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NEBRASKA DEPARTMENT OF EDUCATION


ADMINISTRATIVE MEMORANDUM #203


ISSUED:  MARCH, 2011
TO:


Nebraska Department of Education Staff

FROM:


Roger D. Breed, Commissioner of Education

SUBJECT:

ADVISORY COMMITTEES

FOR ASSISTANCE:
Contact Central Accounting at 471-3563. 
PURPOSE

Describes how Department-established advisory committees may be reimbursed and identifies the State statutes which indicate when and how committees may be formed and reimbursed.

Advisory Committees - Upon prior approval of the Leadership Council Member (LCM) or Commissioner’s designee to have an Advisory Committee meeting, the expenses of the members of the Advisory Committee serving strictly in an advisory capacity to the Department may be reimbursed subject to the same statutes and regulations as State employees (reference Section 81-1178 to 81-1180 and Memorandum #201), provided the Advisory Committee falls within one of the following three categories.

Type 1)
The Advisory Committee has been created by State Statute (81-1178). In this case, Central Accounting will need a current reference to the appropriate State statute or Legislative Bill (LB) number and a current list of members with their terms of membership on file prior to payment of any committee expenses. 

Type 2)
The Advisory Committee is necessary for the purpose of compliance with acts of Congress, or federal rules and regulations resulting from such acts or grant mandates (81-1179). In this case, Central Accounting will need a current reference to federal statute or regulation, a copy of the federally required and approved State plan or grant application which identifies the committee, and a current list of members with their terms of membership on file prior to payment of any committee expenses.

Type 3)
All other Advisory Committees which exist, but are not entitled to reimbursement under paragraphs number 1) and 2) above, will be entitled to reimbursement as State employees if such committee is approved by the Governor and an appropriation is made for such purpose (81-1180). In this case, Central Accounting will need written approval of the Governor for reimbursement of expenses and a current list of members with their terms of membership on file prior to payment of any committee expenses.

Because of the detailed information needed before reimbursement can be made, claims for expense reimbursement by members of an Advisory Committee should be made on an Expense Reimbursement Document (See Memorandum #401). Expense reimbursement coding will be the same as for regular Department employees.

Letter Contracts - When none of the methods in 1) through 3) above are applicable, staff may use letter contracts (subject to the provisions of Memorandum #111) to reimburse individuals who perform advisory services to the Department.  

Establishing Advisory Committees
Lists of new members and their terms for new committees or changes to existing committees will be submitted in the following manner.

1)
For Type 1) and Type 2) Advisory Committees a form (Appendix A), available in Central Accounting, will be prepared citing the committee name, the authority for its existence (State or federal statute, federal rule or regulation, federally approved State plan or grant application), the name, title, organization/group represented, and term of each member eligible for reimbursement. A copy of the approved federally required State plan or grant application will also be attached, if identified as the authority for committee existence. Such list will note the date of State Board approval, if applicable, or be signed by the Commissioner and routed to Central Accounting for filing. Notification of changes to Type 1) or 2) committees will be by the same procedure.

2)
For new Type 3) Advisory Committees a form (Appendix A), available in Central Accounting, will be completed, initialed by the LCM or Commissioner’s designee, and approved by the Commissioner. Upon the Commissioner's approval, the form will be routed to Central Accounting, which will forward the form to the DAS Accounting Division for the Governor's approval. Upon approval by the Governor, Central Accounting will notify the appropriate team and staff members, as well as the Commissioner, of the approval. Notification of changes to the list of members of existing Type 3) Advisory Committees will be by letter from the Commissioner to the Governor, initiated by the LCM or Commissioner’s designee, through Central Accounting. Central Accounting will forward the letter to the DAS Accounting Division.

3) 
Any changes to Type 1) through Type 3) advisory committees will be made in the same manner identified above.

Working Lunches

In some instances, it is financially prudent to provide lunch to advisory committees as they conduct their work, instead of breaking for lunch (non-working). This is especially true when working through lunchtime will shorten the meeting and reduce associated travel costs of advisory committee members. Requests for working lunches must be approved by the Commissioner or the Deputy Commissioner.
Requests for advisory committee working lunches must be in writing and submitted to the Commissioner or the Deputy Commissioner through the LCM or Commissioner’s designee. They should identify the Advisory Committee, the membership of the committee in attendance at the meeting, the Department staff in attendance at the meeting working with the committee, and a copy of the agenda. The approved request must accompany the disbursement document and invoice which pays the bill for the lunch along with any expense reimbursement documents associated with the meeting. Staff is encouraged to contact Central Accounting to insure that these guidelines and procedures are current, as they have changed frequently in the past.

