢ patabase at FIDO GOV - -
do not have ;

subcommittees Subcemmitice ke

and when the Home Up Search Help Score300 FY2003 kfdfo DFO

Subcommittees ) . L .

hyperlink is HHS 768-Advisory Committee on Iinmunization Practices

clicked, the

system reports Nao Sub Committees found.

that no

subcommittees

are found. At the Please have vour CMO contact Dr. Kennett Fussell by E-Nail with the Sub Committee information.

same time some large advisory committees organize their work by tasks performed by dozens of
subcommittees.

The subcommittee feature exists to allow the Subcommittee Menu
reporting of meetings, reports, costs, and members
by subcommittee when the advisory committee or
agency wishes to do so. 2002 NEA S5158-Combined Arts Advisory Panel
While an extra step is required in setting up #__ [Sub Committee Name

. . . 1 Dance, Creation & Presentation
sgbgorrl'mlttees, once they exist (are givena > R o
distinctive name)., the data entry process 1s the 3 Folke & Traditional Arts, Creation & Presentation, Planning & Stabilization
same as for Meetlngs” ReD.OI'tS, Members’ and 4 Literatare, Creation & Presentation/Planning & Stabilization
Costs above. If subcommittees are used, the data 5 Toval Arts Agennics! Presenting, Creation & Ereseatafion
for meetings) repOl’tS, members’ and costs should G Idedia Arts, Creation & PresentationPlanning & Stabilization
be added to either the subcommittee or the parent 7 Misldisciplinary, Creaton & Presentation
committee, but not both. The online system’s 2 Mulidisciplinary, Planving & Stabilization
summary process (the program coding) adds the 9 Museums, Creation & Presentation
infOImatiOﬂ fI'OIIl the subcommittees and the 10 IuseumnsDesign, Creation & Presentation
parent committee into a single total report and if 11 [Museums/Visual Arts, Planning & Stabilization
the data is entered in more than one place it is 12 [MuseumsiVisual Arts/Design, Planning & Stabilization
duplicated or counted multiple times. The extra 13 [Music, Creation & Presentation
step required to establish subcommittees is to let 14 [Music/Opera, Planning & Stabilization
the CMO and the Committee Management b5 |[Olpee, Cheitn & Bt

1 1 1 1

Secretariat know of the desire to use
subcommittees. The CMO provides a list of subcommittee names along with the parent committee name
and number to the Secretariat. The process of adding and maintaining the list of subcommittees for a
committee in the system will change in the future so that it is completely under the control of the CMO.
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Committee Report

The Committee Report link

displays a Single, printable, read- 8/5/2002 11:52:38 AM

2002 Current FY Report: Review of Federal Advisory Committee

Only summary I'epOI't speciﬁc to 1. Department or Agency 2. Fiscal Year

the selected committee for the Department of Health and Human Services 2002

reported year. If key 3. Committee or SubCommittee Zlik(ealy Comg?

infOI‘mation iS miSSin from the Acquired Immunodeficiency Syndrome Research Review Committee 762
g

reporting process, like the & s this New Dusing Fiseal

Teat?
recommendation to continue or o 11111987
terminate the committee, the O o
Commlttee Rgport page will No
display a warning where the data | o agency Recommendstion for Ne 7Y
is missing. Continue

11. Establishment Authotity

12, Bpecific Establishment Authority
42 U.8.C. 282(h)i6)

15 Description of Committes

16a. Total Mumber of Repotts

17d. Total Meetings

5. Cugrent Charter

8h. 3pecific Termination Authority

10a Legislation Req to Terminate?

6. Expected Renewal Date

1/1/1989

T.Expected Term Date

Sc.Actual Termination Date

10t Legislation Pending?

Authorized hy Law
13 Effective Date
11/20/1985

Grant Review

14 Committes Type 14c Presidential?
Continuing No

No Reports for this Fiscal Year.

No Meetings for this Fiscal Year.

Designated Federal Official Information

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 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

Current Fiscal Year MNext Fiscal Year
18a(1) Personnel Prts to Hon-Federal Members $0 $10,200
12a(Z) Personnel Pmts to Federal Iembers $10,200 %0
18a3) Personnel Pmts to Federal Staff $103,017 $103,017
12a(4) Personnel Prts to Hon-member Consultants $0 30
18b(1) Travel and Per Diem to Hon-Federal Members $23,596 $23,596
18h() Travel and Per Diem to Federal Members $0 $0

DFO Information
Home Up Search Help

2002 HHS 762-Acquired Immunodeficiency

Save |

Prefix: |

First Name: IW

Middle Initial: |

Last IName: W
Suffix: PHD

Title: ISCiBmifiD Feview Administrator
Phone: |

Fax: I—

E-Mail: Irh159n@nih gov

exists and is displayed on the Committee Menu. In such cases, the DFO can view the GFO info but cannot

change it.
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Committee Management Officer (CMO) Information

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 none of the information fields
are editable boxes. 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

Pt ALY R W T
CMO Information
Home Up Search Help

2002 HHS 762-Acquired Immunodeficiency Syndrome Research

Prefix:

First Name: Mane

Middle Name Or DMI:

Last Name: Absher

Suffix:

Title: CMO

Phone: 202-690-6625

Fax: 202-401-1948
E-Mail: mabsher@os. dhhs gov
Agency URL: hitpffwrww hhs. gow!

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

Committee Decision Maker
Home Up Search Help

Save

Definition: This person makes agency decisi

FACA Database l , ’

Score 300 FY2003 Lfdfo DFO

ahout impl ation of this ittee's r dations

HHS 768-Advisory Committee on Immunization Practices

advice. 2003 was the first Prefix: I
year that this information FirsiName: [~
was reported. Advisory Middle btal: [

committees, like the rest of LastName:  [[g0

government, are being Suffix —
considered in the context of | Tie: |

performance and Phone: —
performance measures. Fax: —

One measure of an EMail: |

“advisory” committee is

the advice it provides. An essential component of the advisory process is the advice receiver and/or the
person who decides to use the advice received. As we well know, these are sometimes, but not always, the
same person or groups. If you have to choose, enter the highest ranking agency decision maker. The fields
for this page are the same as for the DFO, GFO, and CMO pages above.
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Viewing the Committee’s Charter

The View Charter link displays the
committee’s current Charter. The
charter is displayed in a read-only
word-processing format. We prefer a
word processing format because most
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 and feasible, the
FACA online system stays consistent
with or tries to exceed the
requirements of the American with
Disabilities Act regarding Internet

CHARTER
ADVISORY COMMITTEE ON CEMETERIES AND MEMORIALS

A, Committee Designation:
The Advisory Committee on Cemeteries and Memorials is a statutory committee
autherized by Congress in Public Law ©3-43 (June 18, 1973). Autherization is
codified under title 38, United States Code, Section 2401

8. Objeotive and Scope of Activities:
The Secratary of Veterans Affairs shall advise and consult with the Commitiee
from time to time with respect to the administration of national cemeleries,
sokdiers’ lots and plots which are the responsibilty of the Secretary, and wilh
respect to the selection of new national cemetery sites, the erection of
appropriate memarials and the adequacy of Federal burial benefits,

c. Period of Time Necessary for the Committee to Carry Out its Purpeses:
Because the Committee is charged with providing advice and consultation on
matters integral to the operation of the National Cemetery Administration on a
continuing basis, the Committee will function for as long as the Secrefary of
Veterans Affairs is responsible for administering National Cemetery
Administration cemeteries and burial programs.

D. Officials to Whom the Committee Reports:
The Advisory Commitiee on Cemeleries and Memorials will provide periodic
reports and recommendations to the Secretary of Veterans Affairs and to
Congress.

E Department Responsible for Providing Necessary Support to the
Committee:

accessibility. If the charter is older and not available as a word processing document, either the Committee
Management Secretariat or the agency scanned the charter to an Adobe .PDF file. The filenames used are a
combination of the GSA assigned Committee ID numbers-a period-and a .doc (or .pdf) extension. To add

the charter to the database web site,

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

e 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.

e  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

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 FACA Database where they left
off, they need to click the Browser’s back
button.

T 5 Hie g T Lo Foghorer
Fie G e Fete Twn b "B

2] ADF Homepage o3

Search ADIs Web Site frame. Links to recent information are in
s franse.

e d wh bk pre
© i

= Bl e R e P e -
Bow| ASHNEOFHADGIBEHE > | S somh {5k s drvebom. RELE
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Verifying the Committee’s Data

Annually, in the fall, on a schedule FACA Database ! ’ ’

distributed and managed by the agency ﬁ‘“’g’;ﬁ"";mh b Seordl) FUI03 KEdDFO
CMO, the DFO should recheck the data T T

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.

DF verification was successful for 768- Advisory Committee on Immunization Practices

Please click HERE to return to Menu

Clicking the Mark

Verified hyperlink | FACA Database vy & 2

Committee List

also adds a time Home Up Search Help Score300 FY2003 Kenmett Fussell CMS

stamp to the Reports AgencyTotals DFO  All Awmual

database and the Tools Curvent Status Survey Results Add A C i Email Addresses Manage Groups Manage Users

time stamp appears mrsﬂmg 18

on the CMO’s Department of Health and Human Services

Committee List Top |i==Frev fincst= JEottom |iRow-5 I ow= Filter [ Dow nload |

page. This alerts the i

CMO that the DFO \ . . C Mame [Mumber| Lastipdated | DFODate | |
. | dvisory Poard on Chitd Abuse end Negleet D \ [ ]

considers the data | dvisory Board on Radistion and Waorker Health [ 1omss | \ [ ]

complete. This [ Acvisery Comenission on Childhood Vacsies I \ [

verification process | dvisory Comemittee for Injury Prevention and Contzol [ 1964 \ [ ]

also tel‘IlpOI'aI‘lly ‘Atbnsngg Committee for Pharmacentical Scisnee | 278 ‘ ‘ ’_

locks the data }Advisugg Comeittes for Reprodustive Heelth Drags I 871 } } F

Adwisory Committee for Women's Services 128

although the DFO | Asdvisory Conunittee on Blood Safety and Availchility [ s1a7] \ [ ]

can unlock the data | visory Comenittes on Childhood Lead Foisoning Frevention [ e \ [ ]

and make further | dvisory Committes on Hearl Start Research an Evaluation [ sz \ [

Changes by Clicking ‘Advisum Cormittee on Heritable Disorders and Genetie Diseases in Newhorms and Children | 133817 ‘ ‘ ' '_

‘ 68 ‘5;200003 23750 |SO0M003 33759 ’7

the Save button on lAmm Committee o 1 in Prastices
any editable page. If o
the DFO clicks the Save button and unlocks the data, the time stamp is removed from the CMO’s
Committee List page. If the CMO checks the data and clicks the Mark Verified button, the data is
locked, a time stamp is added under the GFO and CMO date columns for the committee, and the DFO
cannot change the data further. Of course, the CMO can also unlock the data by clicking the Save button
on any editable committee page.

A
L

The Rest of the Story

There are many other features and reports available to assist the DFO in the FACA Database online system.
Most of the other features are found and described in the Public Access part of the manual, although we
will be adding some heads-up reports/alerts specifically for DFO use. 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, transforms the FACA database into a very desirable
commodity in government, a useful, interagency data-sharing and management tool. The FACA Database
online 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
FACADatabase is truly a shared system that belongs to all of us.
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