	

	BPA MANUAL
Chapter 157:  Guidelines for Congressional Hearings Preparation
Part:  Management and General Administrative
	Page:
157-4
Date:
11/15/02



157.1
PURPOSE:  The purpose of this chapter is to establish guidelines to

A.
Provide a general description of the roles of the offices involved in the Congressional hearings; and

B.
Lay out the steps to be taken in preparing for Congressional hearings.

C.
BPA is periodically called upon to provide testimony at Congressional hearings on topics involving activities in all BPA program areas.  Being fully prepared for these hearings often requires a great deal of staff work, in a short period of time, from a variety of BPA organizations.  Recognizing the short notice often provided, the objectives of these guidelines are to ensure that:

1.
BPA has prepared testimony responsive to the concerns of those calling the hearing;

2.
BPA witnesses are fully prepared on the issues and questions that may arise and are aware of the background of the committee members; and

3.
Necessary follow-up activities occur in a timely manner.

D.
Separate guidelines, describing the roles of the Regional Relations Manager and Business Services have been developed for BPA’s budget hearings.  These hearings differ from those described above in that they reoccur each year and are generally scheduled some time in advance.

157.2
RESPONSIBILITIES

A.
The Washington, DC, office is the primary contact point for Members of Congress, their staffs, and the committee staffs.  As a result, the Washington, DC, office is most often the first to learn about a pending Congressional hearing involving BPA.  It is their responsibility to ensure that the Regional Relations Manager and affected program offices are notified of the hearing at the earliest possible time.  The Washington, DC, office is also responsible for:

1.
Analyzing Congressional concerns;

2.
Recommending and implementing legislative strategy;

3.
Providing input on the substance of BPA testimony;

4.
Identifying potential issues and questions;

5.
Providing input on, and implementing, the strategy for hearing presentations;

 6.
Obtaining clearance by OMB/DOE;

 7.
Developing and arranging witnesses' Washington, DC, itineraries;

 8.
Coordinating Washington, DC, press contacts;

 9.
Briefing US legislators, their staffs, and executive officials;

10.
Attending hearings and noting all follow-up requests;

11.
Obtaining hearing transcripts; and

12.
Obtaining clearance on revised transcripts

B.
Regional Relations is responsible for coordinating BPA’s headquarters preparation efforts.  That is, to ensure that the steps described are carried out as smoothly and efficiently as possible.  Regional Relations is responsible for:

 1.
Establishing BPA's internal schedule for hearing preparations;

 2.
Editing and collating the briefing book and related materials;

 3.
Analyzing Congressional concerns;

 4.
Providing input on, and final review of, BPA testimony;

 5.
Identifying potential issues and questions;

 6.
Providing input on the strategy for hearing presentations;

 7.
Informing offices of hearing developments;

 8.
Producing the hearing book for the Administrator and DOE;

 9.
Coordinating BPA witness travel;

10.
Participating in development of witnesses' Washington, DC, itineraries; and

11.
Coordinating transcript review and other follow-up activities.

C.
In those instances when Congressional hearings are held in the Northwest, Regional Relations assumes the logistical responsibilities performed by the Washington, DC, office for hearings held in Washington, DC.  Those responsibilities may include arranging for hearing rooms and times, developing itineraries for witnesses, attending hearings, and noting follow-up requests.  The Washington, DC, office will, in all cases, provide advice and review on hearing strategy and documents.

D.
Program Offices:  The specific program office involved in the preparation efforts for a Congressional hearing will vary depending on the topic of the hearing.  The involved offices are responsible for developing the testimony and other materials necessary for BPA to be clear, accurate, and responsive to Congressional concerns.  The program offices are responsible for:

 1.
Preparing testimony;

 2.
Identifying potential issues and questions;

 3.
Providing input on hearing strategy; and

 4.
In some cases, presenting testimony at the hearing.

E.
General Counsel can have two roles in preparation efforts for Congressional hearings.  They will review the testimony of BPA witnesses and contribute to planning the hearing strategy.  In addition, they may, for Congressional hearings involving legal issues, serve as the program office and be involved in all of the activities listed above for program offices.

F.
Budget Support, Business Services, has a special role in the Congressional appropriations hearings process which is described under separate guidelines.  However, for all other Congressional hearings, this office will be in the clearance process, etc.

157.3
GUIDELINES
A.
Hearing Notice:  Being fully prepared for a Congressional hearing depends largely on how much time is available to plan, write, and review our testimony.  For this reason, it is crucial that any informal notice of a hearing at which BPA will be asked to attend be used to initiate preparations for the hearing.  The following guidelines will ensure that these preparations begin with the first formal or informal notice.

1.
A formal Congressional hearing invitation from a committee chairperson to the Administrator will be time-dated and copies sent immediately to the Regional Relations Manager and the Vice President, Washington, DC, office.

2.
When the Washington, DC, office receives notice of a hearing, they will contact the Administrator’s office, Regional Relations and the pertinent program offices.

3.
Program offices will notify Regional Relations when they are informed of a hearing at which BPA will be asked to provide testimony.  Regional Relations will then report this information to the Washington, DC, office.

B.
Hearing Strategy:  Once notified of a pending Congressional hearing, Regional Relations will schedule a strategy meeting of all involved program offices, representatives from the Washington, DC, office, and General Counsel.  This meeting will accomplish the following:

 1.
Identify issues/questions that may arise at the hearing;

 2.
Identify the approach for handling those issues/questions;

 3.
Develop a presentation order or structure;

 4.
Identify BPA witnesses;

 5.
Identify the lead program office;

 6.
Identify Regional Relations, Washington, DC, office, General Counsel and program office staff involvement;

 7.
Plan any needed graphics and production; and

 8.
Develop a schedule for preparation work.

C.
The results of the strategy session will be confirmed by a memo prepared by Regional Relations.  This memo will serve as the work plan, describing who does what and by when.

D.
Testimony Preparation and Review.  Following the strategy session, the involved staffs will gather the necessary information and prepare draft testimony and other related materials.  Copies of these materials are to be delivered to Regional Relations for compiling and review.

1.
Regional Relations staff will coordinate the internal review of all hearing materials, etc.

2.
Regional Relations will transmit the proposed testimony to the Washington, DC, office for their review and to obtain necessary DOE and OMB approvals.

E.
Hearing Briefing Book.  Regional Relations will prepare for each Congressional hearing a briefing book containing the following materials:

 1.
Committee invitation;

 2.
Testimony and summary;

 3.
Handouts (if needed);

 4.
Potential questions and answers;

 5.
Background materials;

 6.
Biographies of committee members; and

 7.
Itinerary for hearing trip.

F.
Regional Relations will prepare copies of the briefing book for each witness.  Reference copies will also be produced, to be kept in the Washington, DC, office, Regional Relations, and appropriate program offices.

G.
Briefing of Hearing Participants:  Depending on the issues and on the need for coordination between the various BPA witnesses, a briefing on the completed testimony and hearing strategy will be held prior to the witnesses leaving for Washington, DC.  The Vice President, Washington, DC, office or his/her staff, will brief the witnesses generally the day before or the morning of, the hearing to communicate any recently identified concerns of the committee members.

H.
Hearing Follow-up.  Following each hearing, transcripts of the proceedings are obtained by the Washington, DC, office.  The transcripts are then sent to Regional Relations, who will distribute a copy to the lead program office and each BPA witness for review.  Transcripts are to be reviewed for accuracy and any supplemental materials or activities needed either for the record or as follow-up.  After this review, the transcripts should be returned to Regional Relations for compiling of the comments and transmittal back to the Washington, DC, office.

I.
The Washington, DC, office will be responsible for noting any additional actions or information requested by the committee or needed as a part of BPA’s participation in the Congressional hearing.  The Washington, DC, office will notify Regional Relations and the appropriate program offices of requested actions or information.  Regional Relations will enter the request into the executive correspondence system and monitor program office compliance.
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