Inter-organizational Data Submission Working Group Charter


Team Charter for the

Submission Agreement Working Group (SAWG)

PURPOSE

The Submission Agreement Working Group (SAWG) serves as an effective communications channel between the NOAA National Data Centers (NNDCs) and the NOAA Comprehensive Large Array-data Stewardship System (CLASS) for developing and implementing submission agreement documents and procedures in accordance with NOAA-accepted, data management protocols such as the NOAA Procedure for Scientific Records Appraisal and Archive Approval, and the Reference Model for an Open Archival Information System (OAIS) (ISO:14721:2003). 
SCOPE
The scope of the SAWG responsibilities:

· Work with data producers and affiliated partners to collect and discuss their input and updates for Producer-Archive Submission Agreements (SAs) and for the metadata information needed by the NNDCs and CLASS for long-term preservation. 
· Work with Producers to finalize the terms and conditions of data submission and archive access. 
· Propose and/or establish best practices and resolve issues surrounding the production and maintenance of SAs, the SA document template, and other SA-related documents and procedures as implemented by the NNDCs and CLASS. 
· Propose Document Change Requests (DCRs) for SAs, SA-related documents, and archive metadata through the proper configuration control processes. 
· Act in an advisory capacity on these issues as needed to the NNDC Directors, CLASS project management, and/or other administrative entities as directed by a member's respective management. 
OPERATIONS
The SAWG meets bi-weekly or monthly for regular teleconference meetings. Any member may request an ad hoc meeting when an issue is identified, and the group may take a poll to find out if and when an ad hoc or regular meeting should be scheduled or re-scheduled, respectively. All group members are encouraged to attend meetings and be prepared to participate in discussions. A formal agenda is not necessary, but members should have a general idea of what will be discussed prior to a meeting. Any member may submit an agenda or additional agenda items to the group up until the start of the meeting. A SAWG member will be designated to facilitate the teleconference, and a designee, as nominated and decided by the group at the meeting’s start, may record and distribute the meeting minutes if wanted. Meeting notes, the SA document template, and other SAWG items are available from the SAWG Wiki: https://www.ngdc.noaa.gov/wiki/index.php?title=SAWG.

MEMBERSHIP
Official membership of the SAWG consists of two or more members from each of the stakeholder organizations. Official members are explicitly responsible to assure that their organization is represented at all group meetings and in all group actions. General membership in the SAWG consists of all those persons from any of the stakeholder organizations, including Producer organizations, who are invited to attend by the official members. General members have the same responsibilities for preparation and participation as official members and are invited to participate in consensus decision-making. 
CHARTER CHANGE RECORD

Table 1: SAWG Charter Document Change Record

	DOCUMENT TITLE: SAWG Charter



	Version
	Date

(MM/DD/YY)
	Sections Affected
	Change Description

	0.1A
	06/06/08
	All
	Initial Document

	1.0
	08/06/08
	All 
	Modified wording of Scope, added a members roster, and minor edits for terms and grammar.

	1.1
	12/18/08
	All
	Modified wording throughout based on comments from Bob Rank (CLASS). Moved current operating schedule and member roster to an addendum.

	1.1B
	01/23/09
	Operations, Charter Addendum
	Inserted a more general meeting schedule.

	
	
	
	

	
	
	
	


CHARTER ADDENDUM

CURRENT OPERATING SCHEDULE

The regular meeting frequency is scheduled based on the necessity to meet and discuss current topics, with more frequent meetings and ad hoc meetings scheduled to expedite the progress of important agenda items. Attendees confirm and schedule subsequent meeting times before the close of every regular meeting.

CURRENT MEMBERSIP

Table A-1: Roster of SAWG Official Members

	Name
	Organization
	E-mail
	Telephone

	Philip Jones 
	NCDC
	philip.jones@noaa.gov
	828-271-4472

	Drew Saunders
	NCDC
	drew.saunders@noaa.gov
	828-271-4268

	Anna Milan
	NGDC
	anna.milan@noaa.gov
	303-497-5099

	Dan Kowal
	NGDC
	dan.kowal@noaa.gov
	303-497-6118 

	Tess Brandon
	NODC
	tess.brandon@noaa.gov
	301-713-3272 x 181

	Don Collins
	NODC
	donald.collins@noaa.gov
	301-713-3272 x 154 

	Jeremy Throwe
	CLASS
	jeremy.throwe@noaa.gov
	301-817-4686

	Scott McCormick
	CLASS
	scott.mccormick@noaa.gov
	303-497-5092
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