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Past TENCON Events

« 2005:
« 2006:
« 2007:
« 2008:
« 20009:

Melbourne
Hong Kong
Taipel
Hyderabad
Singapore

Future TENCON Events

« 2010:

« 2011
« 2012

Fukuoka (21-24 Nov. 2010), Japan

Fukuoka International Congress Center, Japan.

Indonesia
The Philippines
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REVENUES FROM TENCON SERIES

Income from TENCON Series (in USD)

TENCON 2005 Surplus to R10 = $15,171 (Melbourne)
TENCON 2006 Surplus to R10 = $13,829 (Hong Kong)
TENCON 2007 Surplus to R10 = $9,266.99 (Talipei)
TENCON 2008 Surplus to R10 = $5353.33 (Hyderabad)
TENCON 2009 = accounts not yet closed (Singapore)

< IEEE



PRESENTATION OUTLINE

CONFERENCE BASICS

ABOUT POCO

CONFERENCE BUSINESS SERVICES
CONFERENCE CONTRACTS

FROM THE ORGANIZER'S PERSPECTIVE
CONFERENCE FINANCE (Pete Staecker)
CONFERENCE PUBLICATIONS

OTHER ISSUES OF IMPORTANCE

< IEEE



Conference Basics:
Workshop for New
Conference Organizers

By

IEEE Panel of Conference Organizers (POCO)

< IEEE



What we have to share with

Conference Organizers?
IEEE- Panel of Conference Organizers (POCO)

« Conference Basics: Workshop for New Conference
Organizers — (74-page PPT) by POCO

« How to organize an IEEE Conference?: Checklist &
Timeline (14-page PPT) by POCO

You may download the following from:

http://www.ieee.org/web/conferences/organizers/required documentation.html

< IEEE



http://www.ieee.org/web/conferences/organizers/required_documentation.html

Try to attend POCO 2010

« The Panel of Conference Organizers (POCOQO) is the
annual educational and networking event for IEEE
Conference Organizers, Regional Conference
Coordinators, and the Vice Presidents of Conferences
for each society.

 Its purpose is to foster a sense of community among
IEEE Conference volunteers, offer seminars and
sessions to advance skill in coordinating an IEEE
Conference, and promote IEEE Conferences and the
flelds of science and technology among conference
attendees.

« There is no registration fee for POCO, and many
societies will reimburse travel and lodging expenses for
attendees. Meals are provided.

< IEEE



Example of POCO Workshop in
Seattle, Wa, USA - July 2008

USHERING IN A NEW ERA OF IEEE COMFERENCES

24-26 July 2008

Thursday 24 July, 1200 - 2000

1200 — 1300 Lunch

1300 - 1445 Conference Basics: Workshop For New Conference Organizers

(supplement: Conference Basics Handout)

(supplement: Conference Basics) (=slides plus audio)

1500 - 1700 Conference Strategy Meeting

1800 — 2000 POCO Meet and Greet Reception — Seattle Marriott Waterfront

Friday 25 July, 0700 — 2030
0700 — 0800 Breakfast

0800 - 0810 Welcome Jerry Engel Chair, Conferences Committee

0810-0950 IEEE COMFEREMCES: WHERE WE ARE — WHERE WE'RE GOING JEEE
Y



POCO 2008 Seattle — (Continued)

0810-0950 IEEE CONFERENCES: WHERE WE ARE - WHERE WE'RE GOING

(supplement: IEEE Conferences: Where We Are - Where We're Going) (slides +
audia)

The Value of IEEE Conferences to Industry (FOF) (FET)

J. Roberto de Marca Chair, TAB

MGA and Conferences (FDOF) (PFET)

Joe Lilie Chair, Member and Geographic Activities

State of the IEEE Conference Business (FOF)] [FFT)

Samantha Fadilla Staff Directar, Meetings & Conferences

The Year Ahead...

IEEE 125th Celebration & Fublic Visibility [FDFE) (FET

(supplement: Information about the 125th Anniversary mark)

Fresentations Online - Extending Your Conference Reach (FDF] [FFT)
John Vig, IEEE President-Elect
0945 - 1010 Break

— 1010 - 1100 GLOBAL CONFERENCE MANAGEMENT IEEE



POC02010
8-10 July 2010

(Panel of Conference Organizers)

2010 POCO

The fifth annual Panel of
Conference Organizers (POCO)
will be held 8-10 July 2010 at the
Washington Marriott, in
Washington D.C.,

USA. Registration information will
be provided in early 2010.




Purpose

« Help to orient new organizers from “the very beginning
to the very end”

< IEEE



Conference Business Services
(Pink related area on detailed checklist)

Coordinator, Conference Operations

Cheryl A Smith

IEEE Technical Activities

Conference Business Services Department
c.a.smith @ieee.org

Conference Organizers Home
Page http://www.ieee.org/conferences/conflink.html

To reach Conference Services

IEEE Conference Business Services
445 Hoes Lane

Piscataway, NJ 08854 USA

Phone: +1 732 562 3878

Fax: +1 732 981 1769
conference-services@ieee.orqg

Monday - Friday, 8:00 AM - 4:30 PM Eastern Standard Time @IEEE


http://www.ieee.org/conferences/conflink.html
mailto:conference-services@ieee.org
mailto:conference-services@ieee.org
mailto:conference-services@ieee.org
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START

24
MONTHS

Obtain
Sponsorship

24-18 18-15 15-12 12-9 9-6 6-4 4-3 2 6-4 DAYS
MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | WEEKS g CONFERENCE
Develop process/ : . Confirm
identit Create registration Launch i Deadline for z 4 -
Appoint ;:;2:":\3“;1‘:‘“ ':r:l Submit Conference | form e | regamationsin 5"'["’“""2':1 g;’;‘ Reviewroom | earlyregisration [ ©TSh :‘:f;z‘ef“ . Distribute surplus epae and
General Chair u Publication Form | registration service & block with hote Onsite matesil o
and Conference to obtain Letter of is Payment basadion against attendance R . . (Xplore CD and other media types) per LOA i
Committee . Acquisition (LOA) |  Card Industry g and contracts Send prefim. engtl'athl'l auiditor
Develop technical (PCI) compliant | Complete paper [ ccepted papers specifications to | Set-up registration
program, establish review process. conference site, | area, exhibit space, bank account & Audit Report
paper submission = Finalize technical - Order signage | information booth, submit proof of | for >$100K and/or
il " process and Registerfor | plan social activities program. Organize and and recognition office area Process IEEE OU total is
e deadlines PDFeXpress | and tour program, | Notify speakers. for Complete and products . Commvies Regisuation outstanding bills 1% £x0sponing
proposs (optional) if applicable tionof | print final program, Monitor members submit clean up
”";"’": m’;‘;"" Sonfaanca e e Bl P final staistics | (process refunds,
: ) §/pud d lessons receipts and i of
exhibitor prospectus, Establish a : Create and publish publications per |  and registration Ship final gei s Submit ep Accuracy
# appli Call For Pa Register for Send out RFPs Letter of Acquisition |  reminders rogram to leamed to OU balances due) | Repay all Loans
if applicable pers i IEEE for ground advanced program (Low) i
proceedi and finalize
Begin outreach Wﬂmm" contract, i Submit i
to educational i rder attendee Pre-Conference
9 88 Update conf IEEE if applicable Develop and . o
instions, | UPte conterence: | R gheaways, | e D, | forecast Monitor Daily et
corporations, page/link about speakergifts, |50 functions/onsite Activi
_govenmentand | cepiiroion | Create website andfor needs. ctivities
industry for support for paper conference shirts
and patronage submissions.
Work with paper
Apply for grants . management
for conference Es';gtis":,'” "“"“l"a’m‘ Determine Id
Sppor intemational s prefminary eshibitor Ho
attendees and space assignments, =
post on the if applicable Post co“fe'en_ce
conference website Wrap Up Meeting
Soomit omferece e ety
| reports from
IE':'W W:‘(!) hotels on
Bandauertes room block.
Review IEEE Submit Principles of|
Insurance coverage Comi
and determine Certificate and
Tdbort Conflict of Interest
coverage is Disclosu
required (POBC/COI) forms
Review tax Submit updated
tion to ccommittee fist
ensure IRS cnld
compliance Establish
VAT and GST bank account(s)
Request and obtain loan from OU, if needed
Pre-and Post Conference forecasts [Submit Pre- and Post- Conference forecasts by November 30th of each calendar year for accrual purposes.]
Secure W-8 and/or W-9 forms for tax compliance
1099 & 1042 Schedule of Payments [No later than January 10th of each year for all payments made in the previous calendar year]
Submit annual report on foreign bank accounts to IEEE Tax Dept. [No later than January 10th of each year for all in the vious calendar year
Promote CFP and
exhibit prospectus
at current year's
conference,
if applicable
o TIMELINE KEY
Conference Finance
Review and —
reconfirm hotel, Conference Publications
meeting space
and toom block [ conference Contracts
. Conference Business Services
Meet with previous
year's committee to Boldface = Required
discuss best practices| CIEEE Conference Business Services 2008

*Discsimer: This timedine s for planning purposes only.
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START

(Conference Business Services)

Policy 10.1.2 Sponsorship

Sponsorship relates to the responsibilities and
accountabilities of an organizational unit (OU) with
respect to financial, technical, publicity, and
administrative aspects of a conference. For a
conference to be considered an IEEE conference, it
must be sponsored by at least one IEEE OU.

< IEEE



START

(Conference Business Services)

Determine type of sponsorship

« Sole sponsorship

e Co-sponsorship

« Technical co-sponsorship/Technical cooperation

< IEEE



START

(Conference Business Services)

Apply for sponsorship from IEEE organizational units (OUs)
« Societies, Councils and Technical Communities
« Geographic Activities (Regions/Sections/Chapters)

< IEEE




(Conference Business

9 IEEE - TEEE Societies, Councils and Ted

START

nical Communities - Mozilla Firefox

Services)

— =] x|

File Edit %iew History Bookmarks Tools Help

@ - - @ X} ﬁ_l‘ | o AAwewnwe  ieee, orgfwveb fsocieties Aome findex. bitml |t\_]
IEEE Conference Search IEEE Req Docs IEEE - "How To" Ref ™= wachovia [l Lifehacker, tips and d...

Google I LI I Search vd|>@ %% Bookmarkse % Autolink T AutoFill (e Send tor S D) Settings~

4 IEEE

Horme | Shop | Join | myIEEE | Contact | Sitemnap | IEEE Xplore

[_searcn » |

% IEEE (oogle) [ IEEE (Ultrasesk]

The world's leading professional association
for the advancement of technology

About Us | Membership | Publications

Societies Home | IEEE Societies, Councils and Technical Communities

Conferences

Standards | Careers

Education

Volunteers

|EEE Home » |EEE Societies, Councils and Technical Communities

IEEE women in Engineering (WWIE)
Mewy Technology Connections Partal

2nline Communities f Technical
Collaboration

Standards WWorking SGroups

IEEE Biometrics Council

IEEE Council on Electronic Design
Automation

|EEE Council on SuperConductivity

IEEE Manotechnology Council

IEEE Sen=ors Council

IEEE Sy =tems Council

IEEE Technology Management
Council

Societies
IEEE Aerospace and Electronic
Systems Societ
IEEE Antennas and Propagstion
Societ:
IEEE Broadcast Technology Society

IEEE Circuit= and Systems Society

IEEE Communications Socisty
IEEE Componerts Packading, and

IEEE So
Communities

ties, Councils and Technical

Efé

Printer Friendly

Technical innovation and access to that information is a key value

of IEEE membership.

IEEE includes many unique technical

organizations, active in the areas of publications, conferences and
building technical cormrmunities,

Societies | Geographic Activities

Societies

IEEE Society).

Most IEEE rembers choose to add value
to their membership by joining one or
rmore IEEE Societies. Benefits include
access to current information,
opportunities to network with peers, and
enhancerment of the worldwide value of
your profession. Many IEEE Societies offer
their members online, full-text access to
their publications (awvailability wvaries by

IEEE Society field of interest staternents

IEEE Societies listed by IEEE Division

What do you want to do?
+  Find Societies: by Interest
= Join & Society
+ Find a Technical Conference

+ Browse Call for Papers
Deadines

+  Find Publications

= Get Manuscript Submission
Guidelings and Tools

Initiste Formstion of & Society
Initiste Formation of & Technical
Council

+  Become a Society Council
Wolurteer

Resources for Volunteers

+ Technical Activities (TABY

Featured Society

Done

< IEEE



START

(Conference Business Services)

IEEE - Geograpl ivities - Mozilla Firefox — =] x|
Eile Edit “iew History Bookmarks Tools Help

) @ - :‘/ - @ (F3%] ﬁ.l‘ | bt Afweaewe ieee.org fweb/geo_activities o medindes . html |bg]
i IEEE Conference Search IEEE Req Docs IEEE - "How To" Ref ™= wwachovia [l Lifehacker, tips and d...
Google IIEEE Sponsorship Chapter ;I |G search ~ 4|> &0 ¢ Bookmarkse % autolink ] autoFill (e Send tor A [ EEE [E] Sponsorship » ) settings-

Home | Shop | Jain | myIEEE | Sontact | Siternap | IEEE Xplore
IEEE The world's leading professional association _
4 for the advancement of technology

% IEEE (Soogle) © IEEE [(Ulrasesk)

About Us | Membership | Publications | Conferences

Standards | Careers | Education | Volunteers | Societies | Geographic Activities

Geographic Actitvities Home | USA, Canada & Latin America | Europe, Middle East, & Africa |nsia & Pacific | Student Branches

Geographic Activities Menu [EEE Home » Geographic Activities What do you want to do?

Usa, Canacda & Latin Americs .

Recruit “olurteers

Europs, Middle East & Africa Geographic ACtiVi ties l':ﬁ' = Learn about Sections Congress
il & PEEliie Frinter Friend) + Recognize Yolurteer
Student Branches (all Region=) Contributions

The IEEE is divided into ten geographic regions worldwide, \Within
those regions are 325 local Sections and with over 1,700 Technical
Chapters that unite local members with similar technical interests,

+  Discover mare on Chapters

“isit the IEEE Student
COoncourse

Geographic Unit Operations

Clickable Region Ma
H L] +  Explore ¥oung Professionals
activities

&

IEEE Sections Congress 2008

IEEE Sections Congress is a triennial gathering of Section leadership
sponsored by the Member and Geographic Activities Board., An event

which includes four days of working sessions and networking, Sections e
Congress involves hundreds of delegates from all ten Regions. At mylEEE
Zongress they learn how to utilize the resources of the IEEE to maximize
their effectiveness as IEEE wolunteer leaders. Workshop, panel and Username:l
tutorial sessions are held on topics of interest to the Sections.
Passwurd:l

Sections Congress is the one major meeting sponsored by the IEEE
which brings together the Institute's grassroots leadership so that they E:
log in

myIEEE

Have & cuestion or ides for z .
|EEE Member and Geographic Activities? can share ideas, concerns and solutions.

it r e e The Congress is also a forurmn where the Section Chairs speak as the Redizter tor an IEEE Wieb Account or

< IEEE




ART

(Conference Business Services)

W IEEE Engineering in Medicine and Biology Society

File Edt ‘View Hitory Bookmarks Took Help

P =10 ¥ TEEE U illa Firefox NEE]

File Edt ‘View Hitory Bookmarks Took Help

l@ M ;> - @ (%] m ‘D ttp: w2, org/conferences findex il M P] " |k\,] I@ M $ - @ kI m ‘D hittp: /vy, ieee.org.uk conferences. himl M b] " Google |k«.]
i IEEE Conference Search  [EEEReqDors  [EEE - "How To' Ref ™ Wachovia [[f Lifehacker, tips and d. i IEEE Conference Search  [EEEReqDors  [EEE - "How To' Ref ™ Wachovia [[f Lifehacker, tips and d.

Google |12 Sponsorship Chapter, = | G Search - &) ¥ Bookmarkse % Autclink & sutceil e Sendtor 4 (2] 1EEE (2] Spensarship » O settings Google | Microsystems ~| (G search - &) € Bockmarks  Autolink ] il [ Sendtor 4 (2 Microsystems () settings
| IEE-Geogr.. || IEEE-IEEEP.. . || IEEEEWH-R.. . 4p[EEERegion.. = IEEE-IEEES.. . IEEE-IEEESH‘@[ | TEEE Engine... EE | IEEE-GeographicActh.. . [EEE-IEEEPolies | [ | JEEEEWH-Regin7 . 4 IEEERegiond-IEEER., DIEE[UKRIEunfErEnEEsEE

Home  IEEE EMBS Conferences

IEEE EMBS Conferences

IEEE EMBS 30th Annual Intemational Canference
August 21-August 24, 2008

. ‘ancouver, Canada

] Click here for details.

‘ ‘ Mark Your Calendar!
)

>> Upcoming Conferences

>> EMBS Meetings

>> PastConferences

Sponsorship Opportunities

Obtaining suppottandior spansorship foryour next confierence I easy ffyou are
an IEEE EMBS metnber! For detalls, contact Jod Janiszewsk at the EWBS
Executive Offce. Note that there are standards for the subimis sion of papers t
allow [EEE ta index papers using IEEE Xplore.

Ifyou are requesting IEEE EMBS conference spansarship, please read the
following By-Laws of the EMB Saciety hefore contacting Ms. Janiszewski

Technical Co-sponsorship hy IEEE EMBS
The following guidelines apply to all parties entering inte a Technical Co-sponsar

N

IEEE Home | Shop IEEE | Join IEGE | mylEEE | Contact IEEE | IEEEKalore @IEEE

United Kingdom and Republic of Ireland Section [ Searcn? |

il
UKRI Home | apters £ 0OLD | Join UKRI | UKRI Cof

IEEE UKRI Conferences

Details of conferences that the Section spansors or co-sponsors can be found on the Everts page. For further
information, please contact the UKRI Conference Coordinator, Professar Manwan Al-Akaidi - e-mail. mma@idmuac uk

» Ahaut the Section
» Chapters of IEEE Technical Societies

» Committee and Contacts
» Conferences Agreement with IET

! » Documerts Under the terms ofthe Memorandum of Understanding hetween the IEEE and the [ET {formerly called the IEE), visiting

w Everts members ofthe [EEE can attend IET lectures and conferences atthe agrer [ET member rate. They can also use the
IET library, members' reading room and other facilities at Say don. See the IET webste for details of their
events and facilties

» Joining the Section

» News

» Shucerts
» GOLD (Graduates) The UKRI Section of IEEE oflen agrees to be associalEMwith International Conferences sponsored by ofher
arganisations (such as IET, BCS, 1oP, ete.). Normally such an association is limited to assistance with publicity and
with the technical programme, and is without financial regponsibiliy on the part of IEEE. The IEEE pravides exact
defnitions ofthe possbletypes of conference invalvemert

Conference Co-sponsorship

» Links

More details ahout the LKRI inTechnical C can be found inthe Conference Publicty Guide.

Forfurther infarmation, please contact Professor Marwan A-Akaidi - e-mail: mma@dnu ac uk

j UKRIHome | IEEE Home | Region & Home | UKRIChapters | Privacy & Security | Terms & Conditions

‘ hittp:/fwwwr.embs.org/conferences/index.himl

< IEEE



START

(Conference Business Services)

rowave Theory ar

File Edit ‘iew History Bookmarks Tools Help o
Ié ~ $ - @ kI @ ‘m hitty: /it org/index html M b] ‘v Google |k«,]
1 IEEE Conference Search  IEEEReqDocs  IEEE - "How To" Ref % Wachavia . Lifehacker, tips and d...

IEEE Spansorship Chapter . v | (Gl Search » 9 Bockmarkse 4 Autolink AutoFill Send tor 4 IEEE Sponsorship » Settings~
e p Chapt & p 5

{

IEEE - Gengraphi... | I

Recent AdCom Approvals for Technical Spensorship (June Adeom Meeting)

= 2008 Astan Pacific Microwave Conference (APMC 2008)

u 2009 Astan Pacific Microwave Conference (APMC 2009)

= 2008 Conference on M Methods in Theony
(MUET03)

= 2009 |EEE Radlar Conference (RADARCON 2009)

w2008 Workshop on Integrated Nondinear Microwave and Millimeter-wave Circults (INUINGC

IEEE - [EEE Policies | I | IEEE EWH - Regio... . I 4 [EEERegin B-1.. | | IEEE - IEEE Saci.. | | ™ IEEE Microwave... (3 L

Y

2008)
= [ntemational Conference on Wireless Systems: Computation, Assembiing, And
Compatibility (CAC 2008)
STUDENTS
A Heip for Conference Organizers (Request for MTT support.)
— = The IEEE Conference Workshop is available year-round as an information
ADMINISTRATI conference organizers. The content of sechions on Conference Bu
COMMITTEE Inswance have been recently updated. The workshop conft:
and includes 8 Question & Anawer section (Q&A) oiganizers to
subrait questions on the variols workshop topics cov ction is not realtime;
TECHNICAL however, answers to subrmitted questions are poste workshop on & schedulecd
COMMITTEES and timely basis.
The workshop can be accessed from the Conference Organizers page.
DISTINGUISHEI » Request for MTT support, Please fill out this form and send it to Ryan Miyamoto.
HICROWAVE For more information about Conferences and Symposta, or request for conference sponsorship, contact
LECTURERS _Id Committee Chair, Vijay Nair .
4| | B -
‘ Daore

icrosoft Word IR

File Edit View Ineert Format Tools Table Window Help Adobe PDF - Acrobat Comments Type a question for help » x

DEHRE0 YR RBF9 0 LiaE=@|aT w @il

P4 |Narma|

Dvae_;vé.!

]

108 -

B

e T2eee s A s A s A s Rl B B B B0 B i RGO

m IEEE Microwave Theory and Techniques Society

o
MTT-8" yesings & Sympoisa Committee

Application for MTT-S

P hip
Pleaze provide the following infarmation for conferences, symposia, or workshops that are petitioning for MTT-S
Financial and/or Technical (Co}-Sponsarship or Cooperative support. - Responses may be one or two lines, as
necessary, however, more cormplete inform ation is useful. (If Financial Sponsorship or Co-sponsorship is desired,
information should be more complete and a detailed financial analysis is needed.  For Technical or
Cooperative Suppott, a Conference Information Schedule, available at

hitp: ieee. org/portalicms_docs_iportal i hed.pdf

must be submitted upon approval of support by MTT-3.)

1.Full Name of Conference

Acronym {if any)

2. Date and place of Conferance, plus web address, if any.
(a) Date
(b) Location
(c) Vvebsite

3. Type of Sponsorship desired

Tipaw- k [amshapes- N\ N COOEH A B H Q- Z-A-=

=
zﬂﬁ!

] Page 1 Sec 1

/3 At 26020t Ln3  Coll REC TRK EXT OVR English (US.)

< IEEE



24 months BEFORE start date

(Conference Business Services)

« Contact and/or complete IEEE OU’s sponsorship
application, if available

* Obtain sponsorship

< IEEE




24-18 months BEFORE start date

(Conference Business Services)

* Appoint General Chair and Conference Committee

 Contact local IEEE Section of where the conference
will be held

< IEEE



24-18 months BEFORE start date

(Conference Business Services)

« Complete and submit Conference Information
Schedule & Committee List

|3 IEEE - Required Documentation for IEEE Conferences - Mozilla Firefox =1=] x| C i - o] x|
File Edit View Hitory Bookmarks Took Help -
!@ -2 @ M [= | G| vetrics For Intel. Systerms | 4|
IEEE Conference Search  IEEEReqDocs  [EEE - "How To" Ref 2% Wachovia [l Lifehacker, tips ard d...
Google |pam cold | (Glsearth -4 & % Bookmarkss ' Autolink ) AutFil @ Serdtor &[G, Pam [2] Gokd @ settings~
_| Behavioral Modeling and Simula. | IEEE - Conferences Organizatio., | EEE- Required Documentati... (3 | =

Conference Information Schedule

Home | Shop | Jain | mylEEE | Cantact | Sitemap | IEEE Xplore

The world's leading professional association ,—
IEEE ey eainaprtessonao [

(* 16€€ (Google) { IEEE (Ultraseek)

Welcome to the TFEE Conference Information Schedule!l This form will take approximately
10-15 minutes to complete, To expedite the process, please have the following information
with vou, conference title, dates, location, website URL, sponsorship, contacts and committee
lists (if available).

About Us | Membership | Publications | Conferences | Standards | Careers | Education | Volunteers [ Societies | Geographic Activities

Conferences Home | Find a Conference | Find a Meeting | Organize a Conference | Meeting & Conf Mgmt Svcs | Call for Papers T

Please enter your name, phone number and e-mail address to begin.

[EEE Home » Conferences » Organize a Conference

Resources for Conference

Organizers
. i ot - Reuued Documentafion for IEEE Name: | Phone | Email | Begin
Required Documentation for IEEE Conferences = Conferences

Printer Frisnds
Bricter Friendy | e conterences oraanization
Marual

+ IEEE Conference Ortanizers'
Dewsletter

+ IEEE Policy for Contersnces
+ Reference Materials

IEEE Conference Information Schedule

If you have any questions, please contact us:

« Completing the IEEE Canference Information Schedule will register your conference with IEEE
Conference Business Services. Submission ensures that your conference will be included in the IEEE
Conference Search database and the IEEE's Call for Papers listing. The Information Schedule is alsa

required to initiate the setup of budgsts, conference insurance and publishing.

[EEE Conference Business Services
445 Hoes Lane
Piscataway, N1 08854-4141
conference-services@ieee. org
+1 732 562 3878
8:00 &AM - 4:30 PM EDT

New! IEEE Muttimedia

+ Do you record speakers at your
conferences? Caplure siide
presentations, video, autlio? Do
you distribute your content in
podoasts, anline vides, o wikis?
if yes, wed lie to hear sbout
your experience. Plegse answer

IEEE Financial Reporting

« IEEE Financisl Web Forrm to submit financial data related to your conference. Be sure to have the hort d bl
: " y
conference recard nurmber assigned when you completed the Information Schedule. ashortsurvey and el us

o Templates of Contracts and Leqal Documnents Information on hotel and other contracts, including launeh a neyw mutimecia
crandard hotel eantracke with celeck Marth_marican chaine program for EEE Conferences

Dane Done

< IEEE



24-18 months BEFORE start date

(Conference Business Services)

ta.ieee.org - Organize a Conference : Conference Information Schedule  Mozilla

Conference Information Schedule & Committee List

Click here for Instructions Questions? Please contact +1 732 562 3878 or email
! conference-servicesdiees.org

To ensure a successful submission, please avoid copying and pasting data. See Instructions above for more

details.

* Required Field

GEMNERAL INFO

* Full Title: I
of
Conference
Conference — * Conference I - * Conference || =
ACronyim Start Date @ End Date
Conference I
Location
Country State / Province
City I— [Flease Select =1 52 * Estimated
Attendance
e * Conference
Conference Keywords
Scope 5-8 Keywords
{50 words (separated by
max) comimas)
Check all that apply
™ Application L i
Conference | I Scientific Exhibits No. of gﬁh'b'ts: if T il
Focus /Academic CYes @ MNo ID—; WEeriEs T Yes & MNo
I Other
Conference | | Sucholippodicing Call for
URL a Conference CYes ®MNo Papers LURL
Publication? L

| Done

< IEEE
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24-18 months BEFORE start date

(Conference Business Services)

Conference Information Schedule & Committee List
* Registers your conference with the IEEE

* Initiates insurance, budget and publishing processes
« Sponsorship Confirmation with IEEE OUs

« Policy 10.1.16 — Naming of IEEE Conferences

* Policy 10.1.17 — Use of the IEEE Logo

< IEEE



http://lwww.ieee.org/web/conferences/organizers/required documentation.html

Home | Shop | Join | myIEEE | Contact | Sitemap | IEEE Xplore

The world’'s leading professional association S ——
IE E E for the advancement of technology HEtam Sear: @

About Us | Membership | Publications | Conferences | Standards | Careers | Education | Volunteers | Societies | Geographic Activities

Conferences Home | Find a Conference | Find a Meeting | Organize a Conference | Meeting & Conf Mgmt | Call for Papers

Conferences Menu IEEE Home » Conferences » Organize a Conference Contact Computer Society
Find & Conference Conference Publizhing Services
- bk * Phone:+1 714 821 8380
— . . -
Organize a Conference Services Available to IEEE Conference __ L“f i t
. * E-mail: cpsiD puter.org
Confierence Set-up & Approval UI'IJBIIIZEI'S rinter Friendhy mail: cpsi@computer.or

Financial Management & Reporting

e These departments within IEEE offer services to IEEE Conference | o oo eXPress Conference

0 ) t iti " Publizhing
Conference Publications rganiZers at compettive rates.
* Phone: + 1 732 562 3850
Registration . On this page: . E-mail
Panel of Conference Organizers ) conferencepublishingi@iess. org
(POCO) o Computer Society Press
Conference Organizers’ Manual » eXpress Conference Publishing
: : # Internal & Operations Audit Contact Meeting & Conference
Reguired Documentation e Meeting & Conference Management Management
iti Teleconferencing Services
Additional Resources . 9 : - Phone: +1 732 981 3428
» Web Conferencing Services

Services . ) .
* E-mail. mcminfo@iess.org

Browse Call for Papers

Buy a Conference Proceeding

Computer Society Press Contact Vieb Conferencing
Services
www.computer.org/cps * Phone: +1 732 981 3441

* Email. web-confi@iese.org

The IEEE Computer Society's Conference Publishing Services (CPS)
produces high-guality, peer-reviewed conference publications in print,
digital and online products. Qur mission is to utilize the CPS staff’'s 60+
years of aggregated experience to make the whole publishing process a=s
=imnle and nain-free a= nns=ihle for conference=s while nrodocinn the



http://www.ieee.org/web/conferences/organizers/required_documentation.html
http://www.ieee.org/web/conferences/organizers/required_documentation.html

LIST OF 2009 IEEE R10 Conferences In
www.leee.org calendar of events- some examples

2009 First International Conference on COMmunication Systems And
METworks (COMSNETS 2009)

05 Jan - 10 Jan 2009

2008 International Bhurkan Conference on Applied Sciences and
Technology (IBCAST)

05 Jan-08 Jan 2009

2009 International Conference on Web Intelligent Systems (ICWIS) 03 Jan - 10 Jan 2009

2008 International Conference on Emerging Trends in Computing JCETICY 08 Jan- 10 Jan 2008

2009 Asia-Pacific Magnetic Recording Conference (APMRC) 14 Jan - 16 Jan 2009

2008 Asia and South Pacific Design Automation Conference ASP-DAC
2009

19 Jan - 22 Jan 2009

2009 Australian Communications Theory Warkshop (AusCTVW) 04 Feb- 06 Feb 2009

2005 15th Korea-Japan JointWaorkshopon Frontiers of Computer Vision
(FCV2000)

05 Feb - OF Feb 2005

20058 IEEE International Conference on Industrial Technology- (ICIT) 10 Feb- 13 Feb 200G

< IEEE
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24-18 months BEFORE start date

(Conference Business Services)

onference Information Schedule & Committee List

« Conference number
« |EEE Conference Search

3 IEEE - Search for IEEE Conferences - Mozilla Firefox

— =] x|

File Edit View History Bookmarks Tools  Help

<= - 00 - @ L (3% | htprfAwwwisss.org/web/conferences fsearch/indes htmi =) |

=9

IEEE Conference Search IEEE Req Docs IEEE - "How To" Ref ™= wachovia [l Lifshacker, tips and d...

Google [1EEE sponsorship Chapter . ~| |Gl Search - | &2 €% Bookmarks- & Autolink ) AutoFill (e Send m- < [E] IEEE [EL Sponsorship >

Home | Shop | Join | myIEEE | Contsct | Sitemap | 1EEE Xpiore
The world's leading professional association

for the advancement of technology |_Search ® |

& IEEE (Soogle) © IEEE (Ultrase=k)

|EEE Home » Conferences » a Conference

How to Search

Provide =t least one search
Search for IEEE Conferences criteria in the search form, then
click "Submit "

NMeed additionsl help?

Submit | Start Over
About the Database
Selecta Month |~ The IEEE Gonference Databass

includes hundreds of mestings run

by, or in assosiation with, the IEEE
Selecta vear >

This information is compiled by EEE
Confersnce Services, based
Conference keyword: intormation provided by the
(Enter ane Conference canference sponsars and
keyword or one organizers

acronyr.]

Sponsors include Technical

— Societies, geographic Regions, and

specislized Boards/Committess.

city

State/Province | Select a State/Province

Done

) Settings-

< IEEE



24-18 months BEFORE start date

(Conference Business Services)

= Browse Call for Papers Deadlines

3 IEEE - Browse Call for Papers Dead|

File Edit View Hitory Bockmarks Took Help

l@ - - @ ([ mopww.dese.orgaweb/conferences,callfarpapers ndex.nml =9
Y IFFE conference Search  [FFEReqDocs IEEE - "How To® Ref % Wachavia [ Lifehacker, tps and d.
Coogle [1EEE Spororship Chapter. —| |G Search - 4 & € Bookmarks- S Aumlink ) AutoFil e Send - <0 (S 1EEE (2] Sponsorship » @ settings-

Home | Shap | Jain | myIEEE | Contact | Sitemap | IEEE Xpiore

The world's leading professional association
O IEEE v B > |

@ 1eee (Google) 7 TEEE (Ultraseck)

About Us | Membership | Publications | Conferences | Standards | Careers | Education | Volunteers |Societies | Geographic Activities

Conferences Home | Find a Conterence | Find s Meeting | Organize a Conference | Meeting & Conf Mgt Svcs | Call for Papers:

IEEE Home » Conferences » Call for Papers How to Browse

. To fiter the Call for Papers listing,
Browse Call for Papers Deadlines ether select a Date Range or
N select a Sponsor, then cick
Within the next: et
- i
[ Quick fiter by submission deadline date range v ] [ susm | Results are displayed

“OR- chronologically, serted by the
conference dates.

By sponsor:
[Quick fiter by IEEE Society. Council or other IEEE resource

About the Database
The IEEE Gonference Database
2008 Conference on Optoelectro nic and Microelectronic Materi als & Devices includes hundreds of meelings run
(COMMAD) by, or in assaciation wi, the IEEE
28 3ul - 01 Aug 2008

Canference Location: Sydney, Australia

Sponsered By: Electron Devices Secisty - ED, Lasers and Electro-Opties Society - LEO
Abstract Submission Deadline: 15 Feb 2008

Final Paper Submission Deadline: 08 Aug 2008

Subrmission Details

Conference Details

Call for Papers deadines included
inthe database are compiled by
[EEE Conference Services, based
on information provided by the
conference spansors and
arganizers.

Sponsors inclue Techrical
Societies, qeorpraphic Recons, and

Daore

= Updates/changes can be e-mailed to conference-
services@ieee.org

< IEEE



Conference Business Services
Need Help?

Coordinator,

Conference Operations

Cheryl A Smith

IEEE Technical Activities

Conference Business Services Department
c.a.smith @ieee.org

Conference Related General Inquiries
Phone: +1 732 562 3878
E-mail: conference-services@ieee.orq

& IEEE
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24-18 months BEFORE start date

(Conference Contracting)

« Set Forth The Relationship Of All Parties

Establish Memorandum of Understanding (MOU)
[if applicable]

« Contact Conference Management Company
Enter into contract negotiations [if applicable]

« Select Site
Enter into contract negotiations [if applicable]

< IEEE



Conference Contracts

MOUSs Policy and Templates
Hotel Contracts

< IEEE



Need Help?

(Conference Contracts)

Templates of Contracts and Legal Documents
www.leee.org/web/conferences/organizers/contracts.html

MOUSs
http://www.ieee.org/web/conferences/organizers/MOU . .html

E-mail: conference-contracts@ieee.orq

< IEEE
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Organizers Perspective

Planning Your Conference Event

< IEEE



From the Organizers Perspective
(White related area on detailed checklist)

Manager, Conference Planning
Meeting & Conference Management

< IEEE
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START

24
MONTHS

Obtain
Sponsorship

24-18 18-15 15-12 12-9 9-6 6-4 4-3 2 6-4 DAYS
MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | WEEKS g CONFERENCE
Develop process/ : . Confirm
identit Create registration Launch i Deadline for z 4 -
Appoint ;:;2:":\3“;1‘:‘“ ':r:l Submit Conference | form e | regamationsin 5"'["’“""2':1 g;’;‘ Reviewroom | earlyregisration [ ©TSh :‘:f;z‘ef“ . Distribute surplus epae and
General Chair u Publication Form | registration service & block with hote Onsite matesil o
and Conference to obtain Letter of is Payment basadion against attendance R . . (Xplore CD and other media types) per LOA i
Committee . Acquisition (LOA) |  Card Industry g and contracts Send prefim. engtl'athl'l auiditor
Develop technical (PCI) compliant | Complete paper [ ccepted papers specifications to | Set-up registration
program, establish review process. conference site, | area, exhibit space, bank account & Audit Report
paper submission = Finalize technical - Order signage | information booth, submit proof of | for >$100K and/or
il " process and Registerfor | plan social activities program. Organize and and recognition office area Process IEEE OU total is
e deadlines PDFeXpress | and tour program, | Notify speakers. for Complete and products . Commvies Regisuation outstanding bills 1% £x0sponing
proposs (optional) if applicable tionof | print final program, Monitor members submit clean up
”";"’": m’;‘;"" Sonfaanca e e Bl P final staistics | (process refunds,
: ) §/pud d lessons receipts and i of
exhibitor prospectus, Establish a : Create and publish publications per |  and registration Ship final gei s Submit ep Accuracy
# appli Call For Pa Register for Send out RFPs Letter of Acquisition |  reminders rogram to leamed to OU balances due) | Repay all Loans
if applicable pers i IEEE for ground advanced program (Low) i
proceedi and finalize
Begin outreach Wﬂmm" contract, i Submit i
to educational i rder attendee Pre-Conference
9 88 Update conf IEEE if applicable Develop and . o
instions, | UPte conterence: | R gheaways, | e D, | forecast Monitor Daily et
corporations, page/link about speakergifts, |50 functions/onsite Activi
_govenmentand | cepiiroion | Create website andfor needs. ctivities
industry for support for paper conference shirts
and patronage submissions.
Work with paper
Apply for grants . management
for conference Es';gtis":,'” "“"“l"a’m‘ Determine Id
Sppor intemational s prefminary eshibitor Ho
attendees and space assignments, =
post on the if applicable Post co“fe'en_ce
conference website Wrap Up Meeting
Soomit omferece e ety
| reports from
IE':'W W:‘(!) hotels on
Bandauertes room block.
Review IEEE Submit Principles of|
Insurance coverage Comi
and determine Certificate and
Tdbort Conflict of Interest
coverage is Disclosu
required (POBC/COI) forms
Review tax Submit updated
tion to ccommittee fist
ensure IRS cnld
compliance Establish
VAT and GST bank account(s)
Request and obtain loan from OU, if needed
Pre-and Post Conference forecasts [Submit Pre- and Post- Conference forecasts by November 30th of each calendar year for accrual purposes.]
Secure W-8 and/or W-9 forms for tax compliance
1099 & 1042 Schedule of Payments [No later than January 10th of each year for all payments made in the previous calendar year]
Submit annual report on foreign bank accounts to IEEE Tax Dept. [No later than January 10th of each year for all in the vious calendar year
Promote CFP and
exhibit prospectus
at current year's
conference,
if applicable
o TIMELINE KEY
Conference Finance
Review and —
reconfirm hotel, Conference Publications
meeting space
and toom block [ conference Contracts
. Conference Business Services
Meet with previous
year's committee to Boldface = Required
discuss best practices| CIEEE Conference Business Services 2008

*Discsimer: This timedine s for planning purposes only.
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18 - 15 months BEFORE start date

(Organizers Perspective)

Send RFP to Exhibit Decorators & Develop exhibitor
prospectus

Reach out to Educational Institutions, Corporations,
Government & Industry for support

Apply for Grants

< IEEE



15 -12 months BEFORE start date

(Organizers Perspective)

ldentify Paper Management System

Determine Technical Program & Establish abstract/paper
deadlines

Establish Call For Papers

Update Conference Website with CFP

< IEEE



15 -12 months BEFORE start date

(Organizers Perspective)

Establish Visa Process (encourage attendees to apply
for visas early)

Promote CFP and Exhibitor Prospectus at the current
year’s conference

Review and confirm hotel meeting space and room block
IS still accurate based on history

Meet with previous year’'s conference committee to
discuss best practices

< IEEE



12 - 9 months BEFORE start date

(Organizers Perspective)

« Create website link for paper submission site. Make
sure to clearly publicize:
« Paper Submission Criteria & Instructions
* Publication Schedule & Deadlines
» Copyright Agreement
« FAQ’s
« e-notice mailing (if approved)

< IEEE




O -6 months BEFORE start date

(Organizers Perspective)

Create Registration form & establish registration
collection that is PCI compliant

Plan social activities & tour program

Send out RFP’s for ground transportation

< IEEE



6 —4 months BEFORE start date

(Organizers Perspective)

« Launch Registration Site

« Complete paper review process, finalize technical
program, notify speakers

« Create & publish Advanced Program

< IEEE



4 - 3 months BEFORE start date

(Organizers Perspective)

Solicit bids from printers and/or CD manufacturers based
on accepted papers

Order attendee giveaways, speaker gifts and other
conference gift items

Determine preliminary exhibitor space assignments

Request weekly reports from hotels

< IEEE




2 months BEFORE start date

(Organizers Perspective)

Review room block with hotel against attendance and
contracts

Complete & print final program, advertising & registration
reminders

Develop & finalize volunteer job functions/onsite needs

< IEEE




6 - 4 weeks BEFORE start date

(Organizers Perspective)

Early Registration Deadline
Send preliminary specs to venue/hotel
Ship Final Program to conference site

Submit Pre-Conference Forecast

Review shipping dates, customs if applicable (allow
enough time to ship materials to conference)

< IEEE



2 days BEFORE start date

(Organizers Perspective)

« Confirm onsite logistics
* Venue/Hotel
* Meet with suppliers/vendors (i.e.. transportation company)
« Meet with committee/volunteers to review onsite responsibilities

« Set-up registration area, exhibit space, information booth
& office area

< IEEE




During Conference
(Organizers Perspective)

Onsite Registration
Monitor Budget
Monitor daily activities

Hold Post Conference/Wrap Up Meeting with
« Committee

* Venue/Hotel

« Other Vendors

< IEEE



AFTER

(Organizers Perspective)

1 Week After end date

« Committee Members submit final statistics and lessons
learned to Conference Chair

20 Days After end date

* Registration clean up process (process refunds, receipts,
balance dues)

< IEEE



1 Month AFTER end date

(Organizers Perspective)

* Process Outstanding Bills
« Update Conference History

< IEEE



Need Help?

(Organizers Perspective)

IEEE Meeting & Conference Management
http://www.ieee.org/go/mcm

E-mail: mcm-info@ieee.orq

< IEEE
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Conference Finance
(Green related area on detailed checklist)

Supervisor
Conference Finance

Pete Staecker
|IEEE Treasurer

< IEEE
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START

24
MONTHS

Obtain
Sponsorship

24-18 18-15 15-12 12-9 9-6 6-4 4-3 2 6-4 DAYS
MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | MONTHS | WEEKS g CONFERENCE
Develop process/ : . Confirm
identit Create registration Launch i Deadline for z 4 -
Appoint ;:;2:":\3“;1‘:‘“ ':r:l Submit Conference | form e | regamationsin 5"'["’“""2':1 g;’;‘ Reviewroom | earlyregisration [ ©TSh :‘:f;z‘ef“ . Distribute surplus epae and
General Chair u Publication Form | registration service & block with hote Onsite matesil o
and Conference to obtain Letter of is Payment basadion against attendance R . . (Xplore CD and other media types) per LOA i
Committee . Acquisition (LOA) |  Card Industry g and contracts Send prefim. engtl'athl'l auiditor
Develop technical (PCI) compliant | Complete paper [ ccepted papers specifications to | Set-up registration
program, establish review process. conference site, | area, exhibit space, bank account & Audit Report
paper submission = Finalize technical - Order signage | information booth, submit proof of | for >$100K and/or
il " process and Registerfor | plan social activities program. Organize and and recognition office area Process IEEE OU total is
e deadlines PDFeXpress | and tour program, | Notify speakers. for Complete and products . Commvies Regisuation outstanding bills 1% £x0sponing
proposs (optional) if applicable tionof | print final program, Monitor members submit clean up
”";"’": m’;‘;"" Sonfaanca e e Bl P final staistics | (process refunds,
: ) §/pud d lessons receipts and i of
exhibitor prospectus, Establish a : Create and publish publications per |  and registration Ship final gei s Submit ep Accuracy
# appli Call For Pa Register for Send out RFPs Letter of Acquisition |  reminders rogram to leamed to OU balances due) | Repay all Loans
if applicable pers i IEEE for ground advanced program (Low) i
proceedi and finalize
Begin outreach Wﬂmm" contract, i Submit i
to educational i rder attendee Pre-Conference
9 88 Update conf IEEE if applicable Develop and . o
instions, | UPte conterence: | R gheaways, | e D, | forecast Monitor Daily et
corporations, page/link about speakergifts, |50 functions/onsite Activi
_govenmentand | cepiiroion | Create website andfor needs. ctivities
industry for support for paper conference shirts
and patronage submissions.
Work with paper
Apply for grants . management
for conference Es';gtis":,'” "“"“l"a’m‘ Determine Id
Sppor intemational s prefminary eshibitor Ho
attendees and space assignments, =
post on the if applicable Post co“fe'en_ce
conference website Wrap Up Meeting
Soomit omferece e ety
| reports from
IE':'W W:‘(!) hotels on
Bandauertes room block.
Review IEEE Submit Principles of|
Insurance coverage Comi
and determine Certificate and
Tdbort Conflict of Interest
coverage is Disclosu
required (POBC/COI) forms
Review tax Submit updated
tion to ccommittee fist
ensure IRS cnld
compliance Establish
VAT and GST bank account(s)
Request and obtain loan from OU, if needed
Pre-and Post Conference forecasts [Submit Pre- and Post- Conference forecasts by November 30th of each calendar year for accrual purposes.]
Secure W-8 and/or W-9 forms for tax compliance
1099 & 1042 Schedule of Payments [No later than January 10th of each year for all payments made in the previous calendar year]
Submit annual report on foreign bank accounts to IEEE Tax Dept. [No later than January 10th of each year for all in the vious calendar year
Promote CFP and
exhibit prospectus
at current year's
conference,
if applicable
o TIMELINE KEY
Conference Finance
Review and —
reconfirm hotel, Conference Publications
meeting space
and toom block [ conference Contracts
. Conference Business Services
Meet with previous
year's committee to Boldface = Required
discuss best practices| CIEEE Conference Business Services 2008

*Discsimer: This timedine s for planning purposes only.
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24-18 months BEFORE start date

(Conference Finance)

 Review IEEE Insurance coverage (determine if
additional coverage is required)

 Review tax information to ensure IRS and
International compliance-VAT (Value Added
Tax) and GST (Goods and Services Tax)

< IEEE



15-12 months BEFORE start date

(Conference Finance)

Submit conference budget with written IEEE OU approval(s) for IEEE headquarters
review and approval

— Example: 2 IEEE OUs and 1 outside entity financially sponsoring. An email from each
of the 2 IEEE OUs needed stating approval.

General Chair and Finance Chair/Treasurer must complete and submit POBC/COI forms

Submit updated committee list, if applicable
— If updates were made since previous submission
— If not submitted with information schedule

Committee list facilitates insurance coverage of individuals acting on behalf of the
conference

Establish conference bank account for receipt and disbursement of conference funds
— Concentration Banking
— Local Bank in Conference Name:
« Template: The IEEE, Inc., d/b/a Year IEEE Conference Title
Example: The IEEE, Inc., d/b/a 2008 IEEE POCO
— University Ledger account etc.
» Fiscal MOU needed

< IEEE



Up to the conference
(Conference Finance)

 Request and obtain loan from IEEE sponsoring
Organizational Unit (OU), if needed

— |IEEE OU sends email to conference-finance@ieee.org
stating:
« Amount of loan
 Where it is to be sent

« Type of transfer
— Check
— Wire
— Transfer from IEEE GL to CB account
— Wire Transfer Request form can be used
» Accessible on Required Documents web page

http://www.ieee.org/web/conferences/organizers/required
_documentation.html

< IEEE



By November 301" each year
(Conference Finance)

e Submit Pre or Post forecast
— Online financial web form

< IEEE



Between set up and close of conference
(Conference Finance)

« Secure W-8 and/or W-9 forms for tax compliance

Individuals receiving payment from IEEE must complete either a
W-8 and/or W-9 forms.

< IEEE



No later than January 10th of each year
(Conference Finance)

Complete 1099 and 1042 schedule of payment forms for all
payments made in the previous calendar year. If no
payments were made, 1099 and 1042 should still be

submitted indicating "NONE”
— 1099 for all conferences worldwide
— 1042 for U.S. conferences only

Submit annual report on foreign bank accounts to IEEE Tax
Dept.

— Name and address of bank
— Amount in the account
— Interest earned for the year

< IEEE



0-4 weeks BEFORE start date

(Conference Finance)

 Submit Pre Conference forecast
(unless already done during last quarter of the calendar
year)

1 month AFTER end date

 Repay all loans

« Submit Post Conference forecast
(unless already done during last quarter of the calendar
year)

< IEEE



3 months AFTER end date

(Conference Finance)

Distribute surplus
(to all financial sponsoring entities)

Close conference bank account & submit proof of
account closure

— Examples:

« CB account
— Destroy Check form
« Local Bank account
— Last statement showing zero balance

« University ledger account
— Letter stating account is closed

< IEEE



4-5 months AFTER end date

(Conference Finance)

 Prepare and submit all audit material to
Independent auditor

< IEEE



3-6 months AFTER end date

(Conference Finance)

« Submit Final Financial report with Certification of
Accuracy
(Also submit copy of audit report if outside auditing
firm conducted the audit)

< IEEE



Presentations on Conference Finance
at POCO Series

Finances and Closing
Your Conference

(Topic covered during
General Session)

Finance Intensive
Conference Workshop

Two, 1-hour sessions held

< IEEE




Need Help?

(Conference Finance)

Kevin Uherek
Direct Phone: +1 732 562 3876
k.uherek@ieee.orq

Conference Related General Inquiries
Phone: +1 732 562 3876
E-mail: conference-finance@ieee.org

< IEEE
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(Orange related area on detailed checklist)

Strategic Program Development
Sr. Manager, IEEE Meetings & Conferences

< IEEE
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Appoint ;:;2:":\3“;1‘:‘“ ':r:l Submit Conference | form e | regamationsin 5"'["’“""2':1 g;’;‘ Reviewroom | earlyregisration [ ©TSh :‘:f;z‘ef“ . Distribute surplus epae and
General Chair u Publication Form | registration service & block with hote Onsite matesil o
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Develop technical (PCI) compliant | Complete paper [ ccepted papers specifications to | Set-up registration
program, establish review process. conference site, | area, exhibit space, bank account & Audit Report
paper submission = Finalize technical - Order signage | information booth, submit proof of | for >$100K and/or
il " process and Registerfor | plan social activities program. Organize and and recognition office area Process IEEE OU total is
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# appli Call For Pa Register for Send out RFPs Letter of Acquisition |  reminders rogram to leamed to OU balances due) | Repay all Loans
if applicable pers i IEEE for ground advanced program (Low) i
proceedi and finalize
Begin outreach Wﬂmm" contract, i Submit i
to educational i rder attendee Pre-Conference
9 88 Update conf IEEE if applicable Develop and . o
instions, | UPte conterence: | R gheaways, | e D, | forecast Monitor Daily et
corporations, page/link about speakergifts, |50 functions/onsite Activi
_govenmentand | cepiiroion | Create website andfor needs. ctivities
industry for support for paper conference shirts
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Work with paper
Apply for grants . management
for conference Es';gtis":,'” "“"“l"a’m‘ Determine Id
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post on the if applicable Post co“fe'en_ce
conference website Wrap Up Meeting
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IE':'W W:‘(!) hotels on
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Review IEEE Submit Principles of|
Insurance coverage Comi
and determine Certificate and
Tdbort Conflict of Interest
coverage is Disclosu
required (POBC/COI) forms
Review tax Submit updated
tion to ccommittee fist
ensure IRS cnld
compliance Establish
VAT and GST bank account(s)
Request and obtain loan from OU, if needed
Pre-and Post Conference forecasts [Submit Pre- and Post- Conference forecasts by November 30th of each calendar year for accrual purposes.]
Secure W-8 and/or W-9 forms for tax compliance
1099 & 1042 Schedule of Payments [No later than January 10th of each year for all payments made in the previous calendar year]
Submit annual report on foreign bank accounts to IEEE Tax Dept. [No later than January 10th of each year for all in the vious calendar year
Promote CFP and
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at current year's
conference,
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o TIMELINE KEY
Conference Finance
Review and —
reconfirm hotel, Conference Publications
meeting space
and toom block [ conference Contracts
. Conference Business Services
Meet with previous
year's committee to Boldface = Required
discuss best practices| CIEEE Conference Business Services 2008
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12-9 months BEFORE start date

(Conference Publications)

Submit Conference Publication Form
— THIS IS THE KEY STEP IN THE PROCESS!
— Results in Letter of Acquisition (LoA), which provides Pub Chair
(or designee) with key information:
 International Standard Book Numbers (ISBNs)
 International Standard Serials Number (ISSN), if applicable
» |EEE Catalog Number
 Library of Congress Number
« Content submission requirements
» Copyright information
» Delivery details
« Estimated payment information
* More
— Info at Online Resource Center for Conference Publication
Organizers (www.ieee.org/confpubcenter)
» Under “Information for Use when Interacting with IEEE”
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12-9 months BEFORE start date

(Conference Publications)

« Register for IEEE PDF eXpress site

Optional (yet highly recommended), free tool (no charge to
conference or authors) that allows conference organizers and
authors to prepare IEEE Xplore-compatible PDFs

Only conferences that have completed the acquisition process
are eligible to register for site

Only organizers or their designees can request site (not authors
or others)

Info at Online Resource Center for Conference Publication
Organizers (www.ieee.org/confpubcenter)

 In left navigation bar
Also at www.ieee.org/pdfexpress
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12-9 months BEFORE start date

(Conference Publications)

* Regqister to use the IEEE Electronic Copyright Form
(eCF)

— Optional (yet highly recommended) free tool available to
conferences that are using an online author-manuscript
submission system

— Helps facilitate the copyrights process

— Info at Online Resource Center for Conference
Publication Organizers (www.ieee.org/confpubcenter)

» Under “Information for Use with the Author Community”
— Also at www.ieee.org/copyrights
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4-3 months BEFORE start date

(Conference Publications)

« QOrganize and prepare for production of conference
publication

— ldentify/contract with production vendor
— Determine formats (CD? DVD? Print? Other?)

— Ensure information provided in LoA is included in final
publication

— More support info at Online Resource Center for
Conference Publication Organizers
(www.ieee.org/confpubcenter)

* Under “Information for Use with Vendors/Volunteers Who
are Handling Production”
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Just Prior to Start Date

(Conference Publications)

« Complete production of conference publication

— Ensure publication is available for onsite distribution

* Note: Some conferences do not make content available onsite
and instead produce a post-proceedings. In those cases,
organization/preparation/production may occur on a different
timetable

— Distribution of publication must not occur prior to start date
of conference

« Distribution prior to conference can lead to legal concerns
— Patent disputes
— ITAR or copyright violations
— Other
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1 week AFTER start date

(Conference Publications)

 Submit content to IEEE

— Follow instructions in LoA regarding submission
requirements and delivery

— TIMELINESS OF CONTENT DELIVERY IS MAJOR
ISSUE FOR IEEE
» Timeliness impacts many things, including how often your
content is accessed
— No payments made to conference until content is
received
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Need Help?

(Conference Publications)

« Contact IEEE Conference Content Management staff
— ConfPubs@ieee.org

— Will provide direct support for issues they manage or will
direct you to appropriate contact(s)

* Visit Online Resource Center for Conference Publication
Organizers (www.ieee.org/confpubcenter)

* More information being presented during POCO General
Session, workshops and demos
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http://www.ieee.org/confpubcenter

Conference Publications
(Presentations at POCO)

Conference Proceedings:
Making Your
Conference A Part of
the Future

(Topic covered during
General Session)

Proceedings In-Depth
Conference Workshop

(Two, 1-hour sessions
held)

< IEEE



OTHER ISSUES OF IMPORTANCE

< IEEE



ISSUES OF CONCERN

* Low quality papers
— Need to improve reviewing process

— ldentify IPC members who have good technical background
(work with Technical Activities Coordinator)

* Plagiarism
— Conference organizer must be strict on this

* Provide Technical Co-Sponsorship by R10

— Have supported a few Conferences organized by R10 OUs for 2009 and
2010 by part sponsor or technical co-sponsor



ISSUES OF CONCERN
Committee on Technical Co-Sponsorship

« Technical Co-Sponsorship Ad Hoc Committee

« The committee is to identify options to increase the positives and decrease
the negatives of IEEE technical co sponsorship. There is currently a lack of
agreement on how and when technical co-sponsorship should be used. In
addition, the guidelines for technical co sponsorship are unclear. The use
of technical co-sponsorship has increased over the past few years. Some
technically cosponsored conferences compete with existing conferences
offered by the societies/councils, some use the IEEE logo and Xplore while
the surplus generated goes to non-IEEE entities, and, at least one tech
cosponsored conference chair has stated that he provides a forum for
articles that were rejected by an IEEE financially sponsored conference
(and his conference articles go into Xplore). The full extent of the problem is
not yet understood.

« Members

Tommy Mayne, Chair, Tom Habetler, Roberto de Marca, Deb Cooper,
David Hodges, and Gerald Engel

« Staff : Susan Root, IEEE Conference Services (Committee Support)
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Grant from Xplore (Email to Pat Thompson)

(1) How do we (conference organizer) make arrangements for Xplore
acquisition of our proceedings? Do we need to apply in advance? To
whom? —

As done previously, you must submit the IEEE Information Schedule \
and IEEE Conference Publication form at least six months prior to the
conference taking place. All conferences accepted into the IEEE
Conference Publication Program (aka Book Broker Program) are loaded
iInto Xplore. You will need to go to the following URL to obtain these
forms and submit them:

http://www.ieee.org/web/conferences/organizers/required documentation.html
-- Conference Organizers Page /
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(Continued)

(2) Is Xplore acquisition the same as the previous Book Broker
Program? | used to organize TENCON2000 conference and it was
under the book broker program and we were paid some money for
the proceedings. Could you clarify?

The Book Broker Program is now called "IEEE Conference
Publication Program". The same processes are in effect. The
acquisition payment is now based on number of papers and the
financial involvement from an IEEE Organizational Unit.

The conference must submit an Xplore CD (this is mandatory) in
order to receive an acquisition payment.

The conference is paid $25.00 per paper if the IEEE Organizational
Unit is 100% financially sponsoring the conference. If the
conference is now full financially sponsored, the acquisition payment
IS pro-rated based on the amount of financial sponsorship. If the
conference is only technically sponsored by an IEEE Organizational
Unit, the conference receives a flat acquisition payment of

$1,000.00. PN = = =
.hh‘
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THANK YOU
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marzuki.khalid@gmail.com

marzuki@utm.my

N\ J
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