

LAKE XYZ ADVISORY COMMITTEE
SAMPLE BYLAWS

1. Purpose: The purpose of the Committee is to provide in an advisory capacity, recommendations and advice on implementation of management techniques for control of predator species in Lake XYZ.
2. Authority: The Secretary of the Interior has determined that the establishment of the Committee is in the public interest. The Committee is subject to the Federal Advisory Committee Act (FACA) as outlined in the charter filed with the Congress on _________________.

3. Membership:


a. The Secretary appoints members for 3-year terms and may reappoint them. We select members based on specific needs of the Committee to balance the viewpoints to effectively address policy issues under consideration. The Secretary appoints any alternate members.

b. Committee members are responsible for attending Committee meetings personally. Members must attend at least one Committee meeting annually. They cannot miss two successive meetings without having an alternate attend at least one of the meetings missed. The Secretary may replace any member who is unable to fully participate in the Committee's meetings.

c. A majority of the Committee membership will constitute a quorum for the transaction of business. The Committee will not elect officers, take positions on issues, or offer advice or recommendations with less than a majority of its members present.


d. The Committee members will elect the Chair and Vice-Chair to serve 2-year terms. The Chair and Vice-Chair may serve successive terms. If the Chair becomes vacant, the Vice-Chair will serve as Chair for the remainder of the term or until the Committee elects another Chair.
4. Allowances: Committee members serve without pay, but are eligible for reimbursement for travel and per diem expenses while attending Committee meetings (in accordance with 5 U.S.C. 5703). When an alternate attends a meeting in place of a Committee member, the alternate is also eligible for reimbursement of travel and per diem expenses. Only the Committee member or the alternate may submit a reimbursement claim for a meeting—not both. 
5. Meeting Procedures: We expect the Committee to meet two to four times per year. The Designated Federal Officer (DFO) will call the meeting in consultation with the Chair.

a. Agenda. The DFO will approve the agenda for all meetings and ensure that it is distributed to the members before each meeting. At least 15 days before the meeting, the DFO will publish an outline of the agenda and a meeting notice in the Federal Register. Anyone (members of the Committee and the public) may submit agenda items to the DFO or Chair.


b. Minutes and Records.


(1) The DFO will prepare minutes of each meeting and send them to the Chair for certification. The Chair must certify the accuracy of the minutes within 90 days after the meeting. Minutes will include:


(a) The time, date, and place of the meeting.


(b) A list of the people present (including Committee members, staff, and members of the public who made written or oral presentations).

(c) A complete and accurate description of matters the Committee discusses, conclusions they reach, and recommendations they make.

(d) Copies of reports or other documents the Committee receives, issues, or approves.


(2) All documents, reports, or other materials prepared by or for the Committee are official Government records. The DFO must maintain records according to Service policies and procedures.


c. Open Meetings. Unless the Secretary determines and approves in advance that a meeting be closed, all Committee meetings will be open to the public. Once an open meeting has begun, it will not be closed for any reason. Members of the public may attend open meetings and may, at the determination of the Chair, offer oral comment at the meeting (written statements to the Committee are welcome at any time). The Chair may decide in advance to exclude oral public comment during a meeting, but only if he/she:


(1) Notifies the public in the Federal Register meeting announcement that oral comment is excluded, and 

(2) Invites written comment. 

d. Closed Meetings. The Committee may only close meetings if:


(1) It is in accordance with the applicable law,


(2) The Secretary approves a request for the closed meeting 30 days in advance, and


(3) The DFO publishes a notice of the closed meeting in the Federal Register citing the applicable exemptions of the Government in Sunshine Act.


e. Voting. When the Committee must make a decision or recommendation, the Chair will request a motion for a vote. Any member, including the Chair, may make a motion for a vote. No second is necessary to bring an issue to vote.

Note: You may want to add a section that addresses the processes for writing reports and making and approving recommendations. Discuss whether or not the Committee will allow minority reports and, if so, how they will identify and transmit those reports.

6. Role of Committee Officials:


a. Chair. The Chair works with the DFO to establish priorities, identify issues that must be addressed, and determine the level and types of staff and financial support required. The Chair serves as the focal point for the Committee's membership and certifies the accuracy of minutes to document Committee meetings.


b. Designated Federal Officer. 

(1) The DFO serves as the Government's agent for all matters related to the Committee's activities. By law, the DFO must:


(a) Approve or call the meeting of the Committee.


(b) Approve agendas.


(c) Attend all meetings.


(d) Adjourn the meetings when it is in the public interest.


(e) Chair meetings of the Committee, when so directed by the Secretary.


(2) In addition to the duties above, the DFO is responsible for providing adequate staff support to the Committee for such duties as:


(a) Notifying members of the time and place for each meeting.


(b) Maintaining records of all meetings, including subgroup or working group activities, as required by law.


(c) Maintaining the roll.


(d) Preparing the minutes of all meetings of the Committee's deliberations, including subgroup and working group activities.


(e) Attending to official correspondence.


(f) Maintaining official Committee records and filing all papers and submissions prepared for or by the Committee, including those items subgroups and working groups generate.


(g) Approving Committee expenditures in advance and acting as the Committee's agent to collect, validate, and pay vouchers for preapproved expenditures.


(h) Preparing and handling reports, including the annual comprehensive review required by FACA.

7. Subgroups. Subject to the DFO’s approval, subcommittees may be formed to compile information or conduct research. However, such subcommittees must act only under the direction of the DFO and must report their recommendations to the full Committee for consideration. Subcommittees must not provide advice or work products directly to the Service. The Committee Chair, with the approval of the DFO, will appoint subcommittee members. Subcommittees will meet as necessary to accomplish their assignments, subject to the approval of the DFO and the availability of resources.


a. At least one member of the parent Committee will be on each subcommittee or working group. 

b. The DFO, or designee, will attend meetings of subcommittees and prepare minutes of the activities.

8. Amendments to Bylaws. These bylaws may be added to, amended, or repealed in whole or in part by vote of at least two-thirds of the Committee at any regular meeting or by vote in writing, provided that the notice of intention to do so is given to each member at least 30 days preceding the vote. Before the vote, the DFO will send proposed amendments to the Service Group Federal Officer. The Group Federal Officer will coordinate with the Department’s Committee Management Office and the Division of General Law and obtain approval of the proposed changes.

