Checklist:  Sponsor P&Ps (Revised February 2018)


IEEE-SA Baseline Policies and Procedures for Standards Development – Sponsor (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 Sponsor 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
	No
	
	
	
	
	

	
1.2        Conduct
	No
	
	
	
	
	

	
1.3
Modification to these Procedures
	No
	
	
	
	
	

	
1.4
Hierarchy
	No
	
	
	
	
	

	
1.5
Fundamental Principles of Standards Development
	Only ID Sponsor
	
	
	
	
	

	
1.6
Definitions
	Only additional definitions
	
	
	
	
	

	
1.7
IEEE Sponsor Scope
	Must add
Sponsor scope
	
	
	
	
	

	
1.8
Organization of the Sponsor
	No
	
	
	
	
	

	2.0
Responsibilities of the Sponsor
	Only to add responsibilities
	
	
	
	
	

	
2.1
Sponsorship
	Sponsor Name
	
	
	
	
	

	3.0
Officers
	Only to add more officers
	
	
	
	
	

	
3.1
Election or Appointment of Officers
	Select Case 1, 2, or 3 or define Sponsor process
	
	
	
	
	

	
3.2
Temporary Appointments to Vacancies
	Yes
	
	
	
	
	

	
3.3
Removal of Officers
	Select Case 1 or 2 or define Sponsor process
	
	
	
	
	

	
3.4
Responsibilities of Officers
	No
	
	
	
	
	

	
3.4.1
Chair
	Only to add responsibilities
	
	
	
	
	

	
3.4.2
Vice Chair
	Only to add responsibilities
	
	
	
	
	

	
3.4.3
Secretary
	     Add or move responsibilities

Shaded values
	
	
	
	
	

	
3.4.4
Treasurer
	May add responsibilities or indicated designated officer
	
	
	
	
	

	
3.4.5
 Responsible Subcommittee Chair
	Omit if N/A; 

may add responsibilities
	
	
	
	
	

	4.0
Membership
	No text
	
	
	
	
	

	
4.1
Attendance at Meetings
	Modify to clarify requirements or N/A if none
	
	
	
	
	

	
4.2
 Non-voting Membership
	Modify to clarify requirements or N/A 
	
	
	
	
	

	
 4.3
Voting Membership
	Select a Case address brackets or N/A
	
	
	
	
	

	
4.3.1 
Requirements for Voting members
	Yes
	
	
	
	
	

	
4.3.2 
Request to the Chair for Voting Membership
	Yes, or N/A
	
	
	
	
	

	
4.4
Review of Membership 
	Yes, or N/A if ex-officio only
	
	
	
	
	

	
4.5
Ex-officio Voting Membership
	Yes (clause and heading)
	
	
	
	
	

	
4.6
Other Membership Classes
	Define additional membership classes or N/A
	
	
	
	
	

	
4.7
Membership Roster
	Yes, except distribution; Address bracketed text
	
	
	
	
	

	
4.8
Membership Public List
	No
	
	
	
	
	

	5.0
Subgroups Created by the Sponsor
	Only to change from majority to 2/3 vote.
	
	
	
	
	

	
5.1
Executive Committee
	Yes, or N/A
	
	
	
	
	

	
5.2
Responsible Subcommittee 
	Only to address bracketed options, or N/A
	
	
	
	
	

	
5.3
Working Groups – Individual Method
	No
	
	
	
	
	

	
5.4
Working Groups – Entity Method 
	No
	
	
	
	
	

	
5.5
PAR Development
	No
	
	
	
	
	

	
5.5.1
PAR Study Group
	No
	
	
	
	
	

	
5.5.2
Criteria for Consideration of a PAR by the Sponsor
	No
	
	
	
	
	

	
5.5.3
Participation and Voting 
	Only to increase figure for approval
	
	
	
	
	

	
5.5.4
Submission of PAR to the Sponsor
	No
	
	
	
	
	

	
5.6
Other subgroups
	Only to 
change majority to two-thirds
	
	
	
	
	Coordinate with 7.1.1 / 7.1.2

	6.0
Meetings
	Only
shaded values, bracketed text
	
	
	
	
	

	
6.1
Quorum
	Only to increase
shaded values
	
	
	
	
	

	
6.2
Executive Session
	No
	
	
	
	
	

	
6.3
Meeting Fees
	Yes, or N/A
	
	
	
	
	

	
6.4
Minutes
	No
	
	
	
	
	

	7.0
Voting
	No text
	
	
	
	
	

	
7.1
Approval of an action
	No
	
	
	
	
	

	
7.1.1
Actions requiring approval by a majority vote
	Only to add actions or edit bracketed text or move to 7.1.2
	
	
	
	
	

	
7.1.2
Actions requiring approval by a two-thirds vote
	Only to 
add items
	
	
	
	
	

	
7.2
Sponsor approvals
	No text
	
	
	
	
	

	
7.2.1
Moving a draft standard to Sponsor ballot
	No
	
	
	
	
	

	
7.2.2
Change in scope of a standards project
	No
	
	
	
	
	

	
7.3
Proxy Voting
	Only if Proxy voting not allowed, change to N/A
	
	
	
	
	

	
7.4
Voting between meetings
	Yes
	
	
	
	
	

	8.0
Communications
	No
	
	
	
	
	

	
8.1
Formal Internal Communication
	Yes
	
	
	
	
	

	
8.2
External Communication
	No
	
	
	
	
	

	
8.3
Public Statements for Standards
	No
	
	
	
	
	

	
8.3.1
Sponsor Public Statements
	Only to add requirements
	
	
	
	
	

	
8.3.2
Subgroup Public Statements
	Only to add requirements
	
	
	
	
	

	
8.3.3
Public Statements to be Issued by Other Entities
	No
	
	
	
	
	

	
8.4
Informal Communications
	No
	
	
	
	
	

	
8.5
Standards Publicity
	Yes
	
	
	
	
	

	9.0
Appeals
	Only to add custom appeals process 
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