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DIVISION IN FORMATION



Checklist of Activities
Special Interest Group Formation
Checklist of Activities

This checklist is for a prospective group’s internal use to check off the activities that have been completed and identify what remains to be done.  
STAGE I: ORGANIZE A STEERING COMMITTEE AND INITIATE A PETITION FOR FORMATION
 FORMCHECKBOX 
  Have held an organizational meeting. Date & Location: ___________________________
The following activates are usually completed at an organizational meeting(s) 
 FORMCHECKBOX 
  Identify a Steering Committee. The Steering Committee shall serve as the Board of the Division for a two-year “protected period.” 
Chair       
Chair-elect       
Council       
Secretary       
Treasurer       
Membership Committee Chair       
Technical Program Chair
      
 FORMCHECKBOX 
  Develop/document the area of technical or professional focus for the Division (a “scope”).


 FORMCHECKBOX 
  Defined name for the Division: _____________________________________________
STAGE II: SOLICIT PETITION SIGNATURES AND APPLY FOR FORMATION APPROVAL
 FORMCHECKBOX 
  Have the petition signed by 50 people, all of whom have indicated an interest in being a part of the Division activities for at least two-years. Petition signers need to be SPE members.

 FORMCHECKBOX 
   Confirm with Leadership Services when at least 50 signatures have been received

· SPE Staff will submit a request for Division Formation to the New Technology Committee and Divisions Committee for approval.
� The same person may hold the positions of Chair-elect and Technical Program Chair


� Must either be members of SPE or submit applications for membership upon signing the petition.
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