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[bookmark: _Hlk221003015][bookmark: _Hlk221003235]Sub Group, Working Group and Task Force Leadership Guide
Introduction
[bookmark: _Hlk221003116]This guide serves as a resource for leadership of sub groups, working groups, and task forces under the Technical Advisory Committee (TAC)and subcommittee structure. 
Formation and Function of Sub Groups, Working Groups, and Task Forces
· Creation & Leadership: Formed by TAC or its subcommittees, with chairs and vice-chairs (or co-chairs) endorsed or appointed by TAC or the Subcommittee.  Leadership roles are reviewed and reaffirmed annually.  
· Scope & Duration – Activities are limited to: 
· Tasks assigned by the governing body; and 
· Reviewing issues that fall within an approved charter or scope
· Calendar year,  or in the case of task forces, task completion
· Voting Status: Working groups and task forces are non-voting bodies.  The Credit Finance Sub Group (CFSG) is a voting body.
· Responsibilities: 
· Evaluate and review issues including but not limited to assigned Revision Requests and action items
· Tasks assigned by the governing body  
· Leadership reports recommendations with consensus, and minority positions to the governing body
· Formal Submissions: Formal Comments or Revision Requests must follow paragraph (F) of Section V, Subcommittees, of the TAC Procedures



Meeting Notice, Agendas, and Material Distribution
Leadership should (with ERCOT Staff support):
· Ensure meeting notices, agendas, and key documents are sent to distribution lists and posted on the ERCOT website at least one week in advance of the meeting
· Review previous meeting notes and gather agenda items from stakeholders
· Understand assignments from TAC or  Subcommittees
· Contact agenda item presenters with enough lead time for preparation
· If no ERCOT Staff is assigned, submit materials to MarketSupportServices@ercot.com
Meeting Management
Leadership is expected to conduct an orderly and efficient meeting:
1. Set up Webex and access host/presenter privileges using the provided access code.
2. Confirm who will take notes if vice-chair is unavailable.
3. Call meeting to order and remind attendees to announce themselves when speaking.
4. Circulate sign-in sheet, capture Webex attendees, and note the Antitrust Admonition.
5. Review and adjust agenda as needed.
6. Facilitate discussion and ensure Revision Requests, comments, and action items are addressed.
7. Summarize outcomes, action items, and next steps.
Post-Meeting Activities
· Assign Follow-Ups: Identify responsible parties for action items due at the next meeting.
· Prepare for Next Meeting: Begin drafting the agenda early for planning.
· Document and Distribute Notes: Summarize and distribute meeting notes within three days to listserv and ERCOT staff for posting.
· Submit Reports: Forward summary reports and recommendations to TAC or subcommittees at least one week before their meetings via StakeholderServices@ercot.com


Room Accommodations / Webex
Leadership should email StakeholderServices@ercot.com with:
· Preferred and alternate meeting dates
· Meeting format (Hybrid or Webex Only)
· Start/end time
· Meeting name/topic
· Anticipated number of attendees
· A/V needs and special requirements
Governance Resources
· Antitrust Admonition
· TAC Procedures
· ERCOT Meeting Rules of Order (Appendix A of TAC Procedures)
· Subcommittee procedures (PRS, RMS, ROS, WMS)
· Roberts Rules of Order: https://www.robertsrules.org; http://rulesonline.com; or http://www.roberts-rules.com  
Appendix
· Agenda Template  
· Webex Tips for accessing Host key/presenting, muting/unmuting, and ending meeting










[bookmark: Agenda_Template]Agenda Template 

AGENDA
ERCOT Sub Group/Working Group/Task Force (Sub/WG/TF) MEETING 
ERCOT Austin – 8000 Metropolis Drive (Building E), Suite 100 – Austin, Texas 78744 or Webex Only 
Month Date, Year / Start Time – Stop Time

https://ercot.webex.com
Meeting Number: 
Meeting Password: 
Audio Dial-In: 


	[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: OLE_LINK4]1.
	Antitrust Admonition
	Leadership
	9:30 a.m.

	2.
	Topic
	Presenter
	

	3.
	Topic
	Presenter
	

	4.
	Topic
	Presenter
	

	5.
	Topic
	Presenter
	12:30 p.m.

	
	· Secondary topic
· Secondary topic
· Tertiary topic
· Tertiary topic
	Presenter
Presenter
Presenter
Presenter
	

	6.
	Topic
	Presenter
	

	7.
	Other Business 
	Leadership
	

	
	Adjourn
	Presenter 
	3:30 p.m.

	
	Future Meetings 
	Leadership 
	



	
Open Action Items
	Responsible Party

	Topic and Champion 
	Sub/WG/TF 







[bookmark: Webex_Tips]Webex Tips for accessing Host key/presenting, muting/unmuting, and ending meeting 

Access Host /Presenter privileges  in Webex
Join the Webex meeting from the ERCOT website link or desktop app
From the prompts available click More options [image: More Options button] > Reclaim Host role

Alternatively, click Open participants panel [image: Participants panel button], right-click your name, and click Reclaim Host role.

Enter Host Key provided by ERCOT Staff

Once Host role claimed, you will be presenter, if you need to assign presenter to another participant right-click the name of the person you are assigning presenter role to on the Participants panel, then select Change Role > Make Presenter 

Mute or unmute participants 
During an active meeting, go to the participants list [image: ], click the person's name, and select mute [image: ] . You know it's working when you see [image: ] beside their name to indicate they're muted.

If you see [image: Muted, can't unmute themselves] beside the person's name in the participants list, that indicates that they're muted and can't unmute themselves. Hover over [image: Muted, can't unmute themselves] and click Request unmute to send a request to the attendee to unmute themselves. They can unmute themselves or stay muted.

End Webex Meeting
At end of Webex meeting, the Host participant will need find the [image: ] at the top right corner or  [image: Icon

AI-generated content may be incorrect.] button in the meeting's bottom toolbar.  Make sure to select [image: ] , not “leave meeting”.  Confirm: Click End Meeting again in the pop-up to confirm and close the meeting for everyone.

* Please note that Webex updates and patches may vary across organizations. The version used by participants at their company might differ from the version ERCOT runs, which could result in slight differences in user experience.
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