Checklist:  Working Group – Individual Method P&Ps (March 2024 Baseline)


IEEE SA Baseline Policies and Procedures for Standards Development – Working Group – Individual Method (Version March 2024)

	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


	No except to:

· Identify if applicable to all Working Groups, one Working Group, and if required by Working Group(s)
· Remove brackets

· Insert Standards Committee name and Working Group name, if applicable 

· Fill in date of approval by Standards Committee
	
	
	
	
	

	1. Introduction
	No except to:

· Insert Standards Committee name
· Insert Working Group name, if applicable
· Remove brackets
	
	
	
	
	

	
1.1
Conduct
	No
	
	
	
	
	

	
1.2
Modification to These Procedures
	No
	
	
	
	
	

	
1.3
Hierarchy
	No except to:
· Add link for Standards Committee P&P item 12
	
	
	
	
	

	
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
	No except to:

· Include additional definitions.
	
	
	
	
	

	2.
Responsibilities of the Working Group
	No
	
	
	
	
	

	
2.1
Specific Responsibilities
	No except to:

· Include additional responsibilities.
	
	
	
	
	

	
2.2
Dominance
	No 
	
	
	
	
	

	3.
Officers
	No except to:

· List additional officers, define responsibilities in subclause 3.5
· Select Society membership requirements.
· Remove brackets, as applicable.

· Select one option and delete “or” as applicable
	
	
	
	
	

	
3.1
Appointment or Election of Officers
	Yes:

· Choose Option 1, 2, or 3 or define or describe a similar process
· Address/remove brackets and/or bracketed text as needed
·   Check subclause heading for consistency with Appointment or Election selections. Frequency of elections must match term of office in subclause 3.2
·   Number of calendar days for elections in brackets may be increased
·    Verify “[Voting] member” matches Clause 4 selections
· Select one option and delete “or” as applicable
	
	
	
	
	

	
3.2
Term of Office
	No except to:

· Address/remove brackets as needed
· Select one option and delete “or” as applicable 

· Include additional officers and their term limits based on subclause 3.5

· Address/remove brackets as applicable
	
	
	
	
	

	
3.3
Temporary Appointments to Vacancies
	Yes
· Shall include a process for making temporary appointments
	
	
	
	
	

	3.4 Removal of Officers
	Yes
· Address/remove bracketed language;

· Verify “[Voting] member” matches Clause 4 selections and address/remove brackets as applicable;
· Shall include a process for removal of officers and opportunity for rebuttal.
	
	
	
	
	

	
3.5
Responsibilities of Officers
	No except to:
· Include additional officers and their responsibilities beginning with subclause 3.5.7
	
	
	
	
	

	

3.5.1
Chair
	No except to:

· Include additional responsibilities
	
	
	
	
	

	

3.5.2
Vice Chair(s)
	No except to:

· Include additional responsibilities
· If multiple Vice Chairs with different responsibilities, add subclause numbers, titles, and responsibilities beginning with subclause 3.5.2.1
	
	
	
	
	

	

3.5.3
Secretary(s)
	No except to:

· Include additional responsibilities
· If multiple Secretaries with different responsibilities, add subclause numbers, titles, and responsibilities beginning with subclause 3.5.3.1
· Address/remove bracketed text
	
	
	
	
	

	

3.5.4
Treasurer
	No except to:

· Included additional responsibilities

· Address/remove bracketed text and include the other officer if the responsibilities of the Treasurer are performed by another officer
	
	
	
	
	

	

3.5.5
Open Source Project Lead
	· No, first paragraph is not modifiable
· Remainder of the subclause, no except to: 
· Include additional responsibilities
· Address/remove brackets and include the other officer if the responsibilities are performed by another officer.
Select one option and delete “or” as applicable 
	
	
	
	
	

	3.5.7 Placeholder if additional officers are included
	Yes
	
	
	
	
	

	3.5.8 Placeholder if additional officers are included
	Yes
	
	
	
	
	

	4.
Membership
	· No, the first sentence shall not be modified.
· Yes, the remainder of the clause may be modified. Address/remove brackets and bracketed text.

	
	
	
	
	

	
4.1
Voting Membership
	Yes

· Choose option for voting membership and further define or modify if necessary
· Address/remove brackets
· Select one option and delete “or” as applicable.
	
	
	
	
	

	
4.2
Non-Voting Membership
	Yes

· The entire contents may be replaced with “Not Applicable”

· If included:

·  Address/remove brackets.
·  Address number of meetings criteria to align with subclause 4.1.
· Remove reference to the diagram in subclause 4.1 if diagram is removed
	
	
	
	
	

	
4.3
Review of Membership
	No except to:
· Address/remove brackets to align with the rest of Clause 4.
	
	
	
	
	

	
4.4
Other Roles
	No
	
	
	
	
	

	
4.4.1
Open Source Maintainer(s)
	No except to:
· Include additional responsibilities.

· Address/remove brackets
· Select one option and delete “or” as applicable
	
	
	
	
	

	4.4.2 Placeholder if other roles are added and defined
	Yes
	
	
	
	
	

	
4.5
Working Group Participant and Membership Lists
	No except to:

· Address/remove brackets
	
	
	
	
	

	
5. Subgroups
	No except to:

· Address/remove brackets

· Select one option and delete “or” as applicable
	
	
	
	
	

	
5.1
Open Source Leadership Subgroup
	No except to:

· Include additional responsibilities
	
	
	
	
	

	
5.2
PAR Study Group
	No
	
	
	
	
	

	6.
Meetings
	No except to:

· Address/remove brackets
· Increase values in brackets
	
	
	
	
	

	
6.1
Quorum
	No except to:
· Address/remove brackets
· Increase values in brackets
	
	
	
	
	

	
6.2
Executive Session
	No
	
	
	
	
	

	
6.3
Meeting Fees
	No except to: 
· Address/remove brackets
	
	
	
	
	

	
6.4
Minutes
	No except to:

· Address/remove brackets
· Decrease from [60]

· Increase from [2]
	
	
	
	
	

	7.
Voting
	No 
	
	
	
	
	

	7.1 Approval of an Action
	No except to:

· Increase voting period

· Address/remove brackets

· Select one option and delete “or” as applicable
	
	
	
	
	

	

7.1.1
Actions Requiring Approval by a Majority Vote
	No except to:

· Include additional voting actions 
· Move actions to 7.1.2 
	
	
	
	
	

	

7.1.2
Actions Requiring Approval by a Two-thirds Vote
	No except to:

· Including additional voting actions
	
	
	
	
	

	8. External Requests for Information
	No
	
	
	
	
	

	9.
Appeals
	No
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