Paper Balloting of Standards

The IEEE Standards Department can assist you in conducting your sponsor level ballot.  Following checklist will assist you in providing us with the complete package of materials. Please mail this package to your Standards Staff Liaison. Please do not send me draft as attached file.
I. Two copies of the draft on 8-1/2 x 11” paper.

(Copies of the draft are not required for reaffirmation ballot.)

· Each page must be numbered in the proper order.

· Each page must have project # and draft #. ( Example: C57.12.00/D5)

· Each page must have current date.

· Complete IEEE copyright statement with current year on the first page is a must.

· Short IEEE copyright statement with current year in a “footer” on each page is a must.

· Title must be same as on approved PAR and must have the word “Draft” ( Draft: Title)

· Complete figures, tables and annexes at proper place.

· Only metric units are allowed in the normative portion of the standard. Inch-pound data may be included in footnotes/annexes. Submit necessary exception request to Bruce Barrow of SCC14 (301-493-4374; b.barrow@erols.com).

II. A balloting letter addressed to the balloters explaining the purpose of the ballot.  (Refer to Annex A of the IEEE Standards Companion for sample correspondence. This document is also available on the Standards home page http://standards.ieee.org. Go to policies and procedures under Standards Development.)
· The person who will receive the ballot summary upon completion of the ballot will write this letter.  This is usually the Working Group Chair.

· This letter will include address, telephone and fax numbers, and e-mail address.

Upon receipt of the above, The Balloting center will:

1. Conduct an invitation-to-ballot to form your balloting group.

2. Prepare a ballot form, which will be read by optical mark reader.

3.
Duplicate your draft, send to the balloters /coordination contacts listed on the PAR.

4.
Enter names and Interest Categories into database for all balloters.

5.
Mail out the ballot form, cover letter and draft, and record responses.

6.
Approximately 10 days before the ballot closing, will provide you with contact information for those persons who have not returned their ballots.

7. Provide you ballot summary and comments received, after the ballot has closed.

8. Conduct a recirculation ballot when necessary.
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