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• 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 meetingIt is the official IEEE record of Section and Chapter meeting 

activities.
– It is used by IEEE HQ to calculate Section Rebates
– It may be used by Sections to determine Chapter financial t ay be used by Sect o s to dete e C apte a c a

support

• What should I keep for my records?What should I keep for my records?

– ELECTRONICALLY SUBMITTED FORMS ARE 
SUFFICIENT for reporting requirements to IEEE Regional p g q g
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 alongKeep the sign up sheets with you/your chapter archive along 
with the copy of the L-31 record.
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• What should I report?p

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

Ad i i t ti A ti f th S ti /Ch t /Affi it G• 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.)p g )

• 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 
t lif f th b tto 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: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 meetingof 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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• What if our chapter has a joint meeting?

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

• 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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• Where do I find the L 31 form on the Web?• Where do I find the L-31 form on the Web?

www.ieee.org
i /L31www.ieee.org/L31

(shortcut)
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Volunteers Section
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Required Reporting section 
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www.ieee.org/L31www.ieee.org/L31
Not case sensitive
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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
RecID: 979, SubName: SANTA CLARA VALLEY SECTION, SubCode: 
Meeting Date: 12/07/2005, Category: Administrativeg , g y
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 emailg p g p g

Title of Paper1: , Speaker1: 
Title of Paper2: , Speaker2: 
Submitted by: Ram Sivaraman

Copy of email

y
Email Address: ramsivaraman@ieee.org

Thank You for your submission,
IEEE.

Note: Do not reply to this email address.
Send any correspondence to sec-rebate@ieee.org
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Summary:Summary:

• Filing the L-31
Try to file it after a meeting and not have to rush in all the – 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 y / p
cc list

• L-31 Query
– Use this to check for L-31’s filed for your chapter.Use this to check for L 31 s filed for your chapter.

• Questions
– Contact Dan Sparks at dan sparks@ieee org or – Contact Dan Sparks at dan.sparks@ieee.org or 

(415) 260-4613
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