27 March 2009

Dear ____ Committee Members,

Thank you for agreeing to serve on the ____ Committee.  We look forward to working with you this year. 

This letter contains useful information about general committee business and operations, and we ask that you save it for future reference.

Committee Mission/Purpose

The official mission of the ___ Committee is to …
Committee Meetings
The first ___Committee meetings of the year are scheduled as follows:

Wednesday, 11 February 2009, from 5:00 pm to 11:00 pm ET

Location: Hotel, City, State 

It is expected that committee members will be present at face to face meetings.  If business and other obligations arise, please inform me as soon as possible.  We will do our best to schedule meetings when it is convenient for all to attend. 

IEEE Meeting Series

The ____Committee also meets three times a year during the IEEE Meeting Series.   The list of confirmed 2009 meetings is as follows:

· 11-12 February 2009 
San Juan, Puerto Rico 

· 24-25 June 2009  
Los Angeles, California USA

· 18-19 November 2009 
New Brunswick, New Jersey, USA

Committee members will receive an announcement for this meeting from mps@ieee.org.  The announcement is usually sent two months prior to the meeting date.  Upon receipt of the announcement, please register for the meeting, an online registration link will be contained within the announcement.  For more information about the Meeting Series, please visit:  http://www.ieee.org/mps.
Teleconferences and Web Conferences
To properly manage committee business and to facilitate member communication, teleconferences and web conferences will be held throughout the year.  Once the schedule of call is determined, it will be emailed to you directly and posted to the committee website.  

Committee Information and access
Committee information can be found at www.ieee.org/....  To access restricted committee data, members will be required to enter their IEEE web account username and password.  Users unsure about their IEEE web account should go to http://www.ieee.org/web/accounts/  to apply for an IEEE web account or to recover IEEE web account information.  

If you are a newly appointed member you may have difficulty accessing password protected material until the first of the year. In the interim, please contact ________ for more information. Useful documents for new members to review include: ________.  

Committee Roster
The ____ Committee roster and contact information is attached. Please review your contact information for accuracy. If there are any revisions required, please contact ____ and an updated list will be distributed.

Committee Email Alias
The ____ Committee e-mail alias is ______@ieee.org. E-mails sent to the alias are distributed to all committee members and designated IEEE staff.  The alias is a useful tool when corresponding with all committee members.  

Committee Staff Support

The IEEE staff support for the committee is ________.  Please note complete contact information in the committee roster.

IEEE Travel Policies and Procedures
According to the IEEE travel policy, expenses will be reimbursed for the following:

· Sleeping room and tax charges
· Meals for meeting day
· Transportation, including airfare and transport to and from the meeting hotel

(OU) reimburses only for the hotel night before your first required meeting and the hotel night following your last required meeting. 
As members of ____ Committee, (OU) would reimburse for [Tuesday], [Wednesday] and [Thursday] night.  If you decide to stay for extra days, you would need to pay for the nights yourself.

When you check in to the hotel, you will be asked to provide a credit card.  The hotel will place the following charges on your card: 
1) Your incidental expenses such as room service and telephone calls.
2) Any additional nights of stay not paid for by IEEE. 
Upon checking out of the hotel, please look to see if your approved sleeping room nights have been master billed.  If they have been charged to your personal card, please contact the front desk.  If the front desk will not reverse the charges, please send an email to mps@ieee.org, copying ____.  Meeting Planning Services will correct the error, and your card will be issued a credit.

With regard to meals, the meeting will typically serve a breakfast and lunch.  The dinner arrangements vary -- if there is an IEEE dinner, it is listed on the registration form and your attendance is expected.  If there is no dinner event listed, then you may make your own arrangements and submit the bill on your expense report.

Individuals will be reimbursed for business meal expenses according to actual and reasonable cost and with original receipts.  IEEE expects individuals to exercise good judgment and requires moderation in incurring all expenses.

Please make your own travel arrangements for air, train, etc.  You will need to complete an IEEE Expense Report following the meeting, and will need to attach a receipt for airfare and ground transportation.  Note that all charges over $25 USD, including taxi charges, require a receipt).   

Expense Reports

Expense reports should be submitted to _____  for processing.  To download a copy of an expense report, go to http://www.ieee.org/web/volunteers/home/index.html and click on the expense report for the appropriate year in the “Common Templates and Forms” box on the lower right hand side of the page.

Please note that any exceptions to these policies must be approved in advance, in writing, by ______.
Thank you for your time and have a wonderful holiday season and Happy New Year.   

Best Regards,

Signature
Attachments

Committee Roster

