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Committee Management Officer. The 
duties of the CMOs are as follows: 

(1) Assemble and maintain the re-
ports, records, and other papers of any 
GSA-sponsored committee during its 
existence (Arrangements may be made, 
however, for the Government chair-
person or other GSA representative to 
retain custody of reports, records, and 
other papers to facilitate committee 
operations. After the committee is ter-
minated, all committee records are dis-
posed of following existing regula-
tions.); and 

(2) Under agency regulations in 41 
CFR 105–60, carry out the provisions of 
5 U.S.C. 552 with respect to the reports, 
records, and other papers of GSA-spon-
sored advisory committees.

Subpart 105–54.2—Establishment 
of Advisory Committees

§ 105–54.200 Scope of subpart. 
This subpart prescribes the policy 

and procedures for establishing advi-
sory committees within GSA.

§ 105–54.201 Proposals for establishing 
advisory committees. 

(a) The Administrator approves the 
establishment of all GSA Federal Advi-
sory Committees. 

(b) When it is decided that it is nec-
essary to establish a committee, the 
appropriate Head of the Service or 
Staff Office (HSSO) must consider the 
functions of similar committees in 
GSA to ensure that no duplication of 
effort will occur. 

(c) The HSSO proposes the establish-
ment of a Central Office or regional ad-
visory committee within the scope of 
assigned program responsibilities. In 
doing so, the HSSO assures that advi-
sory committees are established only if 
they are essential to the conduct of 
agency business. Advisory committees 
are established only if there is a com-
pelling need for the committees, the 
committees have a truly balanced 
membership, and the committees con-
duct their business as openly as pos-
sible under the law and their mandate. 
Each proposal is submitted to the GSA 
Committee Management Officer for re-
view and coordination and includes: 

(1) A letter addressed to the Com-
mittee Management Secretariat signed 

by the HSSO with information copies 
for the Administrator, Deputy Admin-
istrator, the Associate Administrator 
for Congressional and Industry Rela-
tions, and the Special Counsel for Eth-
ics and Civil Rights, describing the na-
ture and purpose of the proposed advi-
sory committee; why it is essential to 
agency business and in the public in-
terest; why its functions cannot be per-
formed by an existing committee of 
GSA, by GSA, or other means such as 
a public hearing; and the plans to en-
sure balanced membership; 

(2) A notice for publication in the 
FEDERAL REGISTER containing the Ad-
ministrator’s certification that cre-
ation of the advisory committee is in 
the public interest and describing the 
nature and purpose of the committee; 
and 

(3) A draft charter for review by the 
Committee Management Secretariat. 

(d) Subcommittees that do not func-
tion independently of the full or parent 
advisory committee need not follow 
the requirements of paragraph (c) of 
this section. However, they are subject 
to all other requirements of the Fed-
eral Advisory Committee Act. 

(e) The requirements of paragraphs 
(a) through (c) of this section apply to 
any subcommittee of a chartered com-
mittee, whether its members are drawn 
in whole or in part from the full or par-
ent advisory committee, that functions 
independently of the parent advisory 
committee, such as by making rec-
ommendations directly to a GSA offi-
cial rather than for consideration by 
the chartered advisory committee.

§ 105–54.202 Review and approval of 
proposals. 

(a) The GSA Committee Management 
Officer reviews each proposal to make 
sure it conforms with GSA policies and 
procedures. The Officer sends the letter 
of justification, including the draft 
charter, to the Committee Manage-
ment Secretariat. The Secretariat re-
views the proposal and provides its 
views within 15 calendar days of re-
ceipt, if possible. The Administrator 
retains final authority for establishing 
a particular advisory committee. 
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(b) When the Secretariat notifies the 
Officer that establishing the com-
mittee conforms with the Federal Ad-
visory Committee Act, the Officer ob-
tains the Administrator’s approval of 
the charter and the FEDERAL REGISTER 
notice. The Officer publishes the notice 
in the FEDERAL REGISTER at least 15 
calendar days before the filing of the 
charter under § 105–54.203 with the 
standing committees of the Senate and 
the House of Representatives having 
legislative jurisdiction over GSA. The 
date of filing constitutes the date of es-
tablishment.

§ 105–54.203 Advisory committee char-
ters. 

No advisory committee may operate, 
meet, or take any action until the Ad-
ministrator approves its charter and 
the Committee Management Officer 
sends a copy of it to the standing com-
mittees of the Senate and the House of 
Representatives having legislative ju-
risdiction over GSA.

§ 105–54.203–1 Preparation of charters. 

Each committee charter contains the 
following information: 

(a) The committee’s official designa-
tion; 

(b) The committee’s objectives and 
the scope of its activities; 

(c) The period of time necessary for 
the committee to carry out its purpose 
(if the committee is intended to func-
tion as a standing advisory committee, 
this should be made clear); 

(d) The official to whom the com-
mittee reports, including the official’s 
name, title, and organization; 

(e) The agency and office responsible 
for providing the necessary support for 
the committee; 

(f) A description of the duties for 
which the committee is responsible (if 
the duties are not solely advisory, the 
statutory or Presidential authority for 
additional duties shall be specified); 

(g) The estimated annual operating 
costs in dollars and person-years for 
the committee; 

(h) The estimated number and fre-
quency of committee meetings; 

(i) The committee’s termination 
date, if it is less than 2 years from the 
date of its establishment; and 

(j) The date the charter is filed. This 
date is inserted by the GSA Committee 
Management Officer after the Adminis-
trator approves the charter.

§ 105–54.203–2 Active charters file. 

The GSA Committee Management 
Officer retains each original signed 
charter in a file of active charters.

§ 105–54.203–3 Submission to Library 
of Congress. 

The GSA Committee Management 
Officer furnishes a copy of each charter 
to the Library of Congress when or 
shortly after copies are filed with the 
requisite committees of the Congress. 
Copies for the Library are addressed: 
Library of Congress, Exchange and Gift 
Division, Federal Documents Section, 
Federal Advisory Committee Desk, 
Washington, DC 20540.

§ 105–54.204 Advisory committee mem-
bership. 

(a) Advisory committees that GSA 
establishes represent the points of view 
of the profession, industry, or other 
group to which it relates, taking into 
account the size, function, geo-
graphical location, affiliation, and 
other considerations affecting the 
character of a committee. To ensure 
balance, the agency considers for mem-
bership a cross-section of interested 
persons and groups with professional or 
personal qualifications or experience to 
contribute to the functions and tasks 
to be performed. This should be con-
strued neither to limit the participa-
tion nor to compel the selection of any 
particular individual or group to ob-
tain different points of view relevant to 
committee business. The Adminis-
trator designates members, alternates, 
and observers, as appropriate, of advi-
sory committees. He/she designates a 
Federal officer or employee to chair or 
attend each meeting of each advisory 
committee. The Administrator also 
designates GSA employees to serve on 
advisory committees sponsored by 
other Government agencies. The HSSO 
or Regional Administrator submits 
nominations and letters of designation 
for the Administrator’s signature to 
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