IEEE Canada Standing Committee Report

Fall/Spring Board Meeting 
Name, Committee Chair

Report on Activities since our Previous Meeting

Step 1 - Replace “Standing” by your committee name (for example “Student Activities” ) 

Step 2 - Replace Fall/Spring with the date of the meeting (for example “Fall, 2008)
Step 3 - Replace “Name” with your name 

Step 4 - Insert your items under the title “Report on Activities since our Previous Meeting”

Step 5 - Add other titles and content as appropriate – use Verdana 10 font only

Step 6 - save the completed file with a file name which is very specific

- e.g., publications committee report for Fall 2005 file name is pccfall05.doc

- use lower case only, use abbrev for Committees as listed below
Step 7 - email your report to Cathie Lowell as a Word attachment – DO NOT SEND PDF FILES!
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

	Abbr.
	Name
	Abbr.
	Name

	arc
	Awards & Recognition
	cas
	Canadian Atlantic

	scs
	Section Chapter Support
	ham
	Hamilton

	cjece
	Journal Editors
	kings
	Kingston

	conac
	Conferences 
	kw
	Kitchener/Waterloo

	cr
	Canadian Review
	lon
	London

	eac
	Education Activities 
	mtl
	Montreal

	es
	Electronic Newsletter
	nb
	New Brunswick

	gold
	Graduate of the Last Decade
	nfld
	Newfoundland & Labrador

	ir
	Industry Relations
	ncc
	Northern Canada

	lm
	Life Member Committee
	nsask
	North Saskatchewan

	md
	Membership Development 
	ott
	Ottawa

	na
	Nominations and Appointments
	pbh
	Peterborough

	os
	Other Societies
	qc
	Quebec

	pd
	Professional Development
	sm
	St. Maurice

	pc
	Publications and Communications
	sas
	Southern Alberta

	rsr
	Regional Student Representative
	ssask
	South Saskatchewan

	sac
	Student Activities 
	to
	Toronto

	trn
	Translation
	van
	Vancouver

	wm
	Webmaster
	vic
	Victoria

	wie
	Women in Engineering
	wp
	Winnipeg

	pres
	President
	
	

	vpres
	Vice President
	
	

	ppres
	Past President
	
	

	sec
	Secretary
	
	

	treas
	Treasurer
	
	


