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1. Work with other potential stakeholders to draft the Interest Group Charter and submit it to the Secretary for review by the Executive Committee. 

· The charter must be clear and concise; they contain information that members and potential members will want to know about the group. 

2. Understand and use the online tools provided for group support. 

· Ensure your home page reflects the activities and aspirations of the group. 
· Reference a few concise articles, presentations or tutorials. 

3. Ensure that the formation of the new group is announced. 

· The Secretary should notify all members by email and a news item should be created for the web site by the Convener.

· Notification of the formation of the group should also be considered for relevant mailing lists.

4. Manage the group’s activities, which may include:

· Appointing other individuals to specific roles within the interest group;

· Scheduling meetings or conference calls;

· Securing funds to support the group’s activities;

5. Gain consensus in group activities.

· TDWG standards must be supported by consensus, so it is vital that activities be structured to build and demonstrate consensus.

· Conveners must ensure that the group’s approach and any draft standards are consistent with TDWG’s overall approach to interoperability by seeking advice and consent from the Technical Architecture Group (TAG).

6. Update the group’s charter

· All group charters are reviewed annually by the Executive. Update your charter as necessary to reflect major accomplishments and changes in planned activities. 

7. Prepare presentations to the Annual Conference

· A PowerPoint template is provided for Interest Group Conveners to provide a 5-minute report on the year’s activities. 

· A PowerPoint template is provided for Interest Group Conveners to provide a 5-minute report on issues for the year ahead. 

8. The TDWG Standards Process

· When a draft standard is complete and ready for broader review the Task Group Convener initiates the Standards Process by submitting the final working draft to the TDWG Secretary.  

· The Task Group Convener is also responsible for managing the Task Group’s response to expert and public reviews.

9. Interest Group Conveners are responsible for maintaining any standard produced by its Task Groups.  This includes: 
· Maintaining an accurate assessment of a standard’s adoption and use (a standard without users must be deprecated).
· Collating feedback from users and responding effectively when changes are required.  
10. Upload all archival material to the dav web area
· Documents, presentations and any archival digital material should be uploaded to http://www.tdwg.org/dav/subgroups/
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