
IEEE Standards Association (IEEE SA)
Instructions For:
Individual Working Group (WG) or Simplified Individual Working Group (WG) Baseline Policies and Procedures for Standards Development 
i. Introduction
The IEEE SA Standards Board (SASB) Audit Committee (AudCom) provide several documents to assist Standards Committees and their Working Groups in the creation of Working Group (WG) Policies and Procedures (P&P) or the maintenance of existing P&Ps. 
· Baseline Policies and Procedures (P&P) for Standards Development for Working Groups (WGs) – Individual Method 
· Baseline Simplified Policies and Procedures (P&P) for Standards Development for Working Groups (WGs) – Individual Method
· Instructions for the above documents (e.g., this document).

The baseline documents contain policies and procedures consistent with the fundamental requirements for proper standards development practices in the IEEE and are provided to aid WGs in creating P&Ps that define the policies and procedures to support the WG’s operation.  

The Individual WG baseline P&P allows for customization of the P&P to meet the needs of a WG, while proving guidance to align the P&P with IEEE practices.  
Instructions regarding the options and decisions necessary to complete a WG P&P based on the Individual WG baseline or Simplified Individual WG baseline P&P are provided below in the General Instructions.    

Standards Committees (SCs) and Standards Coordinating Committees (SCCs) are expected to approve their WGs Policies and Procedures (P&P) and to ensure that the WG P&P conform to the IEEE SASB approved baseline document. The Standards Committee or SCC shall record in their minutes the approval of the P&P, and the cover of the document must be updated to include the date of approval. When a SC or SCC’s P&P is initially accepted by SASB, and when that SC or SCC’s P&P is revised through its maintenance cycle, a review of one of that SC or SCC's WG P&P will follow.
The IEEE SA requires that these procedures be adopted intact. The Individual WG baseline P&P allows for more customization and some modifications as described in these instructions and noted in the baseline document are allowed. In addition, using the Individual WG baseline P&P, it is possible for a WG to add additional clauses that are unique to the WG. Modifications are appropriate only for standards development activities, modifications that do not relate standards development activities of the WG are out of scope for the P&P.   
The Simplified Individual WG baseline P&P is provided to allow a WG to quickly provide a P&P so that work in the WG can begin. There are no optional choices, and no additional clauses may be added. While the Simplified Individual WG baseline P&P can be used by WGs, if any additional customization is desired, an updated P&P should be developed using the Individual WG baseline P&P.   
If a discrepancy is found between these instructions and the red text instructions within the baseline P&P, the red text instructions within the baseline shall take precedence.

ii. Editorial conventions

The Individual WG baseline P&P use the following editorial conventions:
1 Bold red text is used throughout to the document to provide instructions and notes to aid in the completion of the P&P – this red text should not be modified or deleted as it also helps the AudCom reviewers. All red text will be removed by IEEE SA staff after the P&P is deemed without issue. e.g., “This clause shall not be modified.” – indicates that a clause should not be modified.
2 Square bracketed text ([text]) is used throughout the document to provide a holding place for text to be input or provide optional text. e.g., “Policies and Procedures for Standards Development for the [Name] Standards Committee” – [Name] indicates where the name of the Standards Committee should be added should be added.  
Note, all square bracketed text must be modified in one of the following manners:
a. Replaced, where appropriate the requested content is inserted and the brackets and the “requesting” text are deleted.

b. Accepted, the bracketed text is desired, the brackets are deleted, and the text is left unchanged.

c. Deleted, the bracketed text is not desired, the brackets and the text are deleted. 

d. Modified, the bracketed text is to be modified, the brackets are deleted, and the text is modified as required.
Note: If you are using the Simplified Individual WG baseline P&P, continue only through clause iii of these instructions. If you are using the Individual WG baseline P&P, continue to clause iv after any edits from clause iii.

iii. Instructions for the Individual WG baseline P&P and the Simplified Individual WG baseline P&P 

1 Save the baseline WG P&P document in .doc or .docx format, but with a different name, identifying the WG, date, and version.  e.g XYZ_WG_P&P_year_mm_day_v01, where XYZ_WG is the name of the Working Group, year_mm_day is the 4 digit year, 2 digit month, 2 digit day (e.g., 2021-03-06 for 6 March 2021), and the version is #1.  For example, XYZ WG P&P 2021-03-06 v1. 
2 Turn on “track changes” so that all changes to the baseline appear as redline changes.  The completed redlined WG P&P with the tracked changes displayed is submitted to AudCom for review. 
3 The purpose of the footer is to identify the baseline document utilized in the preparation of the WG’s P&P. Please do not remove or change the footer.
Note: the Simplified Individual WG baseline P&P only allows for edits to be made to bracketed text [ ]; if additional edits are desired please use the Individual WG baseline P&P. 

iii.1. Changes to be made – name of the Working Group:
4 Replace the [Name] on the cover page with the Standards Committee’s name. Please be sure to provide the complete name, do not use abbreviations or acronyms.  e.g., “Policies and Procedures for the Standards Development for the Super Deluxe Technology (SDT) Standards Committee”, not “Policies and Procedures for the Standards Development for the SDT Standards Committee”.

5 Either remove the brackets and delete ‘OR Name Working Group’ from [All Working Groups OR Name Working Group] if the P&P is to be used by all Individual WGs in the Standards Committee or provide the Name of the WG and delete the rest of the text and the brackets.

6 Provide the date of approval by the SC or SCC, replacing [Fill in date]

7 Provide or update the date of submittal to IEEE SA for each revision of the P&P document, replacing [Fill in date this revision was submitted]. During the AudCom review, this date needs to be updated each time the P&P is updated.
8 Replace [Name of Working Group] in clause 1 with the WG’s name. Note the name in clause 1 should exactly match the name used on the cover page. If the P&P is to be used for all WGs of the Standards Committee [Name of Working Group] should be replaced with the wording used on the cover page. 
9 Replace [Name] in clause 1.3 with the Standards Committee’s name. Note the name in clause 1.3 should exactly match the Standards Committee’s name used on the cover page. 

No other changes should be made to the simplified baseline P&P
iv. Instructions for the Individual WG baseline P&P 
5 If a specific clause is not desired or used in the P&P, leave the clause number, title, and any red instructional text in the document, and replace the clause text with the words “Not applicable.” For example, if the group will not utilize proxy voting, the clause would be formatted as follows:

7.3 
Proxy Voting
This clause shall not be modified if the Committee allows Proxy voting. If the Committee does not allow Proxy voting, replace text below with the words “Not Applicable.”


Not Applicable.
6 Modify all text in square brackets [ ] as appropriate. There should be no remaining text in square brackets or square brackets in the P&P. (See clause ii. Editorial conventions, item 2.) All modifications and additions will be audited for appropriateness by AudCom. It should be noted that the more extensive the modifications and additions are the longer it will take to audit the proposed P&P.  

7 All additional clauses should follow the existing clauses. Please do not insert a new clause between any existing clauses. Additional clauses should be added to the end of the baseline document after Clause 9 as Clause 10, 11, etc. Additional subclauses should be added to the end of the baseline clause they are added to (e.g., added subclauses to clause 5 would begin with subclause 5.7). Note: the addition of new clauses does not guarantee their acceptance and will likely increase the time for review and evaluation.  

8 Clauses related to IEEE Open Source Standards projects should only be replaced with “Not applicable” if the WG will never have Open Source projects. Leaving the text in the clauses allows WGs to support potential Open Source projects in the future without the need to update their P&Ps. Note that, if a WG does not have any Open Source project activities the WG need not have active officers and subcommittees to support Open Source project activities.  

v. General Instructions Individual WG baseline P&P

v.1. ​Content Considerations

The P&P shall provide the process and procedures associated with the development of standards. Only WG procedures, responsibilities, or actions relevant to standards development shall be included. If the WG requires additional rules, processes, or procedures beyond those necessary for standards development the WG should create an Operating Manual or similar document to codify these additional items. The following are examples of areas that belong in a WG's Operating Manual or similar document:
The addition of organization structures that are frequently changing. Including, the scope of short-term groups or subcommittees in the P&P is inappropriate, as a change to these will require the Standards Committee to review and approve the WG P&Ps more frequently.  
Additional responsibilities for officers that are not relevant to standards development, such as promoting activities, senior membership, cooperation with local chapters, encouraging IEEE membership, awards, reviewing technical papers, etc. 

If the WG has material that does not appear in the baseline document, but is being considered for inclusion, it shall first be considered for the WG’s Operating Manual. If, after detailed review, the committee determines the additional material is integral to the basic process and procedures associated with the development of standards, it could be added to the end of the baseline document after Clause 9 as Clause 10, 11, etc. Note: the addition of new clauses does not guarantee their acceptance and will increase the time for review and evaluation.
v.2. Individual WG Baseline P&P Specific Considerations
The WG should consider the following items, when creating their P&P:

v.2.1. Regarding Responsibilities

1 If the WG must define additional standards development responsibilities (clause 2), any additional responsibilities should follow the existing responsibilities. 
Note: additional responsibilities should only be included if they relate to standards development, non-standards related responsibility is out of scope of the P&P (as per the Content Considerations).

v.2.2. Regarding Officers (clause 3):
Note: For any officer, additional responsibilities should only be included if they relate to standards development, non-standards related responsibility is out of scope of the P&P (as per the Content Considerations). If additional responsibilities are included, they should follow the existing responsibilities listed in the baseline.
2 Are the Officers of the WG to be elected or appointed (subclause 3.1)? This clause shall provide the procedure and methods that the WG Officers are chosen. Three options are provided in the baseline document. One of these options should be chosen, and the other options deleted. For the option chosen the square bracketed text items must be modified to align with the desired process. It is recommended that one of these options be chosen and customized within the limits of the square bracketed text options, but alternate election or appointment procedures may be proposed. Note: the period for elections shall match the term of office in subclause 3.2. 

3 The duration of the term of an officer and if term limits are required or recommended (subclause 3.2). The current default term of office in the baseline is four years. Shorter terms are used by many WGs, but terms longer than four years are not recommended.  Note: the term duration should match the period for elections in subclause 3.1.

4 Defining how temporary appointments to vacancies may be filled (subclause 3.3). This subclause should clearly state how vacancies may be filled. This subclause may be modified as required.

5 Defining how officers are removed (subclause 3.4). This subclause must include a process for the removal of officers, and an opportunity for rebuttal by an officer considered for removal, and identify an entity that must be notified and/or affirm the removal. This clause may be modified as required.

6 Defining the responsibilities of the Chair (subclause 3.5.1).    
7 Defining the number and responsibilities of the Vice-Chair (if applicable) or Vice Chairs (subclause 3.5.2). Provide the specific responsibilities for each additional Vice Chair, if there is more than one.   
8 Defining the responsibilities of the Secretary (subclause 3.5.3).    

9 Defining the responsibilities of the Treasurer (subclause 3.5.4). 
a. If the WG has no funding and no Treasurer select this option.  
b. If the duties of the Treasure are performed by another officer (note the Chair may not perform the duties of the treasurer) select this option and select the officer. Also note in the other officer’s responsibilities that they shall perform the Treasurer’s responsibilities, this may be done by reference to subclause 3.5.4, e.g. add a responsibility to the officer’s subclause that states: “Will perform the responsibilities of the Treasurer as described in subclause 3.5.4”.   

10 Please consider if the WG will ever have Open Source projects, and if the WG will never have Open Source projects then subclause 3.5.5 may be replaced with “Not Applicable”. The WG should consider if the Open Source Project Lead(s) should have any additional responsibilities.  
v.2.3. Membership, participant types, and transitioning between types (earning/losing):

The clauses in section 4 must consistently define the participants who may vote on business before the WG, and how the right to vote is “earned” and “lost”. Depending on the desired organization of the WG there may be multiple membership types (e.g., voting, non-voting, non-member) or only members. This choice will impact the text throughout the clause (e.g., if there are voting and non-voting members, the square bracketed [voting] should be include throughout the clause, if all members are by default voting members then the square bracketed [voting] should be deleted throughout.)
11 How attendance of a meeting is defined (subclause 4.1), the text is square brackets should be considered for inclusion or deletion.   

12 How Voting Membership will be “earned” (subclause 4.2). Three options are provided for “earning” voting membership; one of these options can be chosen and shall be modified by modifying the square bracketed text, or if desired another definition maybe provided. The non-desired options should be removed. This subclause must define how an attendee can become a voting member.

13 How Voting Membership will be maintained (subclause 4.2.1). This clause shall be modified by modifying the square bracketed text. If another definition is provided for “earning” voting, additional text may be provided. Note, this clause should be aligned with subclause 4.2 for consistency. 

14 If there are non-voting members (subclause 4.3) define how a participant becomes a non-voting member, by modifying the square bracketed text. Also, define how a voting member may lose their voting rights and become a non-voting member, by modifying the square bracketed text. Note, this clause should be aligned with subclauses 4.2 and 4.2.1 for consistency. 

15 Depending on the “types” of membership subclauses 4.4, 4.6, 4.7 shall be modified to align with the allowed membership types by modifying the square bracket text.   Subclause 4.4 must provide the particulars on how membership status is tracked, who is responsible to do so, and how individuals are notified of their status.  Subclauses 4.6 and 4.7 must be aligned with clause 3 for consistency.  
16 As noted for other Open Source sections in the Individual WG baseline P&P, either select “Not Applicable” or consider if the Open Source Maintainer should have any additional responsibilities.
v.2.4. Regarding Subgroups:

How subgroups of the WG are formed and disbanded must be clearly defined. 

Throughout Clause 5 square bracketed text should be modified to complete the definition. The only modification available is to address the bracketed text.
Subclause 5.1 may be replaced with “Not Applicable” or additional responsibilities may be defined. 
v.2.5. Regarding Meetings:

The procedures describing how meetings of the WG are announced, held, and recorded must be clearly defined and responsible individuals must be identified. Throughout Clause 6 square bracketed text should be modified to complete the procedures and responsibilities. It is recommended that only square bracketed text be changed in this clause and its subclauses.  Subclauses 6.3 should only be replaced with “Not Applicable” if the WG has no intention of ever collecting meeting fees.  

v.2.6. Regarding Voting:

The procedures describing how actions are approved and recorded must be clearly defined and responsible individuals must be identified. Voting in the WG should be compliant with the Standard Committee’s procedures. Throughout Clause 7 and its subclauses square bracketed text should be modified to complete the procedures and responsibilities. It is recommended that only square bracketed text be changed in these subclauses. Addition of actions and moving actions from subclauses 7.1.1 to 7.1.2 is allowed.   

v.3. Format and Style

It is recommended that the baseline font: Times New Roman font be used as provided.  However, if the preparer prefers, different fonts may be used in the P&P document. Preparers of P&P documents should select a font that is legible when read on a digital device.

A Table of Contents may be added to the document.  If it is added it shall be located after the cover page and before the main body of the document.

The remainder of the instructions apply to both the Individual WG baseline P&P and the Simplified Individual WG baseline P&P
v.4. Submittal and Review Process for Policies and Procedures Documents
It is the responsibility of the SC or SCC to approve the Policies and Procedures of its Working Groups involved in the technical development work of a standard, and to make the WG P&Ps available on its website. However, AudCom may request at any time to review one of a SC’s or SCC’s Working Group Policies and Procedures. 
When AudCom requests a WG P&P for review, the P&P is submitted into myProject. Once submitted, the AudCom Chair with the support of the AudCom Administrator will then assign two AudCom members to review the document. The reviewers will use a checklist to compare the WG's prepared P&P to the baseline, creating a list of comments, noted modifications, and recommendations. 
The comment checklist will then be uploaded into the myProject system, and the SC and WG Chair will be automatically notified by e-mail to go to myProject to obtain the checklist. The WG should download the checklist and review it for comments or recommendations made by the AudCom reviewers. If the WG has any questions on the checklist’s recommendations and comments, they may contact the AudCom administrator to set up a conference call with the AudCom reviewers to discuss resolution. Often a discussion will allow issues to be quickly resolved and may eliminate the delay caused by multiple cycles of P&P modification and AudCom checklist generation. The WG should note that while the checklist is used by the reviewers to communicate with the WG, the checklist is also used by AudCom members to aid them in evaluating the submitted P&P.
The WG should resolve any comments and submit the updated document to the Standards Committee for any necessary approvals, and then once approved, upload the revised document into the myProject system. This review process continues until all the issues are resolved. When the reviewers are satisfied, they will post a checklist indicating they are recommending that the P&P is deemed without issue at their next scheduled AudCom meeting.  
v.5. Additional AudCom evaluation/process information:
Examples of issues that the members of AudCom look for are: 

a) Adherence to the “mandatory” elements of the baseline P&P. 

b) Consistency in selection of optional elements in various sections of the P&P. 

c) Addition of substantial amounts of new text, beyond the limits of the baseline P&P. Note that such additional text is not cause for disapproval but does result in additional scrutiny. Further, it will extend the review cycle, as it will take time and additional discussion to review and evaluate such text.

d) Unusual revisions of the text from that of the baseline P&P.

e) The addition of new clauses. 

While two AudCom members are assigned to perform the initial review and to recommend whether the WG’s P&P is to be deemed without issue, all AudCom members are expected to read over the reviews and the recommendation prior to the AudCom meeting. A final discussion will take place at the meeting and members of AudCom may bring up additional issues or items that require revision. Only after the AudCom review is complete can AudCom report to the IEEE SASB that the submitted P&Ps are deemed without issue.
After a finding of the WG P&Ps being deemed without issue by AudCom, the AudCom administrator will send the final version of the P&P to the Standards Committee or SCC, and that is the version that the SC or SCC shall make available on its website.
For additional information, see the IEEE SA AudCom Conventions.
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