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DEFINITIONS

BYLAWS

The bylaws form the governing rules, providing order and reason to the operation of an organization. Bylaws provide for protection for the members, whether they are present when decisions are made or whether they are absent. The bylaws provide for specific rights of members of all classes, duties and responsibilities of the officers, how decisions shall be made and by what vote, whether any of the organization’s duties shall be delegated to a board or executive committee, which committees shall be required, how finances shall be handled, how the organization shall be structured, what the purpose of the organization shall be and how it shall be accomplished, and how many members must be present to make legally binding decisions. 

SPECIAL RULES OF ORDER
Special rules of order are those that modify the parliamentary rules generally accepted by the Oak Ridge Site Specific Advisory Board (the Board) such as those contained in Robert=s Rules. Special rules of order should be published with the bylaws.

These are rules modifying debate, or modifying the rules of debate contained in the parliamentary authority adopted by the Board. This usually means the latest edition of Robert=s Rules of Order. Special rules of order carry over from one meeting to succeeding meetings until rescinded.

Special rules of order are adopted by a two-thirds vote after previous notice has been given.

Previous notice and two-thirds vote, or a majority of the entire membership, are required to amend or suspend special rules of order. If special rules of order are part of the bylaws, they require the same vote as the bylaws to amend. However, it is better to make them a separate document.

When they are not part of the bylaws, these rules should be published with the bylaws. That will help to assure that every member is familiar with them before attending meetings.

ORDINARY STANDING RULES
These are rules of an administrative nature that are semi-permanent. Ordinary standing rules may be adopted by a majority vote. They may be amended by a majority vote with notice, or a two-thirds vote without notice. Ordinary standing rules include those made by a motion which establishes them, whether or not the motion specifically states that it is making a standing rule. For example, if a motion is adopted which states that the meetings shall be held every Tuesday at 10:00 am, the motion establishes an ordinary standing rule.
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Oak Ridge Site Specific Advisory Board
MISSION STATEMENT
The Oak Ridge Site Specific Advisory Board is an independent, nonpartisan, broadly representative group of citizens with interests and concerns related to the environment at the Oak Ridge Reservation and surrounding areas. The Board is dedicated to providing informed recommendations and advice to the Department of Energy Environmental Management Program regarding environmental restoration and waste management, as well as land use and economic development of contaminated areas. Recommendations regarding environmental justice, health and safety issues, and other subjects may be developed at the Board=s discretion. The Board is committed to reflecting the concerns of the communities impacted by environmental management of the Oak Ridge Reservation and to serving as a communications link between the public and the relevant government agencies including local governments.
Oak Ridge Site Specific Advisory Board
BYLAWS
ARTICLE I. NAME
The name of this organization shall be: Oak Ridge Site Specific Advisory Board, hereinafter referred to as the ORSSAB, or Athe Board.@
ARTICLE II. OBJECTIVES, RESPONSIBILITIES, FUNCTIONS
A.
Objectives
The ORSSAB shall fulfill its mission within the applicable laws and regulations governing its operation and shall:

1.
Provide informed recommendations and advice to the Department of Energy (DOE) Environmental Management Program regarding environmental restoration and waste management, as well as land use and economic development of contaminated areas.

2.
Reflect the views and needs of the public affected by and concerned with environmental, safety, and health aspects of the Oak Ridge Reservation (ORR).

3.
Conduct public outreach, and invite public involvement in the environmental management process.

4.
Provide ORSSAB recommendations to other agencies, including the United States Environmental Protection Agency, the State of Tennessee, and local government entities, hereafter referred to as Athe agencies.@
B.
Responsibilities
1.
Board Responsibilities:

The ORSSAB shall:

a.
Work constructively with the agencies referred to in Article II.A.4.

b.
Inform the agencies and stakeholders of identified priorities.

c.
Treat all information and materials provided by the agencies in a responsible manner.

d.
Seek additional information to augment information provided to the Board by the agencies.

e.
Respond to concerns and questions of the public, and provide information on Board activities as requested.

f.
Hold meetings that are open to the public, and encourage public participation.

g.
Provide a written record of all Board and committee meetings within a reasonable time period.

h.
Develop and publish an annual report and a general work plan.

i.
Maintain a repository of Board documents available to the public.

j.
Use federal funds and services responsibly.

2.
Board Member Responsibilities

The ORSSAB members shall:

a.
Devote the time necessary to attend meetings, review material, receive training, and fully participate in Board matters in a manner consistent with these Bylaws.

b.
Work constructively with other members of the Board in the best interest of the Board and the public.

c. 
Represent Board activities and positions accurately, and clearly distinguish between group positions and personal viewpoints when communicating with the public, the media, or other organizations.

3.
DOE Responsibilities:

The DOE is expected to make the following commitments:

a.
Appoint ORSSAB members and name nonvoting student representatives, maintaining real-time status information on memberships and vacancies.

b.
Ensure that Board membership is balanced with regard to technical and nontechnical backgrounds, geographical locations and interests, race, color, creed, gender, and age.

c.
Communicate relevant environmental management decisions to the Board.

d.
Provide timely access to information pertinent to environmental restoration, waste management, and related decision-making. Uncertainties associated with such information should be clearly identified and communicated.

e.
Inform the Board of DOE processes, programs, projects, and activities pertinent to the Board=s mission.

f.
Review Board recommendations within an agreed upon time.

g.
Explain the basis for acceptance or rejection of ORSSAB recommendations (e.g., regulatory, technical, budgetary considerations).

h.
Designate at least one DOE ex-officio, nonvoting representative to attend Board meetings and participate in discussions.

i.
Provide the Board and committees with administrative staff and technical support persons.

j.
Advise the Board of impending legislation that could affect environmental management or environmental restoration on the ORR.

C.
Functions
In order to achieve its mission, fulfill its purpose, and operate within its Bylaws, the ORSSAB shall:

1.
Identify and prioritize issues.

2.
Obtain timely and balanced information from available sources, including the DOE, contractors, independent consultants, and the public.

3.
Ensure that Board recommendations and advice are accurate and representative, and that they are considered when decisions are made by the DOE.

4.
Assess the effectiveness of the Board=s activities annually.

D.
Decision Making
All Board decisions relating to recommendations and advice to DOE shall be reached through parliamentary procedure. The Board shall strive for substantial agreement among Board members. Recommendations to DOE shall require a simple two-thirds majority vote of the entire Board membership. The decision‑making process is described in the Board=s Special Rules of Order.

E.
Voting

Voting by proxy on any Board or committee action is prohibited.

ARTICLE III: MEMBERS
A.
ORSSAB Member Selection 

1.
The DOE Assistant Secretary for Environmental Management shall appoint each voting Board member for a two-year term. All qualified candidates shall be considered when vacancies occur.

2. 
Letters of appointment to the Board shall be prepared by the DOE.

3.
The Board shall consist of not more than twenty (20) voting members and one nonvoting student member. 
B.
Terms of Board Service

1.
Members shall be appointed to serve a two-year term.

2.
Members may be reappointed twice for additional consecutive two-year terms. 

3.
Membership should be staggered so that at least one-third of the Board is retained for continuity.

4.
Members who fail to attend three consecutive regularly scheduled Board meetings may be recommended for removal from the Board by a two-thirds vote of Board membership. 
C.
Board Diversity

The ORSSAB shall:

1.
Reflect the concerns of the communities including local governments affected by the ORR Environmental Management Program.

2.
Be balanced with regard to technical and nontechnical backgrounds, geographical locations and interests, race, color, creed, gender, and age.

D.
Conflict of Interest
1.
Members shall not participate in matters that have a direct financial interest in companies, organizations, or associations to which they have ties, other than an impact as part of a class of entities. 

2. Members shall refrain from any use of their membership that gives the appearance of being motivated by a desire for private gain. 

3. All members should advise the Board chair and the Deputy Designated Federal Officer (DDFO) of a potential conflict in advance of any discussion of such a topic and, at the time of the discussion, make their recusal a matter of the record.

ARTICLE IV: OFFICERS
The ORSSAB officers shall be elected annually by majority vote of the Board membership. No officer shall serve more than two (2) consecutive years in the same office.

A.
Chair

The Chair shall:

1.
Preside and conduct general meetings.

2.
Be the official spokesperson of the Board, recognizing his/her responsibility to represent the range of views of the Board.

3.
Serve as the point of contact for all Board members and the administrative staff.

4.
Exercise general executive authority on behalf of the Board, subject to ratification by the Executive Committee.

5.
Perform other functions and duties as may be voted upon by the Board or the Executive Committee.

6.
Use the services of a facilitator, if desired, upon approval of the Executive Committee.

7.
Have the same voting rights as any other member.

B.
Vice-Chair
The Vice Chair shall:

1.
Perform the duties of the Chair in his/her absence or disability. 

2.
Assist the Chair as requested by the Chair or the Executive Committee.

C.
Secretary
The Secretary shall:

1.
Assume the duties of the Vice-Chair in his/her absence or disability.

2. 
Work with the DOE representative to give due notice to Board members of all Board and Executive Committee meetings.

3.
Keep full and accurate records of the proceedings of the Board and Executive Committee with assistance from administrative staff.

4.
Keep records of attendance of Board and Executive Committee meetings. The Secretary shall notify the Chair of any member with two or more consecutive absences at regular Board meetings.

5.
Submit minutes of Board meetings to the administrative staff for timely distribution to Board members.

6.
Work with the DOE representative in drafting an annual report.

D.
Removal of Officers
1.
An officer of the Board may be deposed from office for misconduct or neglect of duty in office by a two-thirds (2/3) vote of the Board.

E.
Replacement of Officers

1.
A Board office vacancy that comes into existence will be announced at a regularly scheduled Board meeting.

2.
An election by majority vote of the entire Board will be held at the next regularly scheduled Board meeting after the meeting at which the vacancy was announced.

ARTICLE V: MEETINGS
No member of the ORSSAB or the public shall be excluded from any meetings (except the Nominating Committee) providing his/her conduct at said meetings is in accordance with the Bylaws established by the Board.
A.
Regular Board Meetings

Regular meetings of the ORSSAB shall be held at least once per month, though other Aspecial@ meetings may be called to conduct the business of the Board.

B.
Annual Board Meetings

The Board shall hold an annual meeting during the month of August to elect new officers. Newly elected officers assume duties upon adjournment of the Annual Meeting. The Board year begins in September for purposes of annual reporting. 

C.
Notice of Board Meetings

Notice of the regular monthly meetings, as well as a copy of the agenda, shall be sent to each member in writing, as well as to local and surrounding news media. Written notice of the annual meeting shall be provided four weeks in advance.

D.
Special Board Meetings 

Special meetings may be called at any time and for any location with written notification to Board members, including a copy of the agenda, within a time period consistent with Federal Register requirements. Special meetings may be called by (a) the Chair, (b) a majority of the Executive Committee, or (c) a majority of the Board.

E.
Executive Committee Meetings

The Executive Committee shall meet at least once per month. Special meetings of the Executive Committee may be called by the Chair, Secretary, or by a majority of the Executive Committee with at least three (3) days written notice.

F.
Committee Meetings

The standing committees shall meet regularly at times and locations of their choosing. The Board and DOE shall be informed of the time and location of these meetings at least three (3) days in advance. Ad Hoc committees and other committee meetings may be held as needed. 

G.
Quorum for Meetings

For the purpose of conducting official business, a quorum shall be a simple majority of the membership of the Board, Executive Committee, or committee. When necessary to achieve a quorum, absent members may be contacted to participate by teleconference, provided that all absent members are given the same opportunity.

ARTICLE VI: EXECUTIVE COMMITTEE
A.
Composition

1. The Chair of the Board shall be the Chair of the Executive Committee. 

2. The Executive Committee shall be composed of the elected officers of the Board and the committee chairs. 

B.
Meetings

Meetings of the Executive Committee shall be held monthly. Meetings may be held at other times as called by the Chair, the Secretary, or upon request of a majority of Executive Committee members.

C.
Authority
The Executive Committee shall have general administrative authority to transact business between regular meetings (e.g., setting budgets and agendas, coordinating committee activities). The Executive Committee shall present all recommendations, other than administrative, to the Board for action. Action on routine general administrative matters requiring time critical action by the Executive Committee may be handled by polling members through any quick means of communication.  Decisions will be validated by the Board chair and documented in the minutes of the next regularly scheduled meeting.
D.
Quorum
A quorum of the Executive Committee shall be a majority of its members.

ARTICLE VII. STANDING AND AD HOC COMMITTEES 
A.
Projects
Projects selected by the Board will address those subject areas described in the Mission Statement. 

B.
ORSSAB Committees - Definition and Duties
1.
Membership on ORSSAB Standing Committees is open to all members of the Board and members of the public. 

2.
ORSSAB Committees shall: 

a.
Report their membership to the Secretary.

b.
Elect a committee chair and a vice-chair that may assume duties in absence of the committee chair. Both shall be SSAB Board members.

c.
Complete a committee work plan by the second meeting following the Annual Board meeting. 
d.
Gather information from committee members, DOE, and the public on major issues related to their projects. 

e. 
Request specific documents related to their projects from DOE and other agencies as needed. 

f. 
Suggest/request speakers, independent technical consultants, and travel related to their projects. 

g.
Draft recommendations for the Executive Committee and Board to submit to DOE. 

C.
Composition of Standing Committees
1.
Standing Committees shall be composed of their members and one DOE technical support person to serve as an ex-officio member. 

2.
Each committee shall elect ORSSAB members as chair and vice-chair and may replace either by majority vote of all ORSSAB committee members present at any regularly scheduled meeting. 

3.
Any Board member except Board officers may serve as a standing committee chair. 

4.
No Board member may serve as standing committee chair of more than one standing committee. 

5.
Members of the public may fully participate.

D.
Ad Hoc Committees
Ad Hoc Committees address issues (e.g., internal process or special mission-related topics) on a short-term or sporadic basis. 

1.
Ad Hoc Committees may be created by a majority vote of the Board or the Executive Committee, or by appointment by the Board Chair. 

2.
Ad Hoc Committees shall select their committee chair(s) and maintain a membership roster. 

3.
Members of the public may participate on a nonvoting basis in any Ad Hoc committees except the Nominating Committee.

4. 
The Nominating Committee is an Ad Hoc Committee and shall: 

a.
Be elected at a regular Board meeting two (2) months preceding the annual election of officers. 

b.
Be composed of ORSSAB members who are not officers. 

c.
Present a slate of nominees for Board offices at the meeting preceding the meeting in which officers are elected. 

d.
Obtain the consent of all nominees. 

e.
Have the option to conduct its meeting(s) in private. 

f.
Have the right as individual members to be nominated for any office. 

ARTICLE VIII: PARLIAMENTARY AUTHORITY

Robert=s Rules of Order Newly Revised, current edition, shall apply on all questions of procedures and parliamentary law not specified in these Bylaws or in the Federal Advisory Committee Act.

ARTICLE IX: BYLAWS CHANGES
These Bylaws may be changed at any regular meeting of the Board by a two-thirds (2/3) vote of the entire Board, provided that the proposed change was submitted in writing and read at a previous regular business meeting.

SPECIAL RULES OF ORDER

I.
DECISION MAKING (Refer to Bylaws Section II, D.)

A.
Principles

It is the desire of the Board that the following democratic principles embodied in parliamentary law be preserved in the Board’s decision-making process: 

1.
the right of the majority to prevail; 

2.
the need to work for the largest majority possible; 

3.
the right of the minority to be heard and its viewpoints, needs, and concerns to be addressed in Board deliberations; 

4.
a regard for the rights of individuals, absentee members, and the Board as a deliberative assembly; and 

5.
the right of members to cast votes to show support or non-support of Board issues and recommendations. 
It is the desire of the Board that consensus building be an integral feature of the decision-making process, and that the Board and its members be accountable to the public for its decisions. 


B.
Process for Recommendations
1.
Proposed recommendations may come from committees, the Executive Committee, or individual members. 

2.
Proposed recommendations must be in writing. 

3.
Proposed recommendations will be included in Board packets or be made available to members prior to the Board meeting, along with supporting background documentation.
4.
Proposed recommendations are discussed at Board meetings and are agreed to, rejected or returned to committees for further work (e.g., editing, refinement, incorporation of public and/or members’ comments). 

5.
Proposed recommendations are introduced as motions for Board approval.

6.
During deliberations, Board members will signal their agreement/disagreement with any section of a recommendation in order to let the presiding officer know how to proceed. 

7.
If discussion becomes too confusing, contentious or time consuming, any Board member may move to send a recommendation to a committee for additional work. 

8.
Board members who disagree with a proposed recommendation or any part of it are obligated to inform the committee in writing and make a good faith effort to resolve differences at the committee level. 

9.
When it appears that a recommendation has substantial agreement, the presiding officer may call for a vote. 

10.
In deference to the rights of the majority and the minority (especially a minority greater than one-third), “substantial agreement” (consensus) is defined as agreement of two-thirds of those present and voting or agreement of a majority of the full membership of the Board, whichever is greater. 

11. 
Consensus-based recommendations, especially those dealing with complicated and/or controversial issues, may require more than one draft and may take two or more months to evolve into a form that is acceptable by a majority of the Board. 


C.
Process for Time Critical Recommendations 

There may be instances when the process for approval of recommendations limits or prohibits timely advice to the Environmental Management Program. In these cases, a “fast track” process may be employed. The procedure for time critical recommendations is as follows: 

1.
Recommendations will be submitted in writing to the Executive Committee. 

2.
During its monthly meeting, the Executive Committee and others in attendance may revise the recommendation. 

3.
The recommendation is distributed promptly (next day) to Board members with an explanation of the time constraints, a request for immediate attention, and a deadline for submission of comments. 

4.
Upon receipt of comments, the originators of the recommendation will review the comments and be prepared to discuss the recommendation and any revisions at the upcoming Board meeting. 

5.
The recommendation will be presented for approval at the upcoming Board meeting. 

6.
When a substantive decision needs to be made at a time when a meeting of the Board or Executive Committee is not scheduled, the Chair shall discuss it with Executive Committee members via telephone or other quick means of communication. Upon request of a majority of Executive Committee members, an Executive Committee meeting may be called, per ORSSAB Bylaws Article VI.B. 

D.
Process for Public Participation 

Public involvement in ORSSAB activities is encouraged through public comment periods at Board meeting and participation in committees. 

1.
Prior to Board meetings, copies of the agenda and Board meeting packets shall be made available to the public at the DOE Information Resource Center. 

2.
Written comments must be submitted seven days before the Board meeting to be included in the Board packet. Written comments also may be submitted at Board meetings for future consideration.
3.
Comment periods shall be set aside during each Board meeting for oral comments from members of the public on any matter pertinent to ORSSAB business.

4.
Any speaker wishing to be heard during the comment period should place his/her name, affiliation, and topic on the sign-up sheet at the beginning of the meeting. 

5.
Speaker time limits will be established by the Chair during the public comment period based on the number of individuals who wish to speak. 

6.
Members of the public known to have expertise in an area under discussion may be asked by Board members to speak during Board deliberations. 

7.
Members of the public who believe they have information on specific topics under discussion may ask to be recognized by the Chair. 

8. 
Members of the public are encouraged to attend committee and Executive Committee meetings and work with Board members to draft proposed recommendations. It is here that individuals who are not Board members have the most opportunity to participate in Board deliberations and to be of value to the Board in its efforts to prepare recommendations for DOE. 

STANDING RULES

I.
TIME AND PLACE OF BOARD MEETINGS 

The regularly scheduled monthly meeting of the Board will be the second Wednesday of every month at 6:00 p.m. at a place announced one month in advance or as determined by previous notification. 

II.
BUDGET (Refer to Bylaws Article II.B.1.j. and B.3.g.) 

1.
The Department of Energy (DOE) has authority over all DOE government funds appropriated to the ORSSAB. 
2. The Executive Committee has administrative authority for decisions on matters involving financial resources. In this capacity, the Executive Committee shall approve requests for activities that require expenditure of government funds.
III.
ANNUAL WORK PLAN
1. At the Annual Retreat held in conjunction with the August Annual Meeting, potential issues and topics from the ex officios’ agencies and stakeholders are presented and discussed. The issues and topics are screened for mission applicability, prioritized, and tentatively assigned to committees or to the full Board. Committee meeting dates are scheduled, and all members are tentatively assigned to a committee before the planning retreat is concluded.
2. Committees meet prior to the next Board meeting to elect chairs and vice-chairs, finalize objectives and tasks, identify technical support/facilitation needs, and begin drafting committee work plans. 

3. Committee chairs report progress at the September Board meeting. 

4. Committees provide revised work plans that are consolidated into an overall Board work plan drafted by support staff and presented at the October Board meeting. 

5. Work plans may be revised at any meeting of the originating committee. Meeting minutes shall highlight such revisions. 

6. At any scheduled Board meeting, a work plan may be revised (e.g., deletion of tasks deemed outside charter or mission) through the normal deliberative decision making process.
IV.
TRAVEL

1.
Travel requests must be submitted through committees in writing on the ORSSAB Travel Request Form (see Attachment 1). 

2.
Travel must be directly related to Board activities.

3. Travel requests are approved or denied by the Executive Committee. 

4. Traveler must submit a written trip report (see Attachment 2).

V.
TECHNICAL SUPPORT 
Technical support for Board activities includes, but is not limited to, facilitation at Board and committee meetings, the annual retreat, and Chairs’ meetings, and technical assistance to members and committees so that members can understand issues under consideration by the Board. 

In all cases, requests for technical support must be reasonable and directly related to Board issues and activities. 

A.
Authority

1. The Executive Committee holds authority to approve technical support requests and may reallocate or request additional hours as deemed necessary. 

2. The Board may review and change Executive Committee decisions on technical support matters through its normal deliberative decision-making process. 

3. In consultation will DOE, the Executive Committee and the ORSSAB member or committee through which the technical support request is generated will recommend the group or individual(s) to be tasked to supply the technical support. 

4. Technical support requests and deliverables resulting from those requests must be included in the Board’s public records. 

5. ORSSAB committees are encouraged to develop schedules and estimates for technical support tasks at the beginning of the fiscal year based on committee work plans. 

B.
Process

1. Support staff compiles technical support requests on behalf of Board members and committees for submission to the Board Finance for review and to the Executive Committee for approval. Requests must be submitted on the ORSSAB Technical Support Form (Attachment 3). Scope of work and time frames must be specific (the DOE Federal Coordinator may be contacted for assistance). 

2. The Executive Committee develops estimates of Board technical support needs (e.g., monthly Board meetings and annual retreat facilitation). 

3. The Board Finance Committee reviews technical support requests to determine if resources are available to fund them, based on funds budgeted at the beginning of the fiscal year. 

4. The Executive Committee approves, amends, or rejects requests based on the applicability of the scope of work to Board business and the reasonableness of hours requested. Board members and committee Chairs may provide additional justification for technical support requests to the Executive Committee during its review of the requests.

5. Following Board Finance Committee review and Executive Committee approval of technical support hours and scope of work, the DOE Federal Coordinator prepares a task order for the requested technical support.

6. The DOE Federal Coordinator, the Executive Committee, and the ORSSAB member or committee through which the technical support is generated may review potential groups or individuals to be tasked to supply the technical support and recommend the group or individual most suited to fulfilling the scope of work. 

7. Once the Federal Coordinator completes the task order and the procurement request, the Contracting Officer is notified and contacts the technical support contractor to initiate the work release. 

8. Upon award of the contract, the ORSSAB member or committee through which the technical support is generated works directly with the technical support contractor to accomplish the scope of work.

 VI.
REMOVAL OF BOARD MEMBERS 

A.
Process 

1.
The ORSSAB Secretary will inform the Executive Committee if a member misses two consecutive regularly scheduled Board meetings. 


2. At the next regularly scheduled Board meeting, removal of the Board member will automatically be placed on the agenda as an item to be voted on. 

3. If a Board member in question has re-established attendance, then the vote may be removed from the agenda. 

B.
Authority 
1.  ORSSAB recognizes that DOE, has the sole authority to appoint and remove members from the Board. 
2.
After a two-thirds affirmative vote by ORSSAB members present and voting, a request will be forwarded to DOE asking that DOE: 

a.
Notify the Board member of the vote; 

b.
Request his/her resignation from the Board; and

c. Appoint a replacement as soon as possible. 

3. 
If the required two-thirds vote to request the removal of a member is not received, then the “clock starts over” with regard to absences, and a subsequent vote is not automatically placed on the agenda until two more consecutive Board meetings are missed. 

VII.
RESIGNATION OF BOARD MEMBERS

A.
Process 

1. 
Members who wish to resign shall submit a letter to the Assistant Secretary of Environmental Management at DOE Headquarters with copies to the ORSSAB DOE Deputy Designated Federal Officer and the Board Chair and Secretary. 

ATTACHMENTS
Attachment 1
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TRAVEL REQUEST FORM
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Requested by ________________________________

Date__________________

Member of the Following Committee _____________________________________________

Name of Meeting_______________________________________________________

Destination______________ Dates___________________ Estimated Cost___________

Purpose_________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Executive Committee

_____Approval
_____Denial
__________Date

Rationale for approval or denial of travel request_________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

I understand that upon return I am to provide the Board a written trip report to receive travel reimbursement. The trip report will be distributed to Board members, and a copy will be kept in the SSAB library.

Signature________________________________

Date__________________

Attachment 2 

Written Trip Report Guidelines


Please include the following information in your written trip report. You may want to add additional information (e.g., agenda, handouts, etc.). 
I.
Name of Traveler

II.
Date(s) of Travel

III.
Location of Meeting

IV.
Name or Description of meeting

V.
Purpose of Travel 

VI.
Discussion of Meeting 

VII.
Significance to ORREMSSAB 

VIII.
Names & Telephone Numbers of Significant Contacts 

IX.
Action Items

X.
Traveler’s Signature & Date 

Oak Ridge Site Specific Advisory Board

TECHNICAL SUPPORT REQUEST FORM

This section to be completed by requesting Board member or committee (see example on page 2):
Scope of Work Title: _______________________________________________________________ 
	
Specific Task (s)
	Time Frame
	Estimated Hours

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total 
	


Member or Committee Chair: 

Date: 



This section to be completed by Board Finance Committee:

$ _________  Committee budget for affected line item

  ( ________  Line item costs incurred to date

$ _________  Line item budget remaining at time of new request
  ( ________  Cost of new request

$ _________  Line item budget remaining
Funds Available:
Yes: 

No: 
 
Board Finance Committee Chair: 

 Date:


[image: image3]
This section to be completed by Executive Committee:

Approved: 

Denied: 
 Date:


Executive Committee Chair: 

 Date:



- Example -
Scope of Work Title:  Technical Support for Review of the ETTP Zone 2 FFS and Proposed Plan 
	
Specific Task (s)
	Time Frame
	Estimated Hours

	Prepare simplified bulleted product that will be useful to the board for full understanding as to what would be the end results of each alternative:

a. What would the site look like?

b. What DOE controls would have to remain in place?

c. What restrictions would be in land notices?

d. Are the NEPA concerns adequately addressed?
	July-Aug
	24

	Meet and discuss with EM committee, committee issue managers, and city/county officials the public’s expectations for ETTP Zone 2:


a. Site appearance

b. Historical preservation expectations

c. Slabs, underground lines, fences, surface water, basements…

d. Economic growth/concerns

e. Restrictions
	July-Aug
	6

	Prepare concept proposal(s) – what alternative best represents the public’s/officials’ view
	July-Aug
	2

	Develop SSAB recommendations with EM committee during the public review period (July)
	Sept.
	4

	Total 
	36
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