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I. PURPOSE.
This document sets forth the scope, membership, functions and operating procedures for the NASA HQ ADP/T CAC. The CAC identifies common ADP/T requirements, as well as unique mission requirements, influences solutions in support of the overall NASA mission, and provides inputs and recommendations to the HQ Information Systems & Technologies Office (HISTO) and the ADP/T Board of Directors. 

II. SCOPE.
The scope of the CAC concerns ADP/T resources relevant to NASA HQ. These resources include hardware, software, engineering services, network services, applications development and other ADP/T services provided by the HISTO and its contractors. 

III. MEMBERSHIP
The CAC is composed of individuals appointed by each NASA HQ office and are specified in the respective Service Level Agreements. All members have the authority to represent fully their office's ADP/T requirements. The CAC members are separate and distinct from those individuals serving as members of the ADP/T Board of Directors. The HISTO Chief serves as the permanent co-chair and provides the Executive Secretary. The customers will be represented by a co-chair selected by the CAC. 

The role of the HISTO co-chair is to:

· Ensure that Board of Directors' issues and actions are addressed. 

· Provide liaison with the Board chairperson. 

· Request CAC recommendations when a "majority rules" vote is appropriate. 

· Request CAC recommendations and feedback as input to HISTO decisions as appropriate. 

· Determine mandatory agenda items. 

· Propose initiatives for the beneficial application of Information Technology across HQ. 

The role of the customer co-chair is to:

· Ensure CAC members' views are considered. 

· Assist in the development of agendas. 

· Surface issues and interests common to NASA HQ offices. Act as facilitator at CAC meetings. 

The customer co-chair may be rotated amongst the CAC members, as determined by the CAC. The CAC members will have the option of making alternate presentations to the Board. 

IV. FUNCTIONS.
The HISTO is charged with providing ADP/T capabilities to satisfy the business and management needs of NASA HQ. 

The CAC provides a mechanism to:

· Jointly consider ADP/T requirements to ensure that HISTO provides support that meets the needs of all NASA HQ offices. 

· Balance those requirements against budget constraints. 

· Work with the CAC in establishing and maintaining the core infrastructure and services. 

· Gives the CAC an opportunity to influence services being delivered. 

Specific CAC functions include: 

· Represent customer office ADP/T requirements. 

· Represent customer issues and influence solutions. 

· Surface and assist in developing common NASA HQ ADP/T requirements, i.e., new technical initiatives and common applications, and assist in establishing priorities utilizing a well defined process. 

· Review status of ADP/T activities provided by HISTO. 

· Evaluate ADP/T services for continuous improvement. 

· Develop inputs, identify recommendations and advise the ADP/T Board of Directors in areas such as HQ ADP/T policy and standards and strategic direction. 

· Interact directly with respective Board of Directors' member to work on individual office's positions on Board's meeting agenda. 

· Assist in planning and coordination for testing, prototypes, changes to service delivery, and implementation of new capabilities. 

· Exchange ideas to effect cost savings, achieve efficiencies, share resources, and make best use of information technology to meet business needs. 

V. OPERATING PROCEDURES
The CAC meets monthly or as called by one of the co-chairpersons. Meetings are open to members, HISTO personnel and invited SAIC staff and other guests. 

The Executive Secretary is responsible for preparing the agenda, summarizing minutes, documenting issues and decision packages and distributing pre-meeting materials. When this is not possible and new material is first presented at a CAC meeting, every effort will be made following the meeting to allow individual or group opinion forming and submission to HISTO. 

Meetings will begin and end on time, follow the agreed upon agenda and allow ample time for discussion. The CAC meeting agendas will be developed by the co-chairs for each meeting. 

The CAC preferences will be solicited for proposed recommendations to the Board and members will actively participate by taking part in group discussions, asking questions or volunteering their opinions. A formal recorded vote and sign-off by the CAC members will be conducted for all "majority rule" decisions with outcome decided by a majority of members present, with each member allowed one vote. When CAC consensus is not reached, an accurate assessment of the issues and divergent viewpoints will be documented. 
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