Paper 8.3
Updated Annex Guidance
Question: Should the ExCo approve the adoption of the updated guidance on Annex initiation and management?
Question: What aspect of TCP business would ExCo delegates prefer to see updated next?
Background
The draft updated guidance in this paper is based on existing TCP guidance, updated to take account of the issues faced by the Users TCP and the changes that have taken place since 2008 (the last time the guidance was updated).
The updated guidance would become a living document to be updated frequently if necessary. 
None of the guidance would be imposed retrospectively.
The guidance document takes account of comments from Annex Operating Agents.



Part 1: Annex Initiation
1. The ExCo (ExCo) will first consider possible new Annexes by discussing a draft Concept Paper prepared to facilitate their review. 

2. The proposing ExCo member should prepare a draft Concept Paper (2-5 pages) and send it to the ExCo Operating Agent (OA) so that it arrives no less than a month prior to the meeting (meeting #1) where it is to be discussed. 

3. The ExCo OA will organise a short review by the Executive Steering Committee (ESC) prior to the circulation of the draft Concept Paper to the ExCo no less than 3 weeks prior to the meeting (meeting #1).

4. The draft Concept Paper should present the objectives, expectations, approach, and motives of the proposed Annex and explain the relationship of the proposed new work to the TCP's strategic plan and/or other IEA programmes or policy statements. 

5. The proposing ExCo member will identify an Annex Organizer and is encouraged to bring that person to the meeting where the Concept Paper is to be discussed. If the ExCo finds the proposed concept of interest and believes it should be developed into a new Annex, the ExCo should unanimously approve the start of the Concept Definition Phase.
Quick start option to move to Concept Definition Phase
6. In the interests of speeding up the annex initiation process, the draft Concept Paper may be discussed at an ExCo teleconference or in writing (instead of at meeting #1). This would shorten the Concept Definition Phase and should be pursued only if draft concepts are sufficiently well-developed and there remains time for ExCo members to consult their national Experts.
Concept Definition Phase
7. During the Concept Definition Phase, the following actions should occur: 
· The proposing ExCo member will check for overlap with other Annexes, TCPs and international initiatives and revise the draft Concept Paper accordingly. 
· The Annex Organizer will revise the draft Concept Paper based on the ExCo’s discussion and/or requirements. The revised Concept Paper will then be distributed to the ExCo members who should review it with their national Experts. The ExCo members should provide the Annex Organizer with suggestions and revisions that incorporate their Experts’ views. 
· To assure unanimous approval at the next ExCo meeting (meeting #2), the Annex Organizer should revise the Concept Paper until all ExCo members’ comments have been satisfactorily addressed. 

8. The Annex Organizer should prepare the final revision of the Concept Paper and send it to the ExCo OA so that it arrives no less than a month prior to the meeting (meeting #2) where it is to be discussed. 

9. The ExCo OA will organise a short review by the Executive Steering Committee (ESC) prior to the circulation of the draft Concept Paper to the ExCo no less than 3 weeks prior to the meeting (meeting #2).

10. Prior to the ExCo meeting (meeting #2), ExCo members can offer names of organizations and persons to develop the Annex and be the Annex OA. Interested ExCo members should send information in support of their candidate to the ExCo OA no less than a month prior to the meeting. 

11. The ExCo will review the Concept Paper against the following criteria:
· Alignment with the Users TCP Strategic Plan.
· Well-defined objectives and realistic deliverables best met through international collaboration.
· Demonstrates pathways to impact.
· Activities that do not duplicate those currently undertaken by another organisation or could be better achieved by another organisation. 
· The commitment of the lead country and other participating countries.

12. The ExCo may decide to:
i. Initiate the Annex Definition Phase based on work done to date.
ii. Ask for revisions to the Concept Paper for approval either in writing or at the next meeting, depending on the extent of the revisions needed, before the initiation of the Annex Definition Phase. 
iii. In addition to i or ii, ask that the Concept be pursued in co-operation with other parties within the IEA or elsewhere.
iv. Reject the Concept Paper.

13. If, and when, the ExCo initiates the Annex Definition Phase, the ExCo will formally approve the Annex OA (usually the Annex Organizer) at that time. 
 Annex Definition Phase 
14. The objective of the Annex Definition Phase is to draft the Annex Proposal. The Annex Definition Phase usually is completed in six to twelve months, after which time the Annex work can formally begin. 

15. The Annex Definition Phase usually begins with an Experts meeting where the final Concept Paper is used to guide the drafting of the Annex Proposal and to define the resource requirements. 

16. The draft Annex Proposal is first reviewed by the participating ExCo members and national Experts and, upon revision, sent by the Annex OA to the ExCo OA for review by the ESC no less than one month prior to the next ExCo meeting (meeting #3). After a short review by the ESC and potential revision by the Annex OA, the ExCo OA circulates the Annex Proposal to all ExCo members no less than 3 weeks prior to meeting #3. 

17. The Annex Proposal should contain the following content:
1. Background and motivation (including demonstration that international collaboration will add value beyond existing initiatives)
2. Objectives
3. Pathways to impact (usually in the policy sphere, although not always)
4. Structure (sub-tasks)
5. Management (responsibilities of the Annex OA, sub-Annex leaders and Experts)
6. Deliverables (for whom, target groups)
7. Time Schedule and milestones
8. Funding and Commitments (Resources needed, including whether the Annex OA function requires funding by more than just the lead country (cost-shared), or not (task-shared)
9. Meetings plan
10. Information activities
11. Co-operation with other TCPs, the Secretariat and other interested parties
12. Country contributions to funding and Tasks
Annexes: Detailed description of Subtask

18. At this ExCo meeting (meeting #3), the Annex Proposal is discussed. If the ExCo feels that the Annex Proposal is adequate, the ExCo may, by unanimity, approve the new Annex. If not, the ExCo must provide comments to allow the Annex OA to make the necessary revisions. Such revisions may be made prior to the following ExCo meeting (meeting #4) and the vote to approve the new Annex may be done by mail ballot. 

19. Whenever the new Annex is unanimously approved, the ExCo members who decide to participate in the new Annex are requested to submit their National Participation Plans to the Annex OA. The OA compiles the National Participation Plans (NPPs) and determines if the resources necessary to start the Annex work are available. The status is reviewed and the participating ExCo members unanimously determine if the Annex is ready to begin. This review is usually done at meeting #4. 
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IMPORTANT: Annex initiation may take as little as two ExCo meetings (i.e. around one year), if the draft concept can be agreed by enough ExCo members without the need to discuss at an ExCo meeting (Mtg 1) and the NPPs can be compiled before the ExCo meeting (Mtg 4) immediately after the approval of the Annex Proposal.

20. In cost-shared Annexes (where the Annex OA function is paid for by participating members) participating ExCo members must agree on the extent to which in-kind contributions can be accepted in lieu of financial support. If in-kind contributions are accepted, they should be for the express purpose of achieving the aims and objectives of the Annex or to support Annex activities.

21. Activities associated with projects which are not under the direct management of the Annex should not be considered as in-kind support but may be identified as an ‘Associated Project’ that is beneficial to the Annex. 

22. Generally, in-kind support should only be accepted for activities that exceed mere participation in the Annex and should not include the time and expenses of participating in management activities by Annex members.  

23. Participants in each Annex should decide on:
· The type of in-kind contributions allowed.
· The method of valuation and accounting of in-kind contributions.

24. All Annexes should adopt rules for the treatment of contributions by third-parties to the activities of the Annex. 

25. The Operating Agent of any Annex must inform the Executive Committee Chair and Operating Agent when a Participant remains in default of financial obligations for more than 2 meetings or for 12 months (whatever is the shorter period).
Notice of Participation 
26. Countries must officially notify the IEA Secretariat of their intent to participate in a new Annex. They must include contact information for both a primary contact person, and the designated Annex Experts. The ExCo member should ensure that this notice is submitted in a timely manner. A sample notice of participation letter is shown below in Attachment B. This Notice of Participation should be submitted as soon as possible in order to allow the work to begin. 
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Part 2: Annex Management and the Annex Operating Agent
The Annex Operating Agent 
1. The official Annex Operating Agent (Annex OA) is the Contracting Party of the country that agrees to take on the responsibility of managing an Annex.  The role is assigned to one individual within, or under contract, either directly or through another organization, to that Contracting Party. This individual is also referred to as the Annex OA. 

2. The Annex OA is responsible for the effective management of the Annex Work and serves at the pleasure of the Executive Committee.  

3. The individual acting as Annex OA should have: 
· Sufficient experience in technical research and project management;
· Adequate technical and financial support from the Contracting Party;
· Competent communication skills;
· Resources (time, money, facilities) to properly manage the Annex; and
· Commitment for the duration of the Annex. 
Approval of the Annex OA 
4. The Annex OA, organisation and person, for an Annex may be proposed by any Executive Committee member who intends to participate in the Annex.  The Annex OA must be unanimously approved by the Executive Committee members who intend to participate in the Annex.  This approval must take place prior to the start of the Annex Definition Phase.  The Annex OA (person) will often have been the Annex Coordinator.   

5. In deciding on a proposed Annex OA (person), the Executive Committee will take account of the relevant expertise and experience; financial and other support; availability of time to devote to the Annex; and any other relevant factors. 

6. A government should replace an Annex OA (person) only with good cause as this can be very disruptive to the Annex activities.  Any replacement of an Annex OA (person or organization) requires the unanimous approval of the participating Executive Committee members. 
Procedures for Annex OA Subcontracting (EUR 20 000 and over) 
7. Premise: the Annex OA is responsible for getting high quality work done, on time and within both the cost-shared and Annex-shared budgets.  During the Annex Definition Phase, the Annex OA must define the resource requirements (RR), both cost and Annex shared. After approval by the participating experts, these resource requirements must be approved by the Executive Committee as part of the Annex Work Plan (AWP).  The AWP and RR must show what work is proposed to be done directly by the Annex OA and what work is to be subcontracted. 

8. To subcontract work, the following steps should be taken: 
· Each participating Executive Committee member and the experts will have the opportunity to provide, to the Annex OA, the name of a person or company believed to have the necessary skills to perform the stated work.
· The Annex OA will prepare a list of potential bidders consisting of names provided by the participating Executive Committee members, the experts, as well as his own candidate(s).
· The Annex OA will then issue a request for proposals via the experts that includes appropriate and suitable evaluation criteria and a page limitation.
· The proposals will be reviewed and scored by the Annex OA and at least two participating experts (could involve the entire group of participating experts but that may be too many). After discussing their reviews and the basis for their scores, a consensus score will be assigned to each proposal. 
· The Annex OA will provide the experts with the list of proposers, their consensus scores, and the recommended winner. The experts will review the process and, if followed properly, will approve the recommendation of the Annex OA. The experts may request additional information if required for a decision. 
· If the Annex OA feels it is necessary, he may bring the matter to the attention of the participating Executive Committee members. 
Annex Experts 
9. The Annex Experts represent the participating country in each Annex that the country is participating in.  Annex Experts are designated by the Executive Committee member in the National Participation Plan.  Annex Experts are expected to contribute their knowledge to the progress of the Annex. 

10. Annex Experts should have: 
· Experience in the area of the Annex work;
· The resources to properly participate in, and contribute to the Annex work; and 
· A good knowledge of the English language. 
Annex Meetings  
11. Annex meetings are the primary vehicle for managing the Annex's collaborative activities, and for reviewing the progress and planning of future work and associated deadlines.  Each country participating in an Annex is required to participate in each Annex meeting with the appropriate Expert(s).  Annex OAs are responsible for planning and organising the meetings.  

12. Annex meetings should not normally be held less than 6 weeks prior to an Executive Committee meeting, so that the outcome of meetings can be properly reported to the Executive Committee in the written Annex Status Reports. 
Observers at Annex Meetings  
13. Any IEA member country is allowed to send observers to Annex meetings with prior approval of the Annex OA. 

14. Observers from non-IEA member countries must be granted approval to attend a programme meeting by the IEA's Governing Board.  Subsequent requests to attend Annex meetings need only be approved by the Executive Committee Chair and the appropriate Annex OA.  

15. To encourage full participation in the Annexes, observers may participate in a maximum of two Annex meetings.  After that, their countries must either join the Annex, or be in the formal and active process of joining, as stated in a letter by the interested country to the Executive Committee Chair.   
National Participation Plans  
16. The Annex OA should review the National Participation Plans (NPP) supplied by Executive Committee members and determine if they are adequate to accomplish the Annex objectives.  If not, the Annex OA must inform the Executive Committee, who will review and resolve the discrepancy. 
Annex Work Plan   
17. The Annex Work Plan (AWP) describes, in detail, the specific activities that will be undertaken to achieve the Annex objectives and covers the duration of the Annex. The contents include: 
· Brief statement of Annex objectives (from the Implementing Agreement); 
· Brief description of sub-Annexes (from the Implementing Agreement); 
· Specific activities planned under each sub-Annex; 
· Schedule for activities and reports, including major milestones;  
· Who is responsible for the work; and 
· Resource requirements (budget) for each major activity. 
Overall Annex Work Plan 
18. At the start of an Annex, an overall AWP is developed and drafted by the Annex OA with input from, and the unanimous approval of, the Annex participants.  This overall AWP is approved at the start of the Annex, for the duration of the Annex.   
 Annual Annex Work Plan 
19. Each year, at the spring Executive Committee meeting, each Annex OA must present for approval their specific work plans for the next year.  This annual AWP follows the same format as the overall AWP.  If no changes are proposed, the annual AWP is simply an extraction from the overall Annex Work Plan for the specific year.   

20. If revisions to the overall Annex Work Plan are required, they should be highlighted in the annual AWP for the specific year.  In either case, the annual AWP should be included in the spring Annex Status Report.   
Annex Budgets 
21. The Annex budget describes, in detail, the specific budget of each Annex. The contents include: 
· Projected expenses, allocated by category: 
· Labour:  OA, assistants, consultants 
· Subcontracts 
· Other direct expenses  
· Projected expenses, allocated by Annex output:
· Reports, articles, publications, data
· Information exchange (databases, meetings, etc.)
· Meetings, overhead, etc. 
· Projected expenses, allocated by major activities  

22. At the start of an Annex, an overall Annex budget is developed and drafted by the Annex OA with input from, and the unanimous approval of, the Annex participants.  This overall Annex budget is approved by the Executive Committee at the start of the Annex, for the duration of the Annex.   

23. Each year, at the Spring Executive Committee meeting, each Annex OA must present for approval their annual Annex budget for the next year.  If no changes are proposed, the annual budget is simply an extraction from the overall budget for the specific year.   

24. Annex OAs must advise the Executive Committee in advance of any non-forecasted changes in the details of the Annex budget that could imply future budget increases.  The Annex OA must manage their budgets so as not to change the Annex objectives or time schedule.

25. If revisions to the overall Annex budget are required, they should be highlighted in the annual Annex budget.  In either case, the annual budget should be included in the spring Annex Status Report.    
Annex Product Information Plan 
26. The Annex Product Information Plan (APIP) relates to the information products of an Annex.  A Plan should be prepared by the Annex OA for each Annex policy brief and key report planned.  The APIP should be reviewed by the Executive Steering Committee and once the Committee’s comments have been addressed, the Annex OA should distribute it to the Executive Committee for approval. The Executive Committee should review and approve each Plan.  The Annex OA is responsible for reviewing and updating each plan as necessary, as part of the Annex Work Plan.

27. The APIP should include details of the:
· [bookmark: _GoBack]Purpose of the information product
· Target audience
· Dissemination / media plan
· Pathway to impact
Annex Status Reports 
28. The Annex Status Report (ASR) is the primary management tool used by the Executive Committee to monitor and assess the progress being made in the Annex.  The Annex OA is required to provide an ASR at each Executive Committee meeting throughout the duration of the Annex.  The ASR presented at the autumn Executive Committee meeting will normally be used to form the Annex contribution to the Annual Report.  The ASR presented at the spring Executive Committee meeting will be used for the approval of the annual AWP and the annual Annex budget.  

29. The ASR provides the Executive Committee with an overview of Annex progress since the last ASR and outlines future work plans.  The ASR also enables the Annex OA to bring to the attention of the Executive Committee problems or other issues encountered or foreseen that affect the Annex.  

30. The term Annex Status Report refers both to the written report distributed in advance of the Executive Committee meeting, and the oral presentation given during the Special Session and the Executive Committee meeting.   
Written Annex Status Report 
31. A draft written ASR must be submitted to the ExCo Operating Agent and Secretary 5 weeks prior to each Executive Committee meeting to allow for a review by the Executive Steering Committee and any issues to be addressed.  The written ASR must be distributed by the ExCo Secretariat so that it is received at least 3 weeks prior to each Executive Committee meeting. The contents include: 
· Brief summary of Annex objectives and sub-Annexes (or Activities);
· Annex Activities Schedule (autumn Executive Committee meeting only);
· Summary of the major accomplishments during the reporting period;
· Annual Annex Work Plan for the next year (spring Executive Committee meeting only), or work planned for the next reporting period (autumn Executive Committee meeting only);
· Annual Annex Budget for the next year (spring Executive Committee meeting only);
· List of products produced in the reporting period, and those expected to be produced in the upcoming reporting period;
· Highlight of industry involvement during the reporting period;
· Summary of Annex participation and effectiveness;
· Schedule of upcoming Experts meeting; and
· List of issues, with proposed solutions, requiring action by the Executive Committee. 
Oral Annex Status Report 
32. The oral Annex Status Report is presented by the Annex OA to the Executive Committee at the Executive Committee meeting.  It should not be a verbatim repetition of the ASR, but a summary that highlights the key points and issues. The contents include: 
· Major accomplishments of the last reporting period;
· An Annex Work Plan for the next year (spring only) or work planned for the next reporting period (autumn);
· An Annex budget for the next year (spring only);
· Meeting schedule for the next reporting period; and
· Matters to be considered by the ExCo. 
Operating Agents Meeting 
33. A meeting of the Annex OA, Executive Committee Operating Agent, TCP Secretary and at least one member of the Executive Committee will be held before each Executive Committee meeting.  The Agenda will be prepared by the Chair of that meeting. The Executive Committee can place items on the Agenda for consideration by the Operating Agents.  A report on the Operating Agents meeting should be presented during the Executive Committee meeting. 
Wider Stakeholder Involvement 
34. Every effort should be made to ensure wider stakeholder involvement in the Annex definition and implementation phases.  The Annexes should focus their output on the needs of policy makers, industry, or other appropriate users in order to maximise impact.  Annex reports should correspond to formats used by, and useful to, these users.  A specific section on wider stakeholder involvement should be included in each Annex Status Report to the Executive Committee. 
Annex Evaluations 
35. The evaluation of Users TCP Programme Annex work is critical to ensure the effectiveness and usefulness of Programme results.  The Executive Committee is committed to perform Annex evaluations mid-way during the Annex work which will address the Annex technical work, Annex management and Annex products/results.  The purpose of this evaluation is to see if the Annex is likely to accomplish its objectives and have the desired impacts, and if not, to provide the management information necessary to take corrective actions. 
Annex Evaluation Process 
36. Both the Executive Committee and the Annex OA will be responsible for Annex evaluations, which should be performed mid-way through an Annex.

37. The primary mechanism for performing the Annex evaluation will be a questionnaire, to be completed by the participating Annex experts and the Annex OA. The questionnaire will be prepared by the ExCo Operating Agent in consultation with the Executive Steering Committee. The questionnaire will be provided to the Executive Committee members, National Experts and the Annex OA, along with instructions.

38. Information from the completed questionnaires will be compiled by the Executive Secretary. 

39. The ExCo Operating Agent will produce an Annex Evaluation Report, based on the questionnaire responses and distribute this report to the Executive Committee and Annex OAs prior to the Executive Committee meeting where the evaluation is to be discussed.

40. The Executive Committee, at an Executive Committee meeting, will vote to accept the Annex Evaluation Report and record their vote and the report in the minutes.

41. The Executive Committee will then prepare and send to the IEA Secretariat a summary Annex Evaluation Report. 
Evaluation Factors 
42. The following evaluation factors will be used to assess the progress towards Annex objectives, quality of the technical work done to date, level of participation and commitment to National Participation Plans, wider stakeholder involvement, value of Annex results to intended users and management effectiveness of Annex OA.   
· Expectations: Are the expectations clearly stated and are the expected results and consequences of the Annex work well described?
· Motives: Are there clearly stated reasons why this Annex is important?
· Approach: Is the approach proposed to accomplish the Annex work logical, appropriate, and well defined?
· Objectives: Are the objectives clearly stated, appropriate to the stated expectations, measurable, etc.?
· Milestones: Are the milestones clearly stated, appropriate to the planned work, measurable, etc.?
· Quality: What is the technical quality of the Annex products?
· Participation: What was the level of effort, the expertise of the participants, and the time devoted to the Annex work relative to results?
· Wider stakeholders: Was the involvement of wider stakeholders appropriate and adequate?
· Management: How effective was the Annex OA's management?
· Impact: Were the early Annex results used and did they cause change?
· Dissemination: Did the early results get to those who need them in an effective and efficient manner? 
Extending/Amending an Annex 
43. An extension of an existing Annex may involve:   
· A time extension only, or
· A time extension plus new work which is not covered in the scope of work in the current Annex. 
44. Either circumstance requires amendment of the Annex.  The procedure for amending an Annex is as follows: 
· The Annex experts discuss and agree on the need for additional work and/or for a time extension to complete previously-agreed upon work.
· The Annex OA informs the Executive Committee in of the experts' request to amend the Annex and provides the following information, as relevant:
· The scope and brief description of the proposed work
· Additional funding required from Participants
· Additional time required
· Justification for the new work/extension.
· The Executive Committee reviews the proposal for new work in light of the Project Criteria and CERT Guidelines.  If a time extension only has been requested, the Committee determines whether there is sufficient justification for such an extension.
· If only a time extension is requested, the Committee votes on whether to amend the Annex to reflect a new termination date.  The Executive Committee members must have been given a minimum of 30 days' advance notice of the extension request before voting.  An Annex may be extended (within the term of the Implementing Agreement) with the approval of two or more Participants, acting in the Executive Committee.
· Extensions apply only to those Participants who agree to the extension.  New Participants must send Letters of Participation to the IEA.   Participants not participating in the extension must fulfil their obligations from the previous period.
· If new sub-Annexes or substantial new work have been proposed, the Executive Committee must agree in principle to the new work, authorizing the preparation of a revised Annex.  The review and approval procedure is the same as for approving an original Annex, with the following exception: Approval requires only consent of two or more Annex Participants voting in the Executive Committee and does not require IEA Legal review.
· Executive Committee members from countries that did not participate in the Annex’s earlier work must officially notify the IEA Secretariat of their intent to participate in a new Annex.
· The Annex OA, together with the Annex Participants, will develop a work plan for the new activities.  If substantial new work is involved, the Annex OA may request that Participants submit a national participation letter covering the new work.
· The amended Annex should be sent electronically to the IEA Legal Office and IEA Secretariat.  It should also be sent to post on the IEA IA website. 
Final Management Report 
45. When an Annex has concluded, or is about to conclude, the Annex OA is responsible for preparing a Final Annex Management Report (FAMR). The report should summarize the work performed during the Annex, the accomplishments, and the management issues. An oral report will also be prepared summarising the final report and presenting additional management assessment material. Guidance for preparation of the written and oral reports is presented below. 
Note: Although parts of the guidelines sometimes suggest specific wording, these are meant as general guidance and the OA has flexibility in writing the report as long as it is clear, and the listed topics are covered. 
· Written Final Report Timing: The written report should be prepared within 3 months of completion of the Annex. 
· Review and Approval Process: The draft should first be reviewed and approved by the Annex experts. It should then be reviewed by the ExCo Operating Agent. After making any necessary changes, it should be distributed to the ExCo as a final draft. The ExCo reviews the written report, which it can accept or request changes. Any changes requested by the ExCo should be incorporated into the final version. 
· Audience: There are two audiences for Final Annex Management Reports (FAMR): (1) The IEA world: the Executive Committee, the IEA Secretariat, and Annex participants, and (2) parties outside this IEA group, such as officials of national funding agencies with an interest in knowing how the funds were used and members from other stakeholder groups. 
· General: The report should clearly explain the objective, structure, activities and accomplishments of the Annex so they can be understood by someone not previously familiar with the Annex, the Users TCP, or the IEA. It is recommended that the report not be more than 10 pages, excluding appendices.   
Outline and Guidance for Written Report 
46. The FAMR will use the standard Users TCP template, available from the ExCo Secretary, and contain the following:
· Introduction: All reports should begin with an Introduction with the following essential information: 
This is the Final Management Report of Annex ___ of the User-Centred Energy Systems, a Technology Collaboration Programme by IEA. (An overview of the IEA and the Users TCP Programme is found in Appendix __.) 
This international cooperative project was initiated in _____ and was completed in ______. ______ countries participated in the Annex. Participant information for each country is found in Appendix ___. ___(Name)_________ of (Affiliation and Country)_____ served as Operating Agent. The objective(s) of the Annex was/were to__________________________________. 
· Background: Provide a couple of paragraphs about the subject matter of the Annex, why it’s important and why it was decided to form a collaborative project in this area (needs, gaps, potential benefits that were seen, etc). 
· Organization of the Annex
· Scope and sub-Annexes
· The Participants agreed that the scope of the Annex would deal with (or “focus on”)________. -  The Annex was organized into the following sub-Annexes to accomplish the objective(s): 
(List the sub-Annexes and describe each briefly in one or two sentences) 
· The following countries participated in the Annex: ______________ ______________ ______________, etc. 
· Describe the general affiliation of the persons who participated. (For example, “The Participating experts were a combination of utility and municipal government representatives.” Or “The Participating experts were primarily representatives of government energy agencies.”)
· Involvement of the private sector, wider stakeholders and end users in the Annex. Describe the extent of such involvement in planning and performance of the Annex and whether it was adequate. 
· Work Performed: Clearly describe the work performed by the participants under each sub-Annex.
· Deliverables and Information Dissemination
· Annex Products: List reports and other products produced by the Annex and where they can be obtained. (Or reference the Users TCP website if such information is available there.) 
· Information Dissemination. Describe mechanisms used at the Annex level and by individual countries to disseminate results. 
· Accomplishments: List major accomplishments of the Annex and clearly explain how they made an impact and advanced the Users TCP Strategy.
· Recommendations for Further Work Either follow-on work that might be undertaken by IEA DSM or just a general indication of additional work still needed.
· Lessons Learned and Conclusions (About the subject matter of the Annex, not management issues.) 
Oral Presentation to the Executive Committee 
47. The OA will make a presentation consisting of an oral summary of the written report at the first Executive Committee meeting after completion of the Annex. 

48. In addition, the presentation will cover certain management issues not included in the written report, namely: 
· Were Annex objectives and work plan adequately achieved?
· How effective was the information dissemination and was the appropriate audience reached?
· Did the right people participate?
· Was participation effective?
· Were there adequate resources?
· Other management problems encountered not mentioned in above list.
· Recommendations for other OAs and other Annexes and amendments to the TCP guidance. 

49. In addition to the oral presentation, the OA will distribute to the Executive Committee a written summary of the management issues covered in the above bullet points. This summary will be called “MANAGEMENT ISSUES RELATED TO ANNEX ___.” 
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