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part. Notice of the availability of such 
annual reports shall be published in ac-
cordance with § 12.11 of this part.

§ 12.10 Designated Federal officer or 
employee. 

(a) The Agency will designate an offi-
cer or employee of the Federal Govern-
ment to chair or attend each meeting 
of each advisory committee established 
under this part. 

(b) No advisory committee shall con-
duct any meeting in the absence of the 
Federal employee or officer designated 
in accordance with paragraph (a) of 
this section. 

(c) The Federal officer or employee 
designated in accordance with para-
graph (a) of this section is authorized, 
whenever he/she determines it to be in 
the public interest, to adjourn any 
committee meeting he/she is des-
ignated to chair or attend.

§ 12.11 Public notice. 
(a) The Agency’s determination pro-

cedure described by § 12.6 of this part 
for the creation of the advisory com-
mittee, and a description of the nature 
and purpose of the committee, should 
be published in the FEDERAL REGISTER 
at least 15 days prior to the filing of 
the committee’s charter, unless the 
Secretariat, for good cause, authorizes 
a shorter period of time between publi-
cation of the notice and the filing of 
the charter. 

(b) Except when the Administrator 
GSA determines contrarily for reasons 
of national security, timely notice of 
each advisory committee meeting, 
whether open or closed to the public, 
shall be published in the FEDERAL REG-
ISTER at least 15 days before the meet-
ing date. Such notice should state the 
name of the advisory committee, the 
time, place and purpose of the meeting, 
and should include, where appropriate, 
a summary of the meeting agenda. No-
tice ordinarily should state that the 
meeting is open to the public or ex-
plain why the meeting or any portion 
of the meeting is to be closed. Notices 
shorter than the time prescribed by 
this paragraph may be provided in 
emergency situations, and the reasons 
for such emergency exceptions should 
be made part of the meeting notice. 
Due to the emergency nature of FEMA’s 

many programs, it is contemplated that 
advisory committees may have to be estab-
lished or meetings called on fairly short 
notice; however, every effort should be 
made to comply with the notice require-
ment, except in cases where delay may re-
sult in harm to individuals or damage to 
property. A request for a determination 
that notice of a meeting should not be 
published for reasons of national secu-
rity shall be submitted to the Adminis-
trator GSA with a statement of rea-
sons supporting such request at least 30 
days before the meeting is scheduled. 
Where, however, there is a significant 
likelihood of severe damage to prop-
erty or injury to individuals, the notice 
period may be reduced as necessary to 
minimize such damage or injury. 

(c) In addition to the notice required 
by paragraph (b) of this section, other 
forms of notice such as public releases 
and notices by mail should be used to 
inform the public of advisory com-
mittee meetings. 

(d) The Committee Management Offi-
cer, in coordination with the Office of 
Public Affairs, should, where practical, 
maintain lists of people and organiza-
tions interested in advisory commit-
tees and notify them of meetings by 
mail. 

(e) Notice of the availability of the 
annual reports required by § 12.9(e) of 
this part will be published in the FED-
ERAL REGISTER no later than 60 days 
after their completion. Notice will in-
clude instructions which will allow the 
public access to the reports.

§ 12.12 Minutes. 
(a) Detailed minutes of each advisory 

committee meeting shall be kept and 
shall contain a record of the persons 
present, a complete summary of mat-
ters discussed and conclusions reached, 
and copies of all reports received, 
issued, or approved by the advisory 
committee. The record of persons 
present shall include the time and 
place of the meeting, a list of advisory 
committee members and staff and 
agency employees present at the meet-
ing, a list of members of the public who 
presented oral or written statements, 
and an estimated number of members 
of the public who attended the meet-
ing. The minutes shall describe the ex-
tent to which the meeting was open to 
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