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Operating Procedures for P1901 Working Group

1. Preface

In today's technological environment, standards play a critical role in product development and market share. Responsibility for how a standard evolves begins in the working group. Every input, behavior, and action has both a contributory and a potential legal consequence.  These Operating Procedures for P1901 Working Group and the IEEE Code of Ethics help protect working group members and the IEEE, and they apply to working group members, participants, and observers. These operating procedures outline the orderly transaction of business by the Working Group.  The working group may amend these procedures with the approval of its Sponsor. 

2. Hierarchy

Several documents take precedence over these procedures in the following order:

New York State Not-for-Profit Law 

IEEE Certificate of Incorporation 

IEEE Constitution 

IEEE Bylaws

IEEE Policies

IEEE Board of Directors Resolutions 

IEEE Standards Association Operations Manual 

IEEE-SA Board of Governors Resolutions 

IEEE-SA Standards Board Bylaws 

IEEE-SA Standards Board Operations Manual 

IEEE Operating Procedures for the Communications Society

Robert's Rules of Order (Revised) will be followed for parliamentary matters not discussed in this document or in superior documents.

3. Fundamental Principles of Operation 

For the development of standards, openness and due process must apply, which means that any entity with a direct and material interest has a right to participate by: 

a) Expressing a position and its basis, 

b) Having that position considered, and 

c) Appealing if adversely affected. 

Due process allows for equity and fair play. In addition to openness, due process requires balance, i.e., the standards development process should have a balance of interests and shall not be dominated by any single interest category. IEEE due process also requires a consensus of those parties interested in the project. Consensus is defined as a majority agreement, but not unanimity.

4. Legal Accountability

The working group will abide by all intellectual property policies of the IEEE, including those for patents, trademarks, and copyright. The working group chair(s) shall review the IEEE patent policy slides at the start of each meeting. The working group is obligated to avoid discussions that could result in an antitrust action. If health, safety and environmental issues are raised in the standards document developed by the working group, the chair(s) will inform IEEE Standards staff to ensure that the appropriate legal review of these clauses is fulfilled. Working group members and participants should always consider the IEEE Code of Ethics when taking action.

4.1 Indemnification

IEEE Bylaw I-300.3 discusses the IEEE policies for indemnification. Participants must be included in the working group roster and have signed the Copyright Sign-Off Form to be recognized as an official participant in IEEE standards development activities.

5. Working Group Responsibilities

The working group shall

a) Provide a business rationale for the development of the standard

b) Submit required documentation, for example, a project schedule or a monthly status report

c) Schedule meetings (in person or electronic) as appropriate, based on an agenda distributed at least two weeks prior to the meeting

d) Obtain funding to cover dedicated support when desired to expedite the standards development process

e) Include the Sponsor on distribution of the standard as it is developed and when it is ready to begin IEEE Standards Sponsor ballot 

5.1 Working Group Constitution
Membership in the working group shall be by entity.

An “entity” is any of the types of legal beings identified in paragraph 5.1.3.  A “member” or “member entity” is any entity that has acquired membership in the Working Group.  A “person” is a natural person. These rules use the phrase "person or entity" to refer to natural persons and legal persons, respectively.  A “participant” is an individual present at a meeting.   An “observer” is a non-member entity. 

To become a Working Group member, an entity must appoint an Entity Member Representative (“EMR”).  If an entity is a corporate member of the IEEE Standards Association, the EMR may be the IEEE‑SA corporate member’s corporate representative.  For all entities (including corporate members of the IEEE‑SA), the EMR may be the entity’s Designated Representative (“DR”) as defined in paragraph 7.5 below. 

The following entities may qualify as entity members of the working group, but to acquire voting rights, an entity (through its EMR or DR) shall be able to truthfully make, and shall make, the declaration specified for its entity type. 
· Corporation: An entity that has a controlling body, such as a Board of Directors, that does not report to another controlling body.  Except for purposes of casting an instructed vote for a consortium, vendor-specific user group, professional society, or another standards-developing organization, in order to be a voting member, each corporation’s EMR (1) shall declare that the interests of that corporation are not knowingly represented in the working group by another person or entity and that the corporation is not knowingly funding directly or indirectly the participation of another person or entity in that working group for the purposes of influencing the outcome of votes, (2) shall declare that the corporation is not knowingly representing in the working group the interests of another person or entity and that the corporation’s participation in that working group is not knowingly funded directly or indirectly by another person or entity for the purposes of influencing the outcome of votes, and (3) shall promptly inform the Secretary in writing if the declared facts change. Any corporation that cannot make or maintain such a declaration shall not be able to be a voting member of the working group.

· Government agency or subdivision: An entity that reports to its parent or executive, legislative, or judicial branch of a government. Except for purposes of casting an instructed vote for a consortium, vendor-specific user group, professional society, or another standards-developing organization, in order to be a voting member, each agency’s EMR (1) shall declare that the interests of that agency are not knowingly represented in the working group by another person or entity and that the agency is not knowingly funding directly or indirectly the participation of another person or entity in that working group for the purposes of influencing the outcome of votes, (2) shall declare that the agency is not knowingly representing in the working group the interests of another person or entity and that the agency’s participation in that working group is not knowingly funded directly or indirectly by another person or entity for the purposes of influencing the outcome of votes, and (3) shall promptly inform the Secretary in writing if the declared facts change. Any agency that cannot make or maintain such a declaration shall not be able to be a voting member of the working group.

· Partnership or association: An entity comprised of two or more principal members.  Except for purposes of casting an instructed vote for a consortium, vendor-specific user group, professional society, or another standards-developing organization, in order to be a voting member, each partnership’s or association’s EMR (1) shall declare that the partnership or association does not represent the interests of another person or entity of any type participating in that working group for the purposes of influencing the outcome of votes, (2) shall declare that the partnership's or association's participation in that working group is not knowingly funded directly or indirectly by another working group member for the purposes of influencing the outcome of votes, and (3) shall promptly inform the Secretary in writing if the declared facts change.  Any partnership or association that cannot make or maintain such a declaration shall not be able to be a voting member of the working group.

· Consultant: An entity whose principal source of revenue is derived from providing consulting services for other institutions. Except for purposes of casting an instructed vote for a consortium, vendor-specific user group, professional society, or another standards-developing organization, in order to be a voting member, each consultant’s EMR (1) shall declare that the consulting firm does not represent in the working group the interests of another person or entity of any type and that its participation is not funded directly or indirectly by any person or entity already participating in that working group for the purposes of influencing the outcome of votes, (2) shall declare that the consultant is not knowingly representing in the working group the interests of another person or entity and that the consultant’s participation in that working group is not knowingly funded directly or indirectly by another person or entity for the purposes of influencing the outcome of votes, and (3) shall promptly inform the Secretary in writing if the declared facts change.  Any consultant that cannot make or maintain such a declaration shall not be able to be a voting member in the working group.

· Academic institution: An educational entity that has a controlling body, such as a Board of Regents or a Board of Governors.  Except for purposes of casting an instructed vote for a consortium, vendor-specific user group, professional society, or another standards-developing organization, in order to be a voting member, each institution’s EMR (1) shall declare in writing on the approved form that the interests of that institution are not knowingly represented by another member of the working group and that the institution is not knowingly funding directly or indirectly the participation of another person or entity in that working group for the purposes of influencing the outcome of votes, (2) shall declare that the institution is not knowingly representing in the working group interests of another person or entity and that the institution’s participation in that working group is not knowingly funded directly or indirectly by another person or entity for the purposes of influencing the outcome of votes, and (3) shall promptly inform the Secretary in writing if the declared facts change.  Any academic institution that cannot make or maintain such a declaration shall not be able to be a voting member in the working group.

In the event that, through merger or acquisition or other similar event, an entity member of the IEEE-SA has its assets totally or substantially transferred to another entity, membership in the working group may be transferred to the new entity, provided that the new entity is not already a member of the working group. 

6. Officers

 There shall be a Chair and a Vice-Chair, or two co-Chairs (the co-Chairs are also named the Chairs in the document). There may also be a Secretary. The office of Treasurer is suggested if significant funds are involved in the operation of the working group and/or its subcommittees. All officers shall be Designated Representatives (DRs) of working group entities. 

The Chair(s), for organizational purposes, will work with the Sponsor to submit the PAR form to the New Standards Committee (NesCom). The Chair of the working group is appointed,  in accordance with the procedures of the sponsor. At the first organizational meeting, the working group shall elect its operating officers in accordance with the procedures of its Sponsor, and, where necessary, Robert's Rules of Order.

6.1 Election of Officers

The Chair(s) shall appoint an  Elections Processor to conduct an election of officers. The Elections Processor shall not be a nominee in the election and shall not vote in the election. An election will seek to fill offices that are either vacant, have an official in temporary appointment, or when the term of office has expired.

The members shall nominate to the Elections Processor one or more members for each office to be filled at the election. Nominees shall be eligible to hold the office for which they are elected. A member shall be nominated for no more than one office. The response period for nominations shall be at least 14 calendar days. If no nomination is received for an office, a temporary appointment shall be made in accordance with 6.2.

The Elections Processor shall conduct the election by letter or electronic ballot. Voting will conclude after 14 calendar days. Voting shall be by "approval," whereby each balloter may cast one approval vote for each of any number of nominees for an office. The nominee with the greatest number of approval votes shall win the election. Tied winning votes shall result in a run-off vote between the tied candidates.

Election of the Vice-Chair shall be confirmed by the Sponsor. 

6.2 Temporary Appointments to Vacancies

If an office becomes vacant due to resignation, removal, lack of nomination at an election or for another reason, a temporary appointment shall be made for a period of up to six months. In the case of Vice-Chair, the temporary appointment shall be made by the Sponsor, with input from the working group. In the case of Secretary, the temporary appointment shall be made by the Chair. An election for the vacated office shall be conducted at the earliest practical time.

6.3 Removal of Officers

An officer may be removed by approval of two-thirds of the voting members of the working group and approval by the Sponsor. Grounds for removal shall be included in any motion to remove an officer of the working group.

6.4 Responsibilities of Working Group Officers

6.4.1 Chair or co-Chairs

The Chair(s) shall 

a) Be the designated representative of a working group member entity

b) Institute a "Call for Participation" to the IEEE-SA corporate and organizational membership upon initiation of the project

c) "Call for Patents" at each meeting

d) Solicit "letters of assurance" from patent holders

e) Ensure coordination with Societies as appropriate

f) Regularly attend working group meetings (including face-to-face, teleconference, or other electronic means)

g) Notify Sponsor when document is ready for balloting

h) Achieve ballot resolution

The Chair(s) also shall 

a) Be objective

b) Entertain motions, but not make motions

c) Not bias discussions

d) Delegate necessary functions

e) Ensure that all parties have the opportunity to express their views

f) Set goals and deadlines

g) Be knowledgeable in IEEE standards processes and parliamentary procedures and ensure that the processes and procedures are followed

h) Study all training materials available through IEEE Standards Development Online

i) Seek consensus of the working group as a means of resolving issues

The co-Chair shall carry out the Chair's duties if the other co-Chair is temporarily unable to do so or chooses to recuse him- or herself (i.e., to give a technical opinion).

6.4.2 Vice-Chair

The Vice-Chair shall carry out the Chair's duties if the Chair is temporarily unable to do so or chooses to recuse him- or herself (i.e., to give a technical opinion). The Vice-Chair shall study all training materials available through IEEE Standards Development Online.

6.4.3 Secretary

The Secretary shall

a) Distribute the agendas

b) Record and have published minutes of each meeting

c) Create and maintain the membership roster

d) Schedule meetings in coordination with Chair(s)

e) Notify, in writing, a member entity who has failed to pay the working group fee by its due date.   

f) Determine whether or not each working group meeting attendee has participated in at least 50% of the meeting's duration.  

g) Record working group meeting attendance for all member entities and observers.  

h) Report attendance of all member entities and observers in the WG meeting minutes.  

i)  Receive and record all notices of change of representation.

j) Be responsible for the management and distribution of working group documentation

k) Maintain list of unresolved issues, action items, and assignments

l) Study all training material available through IEEE Standards Development Online

m) Be a non-voting, non-member position within the working group.

n) Maintain the record of all member, EMR, DR, and DRA designations, declarations, and certifications.

6.4.4 Treasurer

If needed, a Treasurer shall maintain a budget and shall control all funds into and out of the working group's bank account. The Treasurer shall follow IEEE policies concerning bank accounts. The Treasurer shall study all training material available through IEEE Standards Development Online. 

7. Working Group Membership, Representation, and Voting Privileges
A qualified entity (see section 5.1) may become a member as described in section 7.1.  Rules as to maintaining, losing, and regaining membership are described in section 7.2.  A member entity may acquire voting rights as described in section 7.3.  Rules as to maintaining, losing, and regaining voting rights are described in section 7.4.  A member entity may exercise its voting rights through a Designated Representative (DR) or Designated Representative Alternate (DRA) appointed as described in section 7.5.  Procedures for submitting documents relating to membership or voting rights are described in section 7.7.  

7.1  Attaining Membership
An entity may attain membership by appointing an EMR and paying the bi-annual membership fee as established by the working group.   The fee shall be deemed paid when the IEEE-SA confirms receipt of the payment.  A member shall have access to the working group’s members-only documentation.

7.2  Maintaining, Losing, and Regaining Membership
To maintain membership, a member entity shall pay every six months the bi-annual fee approved by the working group.  A member entity that has not paid the membership fee in timely fashion shall lose its membership.  The Secretary shall notify, in writing, a member entity who has failed to pay the working group fee by the due date and has therefore lost its membership.  An entity that has lost its membership may regain membership and (provided that all other conditions for maintaining voting rights have been satisfied) may regain voting rights by paying the membership fee.

7.3 Obtaining Voting Privileges

To be eligible to obtain voting privileges, an entity shall meet the following criteria: 

· Membership.  An entity shall be a member in order to obtain voting rights.

· Meeting Attendance.  An entity shall have attended two consecutive meetings (including one after the entity has been a member for at least 21 days). “Attendance” in this paragraph shall have the meaning described in section 7.4.  

· Representation and Designation. A member entity shall have filed the required certification (described in sections 5.1 and 7.5.1). 

In order to obtain voting rights following attainment of eligibility, an eligible member entity shall be present at one of the next two working group meetings and shall ask at the meeting (by request to the Chair) that it be granted voting privileges.  The member entity’s eligibility shall expire if the member entity is not present at either of those meetings, but the member entity may regain eligibility by attending two consecutive meetings. 

7.4  Maintaining, Losing, and Regaining Voting Rights

A member entity with voting rights is expected to attend and consistently participate in working group meetings through its DR or DRA, as required by these procedures. A member entity shall immediately lose its voting rights if it (a) fails to have a DR or DRA attending two consecutive meetings or (b) fails to participate in two consecutive electronic ballots that are due at least 6 days apart.  A member entity shall regain its eligibility for voting rights by attending two consecutive meetings and may regain its voting rights as provided in section 7.4.  A member entity shall also immediately lose its voting rights if it ceases to have an EMR but may immediately regain its voting rights by appointing a new EMR (providing that all other requirements are satisfied).  

“Attendance” shall mean:

· For an individual:  physical presence during at least 50% of a working group meeting's duration, as determined by the Secretary.
· For an entity:  attendance of a single individual representing the entity.  
If a participant is not a DR or DRA, that participant shall be identified before or during of the meeting to the Chair as the entity’s representative.  

A working group meeting’s duration shall include the total meeting time (from call to order to adjournment) inclusive of any technical subgroup meetings that are held during the meeting’s duration. (If multiple technical subgroups meet in parallel sessions, an individual may attend different portions of such meetings but may not obtain duplicative attendance credit for concurrent blocks of time.)  The Chair may in his/her discretion permit participation at a face-to-face meeting via teleconferencing and/or electronic means, e.g., Internet conferencing, but such participation shall not count toward acquiring or maintaining voting rights.  (At a face-to-face meeting, the DR or DRA shall be physically present to vote.)  The working group may hold teleconference meetings, and participation (or nonparticipation) at such meetings shall count toward maintaining (or losing) voting rights.
If a WG meeting (not a TSG meeting) is forced into recess or adjourned due to lack of quorum (and for no other reason), then any entity present at the start of the recess or time of adjournment shall have attendance recorded for the entire period of that recess, or until that day’s planned end time, whichever is the lesser.

The Secretary shall record attendance (as defined above) of member entities and observers for both the entities and their representatives that are present, and the Secretary shall report attendance in the minutes.  
If, for reasons of personal hardship, a member entity with voting privileges cannot attend two consecutive meetings (but that entity continues to vote in all ballots taken between meetings), the entity may request the working group’s consideration of the entity’s status. 

7.5 Entity Representative and Designated Representatives

A member may, and in order to acquire and maintain voting rights shall, appoint an entity member representative (EMR).  A member entity shall exercise its voting privileges through (and only through) a DR or a DRA that satisfies the requirements of this section.  The Chair shall distribute voting cards to the DR or DRA during the meeting, and the vote will be exercised by the holder’s display of the voting card.  During a meeting, a member entity’s DR or DRA may transfer the voting card to another DR or DRA of that member entity who is permitted to vote under this section 7.

An individual serving as EMR for a member entity may simultaneously serve as DR or DRA for that (but only that) member entity.  At any given meeting (or on any electronic ballot), an individual may act as DR or DRA of only one member entity.  At any given time, an individual may serve as EMR of only one member entity.

7.5.1 Entity Member Representation

An EMR shall be a duly authorized officer or duly authorized employee of the member entity.  The EMR shall declare in writing on the approved form that he/she has authority to speak on behalf of the member entity on all matters pertaining to the working group.  The EMR shall agree in writing, on the approved form, that his/her entity’s participants in the working group will comply with the IEEE Code of Ethics. 

7.5.2 Designation of Representatives and Alternates

In order to exercise voting privileges, a member entity shall have one Designated Representative (DR) and may have Designated Representative Alternates (DRA).  The EMR shall identify (and may remove and redesignate, as needed) a DR.  The EMR or the DR shall identify (and may remove and redesignate, as needed) the DRA(s).  All designations and removals shall be in writing signed by the EMR or DR, respectively. 

An entity member shall not be permitted to vote through a DRA at more than one of three consecutive meetings (unless the entity member’s DR is also present).  An entity member may replace its DR, but that replacement designation shall remain in effect for three meetings. 

No person may become a DR or DRA unless that person has attended at least one of the previous two working group meetings.  A person’s designation as DR terminates automatically if that person has not attended at least one of the previous three working group meetings.  An individual shall not be considered a DR or DRA unless all requirements of sections 7.5 and 7.6 for that position (or, where appropriate, for that member entity) are satisfied.

Transitional rule:  A member entity that wants to acquire or exercise voting privileges at the July 2009 meeting shall submit all required certifications and declarations and shall designate a DR (and may designate one or more DRAs) not later than July 13, 2009.  For any such designation of a DR or DRA, the requirement that the individual have attended one of the last two meetings is waived, as long as the individual has attended at least one of the last three meetings.    
 

7.5.3 Certification for Consultant and Other Non-Employees Serving As DR or DRA of a Member Entity

If a DR or DRA is not employed by the member (e.g., is a consultant), the member entity shall cause the president, CEO or other appropriately senior executive of the DR or DRA’s employer to certify in writing, to the best of his/her knowledge after reasonable inquiry, the identity of each entity other than the member that is, directly or indirectly, financially or materially supporting that DR or DRA’s participation in the working group.

7.5.4 Declaration of DR and DRAs and Certification of DR

Concurrent with designation, for the DR and each DRA, the EMR or DR shall declare in writing on the approved form as follows:

· that each DR/DRA represents only the declared member entity, that each DR/DRA’s voting shall be independent of any other entity (including, in the case of a consortium, entities that are members of that consortium), and that the EMR/DR shall promptly inform the Secretary in writing a DR/DRA ceases to represent the declared member entity or begins to represent a different entity. 

· that each DR/DRA has read the PAR and understands the project and its scope. 

· that DR/DRA has read and understood the Operating Procedures for P1901 Working Group (this document), Down-Select Procedures (P1901_0098_r11_Downselect_Process_clean.doc), and Post-Down Select Procedures ((P1901_0362_r3_Process_for_moving_to_Sponsor_ballot_draft.doc).. 

The Chair may, at any time and at his/her discretion:

· require any or all DRs or DRAs to submit a current declaration.  

· require every DR and DRA to submit a statement describing that individual’s factual basis for believing that he or she has sufficient technical knowledge and experience to participate productively in the Working Group’s activities.

· require every member’s DR to certify in writing that s/he has verified the accuracy of that member’s DRAs’ declarations.

7.6 Productive Participation in Meetings

Individuals participating in meetings are expected to have sufficient technical knowledge and sufficient familiarity with the English language (including relevant technical terminology) to participate productively in Working Group meetings.         

7.7 Filing of Designations Certifications, and Declarations Requirements    

Designations of a DR and DRA, plus all of the certifications required in 7.5, shall be received at least 14 days in advance of the meeting at which the member entity wishes the DR or DRA to exercise the member entity’s voting rights.  Transitional rule:  see section 7.5.2.

The P1901 Secretary shall create and maintain a Member Record that contains the current and archived EMR, DR, and DRA designations of each member and all current and archived declarations and certifications required of the member entity, EMR, DR, and DRAs.  This record shall be controlling and shall be available for inspection by any member (with or without voting rights).  

8. Subgroups of the Working Group

The working group may from time to time form subgroups for the conduct of its business and determine criteria for participation in such subgroups. At the time of formation, the working group shall determine the scope and duties delegated to the subgroup. Any changes to its scope and duties will require the approval of the working group. Any resolution of a subgroup shall be subject to confirmation by the working group.

The chair of the subgroup shall be appointed by the Chair(s) of the working group. 

9.  Non-Member Participation

Consistent with the principle of openness, non-members may also participate in working group and/or subgroup activities (subject to payment of any meeting fees) at the discretion of the Chair(s).  Non-members cannot vote in working group actions.  Non-member entities shall comply with P1901 WG policies and procedures.  At the Chair’s discretion, a nonmember entity may be granted access to a limited set of working group documentation consistent with the extent of nonmember’s participation.  

10. Working Group Membership Roster

A working group membership roster is a vital aspect of standards development. It serves as a record of members and participants in the working group and is an initial tool if any issue of indemnification arises during the process of standards development. 

All changes to the roster shall be forwarded to the Chair(s) immediately.  The roster shall include the following: 

a) Title of the Sponsor and its designation 

b) Title of the working group and its designation 

c) Officers--Chair(s), Vice-Chair, Secretary, Treasurer 

d) Standards Staff Liaison (if applicable) 

e) Member Information

   1. Entity name and  entity address

   2. Designated Representative (indicated by "DR") and DR’s address

   3. Alternate(s) (indicated by "DRA") and entity address(es) 

All working group members and participants are required to check the roster at each meeting and verify its accuracy.  If a working group meets only virtually, it shall determine a schedule to check the roster accuracy periodically. 

All working group members are required to sign off against the roster at each meeting they attend, ensuring they are maintaining current membership, expressing their awareness of IEEE Standards policies, and verifying the accuracy of their membership listing. 
11. Voting

Approval of an action requires approval by a majority, two-thirds, or 75% vote (as specified in 11.1-11.3).  A majority,  two-thirds, or 75%  vote is defined as either:

a) At a meeting (including teleconferences) where quorum has been established, a vote carried by majority, two-thirds, or 75% approval of the votes cast (i.e., Approve or Do Not Approve votes, excluding abstentions).

b) By electronic means (including email), a vote carried by majority, two-thirds, or 75% of the votes cast (i.e., Approve or Do Not Approve votes, excluding abstentions), provided a majority of all the voting members of the Working Group responded.

The voting calculations stated in the approved down selection process of the working group shall govern that process.
11.1 Actions Requiring Approval by a Majority Vote

The following actions require approval by a majority vote:

a) Adoption of working group procedures, interest categories, or revisions thereof 

b) Formation of a subgroup, including its procedures, scope and duties 

c) Disbandment of subgroups 

d) Approval of minutes 

e) Approval of working group officers 

11.2 Actions Requiring Approval by a Two-Thirds Vote 

The following actions require approval by a two-thirds majority vote:

a) Approval of termination of the working group (subject to approval by the Sponsor)

b) Establishment of fees

c) Removal of a working group officer

11.3 Actions Requiring Approval by a 75% Vote 

The following actions require approval by a 75% majority vote:

a) Approval of change of the working group scope 

b) Additions, changes, and deletions to the draft standard text.

c) Approval to move draft standards to IEEE Standards Sponsor ballot

11.4 No Proxy Voting

A member entity may cast a vote solely through its DR or DRA.  No proxy voting shall be permitted.  

12. Quorum

A quorum shall be defined as one-third of the Working Group member entities who have voting rights  as of immediately prior to the determination of a quorum.  The existence of a working group quorum shall be determined before the initiation of working group business, directly following the roll call conducted at the start of the meeting.  The numerator shall include every voting member entity that has a representative in the meeting, whether or not the representative is a DR or DRA (as long as that entity has a DR or DRA).  Neither the numerator nor the denominator shall include:

· Any member entity that has not obtained voting privileges prior to completion of the roll call. 

· Any member entity with voting privileges that does not have a DR or DRA. 

· Any member entity that attends a face-to-face meeting by teleconference or other electronic means.

Once a quorum has been determined to exist at a meeting, the quorum requirement shall be considered met for the duration of the meeting specified in the draft agenda for that meeting.       
13. Meetings

Working Group meetings shall be held, as decided by the working group, the Chair(s), or by petition of 25% or more of the members, to conduct business, such as making assignments, receiving reports of work, considering draft standards, and considering views, objections from any source, and holding technical subgroup meetings 

Technical subgroup meetings held during a working group face-to-face meeting shall be considered a part of the working group meeting session, provided they occur during the scheduled meeting time. Technical subgroup meetings can be held at times outside the scheduled time of the face-to-face working group meeting, but these shall neither be considered part of the working group meeting nor be considered as attendance at the face-to-face working group meeting.

Meetings of any ballot review group shall adhere to the same principles as working group meetings.

The working group shall hold a minimum of four meetings a year.

A meeting shall be announced 21 days in advance to all members and observers. A draft agenda shall be distributed at least 14 days in advance of a meeting.  The goal of every working group meeting is the development and furtherance of draft standard text, and members are expected to monitor the Working Group’s activity and to be sufficiently familiar with all policies and procedures of the Working Group to understand the further steps (including multiple or serial votes on proposals, revised proposals, or revisions to the content of a draft standard) in that activity that may occur at any meeting.  No action may be taken on any of the following issues, however, unless notice of the potential for such action has been included on such draft agenda: 

· Adoption of working group procedures, interest categories, or revisions thereof 

· Formation of a subgroup, including its procedures, scope, and duties 

· Disbandment of subgroups 

· Approval of minutes 

· Approval of working group officers 

· Approval of termination of the working group (subject to approval by the Sponsor)

· Establishment of fees

· Removal of a working group officer

· Approval of change of the working group scope.

The draft agenda shall also include a statement that the draft agenda constitutes official notice that action may be taken in this meeting on any or all listed items and that during the meeting other items (except those specifically identified above) may be added to the draft (or approved) agenda.
The working group may charge a meeting fee to cover services needed for the conduct of the meeting. The fee shall not be used to restrict participation by any interested parties.

While having a balance of all interested parties is not an official requirement for a working group, it is a desirable goal. As such, the officers of the working group should consider issues of balance that may arise and discuss them with the sponsor.

It is expected that participants in the working group behave in a professional manner at all times. Participants should demonstrate respect and courtesy towards officers and each other, while allowing participants a fair and equal opportunity to contribute to the meeting.

14. Requirements for submissions

a) Submissions shall make use of the P1901 templates (Word or PowerPoint) and shall be contained within one file. Two-part submissions separating abstract and content shall not be considered.

b) Submissions shall comply with the "Notice," "Release," and "Patent Policy and Procedures" sections of the P1901 templates,

c) The group will only consider submissions received before the deadline set in the call for submissions.

d) The Secretary will check the compliance of submissions against submission requirements.

e) The Secretary will allocate a unique reference numbers to each submission (in the heading) (to be used for commenting purposes).

f) The Secretary will only circulate compliant submissions, and those only within the working group.

g) The Secretary will notify the membership of non-compliant submissions. The submitters of non-compliant submissions will be given one calendar week to re-submit their document.
15. Appeals

The working group recognizes the right of appeal. If technical or procedural appeals are referred back to the working group, every effort should be made to ensure that impartial handling of complaints regarding any action or inaction on the part of the Working Group is performed in an identifiable manner. 

If the working group must conduct an appeal, it shall model its appeals process based on the appeals processes of the IEEE-SA Standards Board (see clause 5.4 of the IEEE-SA Standards Board Bylaws and clause 5.8 of the IEEE-SA Standards Board Operations Manual).

16.  Communications

16.1 Communications to entities external to the working group

Inquiries relating to the working group should be directed to the Chair(s), and all members should so inform the individuals who raise such questions. All replies to such inquiries shall be made through the Chair(s). Informal communications shall not imply that they are a formal position of the working group.

16.2  Communication tools

There will be one reflector for member discussions called: P1901-mbrs@ieee.org. Subscription shall be restricted to member entities as defined in this document. Additional participants from member entities shall be registered by request of entity DRs to the Secretary.

The reflector: stds-bpl-mac@ieee.org will be used by the Chair and Secretary to post general information such as meeting announcements. Subscription shall be open to all observers. Authorization to post is limited to the Chair and Secretary.

