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SAMPLE TRANSMITTAL MEMO FOR NOMINATION PACKAGES 
 
In Reply Refer To: 
SO- 
 
 
 
Memorandum 
 
To:   Director  
 
From:  State Director, (State Name) 
 
Subject: Recommendations for Fiscal Year 2009 [Advisory Committee Name]  
 
We are pleased to forward our recommendations for the vacancies of advisory committee 
members whose terms expire on [Date].  We have strived to recommend nominees who reflect a 
wide variety of public interests and opinions on [the protection and management of wild horses 
and burros] [public land issues and natural resources in (State/NLCS Name)].  
 
The recommendations for the positions on the [Names of advisory committee] are based on [#] 
public nominations for the [#] vacancies.  While a number of good nominees emerged, we fully 
endorse the recommendations of our managers.  
 
We also want to commend the productivity of our current advisory committee members, 
especially those being re-nominated, who will continue to provide substantial leadership and 
experience and maintain the continuity of our advisory committee.  
 
All nominees have been involved in public land issues in their respective field of interest or 
profession.  The nominees have been interviewed and their qualifications and endorsements 
carefully checked and analyzed.  Our recommendations reflect our professional judgment about 
the individuals who can best contribute to the [advisory committee’s] ongoing effectiveness.  We 
consulted with Governor [Name] for [his/her] recommendations for advisory committee 
nominees. 
 
The requested information, nominee forms, and endorsement letters for the recommended and 
alternate nominees are attached to this memorandum.  Information on other candidates is also 
included.  
 
If we can be of assistance, please call me or (State Office Contact's name) in External Affairs, 
200-300-4000. 
 
Attachments 
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For Each advisory committee Provide: 
[Name of Advisory Committee] 
 
[Number of vacant positions, e.g., 1 position in Category 1, 2 in Category 2, and 2 in Category 3] 
 
State Director Recommendations: (2 nominees for each vacant position): 
 
Category 1: 
 
Recommendation: 

 
Name 

 
Interest 

 
Exiting Member 

 
Principal 

 
Name 

 
Off-Highway Vehicle 
Use 

 
Name 

 
Alternate 

 
Name 

 
Grazing/Permittee 

 
 

 
Category 2: 
 
Recommendation: 

 
Name 

 
Interest 

 
Exiting  Member 

 
Principal 

 
Name 

 
Dispersed Recreation 

 
Name 

 
Alternate 

 
Name 

 
Archaeological Interest 

 
 

 
Principal 

 
Name 

 
Environmental 
Organization 

 
Name 

 
Alternate 

 
Name 

 
Environmental 
Organization 

 
 

 
Category 3:  
 
Recommendation: 

 
Name 

 
Interest 

 
Exiting  Member 

 
Principal 

 
Name 

 
Elected Official 

 
Name 

 
Alternate 

 
Name 

 
Native American 

 
 

 
Principal 

 
Name 

 
State Natural Resources 

 
Name 

 
Alternate 

 
Name 

 
Academician 

 
 

 
NOTE: For each reappointment please submit a paragraph justifying why the nominee has 
been reappointed and a new applicant not selected. 
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Mr./Ms. Nominee 

 [Advisory Committee Name] Appointments 

Riverboat Tours 
P.O. Box 100 
City, State  00938 
Category 1: Commercial Recreation  
Reappointed Member 
 
Mr./Ms. Nominee 
P.O. Box 100 
City, State  00938 
Category 2: Environmental Organization 
New Member 
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PROPOSED ADVISORY COMMITTEE COMPOSITION 
 
Proposed [Advisory Committee Name] Membership: 
(Listed below are the proposed new, reappointed, and continuing members for the 
12-member board.) 
 
Name Interest Category 
Name Energy/Minerals  1 New 

Status 

Name Commercial Recreation  1 New           
Name Off-Highway Vehicle Use  1 Continuing 
Name Federal Grazing  1 Continuing 
Name Environmental  2 Reappointment 
Name Archaeological/Historical  2 Continuing 
Name Environmental  2 Continuing 
Name Wild Horse and Burro  2 Continuing 
Name Elected Official  3 Continuing 
Name Public-at-Large  3 New 
Name Public-at-Large  3 Continuing 
Name Native American Tribes  3 Continuing 
 
Proposed [Advisory Committee Name] Membership: 
(Listed below are the proposed new, reappointed, and continuing members for the 
15-member board.) 
 
Name Interest Category 
Name Off-Highway Vehicles  1 New 

Status 

Name Federal Grazing  1 Continuing 
Name Energy/Minerals  1 Continuing 
Name Commercial Recreation  1 Continuing 
Name Federal Grazing  1 Continuing 
Name Dispersed Recreation  2 New 
Name Environmental  2 Reappointment 
Name Archaeology  2 Continuing 
Name Wild Horse and Burro  2 Continuing 
Name National/Regional Environmental  2 Continuing 
Name Academia  3 Reappointment 
Name State Employee  3 New 
Name Public-at-Large  3 Continuing 
Name Native American Tribes  3 Continuing 
Name Elected Official  3 Continuing 
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[ADVISORY COMMITTEE NAME] 
 

PRIMARY CANDIDATES 
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INDIVIUAL SUMMARY SHEET 
 
[ADVISORY COMMITTEE NAME]  
 
PRIMARY 
 

CANDIDATE FOR CATEGORY [1] 

Name and Address: Mr./Ms. Nominee 
 Riverboat Tours 
 P.O. Box 100 
 City, State  00938 
 
Category: 1 – Commercial Recreation 
 
Occupation: Recreational Tour guide 
 
Qualifications: Mr./Ms. Nominee owns and operates a riverboat service on the 40 

Mile Wild and Scenic River.  He/She specializes in recreational 
rafting and boating tours, historical gold panning, fishing, 
wilderness trips, and tours of suction dredge mining operations on 
the river.  Previously, he/she worked with the Alyeska Pipeline 
Company for 21 years, managing construction sites and overseeing 
pipeline maintenance.  He/She previously served on a RAC work 
group representing the interests of the wilderness recreation 
community and small miners. 

 
Why Recommended: Mr./Ms. Nominee has been a valued member of the Alaska 

Resource Advisory Council since 2002.  He/She represents a broad 
cross section of interests ranging from wilderness recreation to 
mining, adding a rural perspective to the council’s composition. 

 
Nominated by: Lou and Ron Davis, Canoe Alaska (wilderness river guide service)  

 
BLM Permits  
Leases or Licenses:  Long-term camping permit 
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[ADVISORY COMMITTEE NAME] 
 

ALTERNATE CANDIDATES 
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INDIVIUAL SUMMARY SHEET 
 
[ADVISORY COMMITTEE NAME]  
 
ALTERNATE 
 

CANDIDATE FOR CATEGORY [1] 

Name and Address: Mr./Ms. Nominee 
 Riverboat Tours 
 P.O. Box 100 
 City, State  00938 
 
Category: 1 – Commercial Recreation 
 
Occupation: Recreational Tour guide 
 
Qualifications: Mr./Ms. Nominee owns and operates a riverboat service on the 40 

Mile Wild and Scenic River.  He/She specializes in recreational 
rafting and boating tours, historical gold panning, fishing,  
wilderness trips, and tours of suction dredge mining operations on 
the river.  Previously, he/she worked with the Alyeska Pipeline 
Company for 21 years, managing construction sites and overseeing 
pipeline maintenance.  He/She previously served on a RAC work 
group representing the interests of the wilderness recreation 
community and small miners. 

 
Why Recommended: Mr./Ms. Nominee has been a valued member of the Alaska 

Resource Advisory Council since 2002.  He/She represents a broad 
cross section of interests ranging from wilderness recreation to 
mining, adding a rural perspective to the council’s composition. 

 
Nominated by: Lou and Ron Davis, Canoe Alaska (wilderness river guide service)  

 
BLM Permits  
Leases or Licenses:  Long-term camping permit 
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NOMINATION LETTERS/SUPPORT DOCUMENTS 
Provide Hard Copies 
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OTHER CANDIDATES 
 

Include Copies of Documents Submitted by 
Other Candidates 
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Briefing for the White House Liaison, Office of the Secretary, Department of Interior 
Bureau:  BLM 
Name of Commission: [Orange River Resource Advisory Council] 
Date:  [May 27, 2009]  

 
Background:  [The Orange River Resource Advisory Council](RAC) was established by the 
Federal Land Policy and Management Act (43 U.S.C. 1701 et seq) as a citizens’ advisory group 
to the Bureau of Land Management (BLM).  Council members represent various categories of 
interest within the geographic area covered by the RAC.  [The Orange River RAC is filling is 
filling a category 1 vacancy, representing either holders of Federal grazing permits or 
representatives of organizations associated with energy and mineral development, the timber 
industry, transportation or rights-of-way, developed outdoor recreation, off-highway vehicle use, 
and commercial recreation.] OR [The Orange River RAC is filling a category 2 vacancy, 
representing nationally or regionally recognized environmental organizations, archaeological 
and historic organizations, dispersed recreation activities, or wild horse and burro 
organizations.] OR [The Orange River RAC is filling a category 3 vacancy, representing state 
agencies responsible for management of natural resources, Indian tribes within or adjacent to 
the area for which the RAC is organized, academicians employed in the natural sciences, the 
public-at-large, and state, county, or local elected officials.] This appointment will help ensure 
that this Council's membership is balanced with respect to geographic consideration; members’ 
interest, points of view, and place of residence; composition of the population of the area being 
served; Council functions to be performed; and the major issues relating to planning and 
management of the public lands within the area and the various major citizens’ interests 
concerning these issues. 
 
Nominees:  [Four] nominations were received.  In alphabetical order the nominees are: 
 
Susie Brown – Nominated by Susie Brown 
Ms. Brown has extensive experience with adventure and ecotourism worldwide.  She has worked 
extensively with multiple public land management agencies.  She is also the past Executive 
Director of the Western River Guides Association. 
 
Richard Martin – Nominated by Richard Martin 
Mr. Martin earned a Ph.D. in Geology from the University of Utah in 1971 and taught 
extensively at the post-secondary level. His research and the majority of his field work were 
conducted in Utah, Colorado, Wyoming, Nevada, and Idaho.  The nominee now resides in 
Colorado Springs, where he studies and published articles on the local geology and provides 
guided trips to areas of geologic interest. 
 
Joe Smith – Nominated by Mary Doe, Secretary, Swissvale Cattleman’s Association 
Mr. Smith is the President of the Backcountry Horseman.  He has volunteered for the National 
Wild Turkey Foundation and served as the President of the Locke Mountain Ranch Property 
Owners Association.  Mr. Nelson has a BS in Civil Engineering and extensive commercial 
contracting experience.  Mr. Nelson also served as Chapter President and as a board member of 
the National Association of Builders and Contractors. 
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Anne Walters – Nominated by Anne Walters 
Ms. Walters has extensive experience representing the public-at-large; she has served as an 
Alamosa County Commissioner and on several subcommittees and boards associated with that 
position.  She is also a leader in the insurance business in Colorado, having served on several 
boards that govern the insurance industry in Colorado.     
 
Bureau Recommends:  Joe Smith 
Mr. Smith’s Civil Engineering and practical construction project management experience make 
him an excellent RAC nominee.  His experience with Home Owner Associations and his work 
with local organizations demonstrate his ability to work well with disparate groups.  His 
knowledge base and experience would be assets to the RAC. 
 
Timeline for appointment:  The current appointment is set to expire on [September 20, 2009]. 
  
Prepared by: Allison Sandoval, BLM Legislative Affairs and Correspondence Division; 
(202) 452-7704. 
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Mr./Ms. Nominee 
P.O. Box 100 
City, State   00938 
 
Dear Mr./Ms. Nominee: 
 
It is my pleasure to appoint you to the Bureau of Land Management’s [Name of Advisory 
Committee] as a representative of [Description of the Appointment] for the term ending 
[Expiration Date]. 
 
The Council provides advice to the BLM’s [Name of jurisdiction] Director regarding the 
management of public land resources within the Council’s jurisdiction as specified in its charter.  
The Council is solely advisory in nature.  A copy of the Council’s charter is enclosed for your 
information. 
 
The Council will generally meet two to four times per year, but in no case will it meet less than 
once each year.  As a member of the Council, you will serve without compensation, but you will 
be reimbursed for travel and per diem expenses at current government rates when you are on 
Council business.  [Director Name], the BLM [Name of Jurisdiction] Director, or [his/her] 
representative, will contact you shortly regarding the Council’s future meetings and other 
activities.  [Mr./Ms. State Director’s Name] can be reached at [Phone Number]. 
 
I would like to express my deep appreciation for your willingness to commit your time and 
expertise to the Council.  I look forward to your active participation. 
 
  Sincerely,   
 
 
 
  [SECRETARY’S NAME] 
 
Enclosure  
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Mr./Ms. Nominee 
P.O. Box 100 
City, State   00938 
 
Dear [Mr./Ms. Nominee]: 
 
It is my pleasure to reappoint you to the Bureau of Land Management’s [Name of Advisory 
Committee] as a representative of [Description of the Appointment] for the term ending 
[Expiration Date]. 
 
As a Council member, your advice regarding management of public land resources within the 
Council’s jurisdiction has been of great value to BLM managers and aided in the development of 
balanced decisions that serve the interests of all public land users.  [Mr./Ms. State Director 
Name], the BLM [Name of Jurisdiction] Director, or [his/her] representative, will contact you 
shortly regarding the Council’s future meetings and other activities.  [Mr./Ms. State Director’s 
Name] can be reached at [Phone Number]. 
 
I want to express my deep appreciation for your continued willingness to serve your fellow 
citizens in this way and look forward to your active participation as a Council member.   
 
      Sincerely, 
   
 
 
      [SECRETARY’S NAME] 

 
 


