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Commonwealth of Pennsylvania  

Governor's Office  

Subject:  
Identification of Boards, Commissions, 
Councils, Advisory Committees, and 
Authorities 

Number:  
305.19 Amended 

Date:  
 
 
February 18, 2014 

By Direction of:  
 
 
Charles B. Zogby, Secretary of the Budget 

Contact Agency: 
Office of the Budget, Office of Comptroller Operations, Bureau of Commonwealth 
Payroll Operations, Telephone 717.772.5340 
 
 
  This directive establishes policy, responsibilities, and procedures 

for the identification of board, commission, council, advisory 
committee, and authority members and the reimbursement of 
travel expenses incurred in the performance of their duties.  This 
amendment removes Enclosure 1, Report of Boards, Commissions, 
and Councils and replaces paper-based reporting with electronic 
reporting; includes changes to reporting timeframes; and adds 
definitions, responsibilities, and procedures.  Marginal dots are 
excluded due to major changes. 

 
 
1. PURPOSE.  To establish policy, responsibilities, and procedures for the 

identification of board, commission, council, advisory committee, and authority 
members and the reimbursement of travel expenses (i.e., transportation, lodging, 
and subsistence) incurred in the performance of their duties.  

 
2. SCOPE.  This directive applies to agencies under the Governor's jurisdiction and 

other entities subject to Section 216 of the Administrative Code (71 P.S. §76).  
 
3. OBJECTIVE.  To ensure the Office of the Budget, Office of Comptroller Operations, 

Bureau of Commonwealth Payroll Operations (BCPO), Travel Audit Section 
possesses an accurate listing of board, commission, council, advisory committee, 
and authority members and that agencies provide the information required for the 
reimbursement of members’ travel expenses.  
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4. DEFINITIONS. 
 
 a. Agency Administrative Coordinator.  An individual who is assigned the 

administrative duties for boards, commissions, councils, advisory committees, 
and authorities and who serves as an agency’s liaison to the BCPO Travel Audit 
Section. 

 
 b. Agency Assigned Travel Arranger.  In accordance with Management 

Directive 230.10, Commonwealth Travel Policy, the agency assigned travel 
arranger is an individual responsible for travel planning and travel expense 
report preparation on behalf of commonwealth travelers. 

 
 c. Boards and Commissions Application.  A Web-based information 

technology application that stores information pertaining to each board, 
commission, council, advisory committee, and authority and allows agency 
administrative coordinators and other authorized individuals to provide and 
update such information as necessary. 

 
 d. Member.  An individual who serves on a board, commission, council, advisory 

committee, or authority.  Members may or may not be employed by the 
commonwealth. 

 
 e. Membership Details.  The name, personnel number (if the member is a 

commonwealth employee), address, social security number, date of birth, 
email address, banking information (for members receiving travel expense 
reimbursements via direct deposit), and travel information (including, but not 
limited to, frequency of travel, dates for which travel is authorized, justification 
for travel, and agency travel contact information) for each member. 

 
5. POLICY.  
 
 a. The membership of boards, commissions, councils, advisory committees, and 

authorities, shall be determined in accordance with the law, executive order, or 
other administrative action that serves as the basis for establishment.  

 
 b. The name, basis for establishment, rate of member compensation, agency 

administrative coordinator contact information, and membership details of each 
new board, commission, council, advisory committee, and authority must be 
reported to BCPO within 30 days of establishment or at least seven days prior 
to the first date of travel of any member, whichever occurs first.   

 
 c. Any change to the name, rate of member compensation, agency administrative 

coordinator contact information, or membership details of a board, commission, 
council, advisory committee, or authority must be reported to BCPO within five 
business days of the change.  

 
 d. An individual serving on more than one board, commission, council, advisory 

committee, or authority must have one of the entities designated as the 
primary board, commission, council, advisory committee, or authority.  
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 e. Pursuant to Section 216 of the Administrative Code (71 P.S. §76), members 
shall be reimbursed for travel expenses in accordance with Management 
Directive 230.10, Commonwealth Travel Policy and Section 7 of Manual 230.1, 
Commonwealth Travel Procedures Manual, except as noted in section 5.f. of 
this directive.    

 
 f.  Form STD-191, Travel Expense Voucher (hereinafter referred to as “Form STD-

191”) must be used to request reimbursement for travel expenses related to 
the performance of the duties of a board, commission, council, advisory 
committee, or authority when: 

 
   (1) A member does not expect to travel more than once in an official 

capacity. 
 
   (2) A member incurs travel expenses in the performance of the duties of a 

non-primary board, commission, council, advisory committee, or 
authority. 

 
   (3) A member who is a commonwealth employee incurs travel expenses in 

the performance of the duties of a board, commission, council, advisory 
committee, or authority that is outside the jurisdiction of the member’s 
employing agency. 

 
6. RESPONSIBILITIES. 
 
 a. Agency Administrative Coordinators. 
 
   (1) Report to BCPO the name, basis for establishment, rate of member 

compensation, contact information, and membership details of each new 
board, commission, council, advisory committee, and authority within 30 
days of the establishment or at least seven days prior to the first date of 
travel of any member, whichever occurs first. 

 
   (2) Report to BCPO changes to the name, rate of member compensation, 

contact information, or membership details of a board, commission, 
council, advisory committee, or authority within five business days of the 
change. 

 
   (3) Annually review and update membership details or confirm that the 

existing membership details are accurate. 
 
 b. Agency Assigned Travel Arrangers.  Ensure travel expense reports of 

members comply with Management Directive 230.10, Commonwealth Travel 
Policy prior to their submission to BCPO. 

 
 c. Members. 
 
   (1) Provide the membership details required for verification and 

reimbursement of travel expenses. 
 
   (2) Submit requests for travel expense reimbursements in accordance with 

this directive and Management Directive 230.10, Commonwealth Travel 
Policy. 
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 d. Office of the Budget, Office of Comptroller Operations, Bureau of 
Commonwealth Payroll Operations. 

 
   (1) Retain a listing of boards, commissions, councils, advisory committees, 

and authorities, including membership details, in accordance with 
commonwealth records retention and disposition schedules. 

 
   (2) Ensure members expecting to travel more than once are assigned an 

identification number for travel expense reimbursement. 
 
   (3) Audit member travel expense reports in accordance with Management 

Directive 230.10, Commonwealth Travel Policy and the basis for 
establishment of each board, commission, council, advisory committee, or 
authority (with respect to authorized rates of compensation). 

 
   (4) Reimburse members for travel expenses upon the receipt and audit of 

approved travel expense reports, including all applicable attachments and 
receipts. 

 
 e. Office of the Budget, Office of Comptroller Operations, Bureau of 

Quality Assurance.  Consult the Office of Administration, Office for 
Information Technology as needed to ensure the electronic transmission and 
retention of member information meet commonwealth standards for data 
security. 

 
7. PROCEDURES.  The following procedures outline the steps for reporting boards, 

commissions, councils, advisory committee, and authorities, including membership 
details, to BCPO.  Specific procedures for the boards and commissions application 
are available in the Agency Administrative Coordinator Procedures Manual and 
BCPO Procedures Manual. 

 
 a. Reporting a New Board, Commission, Council, Advisory Committee, or 

Authority. 
 
  (1) Agency Administrative Coordinator. 
 
   (a) Access the boards and commissions application. 
 
   (b) Enter the name, basis for establishment, rate of member 

compensation, and contact information for the new board, 
commission, council, advisory committee, or authority and attach 
applicable supporting documentation. 

 
   (c) Click the submit button to generate an email notification to BCPO. 
 
  (2) Office of the Budget, Office of Comptroller Operations, Bureau of 

Commonwealth Payroll Operations.  Open the BCPO email resource 
account and review the agency submission. 

 
   (a) If approved, enter comments (if necessary) and the assigned board 

number in the boards and commissions application and click the 
approve button to generate an email response to the agency 
administrative coordinator. 
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   (b) If disapproved, enter comments in the boards and commissions 

application and click the reject button to generate an email response 
to the agency administrative coordinator requesting further action.  
Disapproval deletes the request in its entirety. 

 
  (3) Agency Administrative Coordinator.  Upon receipt of an approval 

email from BCPO, click the link to provide membership details (refer to 
Section 7.b. of this directive); if disapproved, recreate the submission 
making necessary changes as noted by the comments from BCPO. 

 
 b. Reporting New Membership Details. 
 
  (1) Agency Administrative Coordinator. 
 
   (a) Access the boards and commissions application via the link provided 

in the BCPO email approval noted in Section 7.a.(3) of this directive. 
 
   (b) Create a request to add a member by completing each field with 

applicable membership details. 
 
   (c) In the section titled “agency information,” indicate if the member is 

expected to travel more than once.  If yes, additional required fields 
will appear regarding authorized dates of travel, justification for 
travel, and agency travel contacts.  Complete these fields and click 
the submit button to generate an email notification to BCPO. 

 
  (2) Office of the Budget, Office of Comptroller Operations, Bureau of 

Commonwealth Payroll Operations.  Open the BCPO email resource 
account and review the agency submission. 

 
   (a) If approved: 
 
     1 Determine if the member has a personnel number in the 

commonwealth accounting system; if necessary, create a 
personnel number in the accounting system for the member. 

 
     2 Enter any comments in the boards and commissions application 

that must be shared with the agency administrative coordinator. 
 
     3 Click the approve button to generate an email response to the 

agency administrative coordinator and, if applicable, the agency 
assigned travel arranger. 

 
     NOTE: The agency assigned travel arranger will receive an email 

only if the member expects to travel more than once. 
 
   (b) If disapproved, enter comments in the boards and commissions 

application and click the reject button to generate an email response 
to the agency administrative coordinator requesting further action.  
Disapproval deletes the request in its entirety. 
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  (3) Agency Assigned Travel Arranger.  If the request to add a member 
has been approved, follow the instructions provided in the email response 
noted in Section 7.b.(2)(a) of this directive to ensure the member’s travel 
information is recorded in the commonwealth accounting system. 

 
  (4) Agency Administrative Coordinator.  If the request to add a member 

has been disapproved, review the BCPO comments in the email response 
noted in Section 7.b.(2)(b) of this directive and submit a new request, if 
necessary. 

 
 c. Changes to Membership Details and Removal of Board Members from 

Active Status.  Specific procedures for changing membership details and 
removing board members from active status within the boards and 
commissions application are available in the Agency Administrative Coordinator 
Procedures Manual. 

 
 
 
This directive replaces, in its entirety, Management Directive 305.19, dated 
August 15, 1997. 


