CHARTER
COUNCIL OF FEDERAL EXECUTIVE SECRETARIATS

Official Designation
The Council of Federal Executive Secretariats
Membership

Membership is voluntary and is open to any Federal agency with an Office
of Executive Secretariat. The agencies currently represented are:

Department of Agriculture

Department of Commerce

Department of Justice

Department of Education

Department of Energy

Department of Health and Human Services
Department of Labor

Department of State

Department of the Treasury
Environmental Protection Agency

Federal Aviation Administration

Federal Emergency Management Agency
Federal Labor Relations Authority
General Services Administration

Nuclear Regulatory Commission

Overseas Private Investment Corporation
Small Business Administration

The White House: Office of Correspondence
. Agency Liaison

. Mail Analysis

U.S. Agency for International Development
U.S. Trade Representative

Veterans Administration

Functions

The Council provides a forum for Executive Secretariats within the
Federal Government to:

a. Exchange information and ideas on executive correspondence
management;
b. Research, discuss, share, and promote best practices to more

effectively enhance the management, work, effectiveness, and



administration of all Federal Executive Secretariats

c. Participate in the development and maintenance of the Executive
Secretariat website.

4. Time Period Necessary for the Council to Carry Out the Purpose
Indefinite

5. Official to Whom this Council Reports
Self Directed Ad Hoc

6. Agency Responsible for Providing Necessary Support for the Council
Shared by participating Executive Secretariats

7. Estimated Annual Operating Costs in Dollars and Person-Years

To Be Determined: Web site costs to be shared equally by the Council
members.

8. Chairperson is appointed by Council Members. The current chairperson
is:

Mr. David G. Spannbauer
Director, Executive Secretariat
U.S. Department of Housing and Urban Development

9. Meetings. Meetings are held at the call of the Chairperson. They are
called at least monthly from September through June (July and August
off). Any member may request that the Chairperson call a meeting.
Meetings will be hosted by member agencies on a rotational basis.

10.  Minutes. Minutes are kept of each Council meeting. The Chairperson
certifies the accuracy

11.  Subcommittee(s)
Established as required.

12.  The Charter for the Council named above is hereby approved on
October 2, 2001.
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Council of the Executive Secretariats, October 2, 2001



