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Pennsylvania Fish and Boat Commission Snapshot
Founded in 1866, the Pennsylvania Fish and Boat Commission (Commission or PFBC) is one of
the oldest and most effective conservation agencies in the nation. The Commission is an
independent agency with responsibilities for protecting and managing Pennsylvania’s fisheries
resources and regulating recreational fishing and boating on Pennsylvania waters.
Governing Statute: Fish and Boat Code of 1980, Title 30 Pa. Consolidated Statutes. Fishing and
boating regulations are set forth in Title 58 Pennsylvania Code.
Customers: The American Sportfishing Association estimates that 1.6 million people fished in
Pennsylvania in 2016. In a 2019 survey of Pennsylvania adults, 2.8 million resident adults
consider themselves anglers.
For the 2018 license year, the PFBC issued 765,983 fishing licenses, 456,900 trout/salmon
permits, 23,205 Lake Erie permits, and 75,094 combination permits. Including multi-year land
lifetime licenses, there were approximately 1.1 million licensed anglers in 2018. Fishing has a
tremendous impact on Pennsylvania’s economy. Anglers fishing in Pennsylvania in 2016
contributed an estimated $700 million in economic benefits, according to the American
Sportfishing Association.
According to the 2012 National Recreational Boating Survey by the U.S. Coast Guard, 2,991,000
Pennsylvanians participated in recreational boating in 2012. During 2018, over 306,412 boats,
including 19,398 unpowered boats, were registered in Pennsylvania, and the PFBC issued 117,632
launch permits. In 2018, recreational boating in Pennsylvania generated $3.8 billion in economic
impact, according to estimates by the National Marine Manufacturers Association. Combined,
fishing and boating in Pennsylvania generates more than $4 billion in economic impact and
supports nearly 25,000 jobs each year
Commissioners: Members of the Commission are appointed by the Governor to four-year terms
with the advice and consent of the Pennsylvania Senate and approved through a simple majority
vote. Eight of the Commissioners represent geographic districts; two at-large (statewide)
Commissioners represent boating interests. Commissioners receive no compensation except
reasonable expenses.
Commissioners as of July 2019
Daniel J. Pastore (Fairview) – 1st District
Rocco S. Ali (North Apollo) – 2nd District
William C. Brock (Saint Mary’s) – 3rd District
Donald K. Anderson (Meyersdale) – 4th District
Eric C. Hussar (Lewisburg) – 5th District
Robert B. J. Small (Mechanicsburg) – 6th District
William J. Gibney (Honesdale) – 7th District
Richard S. Kauffman (Leesport) – 8th District
Richard Lewis (Gettysburg) – Boating At-Large
Charles J. Charlesworth (Clarks Summit) – Boating At-Large
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Boating Advisory Board: The Boating Advisory Board includes five unpaid members appointed
by the Governor for five-year terms and three ex officio members. It advises the Commission on
matters related to boats and boating on the waters of the Commonwealth.
Boating Advisory Board Members as of July 2019
Mary Gibson (Marysville)
Loren Lustig (Biglerville)
Michael Murray (Philadelphia)
John Mahn Jr. (Charleroi)
Scott Ballantyne (Fleetwood)
Corey Britcher ex officio
Tim Schaeffer ex officio
Ryan Dysinger – DCNR ex officio
Staff: The Commission’s Executive Director serves as Chief Executive Officer and Chief
Waterways Conservation Officer. For this fiscal year, the Commission’s complement is capped at
401 full-time employees. The wage (temporary and seasonal) complement can average up to 100
employees during the peak stocking season and recreational season.
Volunteers: Volunteers serve Pennsylvania’s anglers and boaters in a number of important roles.
About 65 individuals serve as deputy waterways conservation officers. Other volunteers include
those who assist in fishing programs and boating safety instruction. More than 160 cooperative
nurseries support fish rearing and stocking efforts.
Fiscal Management: The PFBC relies primarily on the user pays/user benefits model and
receives no General Fund tax revenue to support its programs. The Commission relies almost
entirely on fishing licenses, boat registrations, and federal funding tied to fishing and boating to
pay for everything it does.
The Commission operates out of two special funds, the Fish Fund and the Boat Fund. Fiscal
activity for special funds is budgeted and reported on a state fiscal year period, July 1 through June
30. The PFBC exercises prudent management to maintain these fund balances.
Annual Reports: The PFBC is required to present an annual report to the House and Senate
Game and Fisheries and Appropriations Committees by January 30 each year. The reports include
financial summaries from the previous fiscal year and, since 2010, have tracked the
implementation of the strategic plan. The reports are posted on the PFBC’s website at
https://www.fishandboat.com/AboutUs/AnnualReports/Pages/default.aspx.
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PFBC Organizational Structure
The Pennsylvania Fish and Boat Commission (PFBC or Commission) is comprised of an
Executive Office (consisting of the Executive Director, Office of Chief Counsel, Human
Resources Office and Policy and Planning Office), the Office of Field Operations (consisting of
the Bureaus of Engineering; Fisheries; Hatcheries; and Outreach, Education, and Marketing), the
Office of Administration (consisting of the Bureaus of Administration and Information
Technology and the Division of Public Access and Property Services) and the Bureau of Law
Enforcement.
EXECUTIVE DIRECTOR
Performs the duties and responsibilities vested in and imposed upon the agency by the Fish
and Boat Code, Act 1980-175, Title 30, Pennsylvania Consolidated Statutes.
Administers the operations and activities of the entire organization.
Serves as the Chief Waterways Conservation Officer of the Commission.
Serves as an ex officio member on the Atlantic States Marine Fisheries Commission, the
Environmental Quality Board, the Mid-Atlantic Fisheries Management Council, and the
Boating Advisory Board.
OFFICE OF CHIEF COUNSEL
Furnishes legal advice to the Board of Commissioners, the Executive Director, and
Commission employees regarding questions, policies, and concerns arising from the
exercise of official functions and the performance of official duties.
Represents the Commission in all state courts, trial and appellate, in civil matters
where the Attorney General has delegated authority to do so or where the Attorney
General has declined to provide representation to the Commission.
Coordinates with the Attorney General’s Office, the General Counsel’s Office or
private counsel regarding representation of the Commission where appropriate or
required by law.
Coordinates with the Attorney General’s Office and various District Attorneys’
offices regarding criminal actions and proceedings that may arise during the
Commission’s operations, and where authorized, assists those offices in
representing the Commonwealth.
Represents the Commission in all state and federal administrative proceedings
before a variety of tribunals, including the State Civil Service Commission, the
Pennsylvania Human Relations Commission, the Board of Claims, the
Environmental Hearing Board, the Board of Property, and the Federal Energy
Regulatory Commission.
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Drafts proposed legislation, regulations, and their preambles, contracts, memoranda
of understanding, and other legal documents required for Commission operations.
Reviews and approves as to legality and form proposed rules and regulations,
contracts, deeds, surety bonds, and other legal documents required for Commission
operations. Coordinates with the Attorney General’s Office regarding such review
and approval.
Reviews and approves certificates of title or title insurance binders for real estate
proposed to be conveyed to the Commonwealth for the use of the Commission.
Coordinates the legal aspects of land acquisition and disposition.
Conducts legal research regarding a wide variety of issues relating to the
Commission.
Advises the Commission’s Open Records Officer regarding requests under the
Right-to-Know Law.
Coordinates with other state entities on a wide variety of matters, such as
copyrights, contracts and fiscal matters.
Reviews requests for supplemental employment and otherwise provides advice and
counsel regarding ethical questions and disciplinary matters. Coordinates
Commission actions where an employee or officer is sued or charged with a crime.
Keeps the Commission and its personnel apprised of the latest legal developments
and conducts training of agency law enforcement personnel on the application and
interpretation of laws and regulations, legal rights and responsibilities, rules of
evidence, and courtroom proceedings.
Advises, counsels and assists Commission hearing officers in the conduct of
administrative hearings. Functions as a hearing officer when appropriate.
Attends Commission and Boating Advisory Board meetings and other proceedings
that pertain to the agency’s operations.
POLICY, PLANNING AND COMMUNICATIONS OFFICE
Plans, directs, and coordinates advanced policy, legislative, strategic planning, and
program analysis and development work for fishing, boating, and aquatic resource
projects of broad scope and Commission-wide and statewide significance.
Conducts research, gathers data, and identifies trends in order to develop policy
recommendations consistent with the Commission’s goals and is responsive to the
needs of the fishing and boating public.
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Ensures that directions set forth in various Commission initiatives are consistent
with broader policy objectives and compatible with the strategic vision of the
organization.
Coordinates, develops, and tracks short range goals and objectives and long-range
strategic plans for the Commission which are consistent with priorities established
by the Executive Director.
Leads the development and updating of the Commission’s Strategic Plan and
ensures alignment with budgets, spending, and plans of work.
Manages the development and implementation of the Commission’s legislative
agenda.
Serves as liaison between the legislature and the Commission and monitors and
analyzes legislation affecting the Commission, natural resources, and the angling
and boating public.
Establishes and maintains ongoing relationships with members of the Pennsylvania
General Assembly and their staff.
Represents the Commission in discussions with federal, state, and local officials and
other outside partners.
Prepares responses and position statements on a wide variety of inquiries, plans,
initiatives, regulations, and legislative actions.
COMMUNICATIONS OFFICE
Responsible for the agency’s public relations initiatives. Responds to inquiries
from members of the media about Commission policies, procedures, programs,
employees, and relevant current events.
Prepares and distributes news releases, public reports, newsletters, and other written
materials.
Participates in and coordinates news conferences and facilitates media appearances
by the Executive Director and Commission staff members.
OFFICE OF FIELD OPERATIONS
Manages, develops, and coordinates the Commission’s Engineering, Fisheries, and
Hatcheries programs.
BUREAU OF FISHERIES
Directs the research, management, conservation, and protection of fish, fisheries,
reptiles, amphibians, and other aquatic organisms including threatened and
endangered species within these taxonomic groups.
Serves as proxy for the Executive Director on both the Mid-Atlantic Fishery
Management Council and the Atlantic States Marine Fisheries Commission.
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Represents the agency on the Great Lakes Fishery Commission, Council of Great
Lakes Fisheries Agencies, Mississippi Cooperative Interstate Cooperative Resource
Association, Northeast Association of Fisheries Agency Administrators, various
committees within the Association of Fish and Wildlife Agencies and other
organizations and interagency committees as necessary.
DIVISION OF ENVIRONMENTAL SERVICES
Reviews and comments on state, interstate, and federal permit applications that
have the potential to affect fish, fishing and aquatic environments.
Provides technical guidance to agencies, organizations, institutions, and individuals
on matters related to resource protection associated with various development
activities (e.g., highway construction, mining, gas and oil drilling, hydropower,
water withdrawal, stream and wetland encroachments). This includes
representation of the agency on various interagency committees associated with
these responsibilities. Facilitates Commission participation in the Pennsylvania
Natural Diversity Inventory and Endangered and Threatened Species conservation
activities.
Directs a program to manage, protect, conserve, and enhance non-game fish,
amphibians, reptiles, and other aquatic organisms, including threatened and
endangered species within these taxonomic groups.
Oversees the State Wildlife Grants program and the State Wildlife Action Plan.
Conducts natural resource damage assessments for pollution events effecting the
waters of the Commonwealth.
Represents the Executive Director at the Environmental Quality Board.
DIVISION OF FISHERIES MANAGEMENT
Conducts biological surveys of Pennsylvania waters, documents the status of
fisheries, serves as the repository for information collected, and develops
comprehensive plans for managing fishery resources.
Performs angler use and opinion surveys and adjusts management plans
accordingly. Provides guidance to the Bureau of Hatcheries for fish stocking
species, numbers, locations, sizes, and frequencies.
Provides guidance to agencies, groups, organizations and individuals and other
Commission personnel on fisheries management issues. This includes representing
the Commission on various inter and intrastate committees (e.g., Lake Erie
Committee, Council of Lake Committees, Delaware River Fish and Wildlife
Management Cooperative).
Takes the lead on development of new and modified regulations for consideration
by the Board of Commissioners.
DIVISION OF HABITAT MANAGEMENT
Provides leadership, coordination, technical guidance, and resources to advance
habitat conservation, restoration, and enhancement activities that benefit trust
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species and their habitats and develops partnerships to protect and provide public
access associated with this habitat work.
Coordinates and implements stream and lake habitat projects throughout the
Commonwealth, including dam removals and development of fishways.
Obtains and manages funding sources to conduct habitat work. Works with diverse
groups of public volunteers and partners to effect completion and implementation of
habitat projects.
Represents the Commission on various committees, and state and interstate
agencies and organizations regarding matters related to habitat protection and
improvement.
BUREAU OF ENGINEERING
Directs the planning, engineering, design, construction, and maintenance of fishing
and boating facilities, hatcheries, and other PFBC property.
DIVISION OF CONSTRUCTION AND MAINTENANCE
Plans and designs site engineered structures including roadways and bridges; ponds,
raceways and impoundments; wells and pumps; fishways; shoring, piling, docks,
wharfs and ramps including their service utilities and appurtenances; plans and
designs buildings and their utilities for the Fish and Boat Commission.
Designs and reviews construction of specialized aquatic resources projects; plans,
designs and inspects the construction, renovation and major maintenance of dams
and impoundments.
Inspects and ensures compliance with state and national dam safety standards at all
55 Commission-owned lakes and impoundments.
Ensures safety and compliance of all Commission-owned structures including
bridges and entry roadways.
Directs the construction and maintenance of Fish and Boat Commission buildings,
structures, equipment, utilities and property, including electrical, construction,
plumbing, and finish carpentry services.
Oversees the maintenance and operation of the Commission’s Centre Regional
Office facility.
Secures permits and approvals from local, county, state and federal authorities for
Fish and Boat Commission Projects.
Provides technical guidance to townships, boroughs, counties, and organizations
interested in increasing fishing and boating opportunities to the public.
Provides automotive and vehicle maintenance services for the PFBC, including
annual state inspections, routine vehicle maintenance and major repairs to agency
owned heavy equipment.
Page 7

Fabricates and installs signage, docks, concrete structures, lighting, line painting,
paving and concrete pouring.
BUREAU OF HATCHERIES
Directs the production and stocking of coldwater, warmwater, and coolwater
species of fish in Pennsylvania waters, including Lake Erie.
Directs the management of hatchery effluents and adherence to water quality permit
requirements within NPDES permit limits.
Provides oversight of the infrastructure and renovations to state fish hatcheries.
Directs all interstate exchanges or trades of fish and eggs.
Represents the agency on various interstate and intrastate aquaculture related
committees and organizations.
DIVISION OF NORTHERN HATCHERIES (7)
Propagates and stocks fish, manages hatchery effluent, maintains infrastructure,
coordinates warm/cool water stocking assignments.
CORRY STATE FISH HATCHERY
UNION CITY STATE FISH HATCHERY
FAIRVIEW STATE FISH HATCHERY
LINESVILLE STATE FISH HATCHERY
OSWAYO STATE FISH HATCHERY
PLEASANT MOUNT STATE FISH HATCHERY
TIONESTA STATE FISH HATCHERY
DIVISION OF SOUTHERN HATCHERIES (6)
Propagates and stocks fish, manages hatchery effluent, maintains infrastructure,
coordinates cold water stocking assignments.
BELLEFONTE STATE FISH HATCHERY
BENNER SPRING STATE FISH HATCHERY
HUNTSDALE STATE FISH HATCHERY
PLEASANT GAP STATE FISH HATCHERY
TYLERSVILLE STATE FISH HATCHERY
REYNOLDSDALE STATE FISH HATCHERY
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DIVISION OF FISH PRODUCTION SERVICES
Conducts basic and applied research on fish production problems including diet,
rearing methods, marking methods, and other hatchery technologies.
Staffs and maintains an accredited water quality parameter analysis laboratory.
Provides support in the anadromous restoration efforts including the production of
migratory shad in concert with the Commission's shad restoration program.
Obtains and maintains Department of Environmental Protection issued National
Pollution Discharge Elimination System permits for all state fish hatcheries.
Monitors fish health within the hatchery system, recommends therapeutic
treatments and analyzes wild fish health, disease, and parasite issues including fish
collected from public waterways.
Coordinates activities of and provides technical guidance to Cooperative Nursery
Units in the areas of fish culture, feeding, disease recognition and treatment, water
flow and quality, fish density management, and water quality regulations. Ensures
via routine inspections and reports that all Cooperative Nursery Units meet existing
operational, fish stocking, and reporting requirements and abide by Commission
policies.

BUREAU OF LAW ENFORCEMENT
Directs the enforcement of fish laws, boating laws and certain water
pollution/disturbance laws of the Commonwealth. Additionally, within the scope of
Fish and Boat Commission activities, directs the enforcement of Title 18 (relating to
crimes and offenses) and other misdemeanors and felonies.
Provides assistance to other agencies as requested and deemed appropriate.
Effectuates the execution of programs, Fish and Boat Code investigations, and
services initiated by other bureaus and divisions on behalf of the PFBC. Examples
include: On-site permit reviews; conservation education programs; boating
education; fish stockings; etc.
Assists in the development of new Fish and Boat Code regulations or laws and
modification to existing regulations or laws. Interprets laws, regulations, and
procedures for the public, regional headquarters, staff, and field officers.
Administers the selection, training, and maintenance of the volunteer Deputy
program including but not limited to, maintenance of Deputy personnel records.
Develops and implements standard operating procedures and policies regarding the
law enforcement bureau statewide.
Seeks and applies for alternative funding opportunities (grants, donations,
settlements, etc.) for law enforcement equipment.
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REGIONAL OFFICES (6)
NORTHWEST REGION
SOUTHWEST REGION
NORTHEAST REGION
SOUTHEAST REGION
NORTH CENTRAL REGION
SOUTH CENTRAL REGION
OFFICE OF ADMINISTRATION
Manages, develops, and coordinates the Commission’s Administration; Boating; Outreach,
Education, and Marketing; Human Resources; and Information Technology programs.
BUREAU OF ADMINISTRATION
Provides administrative support services for all Commission operations and
programs.
Procures, monitors maintenance, operating expenses and repairs, and disposes of
vehicles and other rolling stock.
Administers the surplus property program.
Oversees the maintenance and operation of the Commission’s headquarters
building.
Administers the Commission’s Right to Know Law program.
Administers the Commission’s Record Management program.
Administers and coordinates all federal grants.
Develops proposals to receive and expend federal funds.
Records and analyzes the expenditure of federal funds.
Serves as the coordinator for federal projects between the Fish and Boat
Commission, other state agencies and the Federal government.
Provides mail, messenger and related services.
DIVISION OF FINANCIAL MANAGEMENT
Administers the Commission’s Sand and Gravel Royalty program.
Prepares the annual budget and re-budget of the Commission.
Records and analyzes expenditures.
Develops proposals for generating revenue.
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Administers the agency's advancement account, VISA purchasing card, and VISA
travel card programs.
Administers and provides the procurement, warehousing, and distribution of
supplies, equipment, goods and services.
Administers the Commonwealth’s Fixed Asset Accounting System (FAAS) for the
Commission.
DIVISION OF LICENSING AND REGISTRATION
Plans and directs the boat registration, boat titling, and use permit programs.
Collects, records and transmits revenues associated with boat registration and
titling.
Plans and directs the fishing license program.
Administers the PA-Saltwater Registry Program.
Collects, records and transmits revenues from the sale of fishing licenses.
Recommends the approval or disapproval of agents who are authorized to sell
fishing licenses and issue temporary boat registrations.
Administers, coordinates, and issues a variety of special scientific, research,
educational and activity permits.
Administers the Charter Boat/Fishing Guide permitting program.
Administers the Commission’s insurance program.

BUREAU OF OUTREACH, EDUCATION, AND MARKETING
Directs the Commission’s public information and outreach efforts to include
oversight of agency website content and social media presence.
Directs the Commission’s outreach, education, and marketing efforts.
Serves as the Commission’s marketing liaison to state travel and tourism
departments, state conservation agencies, other states’ conservation agencies,
advertising agencies and commercial promoters.
Serves as the Commission’s liaison with the Recreational Boating and Fishing
Foundation.
Plans, develops, directs, and implements statewide education and recreational
programs, materials, and services aimed at increasing participation in fishing, safe
boating, and conservation.
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DIVISION OF OUTREACH AND MARKETING
Plans, develops and coordinates the Commission’s public information program
through the production of printed publications, exhibits, deployment of social
media, oversight of website and online content and direction of multimedia efforts.
Directs the Commission’s marketing program through special campaign initiatives,
ongoing promotions, public service announcements and special events.
Develops and supports Commission’s human dimensions/market research
initiatives, public survey projects and other related social science research.
Plans and directs the Commission’s magazine and publications program, which
includes sales, distribution and replenishment.
BUREAU OF BOATING
Serves as Ex Officio Member and Secretary to the Boating Advisory Board.
Serves as the Commonwealth’s Boating Law Administrator.
Serves as the liaison with the U.S. Coast Guard, PA Department of Transportation,
other state boating law officials, and the Commission’s Bureau of Administration
on boat registration and titling regulation development and implementation.
Directs the development of comprehensive boating laws and regulations that
enhance the safety and recreational enjoyment of the Commonwealth’s boaters.
Serves as a liaison with various agencies and Boating at Large Commissioners to
further the Commission’s mission and programs.
Serves as the Board of Commissioner’s Boating Committee contact.
DIVISION OF WATERWAYS AND MARINA MANAGEMENT
Responsible for management of the Commission-owned and operated Walnut Creek
Marina and the Commission-owned and concession-operated Northeast Marina.
Serves as the Commonwealth’s representative on the national State’s Organization
for Boating Access (SOBA) for the acquisition, development, and administration of
recreational boating facilities.
Responsible for agency involvement in water trails development.
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Responsible for the development of a comprehensive statewide boating access and
facilities planning and improvement program.
Manages the development of boating initiatives and programs designed to increase
and protect existing Boat Fund revenue sources, identify new Boat Fund revenues,
and manage Boat Fund reserves.
Manages the Oil Company Franchise Tax (OCFT) Refund Petition and Boat Fuel
Usage and Reporting Process.
Oversees the Commission’s Use (Launch) Permit Program.
Oversees the development and implementation of the Adopt-an-Access program.
DIVISION OF WATERCRAFT SAFETY
Plans, develops, and administers a statewide water rescue training and certification
program.
Serves as Commission spokesperson and lead on water safety, safe paddling, safe
boat operation and other issues requiring media interactions.
Administers the Boating Safety Certification Program.
Develops and disseminates general boating and boating safety information via
various methods.
In conjunction with Bureau of Outreach, Education and Marketing staff, develops
and administers water safety and boating courses, and conducts training for certified
teachers and other trainers.
Trains and prepares staff for participation in Helicopter Aquatic Rescue Team
(HART) and SWERT (Swiftwater Emergency Response Team) units.
Reviews and analyzes recreational boating accident reports and investigator’s
reports and makes recommendations through chain of command for corrective
actions to improve safety on Pennsylvania waterways.

BUREAU OF INFORMATION TECHNOLOGY
Provides leadership, governance, and business-driven information systems and
technologies that are aligned with the strategic direction of the Commission.
Provides support for all components of an information technology network and data
store that are needed to sustain the business requirements of the Commission.
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Provides overall direction, support, and management of all aspects of the
Commission’s information technology infrastructure, including network
architecture, inter/intranet application web development, Geographical Information
Systems (GIS), and telecommunications.
Provides technology solutions to enhance system interoperability, security and cost
effectiveness for the Commission, as well as support both internal and external
customer needs.
Operates and maintains all distributed computing platforms and systems used
within the Commission including servers, workstations, storage devices, and
network devices.
Coordinates customer service activities including help desk calls, problem
management, service requests, change management, asset management, software
support, database administration, and print services.
Ensures compliance with Commonwealth policies and standards, where
appropriate.
HUMAN RESOURCES OFFICE
Classifies and recommends pay scale groups for Fish and Boat Commission
positions by conducting audits, updating job specifications, overseeing position
description updates, and preparing pay studies.
Advises executive staff and managers about human resource policy and procedures,
including Civil Service Rules, Management Directives and Executive Orders as
applicable, Personnel Rules, Governor’s Code of Conduct, and other
Commonwealth policies.
Administers the development and assessment of Commission’s training programs,
including specialized initiatives.
Ensures that equal opportunity, disability services programs, workplace safety,
work-related injury, Heart and Lung, workplace violence, commercial driver’s
license drug testing, and employee assistance programs are appropriately
administered and communicated to all employees.
Directs the Commission’s labor relations program. Interprets and represents the
Commission during the negotiation of collective bargaining agreements, assists in
unfair labor practices and arbitrations, resolves grievances and employee complaint
issues, conducts sensitive investigations, and recommends appropriate levels of
disciplinary action.
Assists program managers and supervisors in recruiting and placing Commission
employees, including workforce and succession planning.
Reviews and provides input on Commission policies which have human resources
impact.
Responsible for maintaining employee Official Personnel Files.
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Directs the Commission’s time and attendance, financial disclosure, workers
compensation, performance management, and unemployment compensation
programs.
DIVISION OF PUBLIC ACCESS AND PROPERTY SERVICES
Directs and administers the Lake Erie Access Improvement Program.
Directs and coordinates the Commission’s comprehensive statewide public access
and lands conservation program designed to protect land resources and habitats for
jurisdictional species and enhance public access opportunities for fishing and
boating through fee-simple acquisition, conservation and fishing easements, and
planning.
Coordinates the program across various agency program areas including habitat
improvement, fisheries management, environmental services, and engineering and
property services.
Monitors various grant sources and applies for grants and other non-traditional
funding sources to support public access programs and initiatives. Directs and
administers grants and other sources of funding awarded to the commission.
Directs and administers the Clean Vessel Act and Boating Infrastructure and
Facilities Development Grant programs.
Directs and administers the statewide Boating Facility Grant program.
Provides technical assistance to Commission partners on the design of fishing and
boating access facilities.
Provides support to the PA Water Trails Partnership.
Plans, develops and directs the statewide real estate operations and programs of the
Commission.
Administers and coordinates statewide land acquisition, land disposition and land
use programs. This includes negotiating, writing, reviewing and processing Land
Purchase Options Agreements, Land Acquisition/Disposition Agreements, Land
Exchange Agreements, Lease Agreement, License Agreement, and Permission
Letters.
Evaluates and reconciles property encroachment, title, and property ownership and
control problems.
Administers and coordinates the Commission real estate records. This involves
maintaining, managing and inputting real estate documents and data into the
Commissions’ Real Estate database. Additionally, it involves inputting real estate
documents and data into the DGS real estate database (EFMS) and FAAS database
and archiving of documents at the State Archives.
Maintains agreements and in-lieu-of-tax payments obligations in the
Commonwealth’s FRE System.
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Researches, evaluates and responds to property related inquiries from Commission
staff, other agencies, legislators and the public.
Assists and supports Commission staff with the evaluation and implementation of
gas and water land use agreements for Commission property.
Provides the land and property surveying services for Fish and Boat Commission
Projects and facilities.
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Staff E-Mail Addresses & Phone Numbers
Tim Schaeffer Executive Director
tischaeffe@pa.gov
717-705-7801 or 717-919-1826 (cell)
Chad Whitaker
Executive Secretary
cwhitaker@pa.gov
717-705-7801
Wayne Melnick
Chief Counsel
wmelnick@pa.gov
717-705-7827
Maxine Johnson
Director of Human Resources
maxjohnson@pa.gov
717-525-5868 or 717-433-8677 (cell)
Mike Nerozzi, Director
Policy and Planning Office
mnerozzi@pa.gov
717-705-7807 or 717-562-1599 (cell)
Mike Parker
Communications Director
michparker@pa.gov
717-705-7806 or 717-585-3076 (cell)
Brian Barner, Deputy Director
Office of Administration
bbarner@pa.gov
717-705-7902 or 717-439-5074 (cell)
Bernie Matscavage, Director
Bureau of Administration
bmatscavag@pa.gov
717-705-7822 or 717-525-0212 (cell)
John Shero, Director
Bureau of Information Technology
jshero@pa.gov
717-705-7904 or 717-836-9992 (cell)
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Andy Shiels, Deputy Director
Field Operations
ashiels@pa.gov
814-359-5181 or 814-360-4200 (cell)
Paul Urbanik, Director
Bureau of Engineering
purbanik@pa.gov
814-359-5190 or 717-409-2515 (cell)
VACANT, Director
Bureau of Outreach, Education & Marketing
VACANT, Director
Bureau of Fisheries
Brian Wisner, Director
Bureau of Hatcheries
bwisner@pa.gov
814-359-5223 or 814-933-6057 (cell)
Corey Britcher, Director
Bureau of Law Enforcement
cbritcher@pa.gov
717-705-7861 or 717-226-1127 (cell)
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Pennsylvania Fish & Boat Commission
Strategic Plan
July 2014 – June 2017

Mission
The Pennsylvania Fish and Boat Commission’s mission is to protect, conserve and
enhance the Commonwealth’s aquatic resources and provide fishing and boating
opportunities. The mission reflects our statutory responsibilities in section 321 of the Fish and
Boat Code, 30 Pa. C.S. §321, relating to:
•
•
•
•

The encouragement, promotion and development of fishery interests.
The protection, propagation and distribution of fish.
The management of boating and the operation of boats.
The encouragement, promotion and development of recreational boating.

Vision
By 2017, the Pennsylvania Fish & Boat Commission will provide high quality services to
insure essential resource management and protection and improved fishing and boating
recreation; engage targeted audiences in safe fishing and boating; and maintain and improve the
agency’s workforce and physical infrastructure.
Values
The Commission’s values are our guiding principles. These statements outline the
behaviors that are expected of all employees, Commissioners, Boating Advisory Board members,
and volunteers. Evident in our daily decision making, our values impact every aspect of our
organization.
•
•
•
•

We are committed to prudently managing the Commonwealth’s aquatic resources.
We are committed to providing high quality public service.
We are committed to being wise stewards of the assets entrusted to us.
We are committed to creating a positive and cooperative work environment where staff
are given the opportunity to develop their expertise and ideas are openly exchanged,
acknowledged, and respected.

Preamble
This strategic plan will guide agency operations from July 2014 through June 2017. The
previous strategic plan was adopted in July 2010, amended slightly in January 2012, and
intended to last from July 2010 until June 2015. Due to significant fiscal constraints driven
largely by impending increases in health care and retirement costs that the agency is required to
bear, the Board of Commissioners determined that the plan needed to be revised to reflect the
new fiscal realities.
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Mandatory personnel costs beyond the agency’s control are expected to be over $9
million annually by fiscal year 2016-17 and constitute about 20% of annual spending. Just
before the strategic planning process started in earnest, the agency began developing an internal
Spending Reallocation Plan (SRP) that shifted spending to accommodate the ballooning health
care and retirement costs. Absent an influx of revenue to meet the rising personnel costs, this
new strategic plan is constrained by more austere fiscal realities that the past plan. In the words
of the Executive Director, the agency will be doing “less for less.” The SRP limits the levels of
services the agency will be able to deliver, and activities will ultimately be scaled according to
available staff and financial resources.
This plan follows the SMART goal format that characterized the previous plan and that
has become a fundamental part of how the agency operates. Adherence to the SMART approach
means that each goal needs to meet the following five criteria:
•
•
•
•
•

S – Specific
M – Measurable
A – Action-oriented
R – Realistic
T – Time-bound

Unlike the previous strategic plan that focused mainly on new initiatives, this plan is
intended to capture the universe of activities that the agency will focus on from July 2014 – June
2017. To pursue the goals laid out in this plan, the agency acknowledges the need to maintain
core support functions such as administration; human resources; fisheries and hatcheries; law
enforcement; information technology (IT); legal; legislative and public relations; and
engineering, maintenance, and other support services to operate agency facilities.
Fulfilling its mission and implementing this plan requires the agency to rededicate itself
to working with partner organizations. In addition to working with others to achieve
programmatic goals, the Commission will look to partners to help offer fishing and boating
infrastructure since providing fishing and boating opportunities does not mean that the agency
has to own or manage an area.
Waterways Conservation Officers
One of the primary core functions of the agency is law enforcement. A Waterways
Conservation Officer (WCO) is a specialized conservation police officer employed by the
Commission’s Bureau of Law Enforcement (BLE). After successful completion of a stringent
training program, WCOs may be assigned to a law enforcement district anywhere within the
Commonwealth, where they are required to perform specialized law enforcement work in
fisheries conservation and watercraft safety. Typical duties include patrolling by foot, vehicle, or
boat to detect, pursue, and apprehend violators. WCOs issue citations or warnings, file criminal
complaints, serve warrants, present evidence at hearings and court proceedings, investigate water
pollution and encroachment incidents, investigate boat accidents, and stock fish. WCOs make
public appearances to conduct educational classes or provide information to the
public. Additionally, WCOs coordinate the work of a corps of Deputy Waterways Conservation
Officers at the district level.
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WCO duties are critical to and interwoven with the conservation and recreation goals
outlined below. Therefore, through 2017, the Commission will continue to maintain a vigilant
corps of WCOs to enforce fishing, boating, and environmental laws and regulations; assist the
Commission in meeting recreation goals; and promote public safety.
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Funding
Issue 1: Revenues are insufficient to support the Commission’s current levels of programs
and services and meet increasing fixed, variable, and mandatory personnel costs.
As outlined in the preamble, the Commission is required to meet mounting health care,
retirement, and other personnel obligations beyond its control while also dealing with the
increasing costs of doing business that face any agency or company. To meet its obligations and
maintain agency operations, the agency is reallocating spending while living within its means.
Concurrent with narrowing the scope of its activities, the agency needs to maximize the funding
generated from the traditional revenue streams of fishing license sales and boat registrations
while also pursuing new sources of revenue to support the work it performs on behalf of aquatic
resources, anglers and boaters, and individuals and businesses throughout Pennsylvania.
Strategy 1A: Reduce expenses and reallocate spending.
Goal 1A: Implement a Spending Reallocation Plan within which the Commission does not
spend more than it generates in revenue each fiscal year and maintains agency
administrative and support services necessary to deliver programs and services.
A. Through June 2017, implement, review, and update the Spending Reallocation Plan (SRP) to
reflect evolving fiscal realities.
B. By July 2015, present updated SRP to the Board of Commissioners.
C. Through June 2017, work with PFBC staff and partners to identify and implement projects
using restricted revenue account funds to address settlement agreement conditions and PFBC
priorities.
Strategy 1B: Increase traditional revenue sources and secure alternative funding to deliver
core programs and services to benefit anglers, boaters, and trust species; deliver select
discretionary programs and services to benefit all Pennsylvanians; and meet mandatory
personnel costs.
Goal 1B: Increase revenues.
A. Through June 2017, implement operational decisions to increase revenues.
1. Continue to grow Natural Gas and Water Access programs.
2. By June 2017, develop, implement, and evaluate annual marketing campaign plans
designed to increase license sales (and corresponding federal reimbursements) by
10% through the end of license year 2017.
3. By July 2015, secure dedicated funding to support the water rescue program.
B. Through June 2017, advocate for legislative solutions to maintain and increase revenues.
1. Identify, develop, and advocate for state legislative opportunities to maintain and
increase agency revenues.
2. In cooperation with the Association of Fish and Wildlife Agencies (AFWA), advocate
for federal legislation to maintain and increase agency revenues.
C. Through June 2017, promulgate regulatory changes to increase revenues.
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1. By January 2015, require senior resident lifetime license holders to purchase a
trout/salmon permit annually to fish for trout.
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Conservation
Issue 2: Current and increasing threats to our aquatic resources demand the Commission
provide high quality services to insure essential resource management and protection and
improved fishing.
High quality fishing opportunities require healthy, functioning ecosystems comprised of
diverse aquatic communities. Pennsylvania’s fish, amphibians, reptiles, and other aquatic
resources face a number of threats, including power generation and associated fossil fuel
extraction and transmission line construction; municipal and industrial surface and ground water
withdrawals; point and non-point discharges; road construction and other encroachments; and the
introduction and proliferation of invasive species. Continued assessment of the quality of our
Commonwealth’s aquatic resources and prudent implementation of fisheries management
programs assures high quality angling in the waters of the Commonwealth. The following
priority actions build on past successes to protect, conserve, and enhance both game and nongame species and their habitats in support of the Commission’s Resource First philosophy.
Strategy 2: Provide high quality resource management and protection to reduce the
impacts of current and increasing threats to aquatic resources.
Goal 2: Protect, conserve, and enhance aquatic resources and habitats.
A. By January 2015 complete a revision to the Strategic Plan for Management of Trout
Fisheries in Pennsylvania to include the following:
1. Through June 2017, continue efforts to improve Pennsylvania’s tailwater trout
fisheries.
2. Immediately begin implementation of recommendations from the stocked trout
efficiency study.
3. By December 2015, design an angler survey to provide a statewide assessment of
angler use, angler catch, angler opinions, and an economic contribution of trout
angling on trout stocked lakes in order to make informed decisions regarding future
trout stocking allocations in lakes.
4. By December 2015, complete evaluations of all current fingerling stocking efforts
and provide recommendations for future implementation of the program.
B. Through June 2017, continue implementation of river management plans for the Delaware,
Susquehanna, and Three Rivers systems.
1. Efforts specific to all three river systems will include:
a. Maintenance of long-term adult and young-of-year Smallmouth Bass data
sets.
b. Sampling requirements specific to meeting objectives outlined in the speciesspecific warmwater management plans for Muskellunge, Walleye, and
Catfish.
2. Efforts specific to the Susquehanna River will include:
a. Continued participation on interagency technical committees assessing water
quality of the Susquehanna River and the impacts to the Smallmouth Bass
population.
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b. With partners, implement a fish community sampling procedure to more
broadly track the condition of the fishery.
c. By June 2017, identify a method and criteria to determine the impairment
status of the river.
3. Efforts specific to the Three Rivers will include cooperation with Ohio River states to
expand our knowledge regarding the expansion of Asian carp in the Ohio River
system and reduce or eliminate the threat to the river’s ecology.
4. Efforts specific to Delaware River will include:
a. Annual monitoring of American Shad populations at historic stations.
b. American Shad spawning activities to support restoration efforts.
By January 2015, complete the 2nd edition of the Lehigh River Fisheries Management Plan.
Through June 2017, implement gamefish management plans for Muskellunge, Walleye, and
Catfish.
By June 2017, complete the development of a strategic plan for the management of black
bass in Pennsylvania.
By June 2017, facilitate or complete population inventories and home range assessments for
Timber Rattlesnake, Blanding’s Turtle, Eastern Massasauga, Bog Turtle, Eastern Mud
Salamander, Rough Green Snake, Broadhead Skink, New Jersey Chorus Frog, Southern
Leopard Frog, Kirtland’s Snake, Northern Cricket Frog, Eastern Redbelly Turtle, Eastern
Pearlshell, Dwarf Wedgemussel, Bluebreast Darter, Tippecanoe Darter, Gilt Darter, Iowa
Darter, Eastern Sand Darter, Spotted Darter, Black Bullhead, Bowfin, and Horneyhead Chub.
Through June 2017, continue implementation of statewide action plans for the following
species: Eastern Pearlshell Mussel, Bog Turtle, Eastern Massasauga Rattlesnake, and Timber
Rattlesnake.
By December 2014, research and finalize statewide action plans for the Salamander Mussel
and Chesapeake Logperch. Through June 2017, implement these plans.
By June 2015, work with other members of the Pennsylvania Natural Heritage Partnership to
complete the upgrade to the Pennsylvania Natural Diversity Inventory environmental review
tool.
By June 2017, assist the Pennsylvania Department of Environmental Protection and other
governmental agencies with the development of policies and reservoir operation procedures
that limit alteration of natural flow regimes to levels that maintain critical species, habitats,
and ecological conditions.
By September 30, 2015, together with partners, complete a new State Wildlife Action Plan.
Through June 2017, continue to conduct the following permit reviews: Species Impact;
Scientific Collector; Threatened and Endangered Species; Nongame Special; Venomous
Snake; Amphibian and Reptile Organized Hunt; Commercial Snapping Turtle; Water
Obstruction and Encroachment; Triploid Grass Carp; Mining; Drawdown; Water Allocation;
FERC Hydropower; 316(a) Clean Water Act Thermal Variance; 316(b) Clean Water Act
Impingement and Entrainment; and select Algicide, Herbicide or Fish Control Chemical in
Waters of the Commonwealth.
By June 2017, sample at least 2,000 prioritized, un-inventoried streams that have been
identified by Commission staff as most at risk from the effects of human activities, and
continue to forge partnerships to augment Commission sampling efforts.
Through June 2017, continue the development of a PFBC sampling protocol manual to
ensure consistent data collection techniques for waterways.
1. By December 2014, complete documentation of PFBC-approved sampling protocols
for large rivers.
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2. By December 2015, complete documentation of PFBC-approved sampling protocols
for lakes.
3. By December 2016, complete documentation of PFBC-approved sampling protocols
for herptiles.
O. Through June 2017, annually address the following habitat improvement goals:
1. Refine the stream and lake prioritization approaches to guide habitat improvement
work. Work with partners to avoid duplication of efforts and maximize cooperation
to address common goals.
2. Develop and implement lake habitat improvement plans into all PFBC high-hazard
dam rehabilitation efforts.
3. Develop a plan to prioritize dam removals and culvert passage objectives statewide
and facilitate fish passage through the removal of 25 dams, improved culvert
installations, or the installation of fishways.
P. By January 2016, simplify fishing regulations.
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Recreation
Issue 3: Other leisure and recreational activities are competing with fishing and boating
for people’s time.
A large body of research exists that suggests strategies likely to engage and retain people
to fish and boat by promoting it as fun, relaxing, convenient, easy, and safe. One of the most
practical strategies for creating new anglers is simply for a friend or family member to take them
fishing. Maintaining the most efficient use of stocked fish also continues to be a core element of
providing recreational fishing opportunities.
At the same time, the Commission needs to learn more about and use customer
demographics, needs, and desires to increase participation in fishing and boating. The
Commission should continue to rely on national research and best practices as a foundation for
its recruitment and retention goals and focus its efforts on enhancing and using basic knowledge
of its customers.
Strategy 3A: Successfully involve youth and other target audiences in fishing and boating
by addressing the following five key elements in outreach programs, with an emphasis on
social support:
• Providing introductory experiences
• Providing access to equipment
• Providing instruction (skills)
• Providing access (real and perceived)
• Encouraging social support (apprenticeship/mentoring ensures adoption)
Goal 3A: Engage in targeted education and outreach activities that address the five key
elements of fishing and boating participation and engage partners to enhance the
Commission’s efforts through the multiplier effect at the local level.
A. Through June 2017, develop and implement annual plans for delivering training and
instructional resources to sportsmen’s clubs, conservation organizations, and outdoor
recreation providers for Family Fishing, SMART Angler, women’s, and other effective
programs at the local level.
B. Through June 2017, maintain Fishing Tackle Loaner Program to make equipment accessible
for group or individual loan.
C. Through June 2017, develop and implement annual plans to present fishing opportunities in
appealing and convenient “packages” such as PA’s Best Fishing Waters, Family Fishing
Festivals, and mentored youth opportunities.
D. Through June 2017, develop and implement annual plans for mentoring programs, with
focused opportunities (e.g., different species or seasons) and increased outside partnership
engagement.
1. Increase lead-in and follow-up contacts for mentored fishing opportunities (such as
promotions, partnerships, surveys, newsletters).
2. Incorporate recruitment and retention elements into mentoring program promotions
and partnerships.
3. By July 2016, assess the overall effectiveness of the Mentored Youth Fishing Day
program.
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E. Through June 2017, use increased understanding of customer demographics, current
research, and customer trends to enhance recruitment and retention of anglers and boaters by
identifying targeted segments for outreach and education.
Strategy 3B: Provide for safe and enjoyable participation in boating.
Goal 3B: Conduct outreach and informational efforts designed to reduce boating-related
casualties, maintain water rescue program to provide necessary training for emergency
response personnel to safely and effectively respond to water-related emergencies, and
pursue new public access as resources allow.
A. Through June 2017, annually identify and implement specific strategies to reduce casualties
of targeted user groups.
B. By January 2015, use point-of-sale messaging to increase awareness of minimum boating
safety legal requirements.
C. Through June 2017, continue to play a leadership role in the Pennsylvania Helicopter
Aquatic Rescue Team (PA-HART) program.
D. By July 2015, establish BLE swiftwater strike team as a certified Type 1 response team.
E. Through June 2017, annually conduct Operation Dry Water, a statewide boating safety and
boating under the influence saturation detail.
F. Through June 2017, administer the Floating Structure and Aids to Navigation program.
G. Through June 2017, administer Lake Erie Access Program and, as resources allow, pursue
other public access opportunities consistent and Pennsylvania’s Fishing and Boating Access
Strategy.
Strategy 3C: Create put-and-take fisheries by stocking legal size fish and enhance fisheries
by stocking fry and fingerling size fish which supplement natural populations to support
sustainable fisheries.
Goal 3C: Ensure that fish production levels are met annually to optimize fishing
opportunities.
A. Through at least July 2015, continue to operate all 13 state fish hatcheries.
1. Trout Culture: Annually produce and stock up to 3.2 million adult trout or 1.9
million pounds to stock in the Commonwealth.
a. By July 2015, evaluate the public demand and expectations for stocked trout
and provide a recommendation on how many trout should be raised.
2. Warm/Cool Water Culture: Annually produce warm/cool water species through in
house production or acquisition to meet requests to stock species requested by
Fisheries Management.
3. Cooperative Nurseries: Annually produce fish and eggs to supply the needs of the
cooperative nurseries throughout the Commonwealth.
B. Through June 2017, ensure the safe and efficient maintenance and operation of state fish
hatcheries while remaining in compliance with environmental regulations and fish health
guidelines.
1. Annually utilize available funding for maintenance and operation of hatcheries and
identify budget shortfalls which may lead to fish production decreases.
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2. Consistently maintain and update hatchery permits and perform water quality analysis
according to permits.
3. Annually perform fish health inspections, provide diagnostic services, and maintain
fish transfer records.
C. Through July 2017, maintain and promote existing cooperative nurseries.
1. Through July 2017, increase the presence of cooperative nursery information in the
Pennsylvania Angler and Boater magazine and the PFBC website.
2. By December 2016, perform an analysis of existing cooperative nurseries and
recommended production levels.
3. By July 2016, evaluate and recommend improvements to the cooperative nursery
application process.
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Internal Resources
Issue 4: The Commission must consistently make investments in itself to maintain its
infrastructure, staff, and programs and their respective relevance.
The Commission’s employees are its largest investment and most important resource.
More than just people, the Commission’s infrastructure includes a vast network of facilities and
properties. To deliver its programs and services, the Commission needs to sustain strategic
investments in employee development and training, information technology, and physical
infrastructure and properties, which include an enormous backlog of capital improvement
requirements and an extensive list of long-term maintenance needs that require a coordinated and
deliberate approach for planning, funding, and implementation.
Strategy 4: Strengthen performance and secure operations by continuing to efficiently and
effectively manage limited financial and human resources and agency infrastructure.
Goal 4: Optimize agency efficiency through continuation of investments in information
technology, employee training and development, and infrastructure planning and
implementation.
A. Information Technology
2. By June 2016, redesign the Commission’s website to simplify and enhance ease of
navigation.
3. By June 2017, continue to plan for and support IT updates, enhancements, and
maintenance of critical business applications to meet the needs and requirements of
program areas.
a. By September 2014, identify and prioritize essential application enhancements
for key business areas.
b. By July 2015, develop and implement annual plans for prioritized and funded
application enhancements.
4. Through June 2017, continue to convert business applications to the new .NET/SQL
application standard platform as necessary.
5. By July 2015, identify and begin utilizing available partnerships, infrastructure,
software, data, and training to provide meaningful and useful information for
managers and executive leadership to make critical programmatic, marketing, and
business decisions.
6. By June 2017, develop the capability of a GIS layer containing Commission
properties.
a. By June 2016, validate existing data, through general referencing, on
Commission property holdings.
b. By June 2017, develop GIS layer for Commission properties.
B. Training and Development
1. Through June 2017, continue to re-invest in employee development opportunities.
2. By June 2016, complete the training of a new class of WCOs.
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C. Through June 2017, continue to implement a comprehensive multi-year Infrastructure Plan
for the engineering, maintenance, and development of the Commission’s dams, access areas,
administrative buildings, hatcheries, marinas, and bridges.
1. Through June 2017, leverage funding sources to complete high-hazard dam repairs.
2. By March 2015, prioritize access areas that the Commission manages on behalf of the
Commonwealth and begin implementing repairs on an established cycle.
3. By December 2014, complete plan for where and how to house the Commission’s
Centre County-based staff.
4. By June 2016, complete plans to optimize Commission field staff into as few
locations as possible to meet identified business needs.
5. By December 2014, complete return on investment analysis of marinas managed by
the Commission.
6. By January 2015, prioritize bridges that the Commission manages on behalf of the
Commonwealth and begin implementing repairs on an established cycle.
7. By June 2017, complete a Commission-wide energy savings analysis.
a. By December 2015, complete an energy savings analysis for state fish
hatcheries.
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Prepared and Approved by:
The Board of Commissioners
July 17, 2012
(In the event that there is a conflict between any of the Commissioners’ policies and the law, the
applicable law will govern.)
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COMMONWEALTH OF PENNSYLVANIA
Fish and Boat Commission
Policy Statement
Board Ends
1. The Board recognizes the agency’s mission: to protect, conserve, and enhance the
Commonwealth’s aquatic resources and provide fishing and boating opportunities. It
represents and owns this mission and recognizes that its responsibility begins and ends
with preservation, protection, and enhancement of the resources that are necessary to
fulfilling its mission.
2. The Pennsylvania Fish and Boat Commission’s (PFBC or Commission) independent
status is critical to fulfilling its unique mission. Its independence provides the flexibility
to act upon the substantial challenges and opportunities it faces. The agency must
recognize its challenges and opportunities and capitalize on its uniqueness by
aggressively partnering and reaching out to external organizations that can assist it in
fulfilling its mission.
The Commission also operates in a highly competitive environment. That competition
may assume many forms. Some, but not all, of which include:
A.
B.
C.
D.
E.
F.

The various demands and uses imposed upon our natural resources.
Public access concerns.
The Commission’s ability to attract, equip, and retain qualified employees.
The need to execute tasks competitively.
The numerous recreational alternatives available to end users.
Competition from other agencies for funding, regulatory jurisdiction, and program
administration.
G. Access to funding sources.

These factors represent significant, ongoing concerns. They must be met with new and
creative approaches. A broad appreciation for the importance of leveraging and
optimizing the allocation of the agency’s assets is required to augment, enhance, and
supplement its efforts.
3. “Resource First” is a philosophy that describes the first priority of the Commission’s
mission and that of the Fish and Boat Code, as well as the Commission’s fundamental
role in fulfilling and supporting the provisions of Article 1, Section 27 (Natural
Resources and Public Estate) of the Constitution of the Commonwealth of Pennsylvania.
It represents:
1. The Commissioners’ belief that the Commonwealth’s aquatic resources are the
valuable collateral that secures all fishing and boating activities.
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2. The notion that protecting, conserving, and enhancing the Commonwealth’s
aquatic resources is the agency’s first management priority.
3. The Commissioners’ expectation that the agency’s activities, regulations, and
methods of work will be evaluated and practiced within the context of this
priority.
4. The Board will ensure that the Commission is always operating under a current
strategic plan.
5. Understanding that it is the staff’s job to execute the legislative agenda while the
Board monitors and supports their efforts, the Board will work with the Executive
Director and staff to develop and continually update its legislative agenda.
6. The Board will conduct all of its activities in accordance with the Public Official
and Employee Ethics Act, the Governor’s Code of Conduct, and other standards
that may be adopted.
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COMMONWEALTH OF PENNSYLVANIA
Fish and Boat Commission
Policy Statement
Board Means
1. The Board acknowledges that its central role is to govern and formulate policies to fulfill
its role. It will strive to support the agency’s mission by developing, adopting, and
enforcing policies that are proactive, aggressive, and focused on the long-term health,
protection, and development of the Commonwealth’s aquatic resources and the recreation
they provide. These policies will be directed toward maintaining a balance between the
critical factors that influence fishing and boating opportunities and the health and natural
function of the Commonwealth’s various watersheds. Those factors include the species
we are charged with protecting within those watersheds, the habitat that supports that life,
the people who enjoy and utilize the resources, and the long-term viability of the
Commission.
2. The Board will give overall guidance and direction to the ends to be addressed in the
agency’s strategic plan. The Board will expect the Executive Director to develop and
maintain a current strategic plan and hold the Executive Director accountable for staying
focused on the ends identified by the Board.
3. The Board will develop and promulgate regulations that are consistent with supporting
the agency’s mission. It also acknowledges that accomplishing this mission requires a
critical analysis of the intersection that occurs between the resource, the people, and the
natural habitats that support the resource.
4. The Board will educate itself regarding the resource and the people it represents.
5. The Board’s education will be facilitated by:
A. Reviewing reports, presentations, and other materials prepared by PFBC staff and any
external sources it deems appropriate.
B. Studying issues and concerns of resource users and key experts.
C. Discussions with elected officials, consumers, and service providers.
D. Monitoring the demand, affects, and utilization of services, regulations, and
programs.
6. The Board will focus on strategic leadership rather than administrative detail. Therefore,
its role will be:
A. Proactive rather than reactive.
B. Strategic rather than administrative.
C. Distinct from that of the Executive Director and the staff.
i. The Board will establish policy.
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ii. The Board will expect the Executive Director to abide by its policies.
iii. The Board will not interfere with the Executive Director’s right to
establish operating policies within the context of Board policies and
limitations.
7. To that end, the Board will:
A. Deliberate in many voices but govern in one.
B. Be responsible for excellence in governing. It will initiate policy and resist efforts on
the part of others to impose policy directives without formal consideration and
adoption by the Board, be self-regulating, and discourage Commission behavior that
is inconsistent with its policies and mission. It will govern and inspire the
organization through the careful establishment of written Board policies that reflect
the Board’s values and desired ends.
i. Such policies will focus on short-term consequences and long-term
impacts.
ii. They will reflect a firm commitment to managing and understanding the
needs of the Commonwealth’s watersheds and its people.
iii. They will avoid operating, administrative, and programmatic means of
achieving those ends.
C. Ensure the Executive Director achieves Board ends by monitoring his progress and
imposing specific, written limitations.
D. Recognize that its first priority is to that of the Commonwealth as a whole.
E. Use individual areas of expertise to enhance its ability as a governing body to fulfill
its mission rather than substituting individual judgments for Board values and
policies.
F. Solicit information from whatever sources it deems appropriate.
G. Be prepared for meetings.
H. Ensure the orientation of new members in its governance process to maintain
continuity of governance capabilities.
I. Review and monitor its processes and performance regularly to assure that its
activities and disciplines are consistent with its governing role.
J. Develop its agenda in consultation with, but not under the exclusive direction of, the
Executive Director.
i. Board members are encouraged to provide timely input into the
development of the agenda to their committee chairmen.
ii. The President and Executive Director are expected to work collaboratively
toward the development of a final agenda for Board meetings.
K. Expect its President to assure that Commissioners comply with these policies and take
the necessary actions to enforce such compliance.
L. Promulgate regulations in an open and deliberate manner that incorporates such input
as the Board deems appropriate and is required by law. Input should represent the
most current research and information available. Recognizing the importance of
maintaining suitable regulations and the potential for unproductive complexity and
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unintended consequences, the Board should assure that ample time for its considered
debate and evaluation is allowed. The Board must assure that regulations are precise,
understandable to the public, and consistent with its policies. In addition, the Board
will, at all times, seek to simplify regulations.
M. Constantly strive to improve upon its ability to envision and articulate the future and
its relationship to its mission.
N. Insist that all of its activities and those of its Executive Director be prudent, ethical,
and legal.
O. Avoid actions or commitments on behalf of the PFBC without prior review and
formal consent of the Board.
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COMMONWEALTH OF PENNSYLVANIA
Fish and Boat Commission
Policy Statement
Committee Policy
The President may, from time to time, establish committees to assist it in fulfilling its
responsibilities.
Limitations:
1. Committees will be used sparingly so as to avoid interference with the wholeness of the
Board’s job.
2. Committees will not be formed without a well-developed, written charge that defines
their respective roles, their membership, suggested staff contacts, specific objectives, and
targeted accomplishments.
3. Committee assignments, committee chairs, and committee vice chairs should be
announced by the President prior to the fall meeting each year.
4. Standing committees can be established by the President for specific purposes.
A. Committees will be comprised of Board members only. However, committees may
access PFBC staff, resource users, interested groups, and outside experts when they
believe their opinions and expertise can lend value to its deliberations.
B. Committee chairs will report on their respective committee activities at the next
regularly scheduled Commission meeting.
5. From time to time, the President may establish, in his or her sole discretion, special
committees to address specific areas of concern regarding Board governance and
monitoring. The President or a Committee chair may establish workgroups comprised of
Commissioners, staff, and, when appropriate, members of the public to gather
information and report its findings to the appropriate committee.
6. Both standing and special committees are to help the Board in developing policy and
doing its job more effectively.
7. The Board will assure that committees and workgroups do not conflict with the authority
or direction it has delegated to the Executive Director.
8. Committee roles and responsibilities may not be changed without the consent of the
Commission President and the committee chair. If the two are unable to agree, the
Commission President or committee chair may present the proposed changes to the Board
of Commissioners for final resolution.
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9. It is recognized that Board and committee meetings at which a quorum of the Board or
committee members, respectively, are present are considered public meetings (unless
specifically exempted from the Sunshine Act) and must be held in an open, public forum.
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COMMONWEALTH OF PENNSYLVANIA
Fish and Boat Commission
Policy Statement
Board Relationship with the Executive Director
The Board’s authority to staff will be delegated through the Executive Director. Therefore, all
authority and accountability of staff are considered to be the authority and accountability of the
Executive Director.
Means
1. Such delegation will be consistent with the with the Board’s Human Resources Policy
and section 304 of Fish and Boat Code.
2. The Commission shall appoint to serve at its pleasure and, with the approval of the
Governor, fix the compensation of an Executive Director who shall be the Chief
Executive Officer of the Commission and attend to its administrative work and have
charge of all activities under the jurisdiction of the Commission.
3. The Executive Director shall be the Chief Waterways Conservation Officer of the
Commission and shall have charge of, direct, supervise, and control all waterways
conservation officers, deputy waterways conservation officers, and employees of the
Commission.
4. The Board will direct the Executive Director to meet specific ends. The Executive
Director will be responsible for developing a strategic plan consistent with those ends to
guide the agency’s actions and decisions.
5. The Board will also limit the latitude the Executive Director may use to achieve those
ends (See Executive Director Limitations).
6. The Executive Director is accountable for the entire agency meeting expectations and
will be evaluated accordingly.
7. The Board will monitor and evaluate the annual progress the Executive Director is
making toward achieving Board Ends and staying within Executive Limitations.
A. The Executive Director will provide the Commissioners with at least quarterly
updates on his progress in implementing the strategic plan. Such updates shall
include an overall written report from the Executive Director and may be
supplemented by oral presentations by staff and discussions during Board Committee
meetings. The Executive Director is expected to report on both progress and
difficulties in implementing the plan.
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8. The President of the Board will coordinate the annual evaluation of the Executive
Director with input from all Commissioners. In their evaluation, the Commissioners will
utilize quarterly strategic plan implementation reports and any other information it deems
appropriate relative to the Executive Director’s job performance for the preceding year.
The performance evaluation will be presented to the Executive Director in executive
session at the October Commission meeting. This evaluation is considered a confidential
personnel matter between the Board and the Executive Director.
9. The Board expects the Executive Director to interpret its policies reasonably. To that
end, the Executive Director may make all decisions, take all actions, establish all
practices, and develop all activities necessary to achieve the Board’s policies while
remaining within the Commissioners’ written Executive Limitations.
10. The Board may change its policies at any time. By doing so, the Board could alter the
specific results to be achieved and/or the boundaries within which the Executive Director
must function. However, so long as a particular policy and delegation are in place, the
Board will respect and support the Executive Director’s choices.
11. Only decisions of the Board acting as a body are binding on the Executive Director. The
only exception may occur in those rare circumstances when the Board specifically
authorizes, such authority as a group or through its President.
12. If Board members or committees request information or assistance without Board
authorization, the Executive Director may refuse to provide such information if, in his/her
judgment such a request would require inordinate use of staff time, imprudent
commitment of agency resources, or loss of focus on Board policies or the strategic plan.
13. Board members may consult directly with staff for the purpose of asking questions and
gaining information. However, Board members will not place demands upon the staff
that involve inordinate time commitments, expenses, or diversions from previously
defined policy directions.
14. Board members will not provide direction to the staff.
15. Questions about the proper role of the Commissioners in dealing with staff will be
directed to the Executive Director.
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Executive Director Limitations
The Executive Director will not:
1. Cause or allow any Commission practice that is illegal, imprudent, unethical, or in
violation of commonly accepted business or scientific practices.
2. Cause or allow the Board to receive staff information with significant gaps in timeliness,
accuracy, completeness, or objectivity.
3. Cause or allow information to be withheld from the Board that may assist it in evaluating
or formulating its policies.
4. Jeopardize Commission assets through inadequate maintenance, unnecessary exposure to
risk, or failure to comply with regulatory requirements. It is understood that budgetary
limitations may force the Executive Director to prioritize maintenance programs with the
result that some items may suffer.
5. Cause Commission staff or volunteers to be exposed or subjected to unfair, undignified,
or unsafe treatment or conditions.
6. Unnecessarily expose the Commission, staff, or Board members to claims of liability.
7. Fail to maintain a current strategic plan.
A. The Executive Director will not exclude input from the staff, outside sources, and the
Commissioners in the development of the Commission’s strategic plan.
B. Fail to meet the criteria of being specific, measurable, action-oriented, realistic, and
time-bound (SMART) when establishing goals in the agency’s strategic plan.
8. Fail to develop fiscal year budgets and annual plans of work that are aligned with the
strategic plan.
9. Fail to pay Commission expenses and settle debts in a timely manner.
10. Expose the Commission to undue financial risk.
11. Discourage appropriate open communication between Commissioners and staff.
12. Tolerate deterioration in Commission finances that might jeopardize programmatic needs
and Commission policies.
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13. Neglect the professional development of its staff or allow staff members’ training and
professional development to become outdated.
14. Disregard or diminish the agency’s formation and enhancement of relationships,
partnerships with public and private organizations, governmental agencies, stakeholder
groups, and other organizations whose interests and activities may assist the Board in
accomplishing its mission.
15. Take any action that will threaten or compromise the agency’s independence.
16. Hire and promote anyone other than the most qualified individuals possible.
17. Fail to continually explore and seek to implement methods designed to increase agency
revenues.
18. Fail to control agency expenses and perform ongoing evaluations of the usefulness of all
agency assets. These assets will include real property, programs, equipment, and people.
If such assets are no longer needed, the Executive Director will promptly dispose of them
in a manner that is consistent with Board policies and current regulations and laws.
19. Fail to continuously evaluate and seek out opportunities to partner with diverse public
and private entities while recognizing that all decisions with this regard will be conducted
in accordance with applicable rules, contracts, and regulations. Executive Director’s
decisions with regard to these opportunities will be limited by the following factors:
A. The scale needed to economically justify performing certain tasks in house.
B. The business risk associated with internalizing certain operations and assuming the
fixed costs that accompany such a decision.
C. Agency operating flexibility, the cost of change, the potential for operational inertia,
and the agency’s willingness to remain current with new technologies and
approaches.
D. Long term, strategic flexibility.
E. Capital investment requirements.
F. Need for ongoing investment.
G. The importance of nurturing and maintaining access to external research, know-how,
and education.
H. The need to maintain operational balance.
I. The requirement to maintain internal vigor and foster incentives to change and
compete vigorously.
J. Timeliness.
20. Fail to provide the basis for scientifically managing and protecting the Commonwealth’s
aquatic resources and maximizing fishing and boating opportunities.
21. Fail to apply the “Resource First” philosophy to explore different ways of allocating the
agency’s limited financial resources.
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22. Fail to use the “Resource First” philosophy to support new, scientifically-based
approaches to distributing and raising stocked fish.
23. Fail to use the “Resource First” philosophy to provide the basis for protecting and
enhancing viable wild fisheries and other resources under the agency’s jurisdiction.
24. Cause the “Resource First” philosophy to be interpreted as a wild-fish-only policy,
eliminate hatcheries, or eliminate fish stocking.
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Human Resources
This Human Resources Policy is promulgated pursuant to section 304 of the Fish and Boat Code,
30 Pa. C.S. §304. To the extent that there is an inconsistency between this policy and the
applicable provisions of the Civil Service Act, other Commonwealth and federal laws,
regulations, policies and labor agreements, those authorities will govern.

Appointment of Executive Director

The Commissioners will appoint an Executive Director to serve at their pleasure and, with the
approval of the Governor, will fix the Executive Director’s compensation.

Role of Executive Director

The Executive Director is the chief executive officer of the Commission and attends to its
administrative work and has charge of all activities under the Commission’s jurisdiction. The
Executive Director is the chief waterways conservation officer of the Commission and has
charge of, directs, supervises and controls all waterways conservation officers, deputy waterways
conservation officers and employees of the Commission. The Fish and Boat Code has vested
authority in the Executive Director, subject to the provisions of this policy and Commonwealth
law, to appoint and fix the compensation of waterways conservation officers and other
Commission employees as the Executive Director deems necessary to enforce and carry out the
provisions of the Fish and Boat Code and to perform the functions and work of the agency.

Personnel Management

The majority of Commission staff is covered by civil service protections and statewide labor
agreements. Therefore, Commissioners should not attempt to supervise or manage individual or
departmental staff directly. Requests should be made to the various Bureau and Department
heads so as to not disrupt staff from their normal work routines. If Bureau or Department heads
believe that any such request is beyond their ability or authority, they should direct the
Commissioner to the Executive Director. Should a Commissioner have a grievance or complaint
regarding any Commission staff member, other than the Executive Director, it should be kept
confidential and forwarded to the Executive Director or appropriate staff designated by the
Executive Director for appropriate action. Commissioners should not attempt to address any
grievance or complaint with a staff member directly.

Establishment of the Complement

The Executive Director or designee will manage the complement up to the approved and
authorized level to meet the needs of the Commission. The Executive Director will make any
requests to increase the established full-time salaried complement level when required.
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Furlough

The Commissioners will review and approve all requests to sanction furlough actions due to lack
of work or lack of funds before official notice is provided to the Governor’s Office of
Administration, the affected union and employees.

Transfer of Functions

The Commissioners will review and approve all requests to transfer functions to or from other
Commonwealth agencies before an application is submitted to the Executive Board.

Classification and Compensation

The Commission will utilize class specifications and pay plan established by the Executive
Board. The Executive Director or designee will allocate and compensate positions to appropriate
classes in accordance with generally accepted classification principles and established
Commonwealth policies and procedures. All classification and pay processes will be free of bias
and non-merit factors.

Appointment, Promotion, Transfer, Demotion and Termination

The Executive Director or designee will make all appointments, promotions, transfers, demotions
and terminations in accordance with applicable provisions of the Civil Service Act and the rules
and regulations promulgated thereunder, labor agreements, applicable state and federal laws, and
Commonwealth policies and procedures. All employment actions will be free of all non-merit
factors.

Reorganizations

Reorganizations involving changes to the Bureau level or higher will require the approval of the
Commissioners prior to submission to the Executive Board. Establishment or closure of field
offices identified on the official, published Commission organization chart also will require the
prior approval of the Commissioners before submitting the request to the Executive Board.
Reorganizations involving substantive changes to organizations at the Division level, its
equivalent or lower shall require the approval of the Executive Director or designee.

General and Standards of Conduct

The Commission shall follow the Commonwealth’s Management Directives with regard to
Discrimination, Sexual Harassment, Drug Free Workplace, Workplace Violence Prevention and
other Human Resource programs.

Definitions:

Executive Board: The Executive Board was established in section 204 of the act of April 9,
1929 (P.L. 177, No. 175) known as the Administrative Code of 1929, 71 P.S. §64. The
Executive Board consists of the Governor, who shall be chair thereof, and six other heads of
administrative departments to be designated from time to time by the Governor. The Secretary
of Administration always functions as the Secretary of the Board.
Under various provisions contained in the Administrative Code, the Executive Board is required
and has the authority to approve or disapprove a variety of administrative actions to ensure the
efficient operation of state government. Two specific examples include reorganizations and
changes to the pay plan. The pay plan includes all class specifications and salary plans.
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Bureau: (taken from Governor’s Management Directive 260.1, Organization Requests, dated
10/17/05). The organizational unit that is immediately below an office, or executive office when
offices are not used, and immediately above two or more divisions. Bureaus are usually
established for either or both of the following reasons:
1. When there is an intra-agency need for the coordination and comprehensive management
of a group of logically related functions.
2. When a basic function is of sufficient importance to deserve visibility, as a point of
contact, to the public or other agencies.
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Tail Waters
The Commissioners recognize that:
•

The Commonwealth’s cold water fish populations are increasingly imperiled by factors
beyond the Commission’s control, and

•

Pennsylvania’s large reservoirs provide opportunities to expand wild trout populations in
their tail waters through the careful manipulation of cold water releases from the
reservoirs.

Therefore, the Commissioners direct the Executive Director to actively seek to maximize the
opportunities available to protect, conserve and enhance, wherever possible, wild trout
populations in tail waters below existing reservoirs within the Commonwealth.
Limitations:
The Commission will not allow prior agreements with external groups or existing design
limitations to deter it from aggressively pursuing its stated tail waters policy.
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Sunshine Act
The Pennsylvania Sunshine Act requires that official action and deliberations by a quorum of
the members of any agency (or any committee) must take place at a meeting open to the public. Six
members of the Commission constitute a quorum. A majority of the members of a committee
constitutes a quorum.
What is Official Action? There are four types of official actions that must be open to the public:
1.

Recommendations made by the Commission in accordance with the Fish and Boat Code
or executive order.

2.

Establishment of policy by the Commission.

3.

Decisions on Commission business.

4.

Votes taken by the Commission on any motion, proposal, resolution, rule, regulation,
report or order.

What is Commission Business? The framing, preparation, making or enactment of policy or
regulations, the creation of liability by contract or otherwise or the adjudication of rights, duties and
responsibilities.
What is a Deliberation? The discussion of Commission business held for the purpose of making a
decision.
What are the Requirements of a Public Meeting? The public must be given notice of the time and
place of the meeting. All votes taken at the public meeting must be publicly cast. Written minutes
must be kept of all open meetings. The Commission must provide a reasonable opportunity for the
public to provide comments to the Commission on any matter of concern, official actions or
deliberations prior to the Commission taking any official action. The Commission may take all
public comments at the beginning of the meeting.
What are the Exceptions of the Open Meeting Rule? There are two exceptions described in the
Sunshine Act – executive sessions and conferences. Both exceptions are discussed in more detail
below. Commission members also may meet in small groups as long as there is not a quorum of the
Commission or any committee. In addition, Commission members may participate in special
workgroups comprised of Commissioners, staff and the public, such as the Trout Management Plan
Workgroup.
What is an Executive Session? The Commission may hold an executive session for five specific
purposes:
1.
To discuss employment matters, including the appointment, termination, evaluation of
performance, promotion or discipline of a Commission employee.
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2.

To hold sessions with respect to collective bargaining agreements or labor arbitrations.

3.

To consider the purchase or lease of real property.

4.

To consult with Commission attorneys regarding litigation or anticipated litigation.

5.

To review Commission business which, if conducted in public, would violate a lawful
privilege or lead to the disclosure of information or confidentiality protected by law,
including investigations and quasi-judicial deliberations.

Under the Sunshine Act, an executive session may be held during an open meeting or at the
conclusion of an open meeting or may be announced for a future time. The Commission must
disclose the reason for the executive session at either the meeting prior to the executive session or the
meeting held immediately after the executive session. No official action may be taken at an
executive session.
What is a Conference? A conference, sometimes called a briefing, is a training program or seminar
that is organized and conducted for the sole purpose of providing information to Commissioners on
matters directly related to their official responsibilities. Deliberation of Commission business may
not occur at a conference. A conference is distinguished from a meeting in that Commissioners
attend a conference to receive information and not to discuss agency business. Commissioners who
attend a conference must avoid significant or substantive discussion of agency business and avoid
discussions that directly or indirectly indicate how members will vote upon matters subject to official
action. Even though Commissioner participation in a conference is generally limited to receiving
information, Commissioners may ask questions.
What are the Consequences of Violating the Sunshine Act? If a court determines that the
Sunshine Act was violated, the court may void, in its discretion, any business transacted at the
unauthorized meeting. There also could be personal liability stemming from a Sunshine Act
violation. Any Commissioner who participates in a meeting with the intent and purpose of violating
the Sunshine Act commits a summary offense and, upon conviction, will be sentenced to pay (1) for
a first offense, the costs of prosecution plus a fine of at least $100 and, in the discretion of the
sentencing authority, of not more than $1,000 and (2) for a second or subsequent offense, the costs of
prosecution plus a fine of at least $500 and, in the discretion of the sentencing authority, of not more
than $2,000. The agency will not make a payment on behalf of or reimburse a Commissioner for a
fine or cost resulting from the member’s violation of the Act. If a court determines that the
Commission willfully or wantonly disregarded the Sunshine Act, the Commission will be responsible
for reasonable attorneys’ fees and costs of litigation of the other party.
The Sunshine Act, 65 Pa. C.S. §§701 – 716, is located at the following link:
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=65&div=0&chpt=7.
Commissioners should review this document and become familiar with its contents. All questions
regarding the statute should be directed to the Office of Chief Counsel.
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Meeting Management
The members of the Pennsylvania Fish and Boat Commission generally meet quarterly – in
January, April or May, July, and September or October each year. However, by law, they are
required to meet only in January and July. The January and July meetings must be held in the
Harrisburg area. The Commission may hold other meetings at such times and places within the
Commonwealth as it designates for the transaction of business. At the July meeting each year,
the Commission elects one of its members as president and one of its members as vice president.
Both hold office for one year. Six members of the Commission constitute a quorum.

Sunshine Act
Official action and deliberations by a quorum of the members of the Commission must take
place at a meeting open to the public.

Parliamentary Procedure
The main purposes of parliamentary procedure are to expedite business, ensure legality of the
actions taken and to protect the rights of the minority. Although no specific parliamentary
procedure is required by law, the members of the Commission have decided to follow Robert’s
Rules of Order. Members of the Commission do not have to strictly adhere to Robert’s Rules but
should follow them to the extent reasonably practicable.

Making a Motion
There are six steps in making a motion:
1. A member makes a motion.
o
o

o

It is important that the member uses language that describes exactly what is intended
so that all members understand the motion.
The motion may reference the agenda commentary, an exhibit or the published
notice of proposed rulemaking, or it may be unique. Example: “I move that the
Commission approve the publication of a notice of proposed rulemaking containing
the changes to section ___ as described in the Commentary.”
As a general rule, the member should not simply state, “I move that we accept the
staff recommendation.”

2. Another member seconds the motion. Example: “I second it.”
3. The president re-states the motion, formally placing it before the Commission. Example:
“There was a motion to approve the publication of a notice of proposed rulemaking
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containing an amendment to section _____. The motion was seconded. Is there any
discussion?”
4. The members debate the motion.
5. The president puts the question (the motion) to a vote. Example: “Are you ready for the
question? All those in favor, say aye. Those opposed, say no.”
6. The president announces results of the vote. Example: “The ayes have it, and the motion
is adopted.” OR “The no’s have it, and the motion is defeated.”

Important Things to Remember About Meeting Management
1. If there is no second to a motion, the motion dies.
2. Debate is limited to the specific motion.
3. Motion to amend
o
o
o

Motions may be amended, but only twice.
Motions to amend must be specific and germane to the main motion.
Each motion to amend requires a vote followed by a vote on the main motion.

4. Motion to table
o

o

The object of this motion is to allow the Commission to set aside a pending motion
in order to attend to more urgent business. The question laid on the table remains
there until taken off or until the end of the next regularly scheduled Commission
meeting.
The motion to table is often improperly used. It should not be used to kill a motion
or to postpone a motion until the next meeting.

5. Motion to postpone to a certain time
o

Sometimes the Commission does not have all information that it needs to make a
decision or the Commission is not ready to make a decision for other reasons. Under
those circumstances, a motion to postpone should be used to put off until a specific
time. Example: “I move to postpone consideration of this matter until the April
Commission meeting.”

6. Motion to postpone indefinitely
o

This motion should be used to “kill” a main motion.
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7. Point of order
o

If a member believes that the rules are not being followed, the member can say
“Point of order!” and present an objection. The presiding officer (the Commission
president) must then make a ruling.

8. Parliamentary inquiry
o

If a member wants to do something but is not sure how to do it, the member may
make a parliamentary inquire.

9. Withdrawal of a motion
o
o

If a member wants to withdraw a motion prior to the president re-stating it and
turning it over for debate, the member may withdraw it without permission.
However, if a member wants to withdraw a motion after the president re-states it and
turns it over for debate, the member must get permission. This may be handled by
the presiding officer saying “Is there any objection to allowing [the maker of the
motion] to withdraw his motion?” (Pause) “Hearing no objection, the motion is
withdrawn.” Note: If anyone objects, the member then makes a motion to withdraw
the motion, and it takes a majority vote for it to pass.

10. Motion to reconsider
o

To move to reconsider a motion that has already been voted upon, the member must
have voted in favor of it if it passed or against it if it failed.

11. Nominations generally do not require a second, but a second is acceptable if so desired.
12. Call for the question
o When done properly, a call for the question should be a rare occurrence.
o It should be done when a debate has dragged on longer than a member believes is
really warranted. Under those circumstances, a member may “call for the
question,” at which time the president should immediately ask the members to
determine whether or not the debate should be cut off or continue. If two-thirds
of the members agree that the discussion should have ceased some time ago, they
will support the call. Then, and only then, will the vote be taken on the question
(motion) itself.
All questions regarding meeting management should be directed to the Office of Chief Counsel.
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Rulemaking Process
The Pennsylvania Fish and Boat Commission has statutory authority to promulgate rules and
regulations regarding a variety of fishing and boating related topics. The extent of the
Commission’s authority is specifically outlined in the Fish and Boat Code.
Generally, the rulemaking process is initiated in one of three ways: a Commissioner, the
Commission staff, or the public proposes a regulatory change. If initiated by Commission staff,
the proposed regulatory change is submitted through the appropriate channels to the bureau level,
and the Bureau Director submits the proposal to the Office of Chief Counsel for possible
inclusion in the agenda for a future Commission meeting. All agenda items initiated by staff are
approved by the Executive Director.
When initiated by a member of the public, petitions or requests for regulations must be submitted
to the Commission in the format required by the General Rules of Administrative Practice and
Procedure. Commission staff reviews every petition for regulations to ensure that it is complete
as required by the administrative rules; that it requests an action within the authority or
jurisdiction of the Commission; and that it does not conflict with applicable Commonwealth or
federal law. If staff determines that the petition is appropriate for further consideration, the
petitioner will be given an opportunity to make up to a 5-minute oral presentation on the petition
at the next Commission meeting. The Board of Commissioners will decide whether or not to
accept the petition for further review after the oral presentation. If the Board of Commissioners
accepts the petition, staff has 180 days to prepare a report evaluating the petition and containing
staff’s recommendations. Staff then provides the report to the petitioner who has 30 days to
submit written comments, objections or suggestions concerning the staff report. The petition, the
report and the written comments are submitted to the Office of Chief Counsel for inclusion in the
agenda for a future Commission meeting.
The Board of Commissioners has also established a set of Commissioner committees to review
and provide guidance on Commission actions. Prior to formal action by the Commission, these
committees review all agenda items and make recommendations to the full Commission.
Occasionally, the Commission also establishes special workgroups of citizens to analyze and
make recommendations to staff regarding regulatory issues. These workgroups do not have any
formal rulemaking authority but act to enhance public involvement and input into the rulemaking
process.
All boating rules and regulations must conform to federal laws and regulations on the same
subject. In addition, the Commission must seek the advice of the Boating Advisory Board
(BAB) prior to their final adoption.
The decision to move forward with a proposed regulatory change takes place at a public meeting.
If the Commission decides to move forward, it will approve the publication of a notice of
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proposed rulemaking containing the proposal. When adopting regulations, the Commission must
follow the Commonwealth Documents Law. The Commonwealth Documents Law requires an
agency to give public notice of its intention to promulgate, amend or repeal a regulation by
publication in the Pennsylvania Bulletin of a notice of proposed rulemaking. The Office of Chief
Counsel prepares the notice of proposed rulemaking, which must include the text of the proposed
regulatory change. It must also contain: (1) a statement of the statutory or other authority under
which the change is proposed to be promulgated; (2) a brief explanation of the proposed change;
(3) a request for written comments by any interested person concerning the proposed change; (4)
a statement as to the time, place, and nature of the public rulemaking proceedings; and (5) any
other statement required by law.
After the Office of Chief Counsel prepares and approves the notice of proposed rulemaking, the
notice is sent to the Legal Review Section of the Office of Attorney General, and to the Bureau
of Legislative and Regulatory Analysis in the Office of Budget for their review. All proposed
rules and regulations of Commonwealth agencies must be reviewed for form and legality by the
Attorney General.
After review by the Office of Attorney General and the Office of Budget, the notice of proposed
rulemaking is forwarded to the Legislative Reference Bureau. The Legislative Reference Bureau
then publishes the notice in the Pennsylvania Bulletin.
Before acting on any proposed regulatory change, the Commission must review and consider any
written comments submitted in response to the notice of proposed rulemaking. The public must
be given at least 30 days after publication in the Pennsylvania Bulletin to submit comments. The
Commission also publicizes the opportunity for submitting public comments in Commission
news releases and on its web page. Public hearings may be held on items of exceptional public
interest or concern. The public comment process is important because it protects against unwise
or improper exercise of administrative discretion and provides affected persons with an
opportunity for public participation in the formulation of standards governing their conduct,
thereby increasing the likelihood of the Commission’s responsiveness to their needs and
concerns. In addition, it enables the Commission to obtain information relevant to the proposed
rule and facilitates the consideration of alternatives, detrimental effects, criticism, and advice.
All of these factors contribute to the soundness of the proposed regulatory change.
The last step in the regulatory process is the final rulemaking stage. The Commission must take
final action on a regulatory change at a public meeting. If the Commission approves the
regulatory change, the Office of Chief Counsel prepares an order adopting the change, and the
Executive Director signs the order. Both the AG’s office and the Office of Budget perform their
final review. After the final review process, the order adopting the regulation is sent to the
Legislative Reference Bureau for publication in the Pennsylvania Bulletin. Regulations are
effective upon publication in the Pennsylvania Bulletin or such other date as specified by the
Commission.
From start to finish, the whole rulemaking process takes approximately six months to one year,
and once a regulation has been promulgated, it has the force and effect of law. It is binding on
the agency, the courts and the public. The regulation also enjoys a presumption of
reasonableness.
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There are instances when the Executive Director may take immediate action to temporarily
modify fishing regulations without formal Commission action. Those instances include when he
finds that such modifications are necessary and appropriate for the protection, preservation and
management of fish or fish habitat, to conserve and preserve fishing opportunities or to provide
for the health and safety of persons who fish such waters. The Executive Director also may take
immediate action to post and mark waters, establish speed zones or otherwise when he
determines that a hazard exists that may threaten the safety of persons or property, or both.
When the Executive Director takes action under these circumstances, he must follow up by
notifying the Commissioners of the action.
All questions regarding the rulemaking process should be directed to the Office of Chief
Counsel.
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Public Participation
Written Public Comments Regarding Proposed Regulations and Amendments
Under the Commonwealth Documents Law (45 P.S. §1201), the Fish and Boat Commission is
required to give public notice of its intention to promulgate, amend or repeal any administrative
regulation. The form of that notice is the publication of a notice of proposed rulemaking in the
Pennsylvania Bulletin. The Commonwealth Documents Law further provides that the notice
must include a request for written comments by any interested person concerning the proposed
administrative regulation or change therein. In addition to publishing its notices of proposed
rulemaking in the Bulletin, the Commission also posts them and solicits public comments on its
web page. The Commission, by law, must solicit written comments for a period of at least 30
days. Where there is exceptional public interest concerning a proposed regulation or
amendment, the Commission, in its discretion, may seek written comments for a period
exceeding 30 days.
With respect to accepting written comments from the public concerning proposed regulations or
amendments, the Commission’s past practice has been extremely lenient. The Commission
historically has accepted, made part of its record, and considered all written comments regardless
of whether they were received before, during or after the formal public comment period and
regardless of whether they were submitted in accordance with the Commission’s instructions.
The Commission will continue to follow a relaxed policy, and the Commission will continue to
accept and make part of its record written comments that are received prior, during, and after the
formal comment period with the following exceptions.
In cases where the formal comment period has expired, the Commission will not accept written
comments that are received less than two weeks prior to the meeting at which the proposed
regulation or amendment is to be considered for final adoption. The Commissioners will
consider all written comments received during the formal comment period, and the
Commissioners, in their discretion, may consider written comments received before and after the
formal comment period.
In addition, the Commission will accept only those written comments that are submitted in
accordance with the Commission’s published instructions – that is, comments that are addressed
to the Executive Director at the Commission’s Harrisburg headquarters or comments that are
submitted electronically by completing the form at www.fishandboat.com/regcomments. The
following types of written comments will not be accepted and will not be made part of the
record: comments addressed to individuals other than the Executive Director, comments
submitted electronically in a manner other than that described above, and comments submitted
by facsimile. The Commissioners, in their discretion, may consider written comments that are
not properly submitted.
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Written Public Comments Regarding Proposed Designations of Streams as
Wilderness Trout Streams, Class A Wild Trout Streams and Wild Trout
Streams
Under 58 Pa. Code §57.4 (relating to wilderness trout streams), it is the Commission’s policy to
manage the wilderness trout streams program where the stream remoteness and populations of
naturally reproducing trout combine to offer a sport fishing opportunity for the recreation of
anglers in a wilderness setting away from roads or vehicular access. The Commission intends to
advocate proper watershed management to maintain the wilderness setting and to advance and
seek the highest water quality standards through the Department of Environmental Protection.
Under 58 Pa. Code §57.8a (relating to Class A wild trout streams), it is the Commission’s policy
to manage self-sustaining Class A wild trout populations as a renewable natural resource to
conserve that resource and the angling it provides. Class A wild trout populations represent the
best of Pennsylvania’s naturally reproducing trout fisheries. With rare exceptions, the
Commission manages these stream sections solely for the perpetuation of the wild trout fishery
with no stocking.
Under 58 Pa. Code §57.11 (relating to listing of wild trout streams), it is the Commission’s
policy to accurately identify and classify stream sections supporting naturally reproducing
populations of trout as wild trout stream sections. The list of a stream section as a wild trout
stream section is a biological designation that does not determine how it is managed. The
Commission uses many factors in determining the appropriate management of streams.
Prior to taking formal action to designate waters as wilderness trout streams, Class A wild trout
streams, or wild trout streams, the Commission will solicit public comments by publishing a
notice of proposed designation in the Pennsylvania Bulletin for a period of at least 30 days.
Where there is exceptional public interest concerning a proposed designation, the Commission,
in its discretion, may seek written comments for a period exceeding 30 days. The Commission
will endeavor to solicit public comments regarding the proposed designation of Class A wild
trout streams or wild trout streams at least 60 days prior to the Commission meeting when the
proposed designation will be considered. In addition to publishing its notices of proposed
designation in the Bulletin, the Commission also posts them and solicits public comments on its
web page. The Commission will accept, make part of its record, and consider written public
comments regarding proposed designations in accordance with the above policy for written
public comments regarding proposed regulations and amendments.

Public Participation in Designation of Waters for Special Regulations
Under 58 Pa. Code Chapter 65 (relating to special fishing regulations), the Commission may
designate certain streams, stream sections and lakes as being subject to special fishing
regulations. The majority of these regulations have a common feature: to place waters into the
special regulation programs and to take waters out, the “Executive Director, with the approval of
the Commission,” may designate waters into or out of the established programs. In most cases,
this means that the Commission reviews a proposed designation at a single public meeting. The
designation is published as a notice in the Pennsylvania Bulletin, and the special regulations are
in effect when posted at the site after publication of the notice.
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In order to allow for greater public participation in the designation process, the Commission will
use the following protocol in seeking public input on proposed special regulation designations:
1. Before taking any action to seek landowner or public input concerning a proposed special
regulation designation, staff should ensure that the Commissioner in whose district the
waters are located is informed of the proposal.
2. Staff should seek input from landowners whose lands abut waters proposed for special
regulation designation by personal contact, telephone, mail or public notice.
3. Staff should seek angler input into proposed special regulation designations through
sportsmen’s clubs, public notice and other informal contacts.
4. Except in unusual circumstances, staff should publish a notice in the Pennsylvania
Bulletin not less than 30 days before the Commission meeting when the proposed special
regulation will be considered to give notice of the proposed designation and seek public
comments. The Commission will accept, make part of its record, and consider written
public comments regarding proposed designations in accordance with the above policy
for written public comments regarding proposed regulations and amendments.
5. In cases where there is exceptional public interest in a proposed designation, staff, in
coordination with the Commissioner in whose district the waters are located, should
conduct at least one public information meeting before the Commission acts on the
special regulation designation.
6. Except in special circumstances where prompt action is required to maintain or expand
public fishing opportunities or to provide for better protection and management of fish or
fish habitat, all special regulations designations should be completed by the July meeting
of the year before they are to take effect to ensure that they can be published in the
Summary of Fishing Regulations and Laws given to anglers.

Public Comments at Meetings
Prior to adopting a proposed regulation or amendment of exceptional public interest, the
Commission, in its discretion, may hold a public meeting or hearing. The Commission also may
accept public comments at its regularly scheduled or special meetings that are held for the
transaction of Commission business. The comments may relate to proposed regulations or
amendments, proposed designations under Chapter 65, designations of streams as wilderness
trout streams, Class A wild trout streams or wild trout streams, and other matters relating to
fishing and boating. At Commission meetings, the Commission will follow its regulations at 58
Pa. Code §51.7 (relating to public comments at Commission meetings). This section is located at
the following link: http://www.pacode.com/secure/data/058/chapter51/s51.7.html.
All questions regarding public participation should be directed to the Office of Chief Counsel.

60

COMMONWEALTH OF PENNSYLVANIA
Fish and Boat Commission
Operational Guidance
Notational Voting
Historically, notational voting has been an acceptable and occasionally used method of voting
within the Commission. Robert’s Rules of Order do not specifically address notational voting.
However, 4 Pa. Code § 1.43, which codified former Executive Order 1983-3, provides guidance
in that regard. Although this guidance was intended for executive agencies, 1 the Commission
has relied upon it in defining its own process and procedures for notational voting.
Consistent with 4 Pa. Code § 1.43(c), Commissioners may cast votes by the use of notational or
round-robin voting whereby Commissioners vote individually and separately upon a
recommended written motion, proposal, resolution, rule, regulation, ordinance, report or order
prepared by staff or an individual Commissioner and circulated for approval to the Board. The
Commission may utilize notational voting only to expedite decision making or to remove
uncontested or noncontroversial matters from the agenda of public meetings in order to facilitate
public deliberations of contested or significant items. The Commission will not utilize notational
voting for the purpose of avoiding the public discussion of significant issues or to conceal the
actual casting of votes by Commissioners at an open meeting.
If a Commissioner has a problem with the method of voting, i.e., notational vote, the
Commissioner will raise the matter immediately with the Commission President. It is not
appropriate for a Commissioner to raise an objection when or after a vote is cast.
When notational voting is used, Commissioners will be contacted by email, usually by the
Commission’s Executive Director or Chief Counsel. Commissioners will be provided with
information regarding the matter on which they will be voting and a staff recommendation.
Commissioners typically will be given one week in which to vote.
Commissioners will cast their vote by replying to the sender only (i.e., Executive Director or
Chief Counsel). Commissioners should not “reply all.” When voting, Commissioners should
simply respond by indicating “yes,” “no” or “abstain.” Commissioners are discouraged from
explaining their vote or providing additional commentary, except in those instances where they
are abstaining because of a conflict of interest.
Commissioners will not be permitted to change their votes after they have voted. Therefore,
Commissioners are encouraged to consider their votes carefully prior to voting.
The Commission President or designee will announce the results of the notational vote when all
Commissioners have voted or the deadline contained in the notational vote has passed,

4 Pa. Code § 1.43 is contained in the subchapter entitled, “Interpretation of the Sunshine Act of 1986 as
Applied to Executive Agencies.”

1
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whichever occurs first. The Commission President or designee will announce these results as
soon as possible, typically by email.
At the first public meeting after the notational vote, the agency’s Chief Counsel or designee will
announce the notational vote. The substance of official actions taken by notational voting and a
record of the votes cast by individual Commissioners will be included in the minutes of the
meeting.
All questions regarding notational voting should be directed to the Office of Chief Counsel.
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Workgroups
From time to time, the president of the Board or the chair of a committee of the Pennsylvania
Fish and Boat Commission (PFBC) may wish to form a workgroup comprised of a few
Commissioners (generally three or less), PFBC staff and in some instances members of the
public. Workgroups differ from committees in that they do not deliberate or take official action
on agency business. Their function is limited to a fact-finding role in which they gather
information and report their findings to the appropriate committee at a public meeting. It will
then be up to the committee to meet in public and discuss the issue and ultimately make a
recommendation to the full Board. Workgroups do not make recommendations or vote.
Under the Sunshine Act, official action 2 and deliberations 3 by a quorum of the members of an
agency (in the PFBC’s case, a quorum of the Board is defined as six commissioners by the Fish
and Boat Code) or any of its committees must take place at a meeting open to the public unless
closed under certain exceptions. 65 Pa. C.S. § 704. Exceptions include executive sessions and
briefings. Because workgroups do not deliberate or take official action, their meetings are not
subject to the Sunshine Act. However, if a workgroup deliberates or takes official action and, in
essence, functions as a committee, the Sunshine Act will apply. Therefore, it is important that
workgroups truly function as workgroups and not as committees.
It also is important when reporting the activities of a workgroup that workgroup members refer
to themselves as a workgroup and not as a committee. Moreover, when workgroups meet, they
will include staff and the public if appropriate. In creating workgroups, the Board president or
committee chair should be careful not to include so many commissioners that they have the
appearance of a committee.
All questions regarding workgroups should be directed to the Office of Chief Counsel.

The Sunshine Act defines “official action” as “(1) Recommendations made by an agency pursuant to
statute, ordinance or executive order; (2) The establishment of policy by an agency; (3) The decisions
on agency business made by an agency; (4) The vote taken by any agency on any motion, proposal,
resolution, rule, regulation, ordinance, report or order.” 65 Pa. C.S. § 703.

2

The Sunshine Act defines “deliberation” as the “discussion of agency business held for the purpose of
making a decision.” 65 Pa. C.S. § 703.

3
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Election of Officers
Section 301(e) of the Fish and Boat Code, 30 Pa. C.S. § 301(e), provides that at the July meeting
each year, the Commission shall elect one of its members as president and one of its members as
vice president who shall hold office for one year. When electing officers, the following process
will be followed:
1.

The current Commission President will call for nominations for the next Commission
president.

2.

A Commissioner will nominate Commissioner X as president. A nomination generally
does not require a second, but a second is acceptable if so desired. Multiple nominations
are permitted.

3.

A Commissioner will make a motion to close nominations. This motion requires a
second.

4.

The Board will vote on the motion to close nominations.

5.

If the motion is carried, the Board will vote on first nomination.

6.

If carried, the Commission President will announce the election of Commissioner X to
the position of President for the upcoming year.

7.

If not carried, the Board will vote on the second nomination, etc.

8.

As soon as one of the nominees receives a majority of the votes, he or she is declared
elected and no votes are taken on the remaining nominees.

9.

If none of the nominees receives a majority vote, the Commission President will call for
nominations again.

10.

The above process is repeated until someone is elected to the position of president.

11.

The above process is repeated for the vice president election.

All questions regarding the election process should be directed to the Office of Chief Counsel.
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Ethics
Commissioners of the Pennsylvania Fish and Boat Commission should ensure that every action
they engage in on behalf of the Commission passes the eye of public scrutiny and complies with
existing laws and policies. Perception by the public of a wrongdoing can be as detrimental as an
actual infraction. As public officials of the Commonwealth of Pennsylvania, Commissioners are
guided by two ethics documents: the Public Official and Employee Ethics Act (65 Pa. C.S.
§1101 et seq.) and the Governor’s Code of Conduct, Executive Order 1980-18 (4 Pa. Code
§§7.151 – 7.179), amended by Executive Order 2015-01.
This guidance is intended to be a reference for Commissioners to support day-to-day decision
making on behalf of the Commission and to ensure compliance with the Public Official and
Employee Ethics Act and the Governor’s Code of Conduct. This guidance also serves as a
reminder that Commissioners, as public officials, have personal financial reporting obligations.
However, merely completing both Statement of Financial Interest forms does not ensure ethical
conduct. This guidance is meant to clarify the expectations, values and principles of existing
standards of professional and ethical conduct. Implementation of this policy will help
Commissioners sustain a positive public identity and public confidence and trust.
The Public Official and Employee Ethics Act was enacted to strengthen the faith and confidence
of the people of the Commonwealth in their government. In adopting the Ethics Act, the
Legislature declared that public office is a public trust and any effort to realize personal gain
through public office other than compensation provided by law is a violation of that trust. The
Legislature further declared that the people have a right to be assured that the financial interests
of holders of, or nominees or candidates for, public office do not conflict with the public trust.
The Legislature stated that because public confidence in government can best be sustained by
assuring the people of the impartiality and honesty of public officials, the Ethics Act is to be
liberally construed to promote complete financial disclosure as specified by the Act.
The Governor’s Code of Conduct applies to all officials and employees of agencies under the
Governor’s jurisdiction. However, the Commission historically has followed it even though it is
an independent agency. As with the Ethics Act, the Governor’s Code of Conduct was
established to ensure that that the citizens of our Commonwealth have complete confidence in
those individuals appointed and employed to serve the Commonwealth and to provide
governmental services in an efficient fashion that is not endangered by acts of misconduct by
appointed officials or employees.
Both the Ethics Act and the Governor’s Code of Conduct include requirements and restrictions
and prohibitions. These documents also impose affirmative duties and responsibilities upon
public officials with regard to the filing of financial disclosure statements. Additionally, they
restrict and prohibit public officials from engaging in certain types of conduct that violate the
public trust.
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Filing Statements of Financial Interests
Code of Conduct Statements of Financial Interests: Commissioners must complete and file
the financial interest statements (Form STD-323) with the Secretary of Administration by May 1
each year. The financial information to be disclosed is for the preceding calendar year.
Additional clarification and instruction are contained in Management Directive 205.9, Code of
Conduct Statement of Financial Interest – Filing, located at
http://www.oa.pa.gov/Policies/md/Documents/205_9.pdf.
Ethics Act Statements of Financial Interests: Commissioners must complete and file financial
interest statements every year by no later than May 1. The financial information to be disclosed
is for the preceding calendar year. The form must be filed by May 1 each year the position is
held and the year following completion of his term. Persons serving in multiple public positions
must satisfy the filing requirements for all such positions. The State Ethics Commission will
coordinate the notification and submission of financial interest statements for all members of
boards, commissions or councils. Commissioners should file the original with the State Ethics
Commission and a copy with the PFBC’s Human Resources Office to file in an alphabetical file.
Additional guidance can be found in Management Directive 205.10, Financial Disclosures
Required by the Public Official and Employee Ethics Act, located at
http://www.oa.pa.gov/Policies/md/Documents/205_10.pdf.
Any person who is required to file a Statement of Financial Interests and fails to do so properly
may be found guilty of a misdemeanor and upon conviction may be fined not more than $1,000
and/or imprisoned for not more than one year.

Conflict of Interest and Other Restricted Activities
As public officials, Commissioners are prohibited from engaging in conduct that constitutes a
conflict of interest and other restricted activities.
A conflict of interest is defined as use by a public official or public employee of the authority of
his office or employment or any confidential information received through his holding public
office or employment for the private pecuniary benefit of himself, a member of his immediate
family, or a business with which he or a member of his immediate family is
associated. "Conflict" or "conflict of interest" does not include an action having a de minimis
economic impact or that affects to the same degree a class consisting of the general public or a
subclass consisting of an industry, occupation or other group that includes the public official or
public employee, a member of his immediate family or a business with which he or a member of
his immediate family is associated.
The following are examples restricted activities contained in the Ethics Act and the Governor’s
Code of Conduct.
•

No public official, public employee or nominee or candidate for public office shall solicit
or accept anything of monetary value, including a gift, loan, political contribution,
reward or promise of future employment based on any understanding of that public
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official, public employee or nominee that the vote, official action or judgment of the
public official or public employee or nominee or candidate for public office would be
influenced thereby.
•

No public official or public employee shall accept an honorarium.

•

No person shall solicit or accept a severance payment or anything of monetary value
contingent upon the assumption or acceptance of public office or employment.

•

No public official or public employee or his spouse or child or any business in which the
person or his spouse or child is associated shall enter into any contract with the
governmental body with which the public official or public employee is associated or
any subcontract with any person who has been awarded a contract with the governmental
body with which the public official or public employee is associated. However, a public
official may enter into a contract if the contract has been awarded through an open and
public process, including prior public notice and subsequent public disclosure of all
proposals considered and contracts awarded. In such a case, a public official or public
employee shall not have any supervisory or overall responsibility for the implementation
or administration of the contract.

Gift Ban
The Governor’s Code of Conduct was amended by Executive Order 2015-01 (EO), now
commonly referred to as the “gift ban.” Executive Order 2015-01 replaced Part I, Section 3 of
the Code with the provisions of Executive Order 2015-01.
Executive Order 2015-01 is intended to strengthen the confidence of the citizens of the
Commonwealth in the integrity of the government, including the process by which decisions and
administrative actions are rendered by employees and officials of the executive branch. All
interpretations of the EO must have this same intent.
To whom does the EO apply?
Executive Order 2015-01 applies to every employee, appointee or official in the Executive
Branch of the Commonwealth government.
In the case of gubernatorial appointees, including, but not limited to, those serving on a board,
commission, or committee, who are not otherwise employed in the Executive Branch, the EO
applies to such appointees during any time such appointees are acting in furtherance of the
official duties conferred by the appointment.
What does the EO apply to?
Executive Order 2015-01 specifically precludes an employee, appointee or official in the
Executive Branch of the Commonwealth from soliciting or accepting any gift, gratuity, favor,
entertainment, hospitality, loan or any other thing of monetary value, including in-kind gifts
offered by any person or entity who: (1) is seeking to obtain business from or has financial
relations with the Commonwealth; (2) conducts operations or activities that are regulated by the
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Commonwealth; (3) is engaged, either as principal or attorney, in proceedings before the
Commonwealth or in court proceedings in which the Commonwealth is an adverse party; or (4)
has interests that may be substantially affected by the performance or nonperformance of the
official duty of the employee, appointee or official. Hospitality includes food, beverages,
recreation and entertainment, and transportation or lodging.
In determining whether an entity fits within one of the four categories of persons or entities from
whom the acceptance of gifts is prohibited, the activities of both the entity and its members are
relevant and should be considered.
Accepting or soliciting things to which the EO applies without payment by the employee,
appointee or official or the Commonwealth of the fair market value is the offending act. Thus, if
the fair market value of the gratuity, favor, entertainment, hospitality, loan or any other thing of
monetary value is paid by you or the Commonwealth, it is not a gift and there is no violation of
the EO. Compliance with the EO does not excuse compliance with other governing standards.
Specifically, you should continue to evaluate the acceptance of items covered by the EO within
the context of actual or potential conflicts of interest under the State Ethics Act and other
governing standards.
There is no de minimis exception to the acceptance of anything to which the EO applies.
How should you document compliance with the EO?
There is no required method or manner for documenting compliance with Executive Order 201501. However, employees, appointees and officials are advised to keep a record that they can
produce on demand that is sufficient to demonstrate compliance with the EO, specifically the fair
market value of the thing received, the date and manner of payment, and the name of the
individual or entity to whom payment was made. Compliance with the EO is obligatory
regardless of whether the expenses are reimbursable pursuant to the Commonwealth Travel
Procedures Manual (M 230.1).
What are the consequences of non-compliance with the EO?
The acceptance without payment of the fair market value of those things enumerated in
Executive Order 2015-01 offered by any person or entity falling within any of the four
subsections to paragraph 3(a) jeopardizes the confidence of the citizens of the Commonwealth in
the integrity of the government, including the process by which decisions and administrative
actions are rendered. Therefore, non-compliance with the EO will subject employees to
disciplinary action, including, but not limited to, reprimands, suspension and termination. It is
not clear what action the Governor’s Office will take with respect to officials.
FOOD AND BEVERAGE
No food or beverage may be solicited or accepted by an employee, appointee or official in the
Executive Branch of the Commonwealth from a person or entity covered by Executive Order
2015-01 without payment of the fair market value of the food or beverage.
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The only exception to the prohibition on solicitation or acceptance of food or beverage without
payment of the fair market value is when the person otherwise falling within any of the four
subsections to paragraph 3(a) is also a friend, parent, spouse, child or other close relative and the
food or beverage is being provided under circumstances which make it clear that it is motivated
by a family relationship or personal friendship rather than the position of the employee (the
“friend exception”).
Payment of the fair market value of the food or beverage is accomplished in accordance with the
EO by either (1) payment by you or (2) payment by the Commonwealth.
(1) Payment by You. If offered by a person or entity covered by the EO and not already paid for
in advance by the Commonwealth, you must pay for the food or beverage if you elect to
consume it. Your direct payment of the fair market value of the food or beverage shall constitute
payment in compliance with the EO and includes your payment of a membership or registration
fee paid in advance of the event at which the food or beverage is offered. You should keep a
record sufficient to demonstrate compliance with the EO, specifically the fair market value of the
food or beverage consumed, the date and manner of payment, and the name of the individual or
entity to whom payment was made.
(2) Payment by the Commonwealth. The Commonwealth’s advance payment of any sum that is
a prerequisite to participation in the event at which the food or beverage is offered shall
constitute payment of the fair market value of the food or beverage in compliance with the EO.
Such payments include, but are not limited to, membership fees, dues, registration fees,
sponsorships, and like remittance paid by the Commonwealth to the person or entity offering the
food or beverage. Such payments shall satisfy payment of the fair market value of the food or
beverage in compliance with the EO only if the actual cost of the food or beverage received is
contemplated by and included in the payment.
Your payment for food and beverage is obligatory regardless of whether the payment is
reimbursable pursuant to the Commonwealth Travel Procedures Manual governing
reimbursement of travel and subsistence. While you are permitted to seek reimbursement for
food and beverage costs paid in compliance with the EO, the requirement for payment imposed
by the EO is not presently a factor in the determination of whether such expenses are
reimbursable pursuant to the Commonwealth Travel Procedures Manual.
There is no de minimis exception to this rule, i.e., the value of the food or beverage is irrelevant
to the obligation to comply with the EO.
TRANSPORTATION AND LODGING
No transportation or lodging may be solicited or accepted by an employee, appointee or official
in the Executive Branch of the Commonwealth from a person or entity covered by Executive
Order 2015-01 without payment of the fair market value of the transportation or lodging.
The only exception to the prohibition on solicitation or acceptance of transportation or lodging
without payment of the fair market value is the family and friend exception discussed above.
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Payment of the fair market value of the transportation or lodging is accomplished in accordance
with the EO by either (1) payment by you or (2) payment by the Commonwealth in the same
manner described for food and beverage above.
In the case of payment by a sum that is a prerequisite to participation in the event for which the
transportation or lodging is offered, i.e., membership fees, dues, registration fees, sponsorships,
and like remittance, such payment shall satisfy payment of the fair market value of the
transportation or lodging in compliance with the EO only if the actual cost of the transportation
or lodging received is contemplated by and included in the payment.
Your payment is obligatory regardless of whether the transportation or lodging expenses are
reimbursable pursuant to the Commonwealth Travel Procedures Manual.
ATTENDANCE AT EVENTS, INCLUDING RECREATION AND ENTERTAINMENT
No recreation or entertainment, including the cost of admission, may be accepted by an
employee, appointee or official in the Executive Branch of the Commonwealth from a person or
entity covered by Executive Order 2015-01 without payment of the fair market value of the
recreation or entertainment.
EXCEPTION: Participation in widely attended gatherings free of charge is permissible when
you have been invited and are acting in furtherance of your official duties. However, even if you
are acting in furtherance of your official duties at the widely attended gathering, no food or drink
can be accepted without payment at market value. Friend and family exception also applies.
“Acting in furtherance of official duties” shall include instances in which an employee, appointee
or official is invited to participate as a speaker or panelist in their capacity as a Commonwealth
employee, appointee or official and on a topic that is within the scope of their official duties.
Payment of the fair market value of the recreation or entertainment is accomplished in
accordance with the EO by either (1) payment by you or (2) payment by the Commonwealth.
Advance payment of membership fees, dues, registration fees, sponsorships, and like remittance
may satisfy the requirement for payment of the fair market value of the item in compliance with
the EO only if the actual cost of the item received is contemplated by and included in the
payment.
Your payment is obligatory regardless of whether the recreation or entertainment expenses are
reimbursable pursuant to the Commonwealth Travel Procedures Manual.
There is no de minimis exception to this rule, i.e., the cost of admission to the event is irrelevant
to the obligation to comply with the EO in the absence of an applicable exception.
OTHER THINGS OF MONETARY VALUE
(AWARDS/SOUVENIRS/MEMENTOS)
Nothing of monetary value, including, but not limited to, souvenirs, awards (plaques, trophies,
statues, etc.) or mementos, may be accepted by an employee, appointee or official in the
Executive Branch of the Commonwealth from a person or entity covered by Executive Order
2015-01 without payment of the fair market value of the item.
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The only exception to the prohibition on acceptance of miscellaneous things of monetary value
without payment of the fair market value is the friend exception.
Payment of the fair market value of things of monetary value such as souvenirs, awards or
mementos is accomplished in accordance with the EO by either (1) payment by you or (2)
payment by the Commonwealth. Advance payment of membership fees, dues, registration fees,
sponsorships, and like remittance may satisfy the requirement for payment of the fair market
value of the item in compliance with the EO only if the actual cost of the item received is
contemplated by and included in the payment.
Although admission to events offered by any person or entity falling within any of the four
subsections to paragraph 3(a) may be permissible free of charge under the “widely attended
gatherings” exception, the acceptance of a souvenir, award, or memento given at any such
gathering is prohibited without payment of the fair market value of the item. Thus, the treatment
of the souvenir or award received at the event is the same as the treatment of food and beverage
received at the event - if it is accepted, you or the Commonwealth must remit payment of the fair
market value of the item.
There is no de minimis exception to this rule, i.e., the cost of the souvenir, award or memento is
irrelevant to the obligation to comply with the EO.
The Public Official and Employee Ethics Act, 65 Pa. C.S. §§1101 – 1113, is located at the
following link:
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=65&div=0&chpt
=11
The Governor’s Code of Conduct, 4 Pa. Code §§7.151 – 7.179, is located at the following link:
http://www.pacode.com/secure/data/004/chapter7/subchapKtoc.html
Executive Order 2015-01 is located at the following link:
http://www.oa.pa.gov/Policies/eo/Documents/2015_01.pdf
For further guidance on their requirements, please review them in detail. All questions should be
directed to the Office of Chief Counsel or the Director of Human Resources.
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Law Enforcement Activities
Section 301(f) of the Fish and Boat Code (Code) provides: “Except for the power conferred by
Section 925 (relating to acknowledgement of guilt and receipt for payment), members of the
Commission may exercise any of the powers conferred by this title on waterway conservation
officers.” Notwithstanding this provision, there is a legal and societal expectation that any
individual engaged in law enforcement activities is adequately trained and certified in various
subjects, including the use of force. The training must include a thorough understanding of laws
and regulations, criminal procedure, constitutional protections and civil rights, case law and all
the applicable policies and procedures.
Persons performing law enforcement activities under the Code expose the Commission and
themselves individually to liability for law enforcement activities that are improperly conducted.
For example, the Commission may be held liable for actions of law enforcement officers taken in
violation of civil rights guaranteed under the federal and state constitutions or improper actions
taken because of insufficient training. Law enforcement officers may be held personally liable if
they violate a defendant’s civil rights.
Confronting an individual who is suspected of violating a law or regulation can quickly become
a difficult and possibly dangerous situation, especially if the individual is uncooperative.
Further, confronting a violator in civilian clothing can make effective law enforcement even
more difficult. The general public is continually reminded to be cautious about individuals
posing as law enforcement officers. Most law enforcement departments, including the
Commission, require their officers by policy to be in uniform when confronting a violator.
(Bureau of Law Enforcement SOP 1010-1).
Due to the complexity of law enforcement activities, the vital necessity of proper training, the
dangers attendant with confronting a violator out of uniform, and the risk of liability for both the
Commission as an agency and a Commissioner personally, it is recommended that
Commissioners refrain from exercising their law enforcement powers unless they have
successfully completed the required training for Deputy Waterways Conservation Officers. If a
Commissioner observes a violation of the Code, he or she should report the violation to the
regional law enforcement office or Captain.
All questions regarding this guidance document should be directed to the Director of the Bureau
of Law Enforcement or the Office of Chief Counsel.
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Clothing, Accessories and Office Supplies
Commissioners should present themselves in a neat and professional manner while conducting
Commission related duties. As a result, the Pennsylvania Fish and Boat Commission will ensure
that all Commissioners are provided with proper clothing and accessory items. The dress
uniform will include, but not be limited to, a navy blue blazer, gray dress pants, khaki dress pants
and white shirt. Accessory items will include, but not be limited to, a necktie and name tags.
The dress uniform will normally be worn at ceremonies, banquets, Commission meetings, or
whenever the Commissioner attends a special event as an official representing the Pennsylvania
Fish and Boat Commission.
Office supplies will be furnished to all Commissioners. Examples of office supplies include, but
are not limited to, business cards, and phone directory.
All newly appointed Commissioners will be automatically provided with clothing, accessories
and office supplies. In some instances, and with prior approval, the Commissioner may purchase
the item using out-of-pocket monies, and may then submit a receipt for said purchase. The
Commissioner will be reimbursed through the appropriate reimbursement process. Refer to
Commission Operational Guidance “Travel Related/Miscellaneous Item Reimbursement.”
Additional questions about the proper ordering of Commissioner issued clothing, accessories,
and office supplies should be directed to the Executive Secretary.
Replenishment requests should be provided to the Executive Secretary.
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Operational Guidance
Travel Related/Miscellaneous Item Reimbursement
Commissioners shall, for expenses incurred in the performance of their duties, be entitled to
receive, within the prescribed maximum, reimbursement for out-of-pocket expenses or
prepayment of necessary items. Maximums established herein are not flat allowances and only
amounts actually expended may be claimed. On a monthly basis Commissioners shall request
reimbursement for out-of-pocket expenses by completing the Travel Expense Voucher and
submitting it to the Executive Secretary. Itemized receipts must be provided. Commissioners
are required to abide by the Commonwealth’s Travel Procedures Manual 230.1 located at the
following link:
http://www.oa.pa.gov/Policies/md/Pages/Management_AdministrativeSupport(205-260).aspx.

Expenses Acceptable for Reimbursement
1. Subsistence/Meals: The daily maximum subsistence/meal allowance for Commissioners
is determined by the General Services Administration (GSA). Subsistence rates do vary
by region. Commissioners are not authorized to use the meal allowance to incur meal
expenses on behalf of others. Receipts are required to document expenses. The
allowance is not a “flat allowance;” only amounts actually expended may be claimed.
2. Mileage (Personal Automobile): When travel for the purpose of conducting official
Commission business is by a personal automobile, Commissioners must either use
Enterprise Rental Car services for their business travel or they may continue to use their
personally owned vehicle, but will be reimbursed at the lower allowable rate as
determined by the GSA. In this instance, no additional justification is required beyond
the reporting of the actual mileage.
If a Commissioner wishes to use an Enterprise Rental car, they must make arrangements
with the Executive Secretary to reserve the vehicle. The Executive Secretary will use the
Commonwealth’s rental account, and the PFBC will be directly billed for the rental.
Under no circumstances should a Commissioner make individual arrangements, and he
should never present his personal credit card as a form of payment or to secure business
rental.
When the GSA mileage reimbursement rate is increased or decreased, the
Commonwealth mileage reimbursement allowance will be increased or decreased on the
same day as the GSA effective date.
3. Laundry: Laundry expenses for the dry cleaning of Commission issued dress uniforms,
business casual and fieldwork clothing (refer to Commission Operation Guidance
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“Clothing, Accessories and Office Supplies”) are reimbursable expenditures provided
that these expenditures are supported with a receipt.
4. Tailoring: Tailoring expenses for the tailoring of Commission issued dress uniforms,
business casual and fieldwork clothing (refer to Commission Operation Guidance
“Clothing, Accessories and Office Supplies”) are reimbursable expenditures provided
that these expenditures are supported with a receipt. The following are examples of
reimbursable expenditures: hemming or other sizing garment adjustments and sewing on
of patches.
5. Hotel: The Executive Secretary will assist in the arrangement of hotel accommodations
and/or reservations for Commissioners. Per Commonwealth Travel Policy, all
Commissioner booking arrangements must be processed through ADTRAV - the
Commonwealth’s online booking engine.
Commissioners do not have access to the online booking tool so they have an agency
assigned travel arranger (Executive Secretary) make arrangements for them.
When available, Commissioners must choose a Commonwealth preferred property.
Choosing a non-preferred property requires a business related justification. If a preferred
property is not available, then a state government, unspecified government rate or lower
must be confirmed at the time of reservation. The maximum allowable lodging rate for
that destination must be adhered to.
To assist Commissioners in adhering to these obligations, the Executive Secretary will
book Commissioner lodging using the ADTRAV booking tool. The Commission will
reserve and pay for rooms using its Agency Lodging Card (ALC). When the
Commission uses the ALC, the Executive Secretary will reserve a block section of rooms
for all Commissioners at the Commonwealth preferred property. As such,
Commissioners will no longer be required to pay for their rooms and seek reimbursement
for their lodging expenses. Each individual Commissioner; however, will still be
responsible for obtaining a copy of the hotel receipt and for all other expenses related to
their travel.
To ensure that the appropriate tax exemption paperwork is received by the hotel for
Commission travel, Commissioners will be required to carry a copy of the REV-1220
Pennsylvania Exemption Certificate form (attached) with them.
6. Airline Transportation: When travel for the purpose of conducting official Commission
business necessitates airline transportation, the Executive Secretary will assist in the
arrangement of airline tickets and/or reservations for Commissioners. The Executive
Secretary will contact the Commonwealth's authorized travel agent ADTRAV. The
Commonwealth’s travel agent will select the commercial airline offering the lowest
airline fare available on the day the reservation is made and which suits the
Commissioner’s planned itinerary. If the reservation is made in this manner, the
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Commissioner will not incur any out-of-pocket expenses as the transaction will be
handled internally.
7. Car Rental: The Executive Secretary will assist in making arrangements for rental cars
when travel for the purpose of conducting official Commission necessitates such. The
Executive Secretary will contact the Commonwealth’s authorized travel agent ADTRAV.
Commissioners are required to submit the rental vehicle receipt along with any fuel
receipts.
8. Registration Fees: In most instances, the Executive Secretary will assist in the payment
of registration fees.

Examples of Expenses Not Acceptable for Reimbursement (not inclusive):
•
•
•
•
•

Expenses incurred when not on official Commission business.
Entertainment related expenses.
Expenses related to Commission sponsored employee retirement/recognition parties and
other events.
Reimbursement for alcoholic beverages is strictly prohibited.
A reasonable and customary tip of up to 20% is an acceptable amount on meals.
Alcoholic beverages are not to be included in the tipping amount claimed nor is one
permitted to claim a tip on a meal or food item which was not purchased for himself.
The Commonwealth can only reimburse tips on the items that were purchased for the
Commissioner; not on the full bill. These are the Comptroller’s rules.

Missing and Incomplete Receipts
Receipts must contain the name and address of the vendor, date of service, description of service,
and the amount paid for each individual item. Credit card receipts by themselves are not
acceptable since they are not itemized. When a Commissioner has lost a receipt or the receipt is
incomplete, he or she will need to complete the BCPO-3302 Declaration of Missing Receipt
form (attached).

Receipts
Receipts must contain the following information:
1.
2.
3.
4.

Name and address of the vendor.
Date of service.
Description of service.
Amount paid for each individual item.
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Audit
All travel and subsistence expenses are subject to audit by the Commission and the Bureau of
Commonwealth Payroll Operations (BCPO). The audit will include a review of the propriety of
the expenses incurred. As part of normal audit procedures, BCPO is authorized to request
additional information for any expenses claimed. If there is a pattern of unusual claims, agency
officials or the BCPO may require a Commissioner to provide itemized receipts for any such
future claims.

Monthly Preparation and Submission of Form STD-191, Travel Expense
Voucher
1. Form STD-191, Travel Expense Voucher (TEV), will be provided to the Commissioner.
Both the TEV and all the TEV attachments must be submitted at least once monthly to
the Executive Secretary.
2. It is not necessary to have the STD-191 typed but electronic completion is an option.
Completion by hand is also permitted to expedite processing and payment. Data required
should be printed legibly in ink and signed by the Commissioner.
3. Form STD-191 should be completed by the Commissioner according to the instructions
shown below:
A. Enter itinerary information for each travel assignment as follows:
i. Enter the purpose of travel, date, time Commissioner leaves and the
time Commissioner returns to official headquarters or residence when
on travel assignment.
ii. List locations (city or county) as "from" and "to" for each travel
assignment.
B. Enter transportation information for each travel assignment as follows:
i. Enter mileage in the miles column if a personal vehicle was used.
ii. Enter highway tolls in the tolls column and parking and rental car fuel
costs in the parking & rental car fuel column.
C. Enter lodging information as follows:
i. Enter name of hotel or motel providing accommodations.
ii. Receipt and folio for charges must be attached to the STD-191.
D. Enter amount paid for subsistence, up to the maximums allowed, for overnight
travel or for meals allowed during other travel or overtime assignments. Columns
are provided for breakfast, lunch and dinner.
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E. Enter explanation and amount for miscellaneous expenses. Attach required
receipts.
F. The electronic STD-191 will automatically calculate the grand total due.
G. Forward the STD-191, with attachments, to the Executive Secretary.
H. Make a copy for records, and retain this copy until payment is received.
I. Attachments to Form STD-191.
i.
ii.
iii.
iv.
v.

Airline Receipts
Hotel Receipts
Rental Car Receipts
Meal Receipts
Other Receipts, as required.

Questions pertaining to reimbursement requirements should be directed to the Executive
Secretary.
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TRAVEL EXPENSE VOUCHER (Submit on Monthly Basis)
Audits: Travel and Subsistence expenses are subject to audit by the Bureau of Commonwealth Payroll Operations, who may ask for additional documentation to complete the claim.

Date

Leave
Time*

Return
Time*

Locations

Miles

Mileage
Rate (.17

Cents/Mile)

Tolls

Parking & Hotel Name (> 50
Rental Miles from
Car Fuel Residence)

Amount
You Paid
For Hotel

Breakfast
($22.55
Limit)

Lunch
($22.55
Limit)

Dinner
($57.40
Limit)

Mscl.

Total

Purpose of Travel

Grand Total

-

$0.00

-

$0.00

-

$0.00

-

$0.00

-

$0.00

-

$0.00

-

$0.00

-

$0.00

-

$0.00

-

$0.00

-

$0.00

-

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

* Time must be entered in military time with a colon between the hour and minutes - 13:30 for 1:30 PM
________________________________________
Signature

Travel Reimbursement Allowances 1. Only amounts actually expended may be claimed. 2. Meal
receipts must always be obtained and provided for verification of an audit. 3. Mileage reimbursement will be
equivalent to the mileage reimbursement rate established by the Commonwealth. 4. Highway tolls and
parking fees are permitted. 5. Receipts are required for laundry and tailoring expenses for Commission
dress uniform items. 6. Receipts are required for hotel/lodging expenses. 7. Receipts are required for
airline and car rental expenses. 8. Receipts are requred for shuttle and public transportation expenses 9.
Receipts are required for registration/conference fees.

__ __ / __ __ / __ __
Date

Expenses Not Acceptable for Reimbursement 1. Alcoholic beverages is strictly
prohibited. 2. Entertainment 3. May not incur meal expenses, or any other expenses, on
behalf of others. 4. Expenses related to Commission-sponsored employee
retirement/recognition parties and other events.
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$0.00
$0.00

BCPO-3302
Rev. 01/2012

Print Form

Declaration of Missing Receipt

This form may be used in place of up to three receipts for one trip. In accordance with Section 7.4 of Manual 230.1, Commonwealth
Travel Procedures Manual, this form may be used for the following reasons:
1. Vending machine subsistence, parking meter, or unmanned toll booth expenses, when a receipt is not provided.
A complete explanation is required.
2. Situations when it is not possible to obtain a required receipt. These instances should be rare and require the traveler to
contact the vendor to obtain a receipt before using this form. A complete explanation of the situation and follow-up
efforts with the vendor is required.
All information requested on this form must be provided. BCPO will not accept incomplete forms. Please print or type.
Employee Number

Date

Employee Name

Vendor Name and Address

Trip Number

Agency

Vendor Phone Number

Item(s) Purchased (one per line)

Amount

Explanation:

Explanation:

Explanation:
Total:

CERTIFICATION
I submit this form in lieu of missing receipts because I did not receive a receipt documenting payment. I certify that these
are proper charges for costs I incurred while traveling on official commonwealth business. I understand that any false
statements in this document are made subject to the penalties of 18 Pa.C.S. §4904 (relating to unsworn falsification to
authorities) and that falsification of this document is an act of fraud that can result in disciplinary action, up to and including
termination.
Employee Signature

Date

APPROVAL
Supervisor Signature

Supervisor Name (Please print or type)

Date

For assistance, please contact the BCPO Travel Help Desk at 717.346.3401 or co-travelaudits@pa.gov.
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PENNSYLVANIA EXEMPTION
CERTIFICATE

REV-1220 AS + (9-08)(I)

This form cannot be used to
obtain a Sales Tax License
Number, PTA License Number
or Exempt Status.

CHECK ONE:
BUREAU OF
BUSINESS TRUST FUND TAXES
PO BOX 280901
HARRISBURG, PA 17128-0901

D STATE OR LOCAL SALES AND USE TAX
D STATE OR LOCAL HOTEL OCCUPANCY TAX
D PUBLIC TRANSPORTATION ASSISTANCE TAXES AND FEES (PTA)
D VEHICLE RENTAL TAX (VRT)

Read Instructions
On Reverse Carefully

(Please Print or Type)

THIS FORM MAY BE PHOTOCOPIED – VOID UNLESS COMPLETE INFORMATION IS SUPPLIED
CHECK ONE:

D
D

PENNSYLVANIA TAX UNIT EXEMPTION CERTIFICATE (USE FOR ONE TRANSACTION)
PENNSYLVANIA TAX BLANKET EXEMPTION CERTIFICATE (USE FOR MULTIPLE TRANSACTIONS)

Name of Seller, Vendor, or Lessor
Street

City

State

ZIP Code

NOTE: Do not use this form for claiming an exemption on the registration of a vehicle. To claim an exemption from tax for a motor vehicle, trailer, semi-trailer
or tractor with the PA Department of Transportation, Bureau of Motor Vehicles, use one of the following forms:
FORM MV-1 Application for Certificate of Title (first time registrations)
FORM MV-4ST Vehicle Sales and Use Tax Return/Application for Registration (other registrations)
Property and services purchased or leased using this certificate are exempt from tax because: (Select the appropriate paragraph from the back of this form,
check the corresponding block below and insert information requested.)

D
D
D
D
D
D
D

1. Property or services will be used directly and predominately by purchaser in performing purchaser's operation of:
2. Purchaser is a/an:
3. Property will be resold under License Number
. (If purchaser does not have a PA Sales Tax License Number,
include a statement under Number 7 explaining why a number is not required.)
4.

Purchaser is a/an:

holding Exemption Number

5. Property or services will be used directly and predominately by purchaser performing a public utility service.
and/or D US Department of Transportation MC/MX
D PA Public Utility Commission PUC Number
6. Exempt wrapping supplies, License Number
. (If purchaser does not have a PA Sales Tax License Number,
include a statement under Number 7 explaining why a number is not required.)
7.

Other
(Explain in detail. Additional space on reverse side.)

I am authorized to execute this Certificate and claim this exemption. Misuse of this Certificate by seller, lessor, buyer, lessee, or their representative is
punishable by fine and imprisonment.
Name of Purchaser or Lessee
Signature
EIN
Date
Street

City

State

ZIP Code

1. ACCEPTANCE AND VALIDITY:

For this certificate to be valid, the seller/lessor shall exercise good faith in accepting this certificate, which includes: (1) the certificate shall be completed
properly; (2) the certificate shall be in the seller/lessor's possession within 60 days from the date of sale/lease; (3) the certificate does not contain information which is knowingly false; and (4) the property or service is consistent with the exemption to which the customer is entitled. For more information, refer to
Exemption Certificates, Title 61 PA Code §32.2. An invalid certificate may subject the seller/lessor to the tax.

2. REPRODUCTION OF FORM:

This form may be reproduced but shall contain the same information as appears on this form.

3. RETENTION:

The seller or lessor must retain this certificate for at least four years from the date of the exempt sale to which the certificate applies.

DO NOT RETURN THIS FORM TO THE PA DEPARTMENT OF REVENUE.
4. EXEMPT ORGANIZATIONS:

This form may be used in conjunction with form REV-1715, Exempt Organization Declaration of Sales Tax Exemption, when a purchase of $200 or more is
made by an organization which is registered with the PA Department of Revenue as an exempt organization. These organizations are assigned an exemption number, beginning with the two digits 75 (example: 75-00000-0).
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GENERAL INSTRUCTIONS
Those purchasers set forth below may use this form in connection with the claim for exemption for the following taxes:
a. State and Local Sales and Use Tax;
b. PTA rental fee or tax on leases of motor vehicles;
c. Hotel Occupancy Tax if referenced with the symbol (●);
d. PTA fee on the purchase of tires if referenced with the symbol (+);
e. Vehicle Rental Tax (VRT)

EXEMPTION REASONS
1.)

Property and/or services will be used directly and predominately by purchaser in performing purchaser's operation of:
A. Manufacturing B. Mining
C. Dairying
D. Processing
E. Farming

F. Shipbuilding

This exemption is not valid for property or services which are used in: (a) constructing, repairing, or remodeling of real property, other than real property which
is used directly in exempt operations; or (b) maintenance, managerial, administrative, supervisory, sales, delivery, warehousing or other nonoperational activities. Effective October 1, 1991, this exemption does not apply to certain services and PTA tire fee.
2.)

Purchaser is a/an:
+ A. Instrumentality of the Commonwealth.
+ B. Political subdivision of the Commonwealth.
+ ● C. Municipal Authority created under the “Municipality Authorities Acts”.
+ ● D. Electric Cooperative Corporations created under the “Electric Cooperative Law of 1990”.
● E. Cooperative Agricultural Associations required to pay Corporate Net Income Tax under the Cooperative Agricultural Association Corporate Net
Income Tax Act (exemption not valid for registered vehicles).
+ ● F. Credit Unions organized under “Federal Credit Union Act” or Commonwealth “Credit Union Act”.
+ ● G. United States Government, its agencies and instrumentalities.
● H. Federal employee on official business (Exemption limited to Hotel Occupancy Tax only. A copy of orders or statement from supervisor must be
attached to this certificate.)
I. School Bus Operator (This Exemption Certificate is limited to the purchase of parts, repairs or maintenance services upon vehicles licensed as
school buses by the PA Department of Transportation. For purchase of school buses, see NOTE below.)

3.) Property and/or services will be resold or rented in the ordinary course of purchaser's business. If purchaser does not have a PA Sales Tax License Number,
complete Number 7 explaining why such number is not required. This Exemption is valid for property or services to be resold: (1) in original form; or (2) as an
ingredient or component of other property.
4.)

Renewable Entities beginning with
the two numbers 75:

Permanent Exemptions beginning with
the two numbers 76:

A.
B.
C.
D.

E. School District

Religious Organization
Volunteer Firemen's Organization
Nonprofit Educational Institution
Charitable Organization

Special Exemptions:

+

●

F.
G.
H.
I.

Direct Pay Permit Holder
Individual Holding Diplomatic ID
Keystone Opportunity Zone
Tourist Promotion Agency

Exemption limited to purchase of tangible personal property or services for use and not for sale. The exemption shall not be used by a contractor performing
services to real property. An exempt organization or institution shall have an exemption number assigned by the PA Department of Revenue and diplomats shall
have an identification card assigned by the Federal Government. The exemption for categories “A, B, C and D” are not valid for property used for the following:
(1) construction, improvement, repair or maintenance or any real property, except supplies and materials used for routine repair or maintenance of the real
property; (2) any unrelated activities or operation of a public trade or business; or (3) equipment used to maintain real property.
5.)

Property or services will be used directly and predominately by purchaser in the production, delivery, or rendition of public utility services as defined by the PA
Utility Code.
This Exemption is not valid for property or services used for the following: (1) construction, improvement, repair or maintenance of real property, other than real
property which is used directly in rendering the public utility services; or (2) managerial, administrative, supervisor, sales or other nonoperational activities; or
(3) tools and equipment used but not installed in maintenance of facilities or direct use equipment. Tools and equipment used to repair "direct use" property are
exempt from tax.

6.)

Vendor/Seller purchasing wrapping supplies and nonreturnable containers used to wrap property which is sold to others.

7.)

Other (Attach a separate sheet of paper if more space is required.)
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Legislative Process
How a Bill Becomes a Law in Pennsylvania

Reprinted from Pennsylvania Legislative Services (2014). Legislative Process: How a Bill
Becomes a Law in Pennsylvania
Article II, Section 1 of the Constitution of Pennsylvania provides, “The legislative power of this
Commonwealth shall be vested in a General Assembly, which shall consist of a Senate and a House
of Representatives.” Also according to the State Constitution, the Senate consists of 50 members who
are elected for a term of four years and the House consists of 203 members who are elected for a
term of two years. On average, a State Senator represents approximately 246,000 people and a State
Representative represents approximately 60,000 people.

Introduction of a Bill

When a legislator has an idea for a bill, the legislator submits the idea in writing to the Legislative
Reference Bureau, which is the bill-drafting agency of the General Assembly. The bill is then drafted
and typed in proper legal form. The legislature then files the bill for introduction. House bills are
filed with the Chief Clerk of the House who assigns a number to the bill and delivers it to the
Speaker of the House. Senate Bills are filed with the Secretary/Parliamentarian of the Senate who
assigns a number to the bill and delivers it to the President Pro Tempore of the Senate. Only
members of the General Assembly can file bills. They can be co-sponsored by any number of
members but the first-named sponsor on a House bill must be a Representative, and on a Senate bill a
Senator. The first-named sponsor is considered the prime sponsor.

In the House
Referral to Committee: The bill is referred to a standing committee. (They are called “standing”
committees because, while their membership changes from legislative session to legislative session,
the committees themselves remain in place.) The Speaker of the House decides which bills go to
which committee. The bill is copied, distributed, and made available to the public.
Committee Consideration: The committee may hold a public hearing; report the bill as committed
(no changes); report the bill as amended (changes); vote not to report the bill; or not consider the bill.
Consideration of Bills: Every bill is considered on three different days in each chamber before the
vote on final passage.
First Consideration: The bill reported from committee is considered for the first time when
reported. Bills on first consideration are not subject to amendment, debate or a vote.
Second Consideration: The bill on second consideration is subject to debate and amendment.
Fiscal Note: Any bill must be referred to the Appropriations Committee for a fiscal note before it can
be given third consideration reading on the calendar, unless it is a General Appropriation bill or any
amendment to a General Appropriation bill, which may require an expenditure of Commonwealth
funds, or funds of any political subdivision, or which may entail a loss of revenues overall or to any
separately established fund.
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Third Consideration and Final Passage: The bill on third consideration is considered in its
calendar order. In the House, the bill is subject to debate, but it is subject to amendment only when
an amendment is necessary to make the document internally consistent, to clear up an ambiguity, to
correct grammar, to correct a drafting error, or is necessary for purposes of statutory construction. In
the House of Representatives, 102 votes are required for final passage.

In the Senate
Referral to Committee: The Secretary of the Senate receives the bill from the House. The
President Pro Tempore refers it to a standing committee.
Committee Consideration: The committee may hold a public hearing; report the bill as committed
(no changes); report the bill as amended (changes); vote not to report the bill; or not consider the bill.
Consideration of Bills: Every bill is considered on three different days in each chamber before the
vote on final passage.
First Consideration: The bill reported from committee is considered for the first time when
reported. Bills on first consideration are not subject to amendment, debate or a vote.
Second Consideration: The bill on second consideration is subject to debate and amendment.
Fiscal Note: Any bill must be referred to the Appropriations Committee for a fiscal note before it can
be given third consideration reading on the calendar, unless it is a General Appropriation bill or any
amendment to a General Appropriation bill, which may require an expenditure of Commonwealth
funds, or funds of any political subdivision, or which may entail a loss of revenues overall or to any
separately established fund.
Third Consideration and Final Passage: The bill on third consideration is considered in its
calendar order. In the Senate, the bill is subject to debate, but it is subject to amendment only when
an amendment is necessary to make the document internally consistent, to clear up an ambiguity, to
correct grammar, to correct a drafting error, or is necessary for purposes of statutory construction. In
the Senate, 26 votes are required for final passage.
What happens if the Senate approves a House Bill without amendments? The bill is then
transmitted back to the House and is signed by the Speaker in the presence of the members. It is then
returned to the Senate to be signed by the President of Senate (Lieutenant Governor) or the President
Pro Tempore, after which the bill is transmitted by the House to the Department of State for
recording, and then to the Governor for further action.
What happens if the Senate approves a House bill with amendments? If a House bill is amended
in a Senate Committee or on the Senate floor, it is returned to the House where it is automatically
referred to the House Rules Committee. When the bill has been favorably reported by the Rules
Committee, whether as committed (with the Senate amendments), or in the version last passed by the
House (without the Senate amendments), it is placed on the Calendar.
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What happens if the House agrees to the Senate amendments? If the majority of the elected
members of the House (102 members) agrees to the Senate amendment(s), the bill is transmitted to
the Governor for further action. Officially, this action is known as voting “to concur in amendments
made by the Senate.”
What happens if the House refuses to agree to the Senate amendments? If the majority of the
House members refuse to agree to the Senate amendment(s), the bill usually goes to a conference
committee. The committee is made up of three members from each chamber, appointed by the
Speaker and the President Pro Tempore. Their duty it is to resolve, if possible, the differences
existing between the House and Senate on the bill, and to report to their respective members. A
constitutional majority of the elected members of the House (102 members) and Senate (26
members) is required for the adoption of a Conference Committee Report. If both the House and the
Senate approve the Report, it is sent to the Governor for further action.

The Governor’s Office
What happens after the bill goes to the Governor? The Governor refers the bill to the Office of
General Counsel for an opinion as to the legality and constitutionality of the legislation. After the
Office of General Counsel’s review, the Governor has three options: he may sign the bill into law; he
may veto the bill (he may veto specific items in an appropriations bill, this is known as a “line item
veto); or he may allow the bill to become law without his signature.
What happens after the Governor signs the bill into law? The bill is transmitted to the department
of State for certification, assignment of an Act number, and filing.
What happens if the Governor vetoes the bill? The bill is returned to the house of origin for
possible further action. The bill may be re-passed by two-thirds vote of the members of both the
House (136 members) and Senate (34 members).
What happens if the Governor does nothing? If the bill is not signed within ten days when the
General Assembly is in session, it becomes law. If the bill is not signed within 30 days when the
General Assembly has adjourned sine die, it becomes law. The bill is then transmitted to the
department of State for certification, assignment of an Act number, and filing.
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Legislators by Commissioner District
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