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e \What is the L-31 form?

— It is a meeting report form that is filled online with IEEE.

— It is the official IEEE record of Section and Chapter meeting
activities.

— Itis used by IEEE HQ to calculate Section Rebates

— It may be used by Sections to determine Chapter financial
support

e What should I keep for my records?

— ELECTRONICALLY SUBMITTED FORMS ARE
SUFFICIENT for reporting requirements to IEEE Regional
Activities. A copy of the confirmation page can be printed
and kept for your Unit's records.

— Keep the sign-up sheets with you/your chapter archive along
with the copy of the L-31 record.
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e What should | report?

— REPORT ALL MEETINGS, even social events and administrative
meetings.

« Administrative - A meeting of the Section/Chapter/Affinity Group
Executive Committee to discuss Section/Chapter/Affinity Group
administrative matters. (for example- elections, Section function/activity
planning, etc.)

» Technical - A meeting of technical nature specific to the needs of the
Section/Chapter/Affinity Group. Technical Society Chapters must hold
and report a minimum of two technical meetings annually in order
to qualify for the rebate.

 Non-Technical - A non-technical meeting of a professional nature.
Perhaps a speaker discussing the current job market, preparing
resumes, etc. Also includes the following examples:

» A class held by the Section/Chapter/Affinity Group to educate the
attendees with subject matter of a non-technical nature. If the class is
of a technical nature, please report it as a technical meeting.

 An awards dinner, or other social event held for the members of the
Section/Chapter/Affinity Group.
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e What if our chapter has a joint meeting?

A form should be completed for each entity in order to count as two separate
meetings.

e Minimum Annual Meeting Requirements:

To earn a rebate and stay active, Chapters and Affinity Groups must report 2
technical meetings per year

« EMAIL a copy of your meeting report to your Section Secretary and
others by using the email field at the bottom of the form.
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“Promoting a World Class Volunteer Cormmumnity

IEEE Sections Congress, held every three years since 1984, provides IEEE Section leadership
with a priceless oppor to impact the future of the IEEE. Ris the ideal place to network
and share k | crease lership skills and a working knowledge of the IEEE: and
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Required Reporting

In order to maintain viability and to ensure that all geographic units are meeting the needs of
their members, each unit is required by the Regional Activities Board to submit annual reports
of the fallowing

1. Meeting activity
2. Current officers

3. FEinancial activity

The Section Secretary is responsible far ove
reports and the Section Treasurer far the financia
and Council officers: please see appropriate link on the

submission of the meeting and officer
Chapter, Affinity Group, Subsection
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Reports are due annually in the third week of February. ¥vhen all
approved, the Section will receive funding in the form of a Section Reb:
submitted by the February deadlineg, your Unit will eam an additional 1(
rebate. Units submitting reports later than 31 March 2006 will not
payment for 2005 activity.

Required Reportine

In order to maintain viability and to ensure that all
their members, each unit is required by the Regio
the following:

See the the current Rebate Schedule for a complete explanation of rer e
details. Meeting & Offic

Mew information - Summary of reports submitted for
Financial Report

» Summary of 1. Meeting activity

M‘"EW} 2. Current officers
e [isclosure

otatement (Mew)

3. Financial activity

» Geographic Unit The Section Secretary is responsible far overseeil
Financial reports and the Section Treasurer for the financial

Operations Review and Council officers: please see appropriate link ¢
{New)
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IEEE Meeting Report Form (L31)

)ﬁZ‘ Click here for L31 form & To view submitted reports

GUIDELINES:

SEE "Required Reporting™ PAGE FOR D INES.

ELECTRONICALLY SUBMITTED FORMS ARE S
|IEEE Regional Activities. A copy of the confirmation
nit's recards.

ICIENT for reporting requirements to
e can be printed and kept for your

REPORT ALL MEETINGS, even social events and administratMgmeetings. Click here for
explanation of meeting categories and how meetings are counted’

JOINT MEETINGS - a forrm should be completed for each entity in orde

separate mestings. FeoLArL o ML

menieng  |IEEE Meeting Report For

EMAIL 3 copy of your meeting re

count as twa

Gl ::ﬁ-{ Click here for 131 form & To wiew submitted reparts
art. GUIDELINES:

nity Group SEE "Required Reporting” PAGE FOR DEADLINES.

ELECTRONICALLY SUBMITTED FORMS ARE SUFFICIENT for

1zection [EEE Reygiunal Aclivilies. A cupy of e confirrnElion page cdn b
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* ATTENDANCE:

admission charge)

|IEEE Members

Guests

--- Select Category - D

Not case sensitive

* CATEGORY:
A
Was this meeting joint
Make Title of Paper 2:
I
Was this meeting part
Lecturers Program? Speaker:
All fie
Organization:
-+ & H 0
& SPO Title of Paper 1: Phone:
Speaker:
Select Address:
Parent| Organization:
{or)
Parent| Phone:
* Submitted by:
— * ..
58 Address: Email:
(Example: dsmith@ieee.org)
Email CC list:
Title of Paper 2 (Full email address, separated by commas) |
Example: mei@aol.com, ast@yahoo.com,
psti@opt.net
Speaker:
o DO NOT USE
COrganization: SEMICOLONS
— — Phone: 3
Elome :
Address:
@ Drane If wou would like to contact the Webmaster, email to [21-help@icee.org
@ Copyright 2002, Lakshmi B. Chekuri
(i 3Rhelo@iese om)
[ Madified. 1 Cot 2002 ) U
=
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0 Intemmet
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| 5AM FRANCISCO -~ PE31 - CHAFTER
S SAN FRANCISCO - GOLD - AFFINITY GROUP ‘—J‘—J ?l
| [SANTA CLARA WALLEY - SECTION o 4
- [SANTA CLARA, \@ B EE L E OO (OO ILET I EL L OTET J J ﬂl
L [SANTA CLARA T A . :
S ANTA CLARA .. File EEdlt" Wiew -’Fa\rontle_il Tlo"‘ills HP;lp ) i Address ééj http:ﬂewh.iee&?mici:bjnhl.fReportF;rrbg.pl - e e . Gir'_l é" .
SAMNTA CLARA Q
SANTA CLARA V- All tields with  are required fields
SAMNTA CLARA, _
SANTA CLARA, .
SANTA CLARA Y p1ak SPONSOR OF MEETING:
SAMNTA CLARA, ) o
CAMTA CLARA, Select from dropdown list which includes:
SANTA CLARAY Alfi Parent Section Mame - Subsection Mame -- CHAPTER / SUBSECTION f AFFINITY GROUP
(or]
SANTA CLARAY Parent Section Mame - SECTION
SANTA CLARAY  SP
SANTA CLARA SANTA CLARA VALLEY - SECTION
SANTA CLARAY Seleg
SAMNTA CLARAY Pare
or
gim¥i gﬁgi |(:ua)re ¥ MEETING DATE (M DDAYYYY): 1207 /2005
SAMNTA CLARA,
SANTA CLARA | | SA WAS THERE AN ADMISSION CHARGE? OYES © Mo ; - -
SAMTA CLARA : (detllon.alfoc;lld orf)aclllhr expenses with a3 meeting not considered an
SANTA CLARA aamission charge
gimi gﬁgi * ATTENDANCE: 0 [EEE Mernbers
SANTA CLARA, Guests
SANTA CLARA, b
* ATTEN " ] Administrative
CATEGORY: - Select Category —
} Woas this meeting joint with Student Branches? [Educational
CATE Was this meeting part of the Distinguished grnncf;easlslnnal
Was this Lecturers Program? Technical
Was this
Lecturery * Title of Paper 1:
Speaker:
* Title of Papel Ti
&) Done 5 Don'e Organization:
L3 ]
ﬂj Crone e Intermet
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Address:

i A Meeting Report was submitted on Thu Feb 9 17:23:57

*! Below is the meeting information:

" Section: SANTA CLARA VALLEY, Type: SECTION, Geocode: R60369

Pl ReclD: 979, SubName: SANTA CLARA VALLEY SECTION, SubCode:

Meeting Date: 12/07/2005, Category: Administrative

Was there an admission charge? No

Attendance: Members: 20, Guests: 0

Was this meeting joint with student branch(es)?: Yes _
Was this meeting part of the distinguished lecturers program?: No Copy of email

Title of Paperl: , Speakerl:

Title of Paper2: , Speaker2:

Submitted by: Ram Sivaraman

Email Address: ramsivaraman@ieee.org

Thank You for your submission,
IEEE.

If we

2o Note: Do not reply to this email address.
Send any correspondence to sec-rebate@ieee.org
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BEeport a Meeting

Record # : 1
Section: SANTA CLARA
VALLEY Type: CHAPTER

SubMame: APD3 JT.

SCV/OAK.E.BAY/SF SubCode: 06075

Attendance: IEEE
Members: 12

Meeting Date:
01/27/72005

Ifyouwould like to o0 | Title of Paper 1: Long
® Copyright 2002, L{ | Term Trends in

U3tnela@iees.om)|  |Pgckaging Technology
{ Modified: 1 Oot 200

Speaker: Joe Adam

Record # . 2
Section: SANTA CLARA
VALLEY Type: CHAPTER

SubMame: APD3 JT.

&) bone SCV/OAK.E.BAY/SF SubCode: 06073

@ Cone
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# |EEE HOME <= SEARCH IEEE

Membership Publications

= SHOP = WEB ACCOUMNMT

= CONTACT IEEE

Services Standards Conferences Careers/Jobs

CQuery Repors

* 9607 records are found in the Database as of Thu Feb 9 17:26:45 CDT 2006

* 214 records satisfy the query: Section equal to 'SANTA CLARA VALLEY'

Display of 50 Records [1 - 50], sorted by 'SubName' and ascending
order of "Meeting Date’

Geocode: R60369 RecID: 962

Was this meeting part of
the Distinguished Lecturers
Frogram?:

Was this meeting joint with
student branchi{es)?:

Attendance: Guests: 48 |Category: Technical

Title of Paper 2: Speaker:

Geocode: R60369 RecID: 962

Was this meeting part of
the Distinguished Lecturers
Frogram?:

Was this meeting joint with
student branchi{es)?:
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Summary:

e Filing the L-31
— Try to file it after a meeting and not have to rush in all the
L-31’s for the year at the very end.
— File for all meetings but especially technical meetings.

— Archive the reports and the sign-in sheets. Do not discard
them.

— Include the secretary of the Section/Chapter in the email
cc list

e L-31 Query

— Use this to check for L-31’s filed for your chapter.

e Questions

— Contact Dan Sparks at dan.sparks@ieee.org or
(415) 260-4613
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