Checklist:  Working Group – Individual Method P&Ps (December 2020 Baseline)

IEEE SA Baseline Policies and Procedures for Standards Development – Working Group – Individual Method (Version December 2020)
	Society / SC and WG Name or ‘Common’:
	


	
	Identification of document (including date of document)
	Red line provided (Yes/No)
	Reviewers
	Review date
	Recommendation
· Deem without issue

· Conditionally Deem without issue
· 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
	

	Cover Page - Title
	No 

Except to:

· Identify SC and WG
· Remove brackets
	
	
	
	
	

	Cover Page – Submitted to IEEE SA
	No 

Except to:
· Fill in date SC of approval

· Fill in date of revision submittal
· Remove brackets
	
	
	
	
	

	1.
Introduction
	No 

Except to:

· Identify WG
· Remove brackets
	
	
	
	
	

	
1.1
Conduct
	No
	
	
	
	
	

	
1.2
Modification to These Procedures
	No
	
	
	
	
	

	
1.3
Hierarchy
	No 

Except to:

· Identify SC

· Remove brackets
	
	
	
	
	

	
1.4
Fundamental Principles of Standards Development
	No
	
	
	
	
	

	

1.4.1
Due Process
	No
	
	
	
	
	

	

1.4.2
Confidentiality Statements and Copyright Notices on Communications
	No
	
	
	
	
	

	

1.4.3
Consensus
	No
	
	
	
	
	

	
1.5
Definitions
	Only to:

· Include additional definitions.
	
	
	
	
	

	2.
Responsibilities of the Working Group 
	Only to:

· Include additional responsibilities.
	
	
	
	
	

	
2.1
Dominance
	No
	
	
	
	
	

	3.
Officers
	Only to:

· Add officers (with descriptions)
· Insert plurals (for VC) as required.
	
	
	
	
	

	
3.1
Election or Appointment of Officers
	Follow instructions including:

· Choose Case 1, 2, or 3 or custom process
· Address brackets
· Check 3.2 for consistency; check heading for consistency. 
	
	
	
	
	

	
3.2
Term Limits
	Only to:

· Reduce term

· Select ‘shall’ or ‘should’ for consecutive terms.
	
	
	
	
	

	
3.3
Temporary Appointments to Vacancies
	Yes
	
	
	
	
	

	
3.4
Removal of Officers
	Yes, but shall:

· Include a process for removal of officers and opportunity for rebuttal.
	
	
	
	
	

	
3.5
Responsibilities of Officers
	No
	
	
	
	
	

	

3.5.1
Chair
	Only to:

· Add responsibilities
	
	
	
	
	

	

3.5.2
Vice Chair
	Only to:

· Add responsibilities
· If no VC, N/A

· If multiple VC

· Plural in clause title

· Add sections
	
	
	
	
	

	

3.5.3
Secretary
	Only to:

· Add responsibilities

· Move responsibility to another officer
	
	
	
	
	

	

3.5.4
Treasurer
	Only to:

· Add responsibilities

· Address/remove brackets

· Move responsibility to another officer
	
	
	
	
	

	

3.5.5
Open Source Project Lead
	Only to:

· Add responsibilities

· If no OS work, N/A

· Address/remove brackets
	
	
	
	
	

	3.5.6 and after reserved for additional officers; insert rows as needed
	Yes
	
	
	
	
	

	4.
Membership
	No Text
	
	
	
	
	

	
4.1
Attendance at Meetings
	Yes
· Address/remove brackets
	
	
	
	
	

	
4.2
Voting Membership
	Only to:

· Select option

· Further define if necessary

· Address/remove brackets

· New description with:

· Criteria for becoming voting member

· Timing
	
	
	
	
	

	

4.2.1
Requirements to Maintain [Voting] Membership
	Yes

· Address/remove brackets
	
	
	
	
	

	
4.3
Non-voting Membership
	Yes or make NA
	
	
	
	
	

	
4.4
Review of Membership
	Yes

· Address/remove brackets
	
	
	
	
	

	
4.5
Open Source Maintainer
	Only to:

· Add responsibilities

· If no OS work, N/A

Address/remove brackets
	
	
	
	
	

	
4.6
Working Group Participant List
	Yes
· Except not distribution of participant list

· Address/remove brackets

· If multiple VC’s, pluralize.
	
	
	
	
	

	
4.7
Working Group Membership List
	Only to:

· Address/remove brackets

· If multiple VC’s, pluralize.
	
	
	
	
	

	5.
Subgroups of the Working Group
	Only to:

· Address/remove brackets 
· Choose option for selecting Chair
	
	
	
	
	

	
5.1
Open Source Leadership Subgroup
	Only to:

· Add responsibilities or use N/A if no OS work
	
	
	
	
	

	6.
Meetings
	Numeric values (in brackets):
· May increase values

Text (in brackets):
· Address/remove brackets
	
	
	
	
	

	
6.1
Quorum
	Numeric values (in brackets):

· May increase values
	
	
	
	
	

	
6.2
Executive Session
	No
	
	
	
	
	

	
6.3
Meeting Fees
	Yes, or N/A, 
· Address/remove brackets
	
	
	
	
	

	
6.4
Minutes
	Only to:

· Address (decrease values)/remove brackets
	
	
	
	
	

	7.
Voting
	No text
	
	
	
	
	

	
7.1
Approval of an Action
	Only to:

· Be compliant with SC procedures 
	
	
	
	
	

	

7.1.1
Actions Requiring Approval by a Majority Vote
	Only to:

· Add actions or move actions to 7.1.2
	
	
	
	
	

	

7.1.2
Actions Requiring Approval by a Two-thirds Vote
	Only to:

· Add voting actions
	
	
	
	
	

	
7.2
Voting Between Meetings
	No
	
	
	
	
	

	8.
External Requests for Information
	No
	
	
	
	
	

	9.
Appeals
	No
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Comments for specific changes below in various sections.
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