Network Technology Group Operating Procedures

Incorporating Additional Technical Expertise in NTG Deliberations
The Network Technology Group (NTG) identifies two groups of technical experts
 that should be incorporated in NTG deliberations: contractors and additional state/EPA personnel who are not members of the Network governance groups.  Historically, the Operations, Technology, and Security team (OTS) and the Technical Resource Group (TRG) invited contractors supporting various Network activities to their calls, but did not specify procedures for incorporating additional state and EPA members into their discussions.  The NTG proposes to involve both of these technical expert groups, as described below:
Contractors
· Contractors supporting Exchange Network activities are invited to all NTG calls and meetings, unless otherwise specified by the NTG co-chairs.  NTG members are responsible for inviting appropriate contractors to address NTG discussion topics.
· Contractors supporting Exchange Network activities are invited to comment on draft documents on NTG calls or by providing written comments.
· The NTG co-chairs may also, as the need arises, invite additional contractors that do not currently support Exchange Network activities to their calls and meetings (e.g. contractors with software-specific knowledge).  These contractors would be invited to provide insights on specific technology options the Network could pursue in regards to specific activities, but would not be asked to comment on other NTG discussions.  The NTG co-chairs may choose to prepare guidelines for contractor input.
Additional State/EPA Members

· The NTG will open their calls to additional state/EPA personnel at least once every three months.  The frequency of these open calls will depend on the progress of NTG discussions and guidance document drafting schedules.  Any member of the NTG can suggest an open call, and the co-chairs will take the lead on informing the Network community.  

· Agendas for open calls will be prepared by the NTG co-chairs, with an emphasis on choosing agenda items that engage a wider audience.  NTG members will have an opportunity to comment on agendas before they are distributed to the Network community. 
NTG Activities and Priorities

The NTG will create and maintain a Rolling Work Plan to manage their activities and priorities.  This work plan will list proposed activities and general priorities (high, medium, or low) assigned to those activities.  The NTG can also choose to include additional information on each activity, such as the NTG project lead and anticipated start and end dates for the projects.  NTG staff will update the Rolling Work Plan regularly to ensure that it is aligned with current NTG discussions.

Communication Strategy

The NTG will use the Network E-mail Alerts
 list as their primary form of communication with the Network community.  The NTG will use this list to distribute all memos communicating new policies or guidelines and to notify the Network community of open NTG calls.  All notices of open NTG calls will include the date and time of the open call; notice of where to find the agenda and supporting materials for the call; an update on recent NTG activities and discussions; and contact information for questions and comments on the call agenda and materials.  Notices of open NTG calls will be distributed at least two weeks prior to a call.
The NTG will also use the Exchange Network website as a means of communication with the Network community.  The NTG webpage will contain the current version of the NTG Rolling Work Plan.

NTG Task Forces

The NTG will form task forces to address specific NTG activities and projects that will require significant preparation outside of regular NTG calls.  These task forces will be created at the discretion of the NTG, and will not be created for every project or activity.  Each task force will be made up by at least three NTG members, with at least one EPA and one state member included.  A task force is expected to produce final products (i.e. documents or tools) for full NTG review.  After the task force submits the products to the full NTG for review, NTG members have two to three weeks to complete their review and submit comments.  The task force will take the comments received, revise the product if necessary, and report back to the full NTG at the next regularly scheduled call.  Any member of a task force can represent the task force in discussions with the NTG or the Network community.  If no comments are received during a review period and the quorum of NTG members approves of the product, the NTG will consider that product complete.         
� Technical experts are defined as those members of the Network community who have experience with the technology, operation, and/or use of the Exchange Network or who have general knowledge of technical issues.





� The Network E-mail Alerts list is managed by the Environmental Council of the States (ECOS).  The NTG co-chairs and/or NTG staff will coordinate with ECOS staff to ensure that alerts are communicated through this list.
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