
Tasks of IEEE Information Theory Society Officers

Originated by U. Mitra  3/15/05;  revised 6/20/07 by D. Neuhoff, 2/11/08-1/21/09 by B. Rimoldi, 1/23/09 by D. Forney.

Text in RED is stuff that is more likely to need discussion (B. Rimoldi, 1/2008).

Information of General Interest

The Board of Governors (BoG) typically consists 18 elected members, 5 officers, and 3 appointed members. Appointed are the Editor-in-Chief (EiC), the Treasurer, and the Secretary. They are all voting members. To ensure adequate regional representation, there can be up to 3 additional elected members (see Bylaws, Art. IV, Sec. 1). Invited by default are the Newsletter Editor, the Online Editor, the Student Committee chair, and the Conference Committee Chair (called the Conference Coordinator in the Bylaws). The Division IX Director should be invited to attend any BoG meeting (s)he likes (the IEEE asks that (s)he attend once every two years).   

President (P)

Principal Duties:
1.
Assume office on Jan. 1 (Const. Art. V, Sec. 3).

2.
Read Constitution, Bylaws and Officers’ Task List.

3.
Member of BoG, who votes only if his vote would change the outcome (Bylaws Art. III, Sec. 3.).

4.
Make new appointments as needed.

• Secretary, Treasurer, Newsletter Editor, Online Editor, IEEE Press Liaison, Historian.  The first three of these are mentioned in the Bylaws.  These appointments need BoG approval.

• Editor-in-Chief, Conference Committee Chair.  According to the Bylaws (Art. V, Secs. 7 and 10), these appointments are to be made by the Nominations and Appointments Committee.  Our tradition has been that the President, officers and incumbent are heavily involved.

• According to the Bylaws, Secretary and Treasurer are one-year appointments (Const. Art V, Sec. 2).  However, it has been our tradition to have them serve for three years or so.  The others serve a term specified at the time of their appointment, or until they request replacement, or the President decides to make a change.  The fact that the Bylaws indicate these are one-year appointments suggests that these might be calendar year appointments.  But it has not been our tradition to have these appointments coincide with the calendar year.
• Associate editors, publications editors and the book review editor are nominated by the EiC and approved by the BoG, often by e-mail ballot. 

5.
Schedule, organize and chair at least two BoG meetings a year (Const. Art. VII, Sec. 3).

•  This is probably the most time-consuming activity.

•  Three meetings a year has become the norm.  

•  One of the BoG Meetings will be considered to be the Annual Meeting of the Society (Const. Art. VII, Sec. 3, Bylaws Art. III, Sec. 1).  Traditionally the Annual Meeting is at ISIT, mainly because the attendance at this BoG meeting is usually largest.

• It is customary to try to distribute the three BoG meetings geographically.  Typically they are held in conjunction with IT-sponsored or technically co-sponsored conferences (e.g., ISIT, ITW, Allerton, CISS).

•  Announce dates and locations of meetings as early as possible, preferably in the Fall of the prior year.  Re-announce the dates and locations as soon as newly elected BoG members are announced. The Bylaws (Art. III, Sec. 8) say that immediately upon assumption of office, the President shall notify all BoG members of those professional meetings in the coming year at which it is likely a Board meeting will be held. 

• The Bylaws (Art. III, Sec. 4) say that the time and place and main agenda items shall be announced at least three weeks in advance. In practice the logistics and working agenda are now developed on the Society website.

• The Bylaws (Art. III, Sec. 4) say that Board Meetings shall be open to all Society members and, whenever possible, advance notice of Board meetings shall be given to the membership by Newsletter notice or other means. In practice no special effort has been made to publicize BoG meetings to members, but BoG meetings are always open to all.

•  Preparation for a BoG meeting 

-  Arrange for room, table layout, LCD projector, wireless access, power strips for laptops, and food and drinks (if appropriate).  Seating is needed for BoG members plus additional attendees.  Typically, 30 to 35 attend the Annual Meeting at the ISIT, and 15 to 20 attend the other BoG meetings. 

-  Six weeks in advance, or so:  email the BoG soliciting agenda items, reports for the meeting, and confirmation of attendance, or not.

-  Announce main agenda items at least three weeks in advance (Bylaws Art. III, Sec. 4).  Proposed Bylaw changes must also be distributed at least three weeks in advance (Const. Art. IX, Sec. 2).

-  Post agenda and reports on IT Society website.  Encourage BoG members to send their reports for the meeting and to read other reports before the meeting.

-  Make sure that the Conference Coordinator is taking care of inviting the conference organizers that need to attend (typically those that present new proposals) and that they are receiving all of the needed information (agenda). 

-  Inform other members who need to attend the BoG meeting of the time and place and invite them to take part in the meal provided to BoG, if any (e.g. conference organizers). 

-  Invite IEEE Division IX Director to attend a BoG meeting and give him/her the schedule (the IEEE asks Division Directors to attend one meeting every two years).

•  Additional preparation for the Annual Meeting at ISIT is discussed later as a separate item.

6.
Schedule, organize and chair the annual Officers’ Meeting/Retreat.

•  This is a tradition that started in 2005, with a mini-version in 2004.

•  Attendees normally include the President, both Vice Presidents, both Past Presidents, Treasurer, and EiC.  It might be good to add the Conference Coordinator, as conference issues are frequently discussed.  The Secretary may also be invited.

•  Ordinarily, the meeting is scheduled sufficiently in advance of the first BoG meeting (e.g., Jan-Feb) that proposals drafted at the meeting can be fleshed out and polished in time for the first BoG meeting (typically in March).  In recent years the officers’ meeting has been scheduled in conjunction with the ITA Workshop in La Jolla, CA.

7.
Attend the three annual TAB meetings held Feb., June and Nov. (Const. Art. V, Sec. 8). 

•  TAB meetings are scheduled during each of the three annual IEEE Meeting Series.  The Meeting Series includes many other meetings besides TAB, e.g., meetings of the IEEE Board of Directors.  The President should attend the President’s Forum, TAB Caucus and Plenary Session on Friday, and the TAB Meeting on Saturday.  (The President’s Forum, TAB Caucus and TAB Meeting constitute three phases of one large meeting of Society and Council Presidents.)  Before attending for the first time, the President should consult the previous President to learn the nature of the meeting and important issues that are likely to arise. It is important to bring a laptop with wireless capability to the TAB Meeting.  Download any reports or presentations you want to keep during the TAB meeting, as they may disappear afterwards.

•  If President cannot attend, s/he designates an alternate.  A default alternate (usually the First Vice President) is named for the year.  If it is necessary to send an alternate other than the default alternate, send the name of the alternate to IEEE TAB for approval by the Board of Directors (BoD) before the last BoD meeting before the IEEE Meeting Series in which the TAB is located.  Even without this approval, the alternate can still attend TAB and participate in discussions, and will be permitted to vote if the BoD approves him/her at their Tuesday meeting before TAB (which is a near certainty).

•  The President (or alternate) must register in advance for the TAB meeting and for a hotel room, normally the TAB hotel. A room at the TAB hotel is paid directly by IEEE, who passes the cost on to the IT Society.  Other travel expenses (e.g., airfare) are paid by the IT Society, upon submission of an expense report to the IT Treasurer. 

•  At the end of the year, the outgoing President may wish to continue to serve on a TAB Committee.  If so, contact the appropriate TAB officers and coordinate with the incoming President.

8.
Write a “President’s Column” for each quarterly IT Newsletter.

9.
Chair the Shannon Award Committee (Bylaws, Art. V, Sec. 4).

•   In conjunction with the First Vice President (q.v.), ensure that a call for nominations is posted on the Society website and in the December and March Newsletters.  In addition to the open call, the Committee has the responsibility of assuring that an adequate slate of candidates is nominated.  Nominations may be provided by Committee members.

•  Schedule and organize a final decision meeting at ISIT, usually a Monday lunch meeting.  The Shannon Award Winner for year X is customarily announced at the end of the ISIT banquet of year X-1 (Bylaws Art. V, Sec. 4, and Art. VII).

10.
Chair the Wyner Distinguished Service Award Committee (Bylaws, Art. V, Sec. 9).

•  In conjunction with the First Vice President (q.v.), ensure that a call for nominations is posted on the Society website and in the December and March Newsletters.  In addition to the open call, the Committee has the responsibility of assuring that an adequate slate of candidates is nominated.  Nominations may be provided by Committee members.

•  Finish sufficiently far in advance of ISIT, e.g., two months, so that the winner can be encouraged to attend ISIT, and has plenty of time to make travel arrangements  (Bylaws Art. VIII).

11.
In the Fall, inform the IEEE TAB of the newly elected officers and of the designated alternate (customarily the First Vice President) to the President at TAB Meetings.  These announcements should be coordinated with the incoming President.    

12.
The President (as well as the First and Second Vice Presidents) is an ex officio member of the Publications Committee (Bylaws, Art. V, Sec. 7).  Make sure that the Publications Committee Chair (the EiC) knows this.

13.
Conduct BoG email votes as needed for issues that arise between BoG meetings, e.g., requests for conference technical co-sponsorships, or approval of new associate editorships. The vote shall remain open for two weeks (Const., Art. VII, Sec. 7).

14.
Conduct IT Society Paper Award vote.  The Bylaws (Art. VIII, Sec. 2) say that this is a vote by a ballot of the BoG that should take place at the first BoG Meeting after June 1.  Ordinarily, this is the Annual BoG Meeting at ISIT.  Sometimes the BoG has decided to postpone the vote to an email ballot after the BoG meeting.

15.
Conduct the vote by the BoG for new officers.  This should take place as soon as practical after the Annual Meeting (Bylaws Art. IV, Sec. 4).  The Bylaws specify a mail ballot, to be returned within 3 weeks.  We have been using email voting.

16.
 Preparation for ISIT

•  Inform ISIT organizers of the needs for IT Society meetings at ISIT at least six months in advance. 

-  Informal Officers’ Dinner:  Usually on Saturday evening before the ISIT; organized by the President; may include elected officers, Treasurer, Secretary, EiC, Conference Coordinator and/or ISIT chair(s); cost is charged to the IT Society.

-  BoG Meeting:  Usually Sunday afternoon before ISIT; organized by the President; cost is charged to the IT Society.

-  Annual Awards Luncheon:  Usually Tuesday; co-organized by the President, Secretary and ISIT chair(s); cost is charged to ISIT.  The cost of the awards booklet is charged to the IT Society.

-  Shannon Award Committee lunch:  Usually Monday lunch; organized by the President; cost is charged to the IT Society.

-  Editors’ meeting:  Usually Tuesday dinner; organized by the EiC; cost is charged to the IT Society.

-  Student activities, e.g., lunch meetings:  Organized by the Chair of the Student Committee; cost charged to the IT Society.

-  Chapter Chair Lunch:  Usually Thursday; organized by the 2nd VP; cost is charged to the IT Society.

•  Inform ISIT organizers that the plenary sessions should be video recorded.  

The cost is charged to the IT Society.

•  Plan the ISIT BoG Meeting

See Preparation for a BoG Meeting in Item 3 above.

• Plan the Awards Luncheon together with the Secretary and the ISIT organizers

This is normally the largest task and is discussed next as a separate item.

17.   Preparation for the Awards Luncheon

General Comment: The President supervises and works closely with the Secretary and ISIT organizer(s) in preparing the Awards Luncheon.  Pay special attention to whether all plaques and certificates are correct.  The President presides over the Awards Luncheon.

-  With the Secretary, prepare the IT Awards Pamphlet to be distributed to luncheon attendees. 

Since the pamphlet lists the awards in the order that they will be presented, this requires choosing the order of award presentations.  In addition to those receiving certificates and plaques, the pamphlet may also include the names of IT members just elected as IEEE Fellows, and IT members receiving major IEEE Medals or Awards, whether presented at ISIT or elsewhere. 

The new IEEE Fellows include those endorsed by the IT Fellow Committee, as well as IT members endorsed by other societies.  Their names and citations may be mentioned in the program and announced during the luncheon. They may be encouraged to attend the Awards Luncheon (e.g., via email) and asked to stand to be congratulated.  Their names and email addresses can be found in a document produced annually by IEEE and sent to the President, the Newsletter Editor and/or the IT Fellow Committee Chair.

Regarding IT members receiving major IEEE Medals or Awards, whether presented here or elsewhere:

-IEEE Medals are always presented at a special IEEE Awards Ceremony.

-Other IEEE Awards are sometimes presented at the ISIT (when the awardee so elects).  If so, the IEEE will inform the conference organizers and/or President.  The IEEE will send award pamphlets to be distributed, and will send someone to make the award presentation (e.g., the Division IX Director).  This needs to be included in the program.  It is also nice to include a brief description of the award and awardee in the IT Award Luncheon Pamphlet.

-For those IEEE Medals and Awards that are not presented at ISIT, the recipients may be encouraged to attend the Awards Luncheon (e.g., by email).  Their honor may be announced by the President, and they may be asked to stand to receive congratulatory applause.

To have the pamphlet prepared and printed one needs to find someone who can format it (e.g., a graphics designer) and a printer.  The pamphlets are typically shipped to the ISIT.  Previous years’ pamphlets may be used as templates.  The cost is charged to the IT Society.

-  Organize, plan and chair the annual ISIT Awards Luncheon.  

The planning should be done in conjunction with the ISIT organizers and the banquet site setup and food service people (or someone who can speak for them).

Needs: podium, table(s) for the awards, head tables for people making presentations and some of those receiving awards, and sound system.  The sound system needs to be especially good if people will be eating while the awards are presented.  If people cannot hear easily over the sound of eating, they will talk instead of listen, creating disturbing background noise.

The plan should include: 

A script specifying who is the master of ceremonies (MC), who are the presenters, who introduces the presenters, what the MC and presenters say, where the awardees should stand, anticipated timing, and so on.  To streamline the process, when multiple awardees are announced in one category (e.g. Associate Editors, or Fellows), the audience should be encouraged to hold their applause until all have reached the podium, or all have been asked to stand.  Also, awardees in one category may be “pipelined” by announcing their names and then describing the award while the awardees walk to the podium.

Specification of when the various courses are served and removed from the table.  

The pre-placing of award pamphlets and possibly the first course, to reduce the amount of waiter traffic and noise.

The First VP (and possibly the Second VP) should assist with the award presentations, steering awardees to the proper places at the podium, finding the right certificate/plaque, monitoring the timing, the quality of the sound system, the food service timing, and so on.  In addition to providing assistance, this will provide experience for subsequent years. 

A photographer should be engaged to take pictures of each awardee receiving his/her award.  Ordinarily, the ISIT organizers will arrange this.  It need not be a professional.

The cost of the Awards Luncheon is part of the ISIT budget.  

President’s Summary Calendar

	Date
	Task
	Remarks
	Bylaws Reference

	Fall
	Read Constitution, Bylaws, and Officers’ Task List
	
	

	Fall
	Decide and announce dates and locations of BoG Meetings. Designate one BoG meeting as Annual Meeting of Society, (ordinarily at ISIT).


	Also in Newsletter and to Division IX Director.

The IEEE requests notification of regional directors and section chairs of regions/sections involved.
	Const. Art. VII, Sec. 3

Bylaws Art. III, Sec. 1,8

	Fall
	Inform IEEE TAB of new slate of officers and of default TAB alternate.  Incoming President should attend November TAB meeting and new TAB member orientation.
	Current and incoming President should collaborate on this.
	

	Fall
	Decide and announce date and location of Officers Retreat/Meeting
	Held before first BoG Meeting
	

	Fall
	Determine what if any appointments will need to be made
	Secretary, Treasurer, EiC, Newsletter Ed., Online Ed., etc.
	

	Jan 1st
	Assume office Jan 1st  as President,  as well as TAB member.
	
	Const. Art. V, Sec. 3

	January
	Congratulate new BoG members.    Make sure new BoG members are aware of BoG meeting dates and locations.
	
	

	January 10
	Write President’s Message for March IT Newsletter 
	
	

	January
	Plan Officers’ Retreat/Meeting
	May need to begin in Nov./Dec. if meeting is early.
	

	January
	Plan first BoG meeting
	Call for attendance, agenda items, reports: 6 weeks prior.  Announce agenda 3 weeks prior.  Invite special attendees, e.g. conf. organizers.
	Bylaws Art. III, Sec. 4

	February
	Attend TAB meeting.  This includes the President’s Forum, TAB Caucus and Plenary Session on Friday, and TAB Mtg. on Saturday
	
	Const. Art. V, Sec. 8

	February (typically)
	Chair Officers Retreat
	
	

	March (typically)
	Chair first BoG meeting
	
	

	April 10
	Write President’s Message for June IT Newsletter
	
	

	Finish two months or so before  ISIT
	Chair Wyner Distinguished Service Award Committee
	Inform the winner and encourage him/her to attend ISIT
	Bylaws Art. V, Sec. 9

Bylaws Art. IX

	Begin 2 or 3 months  before ISIT
	Chair Shannon Award Committee
	Final decision at ISIT.  Plan the ISIT decision mtg.
	Bylaws Art. V, Sec. 4

Bylaws Art. VII

	Three months or so before ISIT
	Order certificates, plaques:

Shannon, Wyner, Paper, Chapter, retiring officers, etc.
	Contact Secretary of the Society

Contact IEEE

Liz Parascondola, e.parascondola@ieee.org
	

	Two months or so before ISIT
	Plan the ISIT BoG meeting
	Call for attendance, agenda items, reports: 6 weeks prior.  Announce agenda 3 weeks prior.  Invite special attendees, e.g. conf. organizers
	Bylaws Art. III, Sec. 4

	Two months or so before ISIT
	Plan the ISIT Awards Luncheon
	In conjunction with ISIT organizers


	

	June
	Attend TAB meeting
	
	Const. Art. V, Sec. 8

	Usually June or July
	Attend ISIT

Chair BoG Meeting

Chair Shannon Award

   Decision Meeting

Host the ISIT Awards 

   Luncheon

Introduce Shannon Lecture

Announce next Shannon 

   Award at end of banquet
	Attend Publications Committee Dinner

Attend Chapter Chair Lunch


	Bylaws, Art. V, Sec. 4

Bylaws, Art. V, Sec. 7

	After Annual Meeting at ISIT
	Conduct election for new officers.  If needed, conduct voting for Best Paper Award
	
	Bylaws Art. IV, Sec. 4



	July 10
	Write President’s message for Sept. IT Newsletter
	
	

	July or August
	Plan Autumn BoG meeting.
	Call for attendance, agenda items, reports: 6 weeks prior.  Announce agenda 3 weeks prior. Invite special attendees, e.g. conf. organizers.
	Bylaws Art. III, Sec. 4



	Fall
	See if former President wants to be nominated for TAB committees, and follow up. 
	
	

	Oct. 10
	Write President’s message for Dec. IT Newsletter 
	
	

	Oct./Nov.
	Announce results of BoG elections.
	Send email thank-you notes to those who were not elected
	

	November
	Attend TAB meeting with 1st VP (recommended)
	
	Const. Art. V, Sec. 8

	November
	Conduct the election of a new member of the Nominations and Appointments committee.   
	At least one of the three members elected by the BoG shall be a past president.
	Bylaws Art. V, Sec. 2

	
	
	
	


First Vice President (1VP)

Principal Duties:

1.
Assume office on Jan. 1 (Const. Art. V, Sec. 3).

2.
Read Constitution, Bylaws and Officers’ Task List.

3.
Voting member of BoG.

4.
Chair the Awards Committee (Bylaws Art. V, Sec. 5).

•  Lead the selection of the Best Paper Award  (Bylaws Art. VIII).  Submit award recommendation report to BoG at least three weeks in advance of the Annual Meeting of the Society at the ISIT.  Nominations from the Publications Committee are due March 15.  The committee may need to stimulate more nominations.

•  Appoint two members of the Awards Committee to serve on the Joint IT/Comsoc Paper Award.  The Awards Committee may need to stimulate more nominations.  For example, the committee may encourage nominators of papers for Paper Award to nominate them also for the Joint award.

•  Encourage the nomination of IT Members for IEEE Awards and Medals.
•  Present Awards Committee reports at BoG meetings, principally the Annual Meeting.

•  Announce calls for nominations in the IT Newsletter and on the IT website for Shannon, Wyner, Best Paper, and Joint IT/Comsoc Paper Awards.  The calls should be sent to the Newsletter by Oct. 10 for the Dec. issue.  The calls should be posted on the website in December or January.  The Newsletter calls should be repeated in the March issue, whose deadline is Jan. 10. 
5.
Committee Memberships:  Shannon Award Committee, Wyner Award Committee, Publications Committee (Bylaws Art. V, Sections 4, 7, 9).

6.
Attend BoG meetings and officers’ meeting.

Assist President at ISIT Awards Luncheon.  Make notes for next year.

7.
Attend one TAB meeting.

•  This should be the November meeting just before the 1VP becomes President, so that the 1VP can attend the TAB leadership orientation meeting in addition to the TAB meeting.
•  TAB meetings are scheduled during each of the three annual IEEE Meeting Series (Feb., June, Nov.).  The Meeting Series includes many other meetings besides TAB— e.g., meetings of the IEEE Board of Directors.  The 1st VP should attend the President’s Forum, TAB Caucus and Plenary Session on Friday, and the TAB Meeting on Saturday.  (The President’s Forum, TAB Caucus and TAB Meeting constitute three phases of one large meeting of Society and Council Presidents.)  It is important to bring a laptop with wireless capability to the TAB meeting.  Download the reports or presentations you want before the meeting adjourns, as they may disappear later.

•  The 1st VP must register in advance for the TAB meeting and for a hotel room, normally the TAB hotel. A room at the TAB hotel is normally paid directly by the IEEE, which passes on the cost to the IT Society.  Other travel expenses (e.g., airfare) are paid by the IT Society, upon submission of an expense report to the IT Treasurer. 

1st VP’s Summary Calendar

	Date
	Task
	Remarks
	Bylaws Reference

	Fall
	Read Constitution, Bylaws, and Officers’ Task List
	
	

	Jan. 1
	Assume office as First VP
	
	

	Regularly
	Update IT Society website
	
	

	Dec. 15
	Post calls for award nominations
	For website and March Newsletter
	Bylaws Art. VIII, Sec. 2.

	Feb., June or Nov.
	Attend one TAB meeting
	Feb, June or November -- preferably November so as to attend leadership orientation mtg.
	

	Feb.  (typically)
	Attend Officers’ meeting
	
	

	March (typically)
	Attend first BoG Meeting
	
	

	Mar. 15 
	Paper Award nominations due
	May need to stimulate more
	Bylaws Art. VIII

	3 weeks before June/July BoG mtg
	Recommend Best IT Paper Award to BoG
	
	Bylaws Art. 8, Sec. 2 

	Early May
	Recommend Joint-IT/ComSoc-Paper Award
	Contact ComSoc.  The schedule is being revised.
	

	Usually June or July
	Attend ISIT

Assist at Awards Luncheon; make notes for next year.
	Attend: BoG Meeting, Shannon Award Comm. Meeting, Publications Comm. Dinner, Awards Luncheon, Chapter Chair Lunch, Banquet
	

	Jul 1, 2008
	Encourage nominations for other IEEE awards. 
	
	

	Sept./Oct.
	Attend BoG Meeting
	
	

	Oct. 15.
	Post calls for nominations for Shannon, Wyner, Paper, IT/Comsoc Awards.
	For Dec. IT newsletter
	Bylaws Art. VIII, Sec. 2.

	Fall
	Read President’s section of officers’ task list.
	
	


Second Vice President (2VP)

Principal Duties:

1.
Assume office on Jan. 1 (Const. Art. V, Sec. 3).

2.
Read Constitution, Bylaws and Officers’ Task List.

3.
Voting member of BoG.

4.
Chair the Membership and Chapters Committee (Bylaws Art. V, Sec. 6). 
•  The Membership and Chapters Committee is currently becoming a real committee with real members and an expanded charter.  When this process has stabilized, this section should be rewritten.

5.
As Membership Chair:

•  Act for the IT Society with regard to membership issues.

•  Coordinate and stimulate membership development activities.

•  Consider attending IEEE Membership Development Meeting.

•  Make reports to BoG as appropriate.

6.
As Chapter Coordinator:

•  Act for the IT Society in regard to chapter matters, such as chapter formation and chapter termination.

•  Maintain web listing of IT Society Chapters, their contact info, officers, websites, etc.     (Bylaws Art. V, Sec. 6).

•  Respond to requests for information about chapters.

•  Coordinate the selection of the Chapter of the Year Award winner.  Typically the 2nd VP proposes a winner to the President and 1st VP for confirmation.

•  Organize the Chapter Chair Luncheon at ISIT (usually on Thursday) 

Contact ISIT organizers to make lunch arrangements.  Sometimes the luncheon has been arranged by the ISIT organizers and sometimes it has been arranged by the 2nd VP at a restaurant of his/her choosing.  The cost of the lunch is charged to the IT Society.

Invite all chapter chairs.  Encourage them to send a representative if they cannot attend.  Invite several officers to attend the lunch.  Discuss chapter activities at the lunch.

7.
Distinguished Speaker/Lecture Coordinator:


•  Act for the IT Society in regard to Distinguished Lectures.  (Note:  a new Distinguished Lecture program is being kicked off in 2009.)

•  Respond to requests for distinguished speakers/lecturers.

•  Update website as needed. 

8.
Committee Memberships:  Awards Committee,  Shannon Award Committee, Wyner Award Committee, Publications Committee.

9.
Attend BoG Meetings and Officers’ meeting.
Second VP’s Summary Calendar

	Date
	Task
	Remarks
	Bylaws Reference

	Fall
	Read Constitution, Bylaws, and Officers’ Task List
	
	

	Regularly
	Update website
	
	

	Jan. 1
	Assume office as Second VP
	
	

	February 
	If you like, attend IEEE membership devt. meeting 
	
	

	Feb.  (typically)
	Attend Officers’ meeting
	
	

	March (typically)
	Attend first BoG meeting
	
	

	N weeks before ISIT
	Organize Chapter Chair lunch/meeting  at ISIT
	Invite all chapter chairs and several officers
	

	N weeks before ISIT
	Coordinate selection of Chapter of the Year Award 
	
	

	Usually June or July
	Attend ISIT

Host Chapter Chair Luncheon
	Attend: BoG Meeting, Shannon Award Comm. Meeting, Publications Comm. Dinner, Awards Luncheon, Banquet
	

	Sept./Oct.
	Attend BoG Meeting
	
	

	Fall
	Read 1st VP’s section of officers’ task list
	
	


Senior Past President (SPP)

Principal Duties

1.
Assume office Jan. 1.

2.
Read Constitution, Bylaws and Officers’ Task List.

3.
Voting member of BoG.

4.
Attend BoG meetings and officers’ meeting.

5.
Chair the Nominations and Appointments Committee (NAC)  (Bylaws Art. V, Sec. 5).

•  The NAC consists of the Senior Past President, Junior Past President, and three additional members elected by the BoG, one of whom shall be a past president. (Bylaws Art. V, Sec. 2). The elected members customarily serve for three years with staggered terms. (The bylaws do not say that they serve for three years. Do we need to modify them???)

•
All appointments should be sent immediately to the President and to whoever is responsible for updating the website listing of such appointments, with a copy to the officers and BoG.

•  Appoint at least 7 members to the Awards Committee by Jan. 31.  The 1st VP and 2nd VP are ex officio members.  The members must represent all major technical areas in the Society. At least four members shall have served as Associate Editors of the Transactions within the past three years  (Bylaws Art. V, Sec.5).

•  Appoint 4 members to the Shannon Award Committee by Jan. 31, including at least three former Shannon Award winners and at least one present or former IT Transactions Editor-in-Chief (Bylaws Art. V, Sec. 4).
•  Appoint 2 members to the Wyner Distinguished Service Award Committee, by Jan. 31.    The President is Chair, and the First VP and Junior Past President are also ex officio members (Bylaws Art. V. Sec. 9).

•  Every three years, appoint the Chair of the Conference Committee (CC), sometimes called the Conference Coordinator, for a three-year term.  Consult widely with the President and other officers and the incumbent CC Chair before making this appointment.  The remaining members of the CC are nominated by the Chair of the CC and approved by the BoG, with the exception of the Treasurer, who is an ex officio member of the CC. Each member typically serves for three years, with staggered terms. The Conference Committee must have at least three members, including the Chair.  However, more than three are usually named, in order to provide a breadth of experience and to ensure sufficient participation when the committee meets in person  (Bylaws Art. V, Sec. 10).
•  Every three years, nominate a new IT Transactions Editor-in-Chief for a three-year term (Bylaws Art. V, Sec. 7).  Consult widely with the President and other officers and the incumbent EiC before making this appointment.

•  Appoint at least six members who are IEEE Fellows to the IT Fellows Committee, including a Chair, by January 31.  Send the name of the Fellows Chair to IEEE TAB by Jan. 31.  Members normally serve for three years, and two new members are usually appointed each year (Bylaws Art. V, Sec. 8).  The term of the Chair is normally three years.

• No later than two weeks prior to the Annual Meeting of the Board, the NAC shall forward to the Board the biographies of at least 12 Society members for election by mail ballot by all of the members of the Society (Bylaws Art. IV, Sec. 1).

The list needs to include members from historically under-represented regions;  see requirements in Bylaws Art. IV, Sec. 1.  

Though not required by the Bylaws, geographic and technical area distribution is also desirable. Furthermore, so as to ensure increased participation in the IT Society, BoG candidates should not already hold a position in the IT Society such as Vice President, Treasurer, etc.

The eligibility and willingness to serve of each candidate for the BoG must be verified.  BoG members can only serve for two consecutive terms, although they may be nominated again after one year (Bylaws Art. IV, Sec. 1).

Individual voting members of the Society eligible to vote in the election for the BoG may nominate Society members by written petition, provided that such nominations are made at least 28 days before the date of the election. A Newsletter solicitation for such nominations shall be published in the first issue of the current year. Prior to submission of a nomination petition, the petitioner shall have determined that the nominee named in the petition is eligible and willing to serve, if elected;  evidence of such willingness to serve shall be submitted with the petition. The number of signatures required on a petition shall be 2% of the eligible voters (Bylaws Art. IV, Sec. 1).

6.
Chair the Constitution and Bylaws Committee (Bylaws Art. V, Sec. 3).

•  The CBC consists of the Senior and Junior Past Presidents (Bylaws Art. V, Sec. 3).

•  Amendments to the Constitution may be initiated by members or by a two-thirds majority vote of the BoG (see Const. Art. IX, Sec. 1 for details).  Each amendment approved by the BoG must be sent for endorsement to IEEE TAB, and then via TAB to the Executive Committee of the IEEE for approval.  If approved by the Executive Committee, the proposed amendment shall be posted on the Society’s Website and publicized in the Newsletter, with a note that the amendment goes into effect unless at least 1% of the voting members of the Society object in writing, within 60 days, to the designated IEEE office.  If such objections are received, see Const. Art. IX, Sec. 1.

•  If amendments to the Bylaws are proposed to the BoG at least three weeks prior to the BoG meeting at which they will be considered, they require a two-thirds majority vote for approval.  Otherwise, they require a unanimous vote.  (There is no such requirement for amendments to the Constitution, but perhaps there should be.)  No Bylaw shall take effect until a copy has been mailed to the Technical Activities Board Secretary of the IEEE (Const. Art. IX, Sec. 2). The complete text of amendments must be posted on the Society’s website and publicized in the Newsletter. 

•
All amendments to the Constitution or Bylaws shall become effective 30 days after all necessary approvals and notifications, unless a later date has been specified at the time the vote is taken (Const. Art. IX, Sec. 3).

Senior Past President Summary Calendar

	Date
	Task
	Remarks
	Bylaws Reference

	Fall
	Read Constitution, Bylaws and Officers’ Task List
	
	

	Dec. 10
	Post call for BoG member nominations in Mar. Newsletter
	
	Bylaws Art. IV, Sec. 1

	Jan. 31
	NAC appoints 7 members of the Awards Committee
	Send appointments to President, website, etc.
	Bylaws Art. V, Sec. 5

	Jan. 31
	NAC appoints 2 members of the Wyner Committee 
	Send appointments to President, website, etc.
	Bylaws Art. V, Sec. 9

	Jan. 31
	NAC appoints 4 members to the Shannon Award Committee 
	Send appointments to President, website, etc.
	Bylaws Art. V, Sec. 4

	Jan. 31
	Appoint Chair and 5 additional members to IT Fellows Committee
	Send name of Chair to IEEE TAB. Send appointments to President, website, etc.
	Bylaws Art. V, Sec. 8

	Every 3 years
	NAC appoints the Conf. Coordinator
	Send appointment to President, website, etc.
	Bylaws Art. V., Sec. 10

	Feb.  (typically)
	Attend Officers’ meeting
	
	

	March (typically)
	Attend first BoG meeting
	Send amendments to Bylaws at least 3 weeks prior.  Follow up on approved amendments.
	

	2 weeks before Annual Meeting
	NAC nominates at least 12 Society members for election to BOG
	Send bios to BoG at this time for approval at the Annual Meeting.  After the meeting, send approved slate to IEEE.
	Bylaws Art. IV, Sec. 1

	Usually June or July
	Attend ISIT
	Attend: BoG Meeting, Send amendments to Bylaws at least 3 wks prior.  Follow up on approved amendments.
	

	Every 3 years
	NAC nominates IT Trans. Editor in Chief 
	3-year term.  To be approved by BoG.
	Bylaws Art. V. Sec. 7

	Sept./Oct.
	Attend BoG meeting
	Send amendments to Bylaws at least 3 wks prior.  Follow up on approved amendments
	

	Dec. 31
	Relax, five-year term is over
	
	


Junior Past President (JPP)

Principal Duties

1.
Assume office Jan. 1.

2.
Read Constitution, Bylaws and Officers’ Task List.

3.
Voting member of the BoG.

4.
Member, Nominations and Appointments Committee.

5.
Member, Constitution and Bylaws Committee.

6.
Attend BoG Meetings and Officers’ meeting.

7.
Lead the informal process of choosing 2nd VP candidates to be nominated at the Annual Meeting.  Normally, two BoG members are pre-selected.

8.
Update the Officers’ Task List.  Prepare to discuss the proposed updated Task List at the officers’ meeting.
Junior Past President Summary Calendar

	Date
	Task
	Remarks
	Bylaws Reference

	Fall
	Read Constitution, Bylaws and Officers’ Task List
	
	

	Jan./Feb. (before officers’ meeting)
	Update Officers’ Task List
	Prepare to discuss at officers’ meeting
	

	Feb.  (typically)
	Attend officers’ meeting
	
	

	March (typically)
	Attend first BoG meeting
	
	

	Two months or so before BoG meeting at ISIT
	Begin process of choosing nominees for 2nd VP
	
	

	Usually June or July
	Attend ISIT
	Attend BoG meeting
	

	Sept./Oct.
	Attend BoG meeting
	
	


Treasurer 

This part should be updated by Anant.

General Description:  Prepare annual budget; coordinate budgeting process with IEEE; approve expenses and carry out financial transactions; present a budget report at each BoG meeting.

Budget Calendar:
	Date
	Task
	Remarks
	Bylaws Reference

	March 1
	Solicit budget documents from???
	
	

	March 15
	Receive budget documents
	
	

	May 1
	Best estimate budget submitted to IEEE
	
	

	April 1
	Contact EIC/Publications Editors to get page count
	
	

	April 15
	Budget prepared by TAB meeting

discuss budget with IEEE staffing Piscataway
	
	

	June 30
	Prices finalized (to be printed in IEEE catalogs)
	
	

	August 15
	Final budget approved by BoD
	
	

	Each BoG meeting
	Present report on financial status of Society
	
	


Budget Discussion:

1.
May 1

The best estimate of the budget has to be submitted to IEEE. In general, new constraints are added or modified every year by IEEE and it is important to ensure all of them are respected. Although the budget is not final, all new prices have to be submitted in this first pass. Consequently, it is also important to submit or anticipate most changes at the first BoG meeting.

2.
April 1

Contact the Editor in Chief and the Publication Editors in order to have an accurate estimation of the page count for the following year Transactions, as well as the number of issues (particular attention to special issues has to be taken for this step).

3.
June 30

All prices for the following year have to be finalized and can no longer be changed as the submitted prices are those which will be printed in IEEE catalogs. In general, this deadline is very close to the ISIT so that any change decided at the ISIT BoG meeting that may impact the budget has to be reported immediately to IEEE.

4.
August 15

Final budget is approved by the BoD. No changes are allowed past this deadline, but minor changes may still be made prior to it.

General Discussion:

1)
Financial Reports:


IEEE provides several financial reports on a website on a monthly basis. The main ones are:

a)
Balance sheet: the monthly general cash flow and reserves of the Society.

b)
Financial statement: the financial activities of the Society for each category as defined by IEEE.

c)
Consolidated reports: the detailed financial activities of the Society in the previous month. All expenses and revenues are itemized; it is important to check them, as errors occasionally occur.

2)
Awards:

a)
6 weeks prior to ISIT, contact IEEE staff to have the checks for the awards issued to the recipients (tax forms have to be filled in before the checks can be cut).

3)
General advice:

a)
It is important to attend the yearly TAB Finance meeting, despite the large overlap with the prior meeting. The main reasons are:

i)
Information about new policies or changes for the coming year.

ii)
Deeper understanding of IEEE’s rather complicated financial model.

iii)
Only opportunity to meet other Society Treasurers.

b)
IEEE staff is extremely knowledgeable and helpful. It is important not to hesitate to contact them any time a problem occurs. In general, their response time is very prompt.

4)
Suggestions:

It would be very useful for the future Treasurer to share the task with the incumbent Treasurer for one overlapping year in order to ensure a smooth transition.

5)
Meetings and Financial Support:

There are 4 main meetings to attend:

a)
3 BoG meetings (no support from the Society).

b)
TAB Finance meeting in Piscataway, NJ (full support from the Society).

No additional financial support has been given to the Treasurer.

Checks for awards, expense reports

Secretary

General Description:  Take meeting minutes, order award certificates, assist the Online Editor in maintaining the website, send meeting announcements.

Bylaws Art. 3, Section 7. Minutes of a Board meeting shall be mailed by the Secretary to each Board member and to the Technical Activities Board Secretary of IEEE within thirty days of the meeting. 

Calendar:
	Date
	Task
	Remarks
	Bylaws Reference

	3 weeks after each BoG meeting
	Send out minutes for approval by BoG
	
	

	March 15 – April 1
	Order award certificates
	Example details and IEEE contact below
	

	November 30
	Send new list of officers to IEEE
	
	


Concerning certificates and plaques for the Awards Luncheon:

- The certificates and plaques are

-  Wyner Award:  engraved plaque and certificate (also receives ISIT or ITW registration waiver).  Awardee chooses ISIT or ITW at which s/he receives award (Bylaws Art. IX, Sec. 3).

-  Shannon Award:  galvano plaque (also check for $10,000 arranged by the Treasurer)  (Bylaws Art. VII, Sec. 1).

-  Best Paper Award:  engraved plaque for each author  (also $1K check if one author, or $2K divided among multiple authors, arranged by the Treasurer)  (Bylaws Art. VIII, Sec. 1).

-  Chapter of the Year Award:  certificate in leatherette presentation folder  (also $2K check arranged by the Treasurer) (Bylaws Art. X, Sec. 3).

-  Joint IT/ComSoc Paper Award:  engraved plaque (awardee(s) decide(s) where to receive award) (also $1K check divided among authors;  cost shared by Com Soc.;  arranged by the Treasurer).

-  Retiring officers, retiring editors, conference organizers for the previous calendar year.   Certificate in leatherette presentation folders.  Note:  the past President has received an engraved plaque.

· Certificates and plaques are ordered through IEEE.  Contact Liz Parascondola, e.parascondola@ieee.org.  The Secretary tells her what award certificates and plaques are needed.  She returns pdf draft images of them.  These need to be checked very carefully. Double-check with the President.  While certificates can be done quickly, e.g., even a few days might be sufficient, the plaques take longer, and the galvano plaque takes the most time (at least four weeks).  It is a good idea to contact her three months or so in advance to discuss the schedule.   The awards are normally shipped to the conference site. It is important to have someone check the awards carefully as soon as they arrive.  (In 2006 the certificates and plaques delivered to the conference contained a handful of errors.  Some errors were supposed to have been corrected, others were not in the pdf drafts.)  Corrected certificates can be sent quickly.  Plaques would have to be corrected after the conference.  The cost is charged to the IT Society.

Conference Committee

General Description: 

The conference committee is a Standing Committee under Article V of the Society by-laws. The chair of the Conference Committee is the Conference Coordinator (appointed by the Nominations and Appointments Committee, with approval by the Board of Governors). The Committee is responsible for the solicitation of new proposals for Workshops and Symposia; Coordinating requests for technical co-sponsorship; Maintaining records of past meetings and guidelines for new proposals.
Responsibilities

1. Appointment of Conference Committee Members
The Conference Coordinator shall appoint at least two additional members of the Conference Committee (with approval by the Board). Membership of the committee is typically three years with staggered terms. It is strongly recommended that Committee members have direct and recent experience as a General or Technical Chair of an ISIT or ITW. The Society Treasurer is an ex-officio member of the Committee.

2. Society By-Laws
The Conference Committee shall be cognizant of the Society by-laws.
3. IEEE Procedures and Guidelines
The Conference Committee members shall be cognizant of IEEE guidelines and procedures for conference organization. Relevant IEEE documentation is located at http://www.ieee.org/web/conferences/organizers. Of particular note are the IEEE Conference Organization Manual and IEEE Policy for Conferences.

4. Panel of Conference Organizers
The Panel of Conference Organizers (POCO) is the annual educational and networking event for IEEE Conference Organizers, Regional Conference Coordinators, and the Vice Presidents of Conferences for each society. It is recommended that the Conference Coordinator or an appointee from the Committee attend POCO. The committee should also bring this event to the attention of new conference organizers.

5. Solicitation of New Symposia and Workshops
The Committee shall actively solicit new proposals for Workshops and Symposia. Symposia should be solicited on a 3-5 year horizon, and Workshops on a 1-2 year horizon. As a general rule, the Committee should coordinate proposals as to avoid competitive bidding. The Committee shall work with prospective conference organizers to assist with the preparation of their bid. The committee should review each bid prior to presentation at a Board meeting, and make a recommendation to the Board. Typically, proposals go through two stages:
The Preliminary Bid identifies the Venue, Date, General and Technical Co-Chairs, Technical Theme (workshops), and preliminary budget. The Final Bid includes a detailed budget for approval by the Board. It is recommended that Final Bids be made at the Annual Meeting of the Board. The Final Bid typically includes a request for a start-up loan.

6. Requests for Technical Co-sponsorship
The Conference Coordinator shall be the point of contact for requests for technical co-sponsorship. Such requests may also include a request for inclusion of the proceedings on IEEEXplore. The Conference Committee shall make a recommendation to the Board regarding approval of technical co-sponsorship and IEEEXplore. It is the responsibility of the Committee to seriously and critically assess each request, with a view to upholding the highest technical standards of the Society. Due to the volume of such requests, it is recommended to aggregate requests for periodic approval. In each instance, the following information should be communicated to the President for Board approval (which may be via an email vote):
(a) Conference Name, Venue, Date, URL (b) Conference General and Technical Chairs (c) Committee Recommendation. 

7. Record Keeping
The Conference Coordinator shall maintain online records of all Society sponsored meetings, including technically co-sponsored meetings. Records should be kept in a Board-only section of the Society content management system. For Society Workshops and Symposia, every version of the bid documents and budgets, along with every Status Report and Final Report (including “Ten-Point Report”) should be kept. Records should be kept for every request for technical co-sponsorship.

8. Workshop and Symposium Guidelines
The Conference Committee shall maintain guidelines for the preparation of proposals for ISIT and ITW. This shall include sample budgets from recent meetings, and a repository of “Ten-Point Reports”. These documents shall be kept in a publicly accessible area of the Society content management system.

9. Reporting
The Conference Coordinator or nominee shall report on all active Conferences at each Board meeting. Status reports should be obtained from each active Symposium or Workshop one month prior to the Board meeting. Representatives from approved meetings are not required to present at the Board meeting. It is recommended that only summary information for approved conferences be presented, highlighting any items requiring action. The individual status reports should be made available online to the Board. The Conference Coordinator will identify any new proposals prior to the Board meeting, and a representative of the bidding party shall present new proposals to the Board.

10. Conference Budget Preparation and Approval
The conference committee should assist prospective conference organizers in the preparation of their budgets. Budgets should be prepared using the standard IEEE spreadsheet. Access to budgets of recent Symposia and Workshops (as appropriate) is of great value in this process. Final recommendation on the budget is the responsibility of the Society Treasurer, with final approval required by the Board. 

11. Closing Conferences
Symposia and Workshops should be closed within 6 months of the event. Historically, this has been hard to achieve. It is the responsibility of the Society Treasurer to coordinate with conference organizers to close the books on Society sponsored Symposia and Workshops.
At the close of each Symposia or Workshop, the Conference Coordinator should request the organizers to complete a Final Report, including the “Ten-Point Report” (which aims to capture the most important details). 

12. Conference Committee Meeting
The conference committee should meet in person at least annually (typically at ISIT).

Calendar

	Date
	Task
	Remarks
	Bylaws Reference

	1 month before BoG meeting
	Contact current/future conference organizers for report
	
	

	2 weeks before BoG meeting
	Finish collecting reports/construct summary report for BoG meeting
	
	

	1-2 years before workshops
	Solicit potential organizers
	
	

	3-5 years before ISITs
	Solicit potential organizers
	
	


Discussion:  

Some attention needs to be paid to locations of symposia and workshops.  What is the generic rule for this? US/Europe versus Asia/elsewhere?

How do we avoid Workshops becoming “mini-ISITs”

Number of Workshops – typically two per year. Is this too many in light of meetings like Allerton, CISS, ITA? Also next point below…

Will the current “Financial Climate” affect Workshops and Symposia? We need to gain intelligence on attendance (perhaps from other IEEE meetings), and perhaps revisit budgets for forthcoming meetings. 

Composition of Technical Program Committees: Geographical, Gender and Early Career representation

IEEE Information Theory Paper Award

General Description:  Advertise paper award; coordinate support materials for nominated papers; coordinate voting process for final award winning paper.

Calendar:
	Date
	Task
	Remarks
	Bylaws Reference

	October of preceding year
	Put “Call for Nominations” in December Issue of Newsletter and IT website. 
	Example Call below
	

	January of award year
	Put “Call for Nominations” in March Issue of Newsletter and IT website. Solicit nominations also by email.
	
	

	April 30
	Nominations deadline

Distribute list of nominations to Awards Committee
	
	

	May1 – May 15
	Coordinate discussion of nominated papers

Conduct first round of voting via 

e-mail
	Example announcement of first round vote below
	

	May 15 – May 31
	Coordinate discussion

Conduct second round of voting via e-mail
	Example announcement of second round vote below
	

	May 31
	Complete second round of voting

Collect votes/select top 1-3 papers

Distribute results to committee members

If necessary, conduct third vote
	
	

	3 weeks before first BoG meeting after June 1st
	Submit to BoG list of up to three nominations with rationale 
	See notes below
	

	First BoG meeting after June 1st
	BoG votes for nominees by ballot

Paper with the most votes wins
	
	

	Any other deadlines to get checks to winners

To make announcements at ISIT or in Newsletter?
	
	
	


Discussion:  
1.
Example of Call for Nominations:

IEEE Information Theory Society Paper Award

The Information Theory Society Paper Award shall be given annually for an outstanding publication in the fields of interest to the Society appearing anywhere during the preceding two calendar years (xxxx-yyyy).

The purpose of this Award is to recognize exceptional publications in the field and to stimulate interest in and encourage contributions to fields of interest of the Society.  The award consists of an appropriately worded certificate(s) and an honorarium of $1,000 for single author papers or $2,000 split equally among the authors of multiply authored papers.

Nomination Procedure (from the bylaws):

The Awards Subcommittee shall take into account

All nominations submitted in response to the open call for nominations in the last two years;

The nominations supplied by the Publications Committee in the last two years;

Any nomination that its members may want to submit for consideration.

The Awards Subcommittee shall submit to the Board a list of up to three selected nominations for the Information Theory Society Paper Award at least 3 weeks in advance of the first Board meeting following June 1st of the award year, and shall enclose a rationale for each nominated paper explaining its contribution to the field.

The Board shall then vote for the nominees by ballot, conducted by the Society President or designee at the first Board Meeting following June 1st of the award year.  The paper receiving the highest total number of votes in the balloting shall be declared the winner of the Information Theory Society Paper Award.

Please send a brief rationale (limited to 300 words) for each nominated paper explaining its contribution to the field by Month Day, Year to the Society’s First Vice President: XXXXXXXXXXXXXXXX

(insert deadline for nominations?)

2.
Example of announcement of first round vote:

First Round Vote
The objective of this round of voting is to pare down the number of papers under consideration to 3-5 papers.

The vote will be "soft" in that each committee member will use a point system to indicate the strength of his or her vote(s).  Parameters of the voting:

a)
The voting is "secret" (i.e., to be transmitted only to me)

b)
Each committee member has five points to distribute amongst the nominated papers.

c)
You cannot assign more than three points to any one paper.

d)
You cannot assign fractional points.

e)
You must vote by May xx (e.g. May 10)

3.
Example of announcement of second round vote:

Second Round Vote
As we have already pared down the number of surviving papers to three; the objective of this vote is to order the finalists.  The result will be forwarded to the Board of Governors.  Parameters of the voting:

a)
The voting is "secret" (i.e., to be transmitted only to me)

b)
Each committee member has only a single vote.

c)
You must vote by May xx (e.g. May 20)

4.
Notes on nominations provided to BoG 3 weeks before meeting after June 1st

a)
For each nomination (up to three), provide a rationale for the nomination, explaining the contribution of the paper to the filed

b)
The name of the committee member contributing to a comment on each nominated paper should be suppressed

Joint IT/ComSoc Paper Award

General Description:  Advertise paper award; coordinate support materials for nominated papers; coordinate voting process for final award winning paper; work with members from ComSoc committee.

Calendar:
	Date
	Task
	Remarks
	Bylaws Reference

	March 1 of award year
	Appoint 2 IT members of Joint Paper Award Committee following the procedures
	Procedures noted below
	

	March 1 
	Nominated papers provided to Joint Paper Award Committee
	This date from below does not seem to jive with Hideki’s calendar
	

	March 15 – March 30
	Collect nominations from IT Society Award Committee
	
	

	April 1 – April 10
	Select 1-2 finalists 
	
	

	April 10
	Submit list of finalists with rationale to Joint Paper Award Committee
	
	

	April 15
	IEEE notified of winner(s)
	
	

	June
	Joint Paper Award Committee selects one or two winning papers
	
	

	No announcements at ISIT or in Newsletter for this award?
	
	
	


Discussion:  
1.
Procedures for Joint IT/ComSoc Paper Award

1)
Establish a Joint Paper Award Committee composed of two members appointed by the ComSoc Awards Board and two members appointed by the IT Awards Board.  Members will have a two-year term with the term of one member of each Society expiring in odd years and the term of one member of each society expiring in even years.  An adjustment will be required for the first two years of the committee.  The chairmanship of the committee will alternate yearly between the Societies.  All committee meetings and voting may be handled electronically.

2)
Each year by March 1, a nominating committee set up by the ComSoc editorial board selects one or two outstanding papers addressing both communications and information theory from ComSoc publications in the previous year as candidates for the Joint Paper Award.

3)
Each year by March 1, a nominating committee from IT selects one or two outstanding papers addressing both communications and information theory from IT publications in the previous year as candidates for the Joint Paper Award. (Details of the nominating committee to be supplied by IT).

4)
The nominated papers are submitted to the Joint Paper Award Committee on March 1 and winning papers are selected by April 10. Normally one paper would be selected but a maximum of two may be chosen in a year.  The committee also has the option of not selecting any award winning paper in a given year if they deem that no suitable papers have been nominated. Notice of the winner is given to IEEE for preparation of plaques, certificates and checks on April 15.

5)
Winners are notified and given the option to select the ComSoc or IT Symposium at which the award will be presented.

2.
Collecting nominations from ComSoc has proved challenging in the past.  It is suggested that the ``Call for Nominations’’ be advertised in the Newsletter and IT website as is done for the IT paper award.

Chair of  IT Fellows Evaluation Committee

General Description:  Evaluate nomination materials for IT members nominated for IEEE Fellow status.

Calendar:
	Date
	Task
	Remarks
	Bylaws Reference

	Fall of year prior to nomination
	Fellows evaluation committee begins to be formed
	
	

	January 31
	Fellows committee fully formed and reported to IEEE
	
	

	April 15
	IEEE forwards Fellows nominations to the chair of the IT Fellows committee
	
	

	June 1 (early June)
	E-mail exchange or committee meeting to evaluate nomination materials; rank candidates
	
	

	June 15
	Report to IEEE: candidates’ rank and evaluations
	
	


Discussion:  Evaluation methods are individual to each society and committee; however, the following two forms must be filled out (web address?):

1.
Society/Council Individual Evaluating Form (one per candidate), which includes an overall score.

2.
Society/Council Summary Form, which lists all candidates in ranked order, their assigned category (Extraordinarily Qualified, Highly Qualified,  Qualified, Marginally Qualified and Not Yet Qualified), and their assigned score.

If at all possible, a committee meeting where the members can gather to discuss the candidates and determine the final scores and rankings would be ideal, but to date has proven infeasible.

Members normally serve for three years, and two new members are usually appointed each year.  The Chair normally serves for three years.

Newsletter Editor

The Newsletter Editor is responsible for the content and timely print and distribution of the newsletter.  He/she solicits articles, reviews them and makes publication decisions.  Once an issue has been approved for printing, he/she sends it to the on-line editor for posting on the society website.

It is recommended that the Newsletter Editor participate in the IEEE Panel of Editors meeting. It is a 2 day event, Fri-Sat, where one can learn about new policies, procedures, services, etc., as well as how to be more effective as editor.  It is also the occasion to exchange ideas and experiences with other EiCs. 
All Issues

1. From the Editor

2. President’s Column

3. Historian’s Column (Tony Ephremides)

4. Puzzle Questions (Sol Golomb)

5. Puzzle Solutions (Sol Golomb)

6. Conference Calendar (ISIT, ITW, Turbo Symposium,  Globecom,  ICC, Allerton, CISS, etc.)

Other Contributions

1. Summary of Shannon Lectures

2. Summary of ISIT plenary lectures

3. Reflections on paper awards

4. Report on activities of Chapter of the Year

5. Report on activities of the Student Committee

6. BoG Minutes (from Secretary after they have been approved)

7. Individual Member Awards (these must be handled carefully and given a prominent position in the newsletter, ex: field medal, IEEE Fellows, election to national academies, etc.)

8. Workshop and conference reports

9. Treasurer’s corner

10. EiC’s corner

11. New Books

12. Call for Papers: special issues of the IT Transactions (receive from EiC)

13. Call for Papers: conference and workshops

14. Call for Nominations: IT awards and IEEE awards

No. 1 March

Deadlines (those actually change slightly every year and are communicated by IEEE in November):

· January 10:  Society Deadline

· January 20:  IEEE

· February 15:  Printer

Standard Articles, Contacts and Dates:

1. Joint IT/ComSoc Paper Award Reflection (invited by newsletter editor)

2. New IEEE Fellows (IT Society Members only, from chair of IT Fellows Evaluation Committee)

3. New IEEE Senior Members (IT Society Members only)

4. Call for Nominations: IEEE Awards (check IEEE webpage for nomination procedure updates)

5. Call for Nominations: IT Awards (once approved by the BoG, from 1st vice president)

No. 2 June

Deadlines (those actually change slightly every year and are communicated by IEEE in November):

· April 10:  Society Deadline

· April 20:  IEEE

· May 15:  Printer

Standard Articles, Contacts and Dates:

1.
BoG Meeting Minutes (from Secretary after they have been approved, BoG at ITW in spring)

2.
New books (from John Anderson)
3.
Call for Papers: Allerton

4.
Call for Papers: ISIT

No. 3 September

Deadlines (those actually change slightly every year and are communicated by IEEE in November):

· July 10:  Society Deadline

· July 20:  IEEE

· August 15:  Printer

Standard Articles, Contacts and Dates

1. ISIT Shannon Lecture (invited by newsletter editor, contact BEFORE ISIT)

2. ISIT Plenary Lectures (invited by newsletter editor, contact BEFORE ISIT)

3. Announcements of IT award, paper award, service awards, chapter awards, etc. (from vice presidents)

4. Report form chapter awarded `Chapter of the year’ (solicited by 2nd vice president)

5. BoG Meeting Minutes (from Secretary after they have been approved, BoG at ISIT in summer)

6. Call for Papers:  ISIT

7. Call for Papers:  ITW

No. 4 December

Deadlines (those actually change slightly every year and are communicated by IEEE in November):

· October 10:  Society Deadline

· October 20:  IEEE

· November 15:  Printer

Standard Articles, Contacts and Dates

1. IEEE Information Theory Paper Award Reflections (invited by newsletter editor)

2. BoG Meeting Minutes (from Secretary after they have been approved, BoG at Allerton in fall)

3. EiC’s corner (from EiC)

4. Treasurer’s corner (from treasurer)

5. Call for Nominations:  IEEE IT Paper and Joint IT/ComSoc Award, Shannon, Wyner awards (from 1st vice president)

6. Call for Nominations:  IEEE awards, medals, fellow, etc.

7. Call for Papers:  ISITA

Unresolved issues:

1. The Newsletter does not have a written editorial policy/mission statement.   This can make decisions concerning content difficult.

2. Is the Society going to maintain the Newsletter digital archive?

3. Is the Society going to transition to a Magazine?

4. How to increase the technical content of the Newsletter? 

Editor-in-Chief (revised 2008 by E. Biglieri)

Daily Tasks

· AE Assignments – this is done completely through Pareja, and needs to be done regularly.

· Routine correspondence (mostly email) – this often brings unpleasant surprises of egregiously delayed papers, furious authors, etc. It takes a lot of tact and patience to deal with these.  When it’s a complaint about a delayed paper, I usually stick to the script that it is the AEs responsibility, and offer to contact him or her to try to push.  In really bad cases, I offer to reassign the paper, but I try to avoid this as much as possible because it really is better to push the AE to finalize.

Monthly Tasks

· Set the table of contents. Nela sends to EiC the list of papers and a notice as to when she needs the Table of Contents (ToC).  We now group the papers under subject headings. This was done at the behest of the BoG. These headings change from issue to issue, as the composition of the issues changes. I usually try to find some particularly appealing paper to put first in each subheading, and then order the subheadings in a way that puts the most important or compelling papers first.  I also try to rotate which areas go first from month to month, and this usually works out naturally as the composition of the issues changes fairly dramatically from month to month.  The correspondences are not listed under headings, but I do apply the same grouping principle with them. This is really an art, and not a science.

· Proofread the title pages; here I originally proofread the abstracts and footnotes, but eventually I got to the point of only proofing the footnotes because Nela started giving me very little time to get it done; I suspect that this will continue.  I have noticed, though, that of late these have gotten considerably cleaner.  The usual kinds of errors are things like incorrectly listed conference names, errors in addresses, etc.   (One would think the authors would catch these, but they often don’t.)  There are often misspellings, which seem easy enough to catch, but some still make it through to this stage even after multiple proofreading by others.

· Receive monthly production reports (nothing to do here, really, but just file them away; they are helpful in preparing  reports to the BoG)

Every Few Months (Board of Governors meetings)

· EiC Report to BoG (submit a report for every BoG meeting)

· Attend BoG meeting if possible (the ISIT ones are most important)

· Request approvals of AE appointments, special issues, at BoG meetings or via email (in the latter case, ask the President to poll the BoG)

Annual Tasks

· For the January Issue

· Collect the paper award announcements & photos of the winners for Nela (IT Paper Award, Joint COM/IT Award); refer this to the Awards Chair, asking him or her to work directly with Nela on this.

· List of Current/Recent AE’s to be published in the January issue; I use the definition of “Recent” to mean those whose terms expired within the last two years (so, e.g., the ones published in the January 07 issue were those whose terms had expired after Jan. 1, 2005).

· ISIT

· AE Certificates (order a few months beforehand through the Society President)

· Editorial Board Dinner (arrangements usually through Symposium chair)

· Present AE Certificates at the Awards Luncheon

· There is usually an officers dinner on the Saturday before the BoG meeting

· Solicit IT paper award nominations; these are forwarded to the Society Awards Chair (i.e., the 1VP); ask the Newsletter editor to publish a call for nominations in the December and March issues of the Newsletter.  Also, ask the current and recent AEs for suggestions.  There is a place in Pareja where reviewer suggestions are collected as well.

· IEEE EiC Survey (this comes via email; previous EiCs don’t recall spending much time on this)

· IEEE Panel of Editors Meeting (attend if possible)

· Page budget estimate (this is done in conjunction with the Treasurer; the PEs have a formula for doing this)

· Solicit special issues (this is done informally by talking with people, and then asking for a  formal proposal when a good topic comes along)

· EiC Budget (EiC does not get much involved with this, as our staff did it)

Asynchronous

· AE Appointments (usually 3 years, sometimes “unscheduled” if AEs fall seriously behind) ; here it’s good to ask the outgoing AEs for recommendations, and also leading people in the area

· PE Appointments, 3 years; again it’s good to ask the existing PEs for recommendations – Previous EiCs have found all of their PEs this way. 

Other

· Problem AEs, papers – unfortunately, this takes a lot of time as some AEs are not very responsive to author inquiries, which then brings them to EiC. I inherited several problem AEs (none of whom I appointed, but who still have lingering papers). Once EiC realizes they are having trouble, he  replaces them as AEs, but they still have a lot of unresolved papers between them.  

· Appeals of AEs decisions (here I side heavily with the AE as it is really their responsibility to make a decision; also EiC is inundated if authors get the idea that they can go over the head of the AE; I take a fairly hard line here)

· Disciplinary actions/plagiarism cases.
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