
[These are items for which additional discussion is needed.  Parking Lot Items from 9/26+9/27] 

Review of how Commission complies with Administrative Procedures Act (Maine law). 

• Accurate records—who, what where, how?

• Annual report—who, what, when, how is it approved, should it be approved?

• Points of Emphasis:  #3 we do public notices for Board meetings; #4 needs clarification; #1 strike last sentence.
There is no #4 in the document. Anyone know what this references? 

• Is a Task Force a committee?

Biggest responsibility—what about oversight and understanding of grants administered, awarded, and participation 
(screening and oversight) 

     Commission as the grants committee.  Entire meeting devoted to review and discussion of grants. 

Better project management product than Base Camp? 
     Complete training for Basecamp. Doesn’t work everywhere.  Are there alternatives?  Sharepoint, Slack Asanna, Board 
Portal, State IT solution? 

 Action items: 

Conflicts of interest:  sign Conflict of Interest statement as a new Board member and incorporate Ethics statement with 
it.  Do this annually? 

If a Board member is questioning whether s/he has a conflict of interest, discuss before a vote.  All will benefit from a 
Board discussion. 

Knowledge of a person is not a sufficient condition for a conflict of interest to arise.  Small state, we know many people.  
Knowledge has to have an effect on the outcome of a decision. 

Strategic Plan:  Plan should be front and center at Board meetings, using a green/yellow/red dashboard. 

Grants Task Force discussion at next Commission meeting -- 
     Be in tune with grants 
     Assign members to applications 
     Follow through with organizations receiving grants (accountability) 

Reach out to other commissions. Develop alliance around common issues. 
Post retreat note: NH and VT are very interested in joint meeting. 

Have serious discussion about being fully independent agency, achieve autonomy. Do we really need fiscal agent – lots 
of commissions take complete responsibility for themselves. 

Intriguing to see the slide of 10 commission duties. Need copy. 

Documents related to some of these items are attached to facilitate discussion on Nov. 1.

Slides compiled into one page and Maine commission orientation slides
comparing fed law to state statutory duties added as attachment.
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AAddmmiinniissttrraattiivvee  PPrroocceedduurreess  
aanndd  

OOppeerraattiioonnss  GGuuiiddee  
 
 Introduction: 

The Commission for Community Service aims to foster community service and volunteerism to meet 
Maine's human and environmental needs, and to achieve vibrant, productive communities with involved 
responsible citizens. 
 
The Commission's statutory charge is to develop and implement a state plan for community service and 
volunteerism, raise public awareness regarding such service, and create a community service oriented 
network of partners among non-profit and for-profit organizations, volunteers, government, grant 
making entities and the media. 
 
As the state's link to the Corporation for National Service, the Commission monitors, evaluates and 
assists the Corporation's AmeriCorps, Learn and Serve, Senior Corps and AmeriCorps*VISTA 
programs in Maine. 
 

 Getting things done: External 
Activities relating to the Commission's charge include: 

• Oversee, monitor, evaluate service initiatives and grants 
• Select and award grants 
• Receive gifts and grants (authority to accept funds and apply for grants) 
• Set the organizational mission, vision, values, and goals 
• Provide direction to the staff 

 
 Getting things done: Internal 

The Commission is governed by 
• its enabling legislation, 
• Maine's Administrative Procedures Act, 
• Maine's Freedom of Information Act, 
• federal and state rules regarding conflicts of interest, 
• guidelines provided by the Secretary of State's office, 
• generally accepted accounting practices, and 
• procedures adopted by the Commission. 

 
Commissioner responsibilities for Commission meetings and committee work include: 

• Selecting a chairperson 
• Setting a meeting calendar 
• Keeping accurate records 
• Producing an annual report to be shared with the Commission, Governor, Legislature, Secretary 

of State and all relevant federal agencies. 



 For meetings: Points of Emphasis 
Commission operations entail adherence to specific statutory procedures consistent with all public 
bodies. 

There are three types of public meetings and the notice requirements are different for each: 

1. Public hearings (must meet Administrative Procedures Act requirements). Public hearings are
required for rule-making and adjudicatory proceedings. In the first 15 years of operation, no
Commission business required a public hearing.

2. Public proceedings that must meet public notice requirements. Public proceedings are defined as
the transactions of any functions affecting any or all citizens of the State by any of the following:

a. any board or commission of any state agency or authority and any of its committees and
subcommittees;

b. any advisory organization, including any authority, board, commission, committee,
council, task force or similar organization of an advisory nature, established, authorized
or organized by law or resolve or by Executive Order.

Any person is permitted to attend any public proceeding and if record or minutes of such 
proceedings are made, they shall be made promptly and shall be open to public inspection.  

3. Meetings open to the public. The public must be allowed to attend but do not require public
notice.

Business meetings of the full Commission fall into the category of public proceedings.  

Task force meetings are technically work sessions at which no votes or final action are taken on policy, 
grants, or contracts. Task force work session meetings qualify as meetings open to the public with two 
exceptions: those engaged in confidential grant or contract selection processes (which are exempt from 
the open meetings law; and Executive meetings when the members act on behalf of the entire 
Commission. These Executive meetings require public notice. 

Procedures that apply for meetings of the full Commission require that: 
• All Commission meetings are open to the public
• All meetings must be announced to the public in a manner to enable public attendance
• All meetings must have a quorum for business to be conducted legally
• Any meeting of three or more Commission members is public
• Actions must be taken openly; records be open to public inspection; deliberations be conducted

openly
• Any proposed action must arise from a motion offered by members
• All decisions require formal votes by valid members
• All votes are recorded, including audio or video recording for those meetings that incorporate

tele-conferencing or video-conferencing
• Any proposed executive session must be conducted in accordance with the Maine Freedom of

Information Act in MRSA §405.
• All decisions arising from executive sessions must be voted upon in public to be valid.

Any proposed variation in meeting procedure requires approval by the Commission, upon consultation 
with Commission staff, before implementing the variation. 
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 Key Points: Public Notice 
• Notice for public meetings is required in order to comply with Maine’s Freedom of Access

Laws. Notification must go beyond informing meeting participants and interested parties. Maine
citizens must also be provided the opportunity to attend any public meeting if they desire and
they must be reasonably notified.  There are civil penalties for failure to comply.

• Formal public notice should be provided at least 10 business days prior to the meeting. Formal
public notice consists of:

o Written notice to all board or council members and people who have requested to be
notified of meetings.

o Posting to the Commission’s web calendar, State Planning Office web calendar, and
Maine.gov web calendar. Commission staff will ensure the posting.

• In the event of an emergency meeting, local representatives of the media shall be notified of the
meeting, whenever practical, the notification to include time and location, by the same or faster
means used to notify the members of the agency conducting the public proceeding.

• If a meeting is high visibility or important decisions are being rendered, the Chair may request
that a media advisory be sent prior to the meeting with the meeting place and time (for example:
meetings at which grants or funds will be awarded).

• An interested parties’ list will be developed through the e-news sign up (option to include notice
of MCCS board and/or task force meetings) and notice will be sent to those who request one.

• Agendas are not required to be provided in advance of the meeting, but it is a courtesy.

  Procedures for Public Comment 
During Commission business meetings, any member of the board may participate in discussions. The 
chair may recognize individuals who serve on task forces (non-board member) or invited guests or 
Commission staff present, and ask the person to address an agenda item before the board. 

• At business meetings of the full Commission:
a. the opportunity for public comment will be scheduled as the last item on the agenda.
b. Members of the public who wish to address the Commission may indicate their desire to

do so when signing the guest portion of the attendance roster.
c. Members of the public are encouraged to submit their comments in writing in order to

assure that comments are captured accurately for the public record.
d. Comments received between board meetings will be immediately reviewed by the

Executive Committee and then shared with the full board at the next scheduled meeting.

During work session meetings of task forces or committees, any individual appointed to serve 
(Commissioner or partner or other representative) may participate in discussions. Although public 
comment is not part of the format for a work session, the chair of a task force may call on a member of 
the public in attendance for specific information. Generally, public comment on work done by task 
forces would be submitted in writing or made during the public comment period at the next regular 
business meeting. 

References: 
www.maine.gov/spo 
www.cns.gov 
Maine Revised Statutes Annotated, Section 1, c, 13, s1 et. Seq. 
Maine Revised Statutes Annotated, Section 5, c.386, s786 et. Seq. 
Maine Commission for Community Service Operating Procedures  
Robert's Rules of Order 



 

STATE SERVICE COMMISSION ROLE IN FEDERAL LAW 
 
National and Community Service Act (NCSA) 
DUTIES OF A STATE COMMISSION 
    
The State Commission shall be responsible for the following duties:  
(1) Preparation of a national service plan for the State  
(2) Preparation of the applications of the State under section 130 for financial assistance. (3) Assistance in the 
preparation of the application of the State educational agency for assistance under section 113.  
(4) Preparation of the application of the State under section 130 for the approval of service positions that include the 
national service educational award described in subtitle D.  
(5) Make recommendations to the Corporation with respect to priorities for programs receiving assistance under the 
Domestic Volunteer Service Act of 1973 
(6) Make technical assistance available to enable applicants for assistance under section 121 
(7) Assistance in the provision of health care and child care benefits  
(8) Development of a State system for the recruitment and placement of participants in programs  
(9) Administration of the grant program in support of national service programs that is conducted by the State using 
assistance provided to the State, including selection, oversight, and evaluation of grant recipients.  
(10) Development of projects, training methods, curriculum materials, and other materials and activities related to 
national service programs 
 

STATE ROLE IN PARTNERSHIP WITH FEDERAL GOVERNMENT 
In section discussing duties, authority, and responsibilities of the CEO and agency the language makes it clear that not 
only did Congress intend that it was legal to collaborate and communicate with state commissions, but it is a 
requirement of the law.   
 
 
(NCSA) AUTHORITIES AND DUTIES OF THE CHIEF EXECUTIVE OFFICER. (a) GENERAL POWERS AND DUTIES 
 
The Chief Executive Officer shall be responsible for the exercise of the powers and the discharge of the duties of the 
Corporation that are not reserved to the Board, and shall have authority and control over all personnel of the 
Corporation, except as provided in section 8E of the Inspector General Act of 1978. 
 
DUTIES.—In addition to the duties conferred on the Chief Executive Officer under any other provision of the national 
service laws, the Chief Executive Officer, in collaboration with the State Commissions, shall— 
(1) prepare and submit to the Board a strategic plan, every 3 years, and annual updates of the plan, for the Corporation 
with respect to the major functions and operations of the Corporation;  
(2)(A) prepare and submit to the Board a proposal with respect to such grants and allotments, contracts, other financial 
assistance, and designation of positions as approved national service positions, as are necessary or appropriate to carry 
out the national service laws; and (B) after receiving and reviewing an approved proposal make such grants and 
allotments, enter into such contracts, award such other financial assistance, make such payments, and designate such 
positions as approved national service positions 
(3)(A) prepare and submit to the Board a proposal regarding, the regulations, and such other standards, policies, 
procedures, programs, and initiatives as are necessary or appropriate to carry out the national service laws; and (B) after 
receiving and reviewing an approved proposal (i) establish such standards, policies, and procedures as are necessary or 
appropriate to carry out the national service laws; and (ii) establish and administer such programs and initiatives  



(10) prepare and submit to the authorizing committees an annual report, and such interim reports as may be necessary, 
describing…(v) the potential for cost savings and coordination of support and oversight services from combining 
functions performed by ACTION State offices and State Commissions; (vi) the implications of the results from such 
studies and demonstrations for authorized funding levels for the service programs; and (vii) other issues that the 
Director determines to be relevant to the administration and organization of the service programs; and (B) the number, 
potential consolidation, and future organization of national service or domestic volunteer service programs that are 
authorized under Federal law, including VISTA, service corps assisted under subtitle C and other programs authorized by 
this Act 
 
**When the law was written, ACTION was one of the agencies that was to be folded into CNCS so the old reference to its 
network of state offices is in the law. ACTION handled VISTA, among other programs. 
 

Additional Language from Statute 
 
VIEWS OF STATE COMMISSION.—In making competitive awards under section 129(d), the Corporation shall solicit and 
consider the views of a State Commission regarding any application for assistance to carry out a national service 
program within the State 
  
(3) CONSULTATION WITH STATE COMMISSIONS.—A Federal agency carrying out or supporting a national service 
program shall consult with the State Commissions for those States in which projects will be conducted through that 
program in order to ensure that the projects do not duplicate projects conducted by State or local national service 
programs.   
 
**SEC. 196B. [42 U.S.C. 12651j] ASSIGNMENT TO STATE COMMISSIONS. (a) ASSIGNMENT.—In accordance with section 
193A(c)(1), the Chief Executive Officer may assign to State Commissions specific programmatic functions upon a 
determination that such an assignment will increase efficiency in the operation or oversight of a program under the 
national service laws. In carrying out this section, and before executing any assignment of authority, the Corporation 
shall seek input from and consult Corporation employees, State Commissions, State educational agencies, and other 
interested stakeholders.  
 
(b) REPORT.—Not later than 2 years after the effective date of the Serve America Act, the Corporation shall submit a 
report to the authorizing committees describing the consultation process described in subsection (a), including the 
stakeholders consulted, the recommendation of stakeholders, and any actions taken by the Corporation under this 
section. 
 
**Language added in 2009. CNCS never did the study with stakeholders. The language is the second reference in the law 
to having State Service Commissions be the front line for programs. 
 
Several years ago, the Senate Appropriations Committee felt it necessary to reiterate for CNCS, the proper role and 
relationship with State Service Commissions. They did so by adding this language to appropriations: 
 
State Commissions are a vital local resource and primary point of entry for national and community service at the local 
level. Improving coordination between CNCS and local State commissions would improve the administration of service 
programs at the local level and promote innovation by supporting the organizations [commissions] that know their 
communities best. 



Federal law carried into state statute 00/00/2017

1

MCCS and the laws
Federal provisions in Maine law

42 U.S.C. 12501 et seq. 5 MRSA, c 373, §7501 et seq
Specified representation from the 
volunteer sector in a state 
Required that State Service 
Commissioners be appointed by 
Governors
Specified terms (3 years), set up staggered
terms, directed Commissioners serve as 
volunteers, specified that Commissioners
elect the chair from their members, limits the 
number of state government employees
who may serve

 on all points

What defines MCCS
Federal provisions in Maine law

42 U.S.C. 12501 et seq. 5 MRSA, c 373, §7501 et seq
Outlined all the grant-related
responsibilities covered in Orientation 
session 1



Directs Commissions to develop a 3-
year state (strategic) plan for service 
Provides a role for the Commission in 
advising the CNCS regional office on 
placement of other National Service 
resources in the state





Federal law carried into state statute 00/00/2017

2

MCCS and the laws
5 MRSA, c 373, §7501 et seq

 State specific duties
 Foster collaboration among state agencies, colleges, 

universities, municipalities, federal agencies and volunteer 
service programs;

 Develop a state vision statement for national, state and 
community service;

 Establish advisory committees as needed, with membership 
not limited to commission members;

 Carry out fund-raising efforts to supplement federal funding 
and to meet all federal matching requirements;

 Submit annual report to the legislature, the joint Standing 
Committee on State and Local Government, and the 
Governor

 2015 amendment
 The executive director of the commission, with the consent 

of the voting members of the commission, shall designate a 
nonprofit corporation as the private support organization for 
the commission. The nonprofit corporation must be 
incorporated under the laws of this State and for purposes 
that are consistent with the goals, objectives, programs, 
responsibilities and functions of the commission.

 The commission's private support organization must be 
organized and operated exclusively to receive, hold, invest 
and administer property and funds and to make 
expenditures to and for the benefit of the commission.

 The Maine Volunteer Foundation is the private support 
organization 

MCCS and the laws
5 MRSA, c 373, §7501 et seq




