MEMORANDUM

To:
David G. Marwell [and Review Board?]
From: T. Jeremy Gunn
Date: June 3, 1995
Re:
Requirements for Holding Closed Meetings in Conformity with the Sunshine Act
______________________________________________________________________________
The Sunshine Act, 5 U.S.C. 552b, explicitly requires the ARRB to comply with each of the
following procedural requirements whenever it wishes to hold a closed meeting:
First, a majority of the Board must be on record as having voted to close the meeting or
any portion thereof. The vote of each member must be reported and no proxies are permitted.
552b(d)(1).
Second, within one working day of the vote to close a meeting, the Board must make
publicly available a full written explanation of its decision to close the meeting, the vote of each
member on the question of closing the meeting, and a list of all persons expected to attend the
meeting (or portion thereof) that will be closed. 552b(d)(3).
Third, a notice of all meetings (both closed and open) must be published at least one
week prior to the meeting. The notice of a meeting must include the date, time, place, and
subject matter of the meeting as well as whether the meeting is to be open or closed. The notice
also must include the name and telephone number of the person designated to respond to
questions about the meeting. 552b(e)(1).
Fourth, at the conclusion of the closed meeting, the presiding member of the Board must
sign a statement setting forth the time, place, and persons present at the closed meeting.
552b(f)(1).
Fifth, at the conclusion of the closed meeting, the General Counsel (or Acting General
Counsel) must publicly certify that the meeting may be closed to the public and identify each
relevant provision of the Sunshine Act that authorizes closure. 552b(f)(1).
Sixth, there must be a verbatim recording (audio or stenographic) of all closed meetings.
(These recordings will become part of the JFK Collection.) 552b(f)(1).
Seventh, the record of the vote to close the meeting, notice of meeting, statement of the
presiding Board member, and the certification by the General Counsel (or Acting General
Counsel) must be made publicly available. 552b(f)(2).

