Tips for Working Group and Task Force Leadership

Function of Working Groups and Task Forces
· The functions of TAC and the subcommittees are prescribed in the TAC and subcommittee procedure documents available at http://www.ercot.com/committees/index.html
· The (sub) committee may form working groups and task forces with representation on each being appointed or approved by the subcommittee for a one-year term on a calendar year basis or until the working group is no longer required. (Subcommittee Procedures, except PRS)
· The duration and activities of the working groups and task forces are limited to tasks assigned by the (sub) committee.
· Working groups (WG) and task forces (TF) generally are not voting bodies.  The Chairs of these bodies must report any recommendations to their respective subcommittee, including any minority positions.

Meeting Notice, Agendas and Material Distribution
· Leadership needs to make sure meeting notices are sent to the subcommittee distribution list or working group distribution list, if there is one established, and posted on the ERCOT website at least one week prior to the meeting.
· Leadership needs to ensure meeting notices include an agenda of topics to be discussed as well as any key documents to be reviewed.

· Leadership needs to review prior meeting notes and/or contact key parties to gather agenda items.

· Leadership is expected to review and to know assignments from within the governance structure (i.e. from subcommittee to working group/task force).

· Identify agenda items that are expected to have materials for email distribution.  Background materials and presentations for agenda items should be made available in advance.
· Meeting materials should also be posted to the ERCOT website.  If you do not have an assigned ERCOT representative, leadership should send material to ClientRelations@ercot.com for posting.
· Agenda item presenters should be identified and contacted by the chair or the meeting manager, with enough lead time for adequate preparation.

Room Accommodations/Conference Bridge

· It is the responsibility of the WG/TF Chair to contact the ERCOT Client Relations Specialist (Sheila Letkeman at sletkeman@ercot.com or 512.225.7136) to arrange meeting accommodations.  When making your request, please provide the following information to aid in fulfilling the request:
· Preferred date (may provide alternatives incase your requested date is not available).

· Start-time and duration of meeting.

· Name of meeting (i.e. PRR number or topic/issue/key terms)
· For the first meeting of newly created TFs, please note which subcommittee you report to.  This will aid in aligning you correctly on the ERCOT website.
· Number of attendees anticipated. 

· Number of telephone lines needed for a conference bridge.

· Audio-visual needs, if any.

· And any other special requirements.

Meeting Management
1. Identify who will be responsible for taking meeting notes and capturing action items.

2. Call meeting to order.
3. If utilizing a conference line, verify that call is working and invite phone attendees to announce their participation.

4. Circulate a sign-in sheet to document attendance.

5. Note the Anti-Trust Admonition.
4. Review agenda and announce any changes.

5. Proceed through agenda.  All submitted written comments to pending issues should be addressed.

6. Discussion and debate.
7. Review meeting outcome, action items and next steps.
Post Meeting Activities

· Identify responsible parties for assignments due at the next scheduled meeting.

· Begin drafting the agenda for the next scheduled meeting.

· Working groups and task forces should distribute and post meeting highlights or notes as soon as they are available.  Official meeting minutes are not required.
Governance Resources

· Anti-Trust Admonition 
· ERCOT’s Amended and Restated By-Laws http://www.ercot.com/about/governance/index.html 
· Technical Advisory Committee Procedures http://www.ercot.com/committees/board/tac/index.html 
· Subcommittee Procedures (See subcommittee pages: COPS, PRS, WMS, RMS, and ROS).

· Roberts Rules of Order Newly Revised (RONR), 10th ed. (Cambridge, Mass.: Perseus Publishing, 2000) or simply Robert’s Rules.

http://www.robertsrules.com/ ;
http://www.robertsrules.org/ ;
http://www.rulesonline.com/ ; or
http://www.roberts-rules.com/ 
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