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TO:

IEEE Board of Directors – [MONTH OF MEETING – YEAR]
FROM: 
Sponsor, IEEE Director (All items must have a current IEEE Director as the sponsor and the Director must be made aware of the submission by the submitter prior to submission)
SUBJECT:
Title of Agenda Item

CLASSIFICATION:  (Insert document’s classification level, if one is needed).  _____________________________________________________________
EXECUTIVE SUMMARY:

In 1-3 sentences discuss the reason for the action requested.    Background information should not be included in this section.

Please include a statement as to who endorsed this proposal, the date it was endorsed and any comments. (Example:  The Finance Committee endorsed this proposal at their 14 May 2010 meeting.)  

PROPOSED ACTION:  
Resolved that[…………]shall be, and is hereby, approved. 

Additions

Deletions
Insert current text of governing document with revisions shown using underscores and strikethroughs.

FINANCIAL IMPLICATIONS:
Required for all agenda submissions:

· If the item has financial implications, a Financial Implications Form must be submitted. It is the submitter's responsibility to make sure the IEEE Finance Committee is provided with items that have financial implications in time for their review in advance of the Board meeting.

· If the item has no financial implications, simply indicate this in the item.
PROS:

· Include reason(s) why this is beneficial for IEEE.

CONS:

· Include reason(s) why this might be a challenge for IEEE.
IMPLEMENTATION:

· Include a specific implementation or completion date and identify a lead person who is responsible for ensuring the approved action or activity being undertaken is completed by the date specified.
· If the item has no implementation date or lead person identified, please indicate by stating so and note the reasons why.

BACKGROUND INFORMATION:

Provide background information pertaining to the item.  This could simply be relevant data for the Board to make an informed decision, or include such additional information as linkage to IEEE strategy; linkage to specific Board activity; related OU recommendations; other options considered; or any other information deemed relevant to the topic.

PRESENTATION:
· Presentations should be provided in the IEEE Presentation Template.

· Presentations should summarize key points and not repeat background information.

· Presentations should not include motions.
CLASSIFICATION OF DOCUMENT:

Determine if your document must be restricted in accordance with IEEE Policies, Section 9.25 - Information Disclosure Policy, and apply one of the following classifications, if appropriate: 

IEEE Proprietary: The document can be made available to members of IEEE and the IEEE staff

IEEE Confidential: The document can be made available to authorized volunteers leaders as defined in the Guide to Classification of Documents and staff as needed

IEEE Confidential – Controlled Distribution:  The document is limited to an even more restricted audience 
Note that the lack of a classification implies that the document could be released to the general public without harm to the IEEE.

Include the following required information here:
· Name of the individual that selected the level of classification. This is typically the creator of the document.

· When applying the classification “IEEE Confidential”, include a date for declassification date.  This is typically two-years from the date of creation (reference Section 8 of the Guide). 

· When applying the classification “IEEE Confidential – Controlled Distribution”, in addition to the inclusion of a date for declassification, list the names or positions to whom this document may be distributed to in the future.   
For more information refer to the IEEE Guide to Classification of Documents found at http://www.ieee.org/documents/information_disclosure_policy_guide.pdf
VERSION CONTROL:

If more than one version is circulated or provided, please use the following coding at the end of the document to indicate the version: Month/Date – V#
End of Template Requirements
ACTION REQUESTED BY – XX DATE XXXX 


Date Request Distributed – XX Date XXXX





The following revisions are being recommended for consideration by the IEEE Board of Directors.  It has been determined that it may have an impact on the organizational units (OU) shown below.  In accordance with IEEE Bylaw I-300.4(5), review by the lead volunteer and staff of the OU is being sought.  Any comments should focus on the noted changes only, not on other existing or surrounding text or policy.  Please indicate if you concur with the concept of the proposal as presented and/or provide feedback you may find appropriate by the date noted above.  Please note that if a response is not received from an organizational unit by the requested date, it will be assumed the OU concurs with the proposal.  





ORGANIZATIONAL UNIT	Concur	Volunteer Signing Off	Staff Signing Off


1.	MGA	yes / no 	Insert Name 	Insert Name


2.	PSPB	yes / no	Insert Name	Insert Name


3.	History Committee	yes / no	Insert Name	Insert Name





After all units have responded this item will be provided to the Governance Committee for review along with any issues identified.  Additional changes may be made to the document revisions for clarity and compliance.  Any issues noted by the Governance Committee or changes affecting the original concept as contained in this item will be re-circulated for further review.  









Insert classification, if one is needed 

Insert classification, if one is needed 

