
IEEE Standards Association (IEEE SA)
Instructions For:
Standards Committee Baseline Policies and Procedures for Standards Development

Introduction
The IEEE SA Standards Board (SASB) Audit Committee (AudCom) provides instructions to assist Standards Committees in the creation of new Policies and Procedures (P&P) or the maintenance of existing P&Ps.  

The baseline document contains policies and procedures consistent with the fundamental requirements for proper standards development practices in the IEEE and is provided to aid Standards Committees in creating P&Ps that define the policies and procedures to support the committee’s standard development operation.  

The baseline P&P allows for customization of the P&P to meet the needs of each individual Standards Committee, while providing guidance to align the P&P with IEEE practices. 
For new Standards Committee, the submitted Standards Committee’s P&P must be approved by the IEEE SASB before the Standards Committee begins operation. The SASB considers the recommendation of the SASB AudCom when approving P&Ps. All Standards Committees shall update their procedures to conform to the latest approved P&P baseline at least every five years, as indicated by the expiration date of the existing P&P.
The IEEE SA requires that these procedures be adopted intact, but some modifications as noted in the baseline document are allowed. In addition, it is possible for a Standards Committee to add additional clauses that are unique to the Standards Committee. Please note only Standards Committee procedures, responsibilities, activities, or actions relevant to standards development shall be included in these P&Ps. The P&P shall provide the process and procedures associated with the development of standards. If the Standards Committee requires additional rules, processes, or procedures beyond those necessary for standards development; the Standards Committee should create an Operating Manual or similar document to codify these additional items.
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.
New or recently updated SASB approved Standards Committee P&P are posted to the IEEE SA Standards Board AudCom website. Baselines P&Ps and instructions can be found https://standards.ieee.org/about/sasb/audcom/bops/. 
Overall Instructions for Completing the P&P:

1. Save the Standards Committee baseline P&P document in .doc or .docx format, but with a different name, identifying the Standards Committee, date, and version.  Example: XYZ_SC_P&P_year_mm_day_v01

a. XYZ_SC is the name of the Standards Committee,

b. year_mm_day is the 4 digit year, (e.g., 2021-03-06 for 6 March 2021), 

c. v01 stands for version is #1.  For example, XYZ SC P&P 2021-03-06 v1.

2. Turn on “track changes” so that all changes to the baseline appear as redline changes. 

3. Submit to AudCom for review, the completed redlined Standards Committee P&P with the tracked changes displayed. 
4. Please do not remove or change the footer. The purpose of the footer is to identify the baseline document utilized in the preparation of the Standards Committee’s P&P. 

5. Bold red text is used throughout 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 prior to the publication of the accepted Standards Committee P&P on the IEEE SA website.  e.g., “This clause shall not be modified.” – indicates that a clause should not be modified. 

6. Square bracketed text ([text]) is used throughout the document to provide a holding place for text to be inputted or provide optional text. e.g., “Policies and Procedures for Standards Development for the [Name of Standards Committee]” – indicates where the name of the Standards Committee should be added.  

Note: All square bracketed text must be changed in one of the following manners:

a. Accepted: Keep the text and delete the brackets. 

b. Modified: Modify the desired text and delete the brackets. 

c. Replaced: Replace the appropriate text and delete the brackets and “sample” text.
d. Deleted: Remove all text and brackets. 

7. Modify all text in square brackets [ ] as appropriate. There should be no remaining text in square brackets or square brackets in the P&P. 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.  

8. 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.” 
9. All additional clauses should follow the existing clauses. 

a. Please do not insert a new clause between any existing clauses. 

b. Additional clauses should be added to the end of the baseline document after Clause 9 as Clause 10, 11, etc. 

c. 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 5.8).

d. Note: the addition of new clauses does not guarantee their acceptance and will increase the time for review and evaluation.  

10. Clauses related to IEEE Open Source Standards Projects should not be removed or replaced with “Not applicable.” The inclusion of Open Source within the baselines allows Standards Committees to support current and potential future Open Source projects without the need to revise their P&Ps. Note: that if a Standards Committee does not have any Open Source project activities, then the Standards Committee does not need to have active officers and subcommittees to support Open Source project activities. 
Should you have any questions, please reach out to your Program Manager or the AudCom Administrator. 

For information on the AudCom process, see the IEEE SA AudCom Conventions, Guidelines, and FAQ.
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