Checklist:  Working Group – Entity Method P&Ps (Revised February 2018)

IEEE-SA Baseline Policies and Procedures for Standards Development – Working Group – Entity Method (Version February 2018)
Society / Sponsor:

_____________________________________________________________
	
	Identification of document (including date of document)
	Red line provided (Yes/No)
	Reviewers:
	Review date
	Recommendation (Accept, Conditionally Accept, Return for follow up with comments)


	Rev 0
	
	
	
	
	

	Rev 1
	
	
	
	
	

	Rev 2
	
	
	
	
	

	Rev 3
	
	
	
	
	


	Reviewers’ additional comments:

	Rev 0
	

	Rev 1
	

	Rev 2
	

	Rev 3
	


Modifiable column: sections shaded in red shall not be modified; please note instructions in other sections.
	Section in Baseline Working Group – Individual Method P&Ps
	Modifiable?
	Modified?
	Acceptable?
	Comments (please indicate Rev #)

	
	
	Yes
	No
	Yes
	No
	

	1.0.
Introduction
	No text
	
	
	
	
	

	
1.1
Role of Standards Development and these Procedures
	N
	
	
	
	
	

	
1.2
Conduct
	N
	
	
	
	
	

	
1.3
Modifications to these Procedures
	N
Identify WG
	
	
	
	
	

	
1.4
Hierarchy
	N
Sponsor name
	
	
	
	
	

	
1.5
Fundamental Principles of Operation
	N
	
	
	
	
	

	
1.6
Definitions
	Only to add definitions
	
	
	
	
	

	2.0
Working Group Responsibilities
	No Text
	
	
	
	
	

	
2.1 
Primary Responsibilities
	Only to add responsibilities
	
	
	
	
	

	
2.2
Other Responsibilities
	Yes
	
	
	
	
	

	
2.3
Working Group Constitution
	No
	
	
	
	
	

	3.0
Officers
	Only to add more officers
	
	
	
	
	

	
3.1
Election of Officers
	Yes
	
	
	
	
	

	
3.2
Temporary Appointments to Vacancies
	Yes
	
	
	
	
	

	
3.3
Removal of Officers
	Yes
	
	
	
	
	

	
3.4
Responsibilities of Working Group Officers
	No
	
	
	
	
	

	
3.4.1
Chair
	Only to add responsibilities
	
	
	
	
	

	
3.4.2
Vice Chair
	Can add responsibilities, or N/A
	
	
	
	
	

	
3.4.3
Secretary
	Add or move responsibilities;

Shaded values
	
	
	
	
	

	
3.4.4
Treasurer
	Add responsibilities or move to another officer
	
	
	
	
	

	4.0
Working Group Membership
	No Text
	
	
	
	
	

	
4.1
Obtaining Membership in a Working Group
	Only to address shaded text
	
	
	
	
	

	
4.2
Attendance at Meetings
	Only to address bracketed text
	
	
	
	
	

	
4.3
Entity Representatives
	No
	
	
	
	
	

	
4.4
Observers
	No
	
	
	
	
	

	
4.5
Retaining Membership and Voting Membership
	No Text
	
	
	
	
	

	
4.5.1
By Attendance
	Only to address shaded text
	
	
	
	
	

	
4.5.2
Response to Working Group Letter Ballots
	Yes, shaded and bracketed text, or N/A
	
	
	
	
	

	 
4.5.3
Loss of Member Privileges
	Yes
	
	
	
	
	

	
4.6
Review of Membership 
	Only to address brackets
	
	
	
	
	

	
4.7
Working Group Membership Roster
	Only to address bracketed text
	
	
	
	
	

	
4.8
Working Group Membership Public List
	Only to address distribution of list
	
	
	
	
	

	5.0
Subgroups of the Working Group
	Only Chair selection option

	
	
	
	
	

	6.0
Meetings
	Only to address shaded values
	
	
	
	
	

	
6.1
Quorum
	Only to increase shaded values or 

change quorum to match sponsor procedures
	
	
	
	
	

	
6.2
Executive Session
	N
	
	
	
	
	

	
6.3
Meeting Fees
	Yes, or N/A
	
	
	
	
	

	
6.4
Minutes
	N
	
	
	
	
	

	7.0
Voting
	No text
	
	
	
	
	

	
7.1
Approval of an Action
	Only to be compliant with Sponsor 
	
	
	
	
	

	
7.1.1
Actions Requiring Approval by a Majority Vote
	Only to add actions or move to 7.1.2
	
	
	
	
	

	
7.1.2
Actions Requiring Approval by a Two-thirds Vote
	Only to add voting actions or to be compliant with Sponsor
	
	
	
	
	

	
7.1.3
Voting by Chair (or Presiding Officer)
	No
	
	
	
	
	

	
7.2
Proxy Voting
	No, and must be included
	
	
	
	
	

	
7.3
Voting Between meetings
	No
	
	
	
	
	

	8.0
Communications
	Yes
	
	
	
	
	

	9.0
Appeals
	No
	
	
	
	
	

	10.0 
Indemnification
	No
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