ELECTROMAGNETIC COMPATIBILITY SOCIETY

STANDARDS DEVELOPMENT COMMITTEE CORRESPONDENCE

[image: image2.wmf]
[image: image1.png]ENGC




The Institute of Electrical and Electronics Engineers, Inc.

          IEEE

Networking the World
___________________________________________________________________________________
MEMORANDUM/REPORT

TO:
Stephen Berger, EMC-S SDCom Chair

Don Heirman, EMC-S VP for Standards

FROM:
Andy Drozd, SDCom Audit Subcommittee Chair

DATE:
6 November 1999

SUBJ:
Status Report, EMC-S Standards Development Committee (SDCom) Internal Review Activities

Background/History.  The EMC Society SDCom appointed a subcommittee in August 1997 to prepare for and conduct an internal audit of its membership profile and record-keeping system.  This was done in order to determine the SDCom’s degree of conformance to certain requirements covered in its approved Policies and Procedures (P&P) manual, and to verify overall compliance to IEEE and ANSI guidelines regarding member qualifications, documentation control, and committee operations.

Purpose.  To assure that qualified SDCom members comprise a balanced membership, are in good standing, and adhere to the basic tenants outlined in the SDCom’s Policy & Procedures Manual.
Scope of Audit.  This is a high-level audit report emphasizing the commitment of one of the activities under the VP of Standards, the SDCom, to improve its practices and processes where necessary.  The audit focused on two areas, in particular:

(1)
Demonstrating that current SDCom members meet specific membership qualifications prerequisites;

(2)
Showing that a tractable documentation trail exists to provide necessary and sufficient proofs of member status, reports of Working Group (WG) and committee activities, correspondence, etc.

Audit Team.  The audit team consisted of EMC-S SDCom Members D. Hoolihan, J. Butler, and A. Drozd.

Audit Period.  The audit period covered the mid 1997 to the present timeframe.

Audit Review Meetings.  The first internal pre-audit focusing on item (1) above was conducted by the Audit Team on 24 August 1998 at the IEEE International Symposium on EMC in Denver, CO.  A second internal audit focusing on (2) above was conducted by Andrew Drozd at the SDCom Secretary’s work facility, Sony Electronics in San Diego, CA on 29-30 April 1999.  The second audit was concerned with verifying the SDCom’s level of adherence to operational, policy and procedural guidelines as outlined in the guidance documents listed below, and by evidencing a balanced P/U/G board membership profile on the record.  A review of results of the various audit activities was completed on 2 August 1999 at the IEEE International Symposium on EMC in Seattle, WA.

Reporting Structure.  The results of the audit were directly reported to the SDCom Chair (also the VP of Standards at the time) and filed with the SDCom Secretary.  Written reports were distributed to and reviewed by the other Audit Team participants.  Results of the audits were also forwarded to the IEEE Standards Department.  Oral reports were given to the SDCom membership at the annual Spring, Summer and Fall meetings during 1998 and 1999.  The estimated average attendance at these meetings was eighteen (18).

Membership Roster.  The portion of the internal audit which focused on verifying membership qualifications prerequisites was conducted on the following SDCom members:  Don Heirman, Joe Butler, Dan Hoolihan, Bill Ritenour, Ed Bronaugh, John Osburn, Bill McGinnis, Andy Drozd, Dave Traver, Stephen Berger, Don Sweeney, Ralph Showers, Risaburo Sato, Hugh Denny, and John Kraemer.
Audit Instrument.  A Membership and Documentation Compliance Matrix, pre-approved by the SDCom, was the primary instrument used to conduct the audits.  The matrix provides a quick-look checklist of “shall or must” (i.e., mandatory or required) versus “should or may” conformance categories.

Basis for Audit.  The IEEE EMC Society Standards Development Committee Policies and Procedures Manual, published by the EMC-S Standards Development Committee, Revised September 25, 1998 was used as the basis for conducting the audits.  This document was furthermore used to establish the Membership and Documentation Compliance Matrix.  The following additional guidance documents, in the order of precedence shown, were used as part of the internal audit/review process:

· IEEE Standards Companion
· IEEE Standards Operations Manual

· IEEE-SA Standards Board Operations Manual, March 1998
· IEEE Standards Board Bylaws.

Audit Procedures & Parametrics.  The internal audits were performed by interviewing each SDCom member and reviewing the set of written records kept by the SDCom Secretary.  The audit focused on identifying areas of compliance and non-compliance in the SDCom's record-keeping system and documents on file based on the items enumerated in the Membership and Documentation Compliance Matrix.
Internal Audit Results & Findings.  The qualitative results of the internal audits are summarized below.  The outcome of the audit identified several areas of non-compliance for certain requirements identified in the SDCom P&P Manual.  This resulted in modifications (i.e., streamlining, clarifying, and removing items that did not add value, etc.) to the P&P in order to realign the SDCom into full compliance across all items.

Summary, Conclusions, Recommendations & Future Directions.  The Secretary’s records are well assembled, chronologically filed, readily accessible, and easily verifiable.  The records have been organized in an efficient manner for well over five years.  Many of the recommendations and suggestions are meant to streamline the SDCom operational processes and eliminate elements which do not appear to add value to its continued operations.  The suggestions aim to keep record-keeping practices and requirements to a more practical level without diluting their intent or content.  In accordance with the EMC Society 5-Year Plan, any follow-up to the current audit activity will concentrate on the several standards that have been "active" for the past two (2) or so years.  Prior standards retired or not reaffirmed, or subsequent to the current time period (i.e., at the PAR stage or in an initial stage of development) would be exempt from any near-term audit task.  These primarily include Standards 213, 299, 376, and 1302 as these would be the ones most likely to be officially audited.  Finally, it was suggested that the Secretary establish and utilize an annual, one-page form which summarizes how each SDCom member is meeting the key membership and other relevant qualification requirements.  For example, the form could list each member, their reaffirmation status, record of meeting attendance and proxies, and whether certain other critical items, correspondences, etc. are on file.  Also included could be a cross reference to the actual file in order to accommodate future audits.  The Secretary has already taken a step in this direction.

On a separate, but related topic the ongoing SDCom web site activity will be under periodic review by the SDCom Audit Team working in conjunction with the EMC Society Webmaster Committee.  The Webmaster Committee, which reports to the VP of Communications Services, is responsible for monitoring EMC Society web content, format and style to assure consistency and general conformance to IEEE guidelines for web page development.

Respectfully submitted

Summary of Internal Audit Results

	Audit Item/Category
	Comments/Recommendations/Actions

	1. Proofs on file that a balanced membership exists, that a sufficiently "diverse" technical group is established, & members possess appropriate technical qualifications & relevant experience (P&P, Sect. 3.1)
	Current evidence/proofs of qualifications (e.g., bios) on file were sketchy, out-dated, or non-existent.

A balanced P/U/G profile could not be readily substantiated.

Remedy – Update P&P to mandate that a written, updated bio be submitted by all board and WG members listing experience, education, area of expertise, and demonstrated relevant or equivalent experience which qualifies the member "for the record". Updated bios would be provided at least every 3 years to the Secretary, or sooner in the event of a change in job status.

	2. Active IEEE/EMC or affiliate member (board members & WG Chairs)? (P&P, Sect. 3.1)
	Overall conformance demonstrated.

P&P modified to merge this requirement with Items #1 & #3 (i.e., include IEEE/EMC, affiliate & SA member numbers on the bio).

	3. Active SA member? (P&P, Sect. 3.1)
	Full conformance was difficult to demonstrate initially due to the scattered nature of the information on file for CY98-99, but eventually resolved.

P&P modified to merge this requirement and Items #1 & #2 (i.e., include IEEE/EMC, affiliate & SA member numbers on the member updated bio).

Request an annual listing from IEEE SASB staff to independently confirm membership status and assigned numbers.

Require WG chairs to be EMC-S members and should be SA members.

	4. Record of annual meeting attendance (yearly EMC symposium, as a minimum) (P&P, Sects. 3.1 & 4.3.2)
	Compliant - Records are complete and readily verifiable.

	5. Record of assigning & documenting voting proxies via RSVP form sent to Secretary (P&P, Sect. 4.11)
	Compliant - Records are complete and readily verifiable.

	6. Member recruits replacement at end of his/her term? (P&P, Sect. 3.1)
	At least 3 deficiencies cited.

P&P modified to relax this from a “must” to “should”.

	7. Record of member’s balloting history & participation? (P&P, Sect. 3.1)
	Compliant - Records are complete and readily verifiable.

	8. No WG Chair concurrently leads 2 or more active working groups? (P&P, Sect. 4.2)
	Compliant - Records are complete and readily verifiable.

	9. Letter of appointment or assignment by SDCom Chair to committee or WG Chair on file? (P&P, Sect. 4.2)
	Non-compliant.

P&P modified to refer to the PAR as a method of conforming to this requirement.

	10. Company/individual 2-year commitment letter on file to serve on SDCom board? (P&P, Sect. 3.1)
	Non-compliant.

P&P modified to merge this requirement with Item #11 (Annual Reaffirmation).

	11. Annual letter of reaffirmation supplied by board members & WG officers? (P&P, Sects. 3.1, 3.2 & 4.2)
	P&P modified to merge this requirement with Items #1, #2 & #3.

Requirement for Secretary to annually send reappointment confirmation letters to all WG officers (Chairs, Vice Chairs & Secretaries) has been eliminated as this procedure does not provide added value.

	12. Critical SDCom & WG documentation complete, readily verifiable, properly maintained on file & generally compliant to ANSI guidelines? (P&P, Sects. 4.7 & 4.8)
	Compliant - Record-keeping system currently in place is in general conformance to P&P including relevant sections of the IEEE Standards Ops Manual.
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