IEEE Canada Report

Fall/Spring Board Meeting 
Name, Executive Position
Report on Activities since our Previous Meeting

• 

•

•

•

•

Step 0 - this is a template for each committee chair to use in preparing reports
Step 1 - print a copy of this page 

Step 2 - recopy this Word file with a new file name (myreport_template.doc)
Step 3 - reformat your file myreport_template.doc by deleting everything from Step 0 line down
Step 4 - replace Executive Position by your position (for example secretary ) 

Step 5 - replace Fall/Spring with the date of the meeting (for example “Fall, October 2005)
Step 6 - replace “Name” with your name 

Step 7 - insert your items under the title “Report on Activities since our Previous Meeting”

Step 8 - add other titles and content as appropriate – use Verdana 10 font only

Step 9 - save the completed file with a file name which is very specific

- e.g., secretary report for Fall 2005 file name is secfall05.doc

- use lower case only, use abbrev for Committees as listed below
Step 10 - email your report to Cathie Lowell as a Word attachment
                most reports can be no longer that one full page (with margins set at ½ inch and 10 pt VDA)

The reason for this high degree of standardization is to (a) provide a consistent format for all reports which are to be stored on our web site as a complete archival record, and (b) to enable efficient processing by the Administrator to receive and post all reports before the deadline which is provided with the initial meeting information.
Meeting Agendas 

- will be placed on the web in the password protected “committee use only” directory 

- all reports will be posted as PDF files and linked
Abbreviations for report file names

ac
Advancement 
schc
Section Chapter Support

cjece
Journal Editors

conac
Conferences 

cr
Canadian Review

eac
Education Activities 

es
Electronic Newsletter

gold
Graduate of the Last Decade

irc
Industry Relations

lmc
Life Member Committee

mdc
Membership Development 

na
Nominations and Appointments

os
Other Societies

pdc
Professional Development

pcc
Publications and Communications

rsr
Regional Student Representative

sac
Student Activities 

std
Standards

spc
Strategic Planning

trn
Translation

wm
Webmaster

wie
Women in Engineering

Other Abbreviations:

pres
President

vpres
Vice President

ppres
Past President

sec
Secretary

treas
Treasurer
