Council of Federal Executive Secretariats


Minutes

Tuesday, January 6, 2009
9:00am to 11:40am

Hosted by The Federal Aviation Administration
800 Independence, Ave. SW         
Members Present: Marlene Zakai (CNS), Cynthia Douglas (DHHS), Leilani Hannie (DOC), Michelle Barns (DOC), James Gist (SBA) , Richard Henry (DOT), Maria Roumel (DHS), Jan Burmesiter (DHS), Ann Brewer (NIH), Clarence N. Finney Jr. (DOS), T. Tracy Catoe (ED), Octavia Gorham-Greenhill (DOE), Janice Cotter (HHS), Andrew Tarpgaard (FAA), Mary Jefferson (FAA), Shon-tae Wright (FAA). 
9:00a.m.

Meet and Greet



Continental Breakfast

9:30a.m.

Welcoming Remarks
                                        Mary Jefferson, Director of Executive Secretariat of FAA and Chair 

                                        of the council welcomed council members to the first meeting of the new year.  She introduced the FAA Executive Secretariat staff and provided information about the FAA Acting Administrator, Bobby Sturgell. All council members were asked to introduce themselves. They also indicated whether their organization is going through a transition and if they were staying with their organization.                                                     
.

9:45a.m.
New Business – Meeting Host Assignments
                                       The focus was on assigning agencies to host for this year’s meetings, as well as focusing on efforts to get other agencies involved in the council.  All agencies should be participating in the efforts to bring about awareness to the senior leadership in order to support the Exec Sec mission. see attached listing of assignments.
10:20a.m.
Break
10:30a.m.
New Business – Best Practices Assignments

Reference to the 2008 practices were made to give ideas for the upcoming year. A visit to the National Archives and Records Administration was also considered as a part of a best practice item. See attached listing of assignments.
11:00a.m.                      New Business – Goals for the New Year

                                      There was discussion regarding goals and ideas for 2009. Some thoughts included :
·  Field Trips, i.e. NARA
· “ Buddy System” to encourage Agencies who are not presently participating to be a part of the council     
·  White House documents sent out electronically for response
· Template letter for transfer of documents between agencies

11:25a.m.                      White House Updates
The White House is in a transitional period with the changing of the Administration. The Chair will contact the White House regarding handling mail during this period.
The next meeting will be held on Tuesday, February 3, 2009. Meeting place to be announced. 
11:45a.m.                      Meeting Adjourn        


