
Network Operations Board Operating Procedures
NOB Member Absences and Designation of Alternates

The Network Operations Board (NOB) will use the following guidelines when making decisions during member absences:

· At least one co-chair must be present at every Board call or meeting and for each decision made by the Board.

· The NOB can make decisions even if not all participants are present, provided that a quorum is met and at least one NOB co-chair is present.

· The co-chairs may designate other members of the Board as acting co-chairs.  The Board will not accept proxy members from outside of the Board.  
Operations Issue Submission, Decision-making, Tracking and Documentation

Issue Submission and Tracking

The Network community will enter operations related issues directly into the Network Operations Issue Tracker.  An issue entry will contain an issue summary, date and time of issue discovery, contact person, proposed solution (if appropriate), and a self-evaluation of the severity of the issue.  Issues can be raised by any member of the Network community; however, the majority of these issues are expected to come from members of the ENLC, NOB, NTG, NPRG; the Help Desk; and the Exchange Network Coordinator.  The entered issues will be previewed by the NOB co-chairs and NOB staff to refine the issue summary and proposed solution before being posted online for public viewing.  

The NOB will use the Network Operations Issue Tracker to monitor the status of issues at each stage in the resolution process.  The NOB will enter a resolution path and a point of contact for each issue after it has passed through the traditional or expedited decision-making process (described below).  Once the issue is resolved, the Network Operations Issue Tracker will document the Network Decision Memoranda and/or Network guidance document containing the issue resolution.

The NOB will use the Network Operations Issue Tracker to track and manage all issues the NOB or its subgroups are currently working to resolve.  The issue tracker will contain all the information pertinent to NOB management of the issues (e.g. potential budget allocations).  Only a subset of the information contained in the Network Operations Issue Tracker will be available to the Network community through the Exchange Network website; the additional information in the Network Operations Issue Tracker will only be available for NOB members and staff to view.

Decision-making and Documentation Process 

Typically, issues from the Network Operations Issue Tracker will be reviewed on the next NOB conference call.  However, if an issue is pressing or considered to be non-controversial, the NOB co-chairs can submit it to the full NOB via e-mail for consideration (see expedited decision-making process below).

For each issue in the Network Operations Issue Tracker, the NOB co-chairs will propose using either a traditional or expedited decision-making process, defined as follows:
· Traditional:  A specified block of time for discussing issues and deciding resolution paths for those issues will be set aside at each NOB conference call or meeting.  A quorum of six is needed (with two state and two EPA members present and a co-chair in attendance), and a majority of those present must approve of the decision.

· Expedited:  Decisions on resolution paths for issues are made via e-mail, with a minimum of a 72-hour review period.  At least 6 NOB members must assent, with no members dissenting; at least two of the assenting members must be state members, and two must be EPA members.  Any issue being vetted via the expedited decision-making process must include a proposed solution.  The proposal cannot be amended via email; should any amendments be proposed, the NOB should move the issue to the traditional decision-making process.  Any member of the NOB can request that an issue be moved to the traditional decision-making process at any time. 
The NOB encourages its members and the members of the NPRG and NTG to provide individual discrete decision packages.  Decisions should be bundled only when one is highly dependent on another.  
All decisions made by the NOB, NPRG, or NTG will be documented using Network Decision Memoranda.  A Network Decision Memorandum Template will be ratified by the NOB and will include a summary of decision, date, and affected parties, statement of expectations for the affected parties, relationship to guidance documents/ other decision memorandum, and point of contact.  Eventually, many of these Network Decision Memoranda will be incorporated into broader Exchange Network guidance documents.     

Issue Resolution Paths
The NOB will choose one of five possible resolution paths for each issue:
· Elevated:  The NOB co-chairs will present the issue to the ENLC, ENLC co-chairs, or ENLC staff as appropriate.
· Assigned:  the NOB will assign the issue to a Network workgroup (such as the NTG or NPRG), staff, or other resources.  The NOB will choose an issue sponsor to deliver the assignment to the workgroup and monitor progress on the resolution process.
· Pending:  If the NOB decides that an issue is not yet appropriate to assign because the issue is not yet clear or more information is needed, the NOB will assign it a status of “pending.”  These issues will be revisited by the NOB at its next conference call or meeting.   
· Long-term Hold:  In some cases, the correct approach for resolving in issue may not be known by Network governance (e.g., instances where there is not enough technical experience on the Network to merit a decision).  In these cases, the NOB may designate an issue’s resolution path as “long-term hold.”  When designating an issue as “long-term hold,” the NOB should specify a date when the designation will be re-visited at a face-to-face meeting.  It is expected that this designation will be used infrequently.
· Resolved:  Once an issue is resolved and a decision memorandum is completed and available on the Network Operations Issue Tracker, the issue will be ‘resolved.’  If the NOB decides that an issue is not appropriate for a Network governance decision or consideration (i.e. a Network partner-specific issue), the NOB can choose to return the issue to the issue submitter with a statement identifying the reasons for not considering the issue.   In addition to reflecting the status of ‘resolved,’ the Network Operations Issue Tracker should capture the rationale.
Communication and Transparency

The NOB will organize and maintain a Network Operations webpage on the Exchange Network website.  This webpage will provide the Network community with access to a subset of the Network Operations Issue Tracker, therefore allowing transparency in NOB decision-making processes and easily communicating the status of issues.  This will also allow Network participants to know what issues the NOB is considering.  The Network Operations webpage will also provide guidance to the Network community on the process for submitting new issues.  The webpage will also provide NOB meeting agendas and other information deemed appropriate by the NOB.

The NOB will post Network Decision Memoranda in the appropriate location on the Exchange Network website (i.e. under the “develop schema” link), so that they are easily available to developers.  The Exchange Network e-mail alerts list will be used to inform Network participants when new issues are added to the Network Operations Issue Tracker or Network Decision Memoranda are added to the Network Operations webpage.

External Expertise

If additional technical expertise is required to provide input or background information for a call or meeting of the NOB, the NOB can choose to invite appropriate experts.
