Paper 2.2
ExCo Operating Agent (OA) report
Question for the ExCo
1. Are there any aspects of the OA report that you would like to see escalated to the video conference, to agree on a process for resolution?
Background
2. This paper sets out the activities of the ExCo Operating Agent since the last OA report (1 October 2019 – 11 March 2020).

3. The period featured three agreements for the provision of operating agent services: the original one-year interim agreement from 12 November 2018 to 11 November 2019; and the extension to that agreement to end February 2020. The permanent agreement with the OA began on 1 March 2020.
Main tasks 
4. The main Tasks over the period have been to:
· Preparation for the Melbourne ExCo meeting (October)
· Management of process to produce new visual identity and website (October)
· Management of the Users TCP launch and associated publicity (October)
· Production of the draft minutes of the Melbourne ExCo meeting (November)
· Organisation of the December ExCo teleconference (December)
· Drafting of updated guidance on Annex initiation and management (December-January)
· Support the development of new Annex proposals and concept notes (ongoing)
· Support the ongoing management of existing Annexes (ongoing)
· Work with Canada to enable their membership of the TCP (November-February)
· Explore opportunities for membership with Colombia, France, Germany, Japan and South Africa (ongoing)
· Efforts to bring India and Spain back to active membership of the TCP (ongoing)
· Curation and promotion of the 2020 Academy schedule of webinars (November-February)
· Design and editing of the 2019 Annual Report (December-January)
· Representing the TCP at an EU Commission event on Data Driven Services (January)
· Representing the TCP at the CERT committee meeting (February)
· Production of the IEA’s End-Use Working Party report (February)
· Preparation for the Vienna ExCo meeting (December-March)
· Providing secretarial services that Anne would have done (invoicing, website maintenance etc.) (February)
· Gaining access to various TCP accounts held by Anne (email, Twitter, MailChimp, GoToMeeting) all of which required work with friends and colleagues of Anne, e.g. to get hold of verification codes (February)
· Organising approach to decision making at the April meeting (February-March)
· Organising cover for secretarial services and training up Vikki (February)
· Preparation of meeting papers for, attending and minuting fortnightly ESC telephone conferences (ongoing) 
Assessment of time allocation
5. The first 11 days of November completed the first interim agreement for OA services. This period featured 14 hours of work, covering the minuting of the Melbourne meeting, outreach to new members and curation of the Academy in the main. 96% of the allocated budget for OA services was used during the year to 11 November 2019.

6. The extension to the interim OA services agreement was between 12 November 2019 and 29 February 2020. This period featured 185.5 hours of work, as set out in the table below. 92% of the allocated budget for OA services was used during the period.
	Theme
	Activity
	Code
	Hours
	% of time
	Notes

	ExCo and ESC meetings
	Preparing meetings
	6012
	17.5 
	9%
	More ESC meetings in February than usual. More preparation required for Vienna than usual without Anne.

	
	Participating in meetings
	6022
	18.0 
	10%
	

	
	Meeting follow-up
	6032
	16.5
	9%
	

	Reporting
	Annual Report
	6112
	7.0
	4%
	Seasonally specific to the winter.

	
	Other IEA reporting
	6122
	5.0 
	3%
	

	Legal
	Guidelines
	623
	9.5
	5%
	Updating Annex guidance.

	Outreach
	Network
	6312
	15.5
	8%
	IEA and ExCo members. A fair amount of meetings with the IEA, including a number of IEA legal webinars and participation at one IEA event.

	
	New Members
	6322
	30.0
	16%
	This includes India and Spain as well as new members and participation in  and travel to EU Commission event.

	Annexes
	Annex initiation
	6412
	12.0
	6%
	Assistance to the gender and energy Annex mostly.

	
	Annex management
	6422
	8.5
	5%
	OA meeting in January. Assistance in drafting of Status Reports.

	Academy
	Management
	6512
	5.5 
	3%
	Curation of the 2020 schedule.

	
	Promotion
	6522
	4.0
	3%
	Twitter, LinkedIn, appearances on webinars

	Communications

	Website
	6622
	11.5
	6%
	Setting up material on website; management of website in February

	
	Social media
	6632
	0.5   
	0%
	LinkedIn posts; locked out of Twitter account during Feb.

	Other 
	
Other OA functions

	682
	19.5
	11%
	Larger than expected owing to Anne’s passing – lots of issues to deal with, including obituary, sorting out access to accounts etc.

	Finance
(new category since Jan 2020)
	Financial Management
	693
	5.0 
	3%
	Invoicing, finance report editing
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