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Documents for EDNA 4th term
Document 3 – platform operating manual

Purpose of this Document
The purpose of this document is to outline the administrative procedures for the 4th term of the EDNA platform.  This document is a companion to the 4E Operating Manual, and contains detailed operating procedures specific to the EDNA Platform.  The contents of this document can be reviewed at any time by EDNA.
Structure
EDNA is comprised of government representatives, and all signatory countries to the 4E TCP may participate as members of EDNA.  EDNA can elect to make observer status available to relevant organisations.  All members and observers will bear their own costs for participating in EDNA meetings, teleconferences, etc.  
Management Structure
The EDNA Chair shall be a volunteer EDNA member representative who is unanimously agreed by members.  The Chair will be rotated on a 2-yearly basis with a one-time option to extend by 1 year.  
A Management Committee shall meet regularly by teleconference in order to provide general guidance for the operation of the platform, particularly for pressing issues which need to be resolved outside of the EDNA management meetings.  The Management Committee shall also support the Chair and a Platform Manager in developing draft strategic plans, task/project outlines, budgets, etc. which are to be approved by EDNA as a whole.  
The Management Committee shall comprise 3 or more volunteer EDNA member representatives and will include the EDNA Chair.  All EDNA members are welcome to voluntarily join or leave the Management Committee at any time. 
The day to day operational activities of the Platform will be undertaken by a Platform Manager who reports to the Chair under the general control of the Management Committee.  The figure below shows this structure, including reporting to the 4E Executive Committee.

 

Appointment, Role and Duties of Platform Manager
A Platform Manager (PM) shall be appointed to EDNA using a tender process for the duration of the 4th term, with an initial 12-month probation period.  Evaluation of the PM shall be conducted at intervals determined by EDNA.
All operational issues and rules with respect to the Platform Manager will follow established 4E procedures and in particular the Platform Manager Rights and Obligations legal text of the 4E Implementing Agreement.  
The PM will work under the supervision of the EDNA platform and its Chair.  The PM will provide EDNA with a wide range of administrative and promotional services to assist it with the overall management of the Platform in accordance with the provisions in the 4E TCP legal text and the IEA Framework for International Energy Technology Co-Operation.  The PM may additionally assist in delivering specific activities within the platform and may participate in managing individual project activities under the instruction of Chair. 
The PM will draft and manage work proposals and annual budgets for the platform on the basis of an agreed work plan.  It is the responsibility of the PM to ensure that the activities (where under his/her control) are carried out within the annual budget approved by EDNA.  The PM is expected to identify and act on emerging needs as they arise and to alert the Chair.
On behalf of the platform, the PM will maintain appropriate communication links with the 4E ExCo, the other 4E platform PMs and the IEA Secretariat, at the direction of the Chair.  In any communications with any such outside entities, the PM shall make it clear that it can make no express or implied commitments on behalf of EDNA.
The services to be provided by the PM will include, but not be limited to, the following:
1. Platform management meeting support
2. Management Committee meeting support
3. Communications activities including website
4. Initiation and management of platform tasks and projects
5. Support to platform tasks and projects as required
6. Management of platform finances
7. Other tasks as requested by the Chair.
Additional detail for these services will be detailed in a services agreement between the EDNA PM and 4E PM.
Engagement and Role of External Experts
EDNA will typically use expert consultants to undertake technical work, and will bundle work packages in order to provide economies of scale.  Consultants shall be engaged using a competitive selection process unless members agree there are valid reasons for otherwise (for example a member contributes additional funding to a task and has an expert consultant in mind for the task).  No EDNA or ExCo member or alternate (or their employer) may undertake paid EDNA work, unless members agree there are valid reasons for otherwise.
Financial and Administrative Procedures
EDNA shall operate its finances on a calendar year basis (January to December).  Each EDNA member shall contribute fees of €15’000 per calendar year (excluding any taxes).  The resulting EDNA funds shall form two separate budgets: 
· The operating budget is used for the purpose of operating and administering the platform via the Platform Manager and shall be set for the duration of the 4th term, unless EDNA agrees, for valid reasons, to change this budget.  If any of these funds are not utilised to operate the platform, these shall be reassigned to the task/project budget of the subsequent year.
· The task/project budget is used to fund tasks and projects, which form the technical work of the platform, as well as any other activities that the platform decides to undertake, for example workshops, purchase of research, etc.  Task and project budgets shall be set annually by the platform.  
The size of the operating and task/project budgets, and the establishment of all tasks and projects shall be determined by EDNA, typically during an platform meeting, however written procedure may also be undertaken by email, outside of formal meetings.  Refer section 7 below for further information regarding establishment of tasks and activities.
Any unassigned EDNA funds at the end of the 3rd term shall be deposited into the task/project budget of the 4th term.  Any unassigned funds at the end of the 4th term shall be returned to the 4E Executive Committee.  
Members may choose to make additional contributions to EDNA to fund tasks or projects, in excess of their €15’000 annual contribution.  
External contributions to tasks and projects are also possible, outside of the 4E/EDNA banking system, and these can be reflected in the EDNA budget.  However these shall only be cash contributions (for example as paid to technical consultants).  “In kind” contributions (staff time, use of facilities, etc.) will not be reflected in the EDNA budget.
EDNA shall conduct an platform review at a time of its choosing and the results of a review can be used to alter this operating manual or any other procedural document used by EDNA, if EDNA agrees to the proposed changes.

[bookmark: _Ref385598185]Selection of Tasks and Projects
EDNA’s activities are classified as either a task or a project.  Tasks are larger activities which typically utilise more time and resources, and these shall be lead by a member (or members).  All EDNA tasks and projects shall be initiated using the following process:
1. A member, or group of members, shall propose each task or project.  If a task, the task shall have a lead member (or members).
2. The task/project initiator shall seek to engage all EDNA members in the development process to the full extent possible, noting that engagement of members is a core principle of EDNA.
3. A proposal shall be developed, which allows the task/project to be assessed against the following criteria:
a. Adherence to the text contained in contained in section 2 of the EDNA 4th term proposal (objective, strategic aims, entry point, collaborations, etc.)
b. Adherence to EDNA’s pathway
c. Adherence to EDNA’s operating best practices
d. The steps taken to engage EDNA members.
4. EDNA shall deliberate on each proposal, assessing each against the above criteria.
5. A decision to proceed with each task/project shall be determined by EDNA, typically during a platform meeting.  However approval by written procedure may also be undertaken by email, outside of formal meetings.  Silence or abstention is considered to be approval.  
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