CDM/ISEA WORKING GROUP’S

STANDARD OPERATING PROCEDURES


Working Group Meetings

· Prior to all Working Group meetings scheduled outside the annual workshop,  NAVSEA 04L531 is to be notified ahead of time.  04L531 will support as many meetings as possible.  

· Team leads are to forward the attendees list and action item updates resulting from these meetings to SEA 04L531 within a timely manner.

Working Group Recommendations

· All Working Group recommendations must be submitted to the entire community for review/comment prior to submission to SEA 04L531.

· Once all comments have been resolved, final draft recommendations are to be provided to SEA 04L531 along with a history file containing all comments received, who submitted them, and the resolution.  

· SEA 04L531 will submit all Working Group recommendations through the appropriate chop cycle for review/approval  

Working Group Status Briefs

· On the final day of the Annual Workshop, and at all Team Lead meetings, Each Working Group is required to present an action item Outbrief utilizing the attached template. 

