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	Subject:

	Procedure for creating ad hoc working groups to assist with Exchange Network governance.

	Purpose:
	The purpose of this Procedure is to describe the procedure for creating ad hoc working groups to advise and assist Exchange Network governance on specific tasks. 


	Background:
	Exchange Network governance has not formally established procedures for establishing ad hoc working groups to assist the ENLC, NOB, NPRG, and NTG in Network governance.  However, governance recognizes the value of having procedures for establishing ad-hoc working groups should the need arise. 

Groups covered under this procedure are those sponsored and convened by an Exchange Network governance body to undertake activities that are consistent with that Exchange Network governance body’s charter.  In general, these groups will be convened to bring a broader range of expertise or depth of focus to activities that—in the absence of an ad hoc group—would normally be undertaken by the Exchange Network governance body itself.
It is important to note that Integrated Project Teams (IPT’s), which are convened to develop specific flows for the Exchange Network, are not considered ad hoc governance groups covered by this procedure.  


	Procedure:

	When an ad hoc governance group needs to be formed, the following steps will be undertaken:  
1. The sponsoring governance body (e.g., ENLC, NOB, NPRG, or NTG) will describe, in writing, the issue or problem that the workgroup will address and the rationale for using an ad hoc group to undertake the work , and the anticipated costs of completing its work .  In the case of the NTG or NPRG, this document will need to be approved by the NOB.
2. The sponsoring governance body will establish membership in the group and describe, in writing, eligibility criteria and the selection process.   In the case of the NTG or NPRG, the criteria, selection process and final list of participants will need to be approved by the NOB.   The NOB will be responsible for supporting the ad-hoc groups in coordinating issue resolution with groups outside the EN governance. 
3. The sponsoring governance body will be responsible for the initial convening of the group and oversight of its activities
4. The ad hoc group will draft a charter that describes its purpose, objectives, and general activities.  The charter will need to be approved by the sponsoring governance body.
5. The ad hoc group will draft a work plan and schedule that describes its specific activities, deliverables, and milestones, including sunset date for the group. The charter will need to be approved by the sponsoring governance body.   


	Audience:
	EN governance: ENLC, NOB, NPRG, NTG.

	Authorities:
	The authority to establish ad hoc governance groups is contained in the mandate of the Exchange Network Leadership Council (ENLC) and Network Operations Board (NOB) Charter which includes the dual responsibility to “align Network activities with the Network vision and business needs of partners.”

	Roles and 
 

Responsibilities:
	ENLC:

· Ensure compliance with this Procedure.
· Convene ad hoc groups as needed according to this procedure (NOB approval not required).

NOB:

· Ensure compliance with this Procedure.

· Convene ad hoc groups as needed according to this procedure.

· Approve convening documents for ad hoc groups sponsored by the NTG and NPRG.

NPRG:

· Convene ad hoc groups as needed according to this procedure, subject to NOB approval.

NTG:

· Convene ad hoc groups as needed according to this procedure, subject to NOB approval.

	Definitions:
	Definitions for general EN terminology can be found in Appendix A of the Exchange Network Policy Framework Implementation Policy (000)
. The definitions below are either not contained in the appendix or are particularly relevant to this Procedure.

Ad hoc Group:  A group convened by Exchange Network governance to undertake activities that are consistent with Exchange Network governance group charters.  In general, these groups will be convened to bring a broader range of expertise or depth of focus to activities that—in the absence of an ad hoc group—would normally be undertaken by an Exchange Network governance group.

Integrated Project Team (IPT): A group of individuals comprised of partner (state or tribal) and EPA staff, support contractors and technology vendors organized to design and implement a specific exchange or data flow.


	Related Documents:
	None

	Waivers:

	Compliance with this Procedure is mandatory unless a waiver is obtained and documented as described in the waivers section of the Exchange Network Policy Framework Implementation Policy (000).

	Re-approval
Date:
	Every five years, the NOB will review this Procedure, make changes if necessary, and re-approve it in its current or modified form or repeal it if appropriate.

	Contacts

	Exchange Network Coordinator


� � HYPERLINK "http://www.exchangenetwork.net/policy/000_PolicyFrameworkImplementation.doc" �http://www.exchangenetwork.net/policy/000_PolicyFrameworkImplementation.doc� 





PAGE  
1
Establishing Ad Hoc Groups for the Exchange Network Procedure  

