IEEE Gujarat Section (reference IEEE Kolkata section)-
https://ewh.ieee.org/r10/calcutta/cosponsor process.html

https://ieeer8.org/technical-activities/conference-coordination/pages/sponsorship/

conditions to be satisfied for obtaining approval of Joint lectures/symposiums/workshop/
Hackathon with IEEE Gujarat Section:

1.1 Any technical lecture/symposium/workshop/Hackathone proposed to be held jointly with IEEE
Gujarat Section must obtain approval from the Section. In case the venue is covered by the
geographical area of any of its Sub-section, approval must be obtained from the concerned Sub-section
before applying to the Section. Any Institution can apply for hosting the same.

1.2 The term "Institution" shall imply an individual College, an Affiliated Institute, a University,
Research Establishment or Industry but not a group of colleges or others.

1.3 All technical lectures/symposiums/conferences/Hackathone co-sponsored directly by the IEEE or
by any of its Societies, being held within the geographical area of IEEE Gujarat Section must also obtain
approval from the Section. In case the venue is covered by the geographical area of any of its Sub-
section, approval must be obtained from the concerned Sub-section before applying to the Section.

1.4 When the technical lecture/symposium/conference/Hackathone is approved, the name of IEEE
Gujarat Section and its logo, shall be mandatorily displayed in easily readable font size on all hand-
outs, posters, flexes and on the dais of the event and on the event website. The rectangular logo of
the IEEE involving the Franklin kite is a registered trade mark and cannot be used other than by a
Geographic unit of the IEEE.

1.5 Applications for all event/symposium/conference must be received before the stipulated date.

1.6 The IEEE Gujarat Section reserves the right to deny approval due to any non-compliance with its
policies, which may be modified from time to time, or as resolved by its EXECOM in the interest of the
Section.

1.7 The IEEE Gujarat Section reserves the right to make exceptions and grant approval, even if few non-
compliance with its policies exists, as would be resolved by its EXECOM, depending on the specific
non-compliance, the merit of the case and on the interest of the Section, provided a written request
to that effect is made by the hosting Institution.

1.8 In case of any non-compliance of the hosting institution observed after the grant of approval or co-
sponsorship, where exception has not been granted by the IEEE Gujarat Section, the IEEE Gujarat
section reserves the right to withdraw the approval or co-sponsorship and to further deny permission
for the next event at the same institution.

1.9 For any technical lecture/symposium/conference proposed to be held jointly with IEEE Gujarat
Section, the hosting Institution is expected to preserve the reputation of IEEE.

1.10 If required, space /time should be given for IEEE activities related to membership, Young
professionals, Women in Engineering.

1.11 Applications for joint Lectures from hosting Institutions must be received along with brief Bio-
data of the Speaker/s at least 30 days before the date of the lecture.

1.12 Brochure of the event, webpage details, and complete report of the event should be submitted to
section.


https://ewh.ieee.org/r10/calcutta/cosponsor_process.html
https://ieeer8.org/technical-activities/conference-coordination/pages/sponsorship/

General Guidelines for hosting conference under IEEE Gujarat Section Flagship Conference, Co-
sponsored conference (financial co-sponsorship) or Technical co-sponsored conferences.

Host institute should have experience of organizing IEEE flagship conference, and good track record
of submission related to budget and publication to IEEE MCE.

The conference should organize activities related to membership development, YP, WIE etc.
The conference and tracks must be aligned with IEEE & IEEE Society scope.

Final presented paper from host institute should not be more than 10% of total presented paper from
Group of institution not more than 30%. There should be representation of foreign professors in various
committee and should attract papers from outside Gujarat and outside India.

Host institute will apply for conference to IEEE MCE and will sign an MOU well in advance.
2 For Technical co-sponsorship of conference by IEEE Gujarat Section:

2.1 When a conference is technically co-sponsored by a Society/Chapter/Sub-Section and approval for
IEEE Xplore is required for publication, the necessary MoU with IEEE may need Concurrent Approval
from IEEE Gujarat Section. All such cases must be intimated in advance to the IEEE Gujarat Section
in writing. IEEE Gujarat Section will independently evaluate the merit of each such proposal. Host
institute will bear the TCS fee payable to the IEEE. For technical co-sponsorship by IEEE Gujarat
Section, section may demand a fees as appropriate. IEEE Gujarat Section will not share the fees
collected with any subsection or societies also co-sponsoring the event.

2.2 For any technical co-sponsored conference proposed to be held jointly with IEEE Gujarat Section,
the hosting Institution is expected to preserve the reputation of IEEE. For conferences, the Institution
is additionally required to ensure good quality of publication under IEEE so that it continues to be
indexed by other like Clarivate, etc., and avoid legal risks by making plagiarism checks.

Conditions to be satisfied for obtaining approval of joint Technical Conferences/Symposiums with
IEEE Gujarat Section:

2.3 For a particular hosting institute, Technical Co-sponsorship will be granted to only one
Conference/Symposium in two years for a particular department. However, the total number of Co-
sponsorships granted amongst various departments within the same institute in a year (365 days) cannot
exceed three (3).

2.4 Every conference/symposium Technically Co-sponsored by the IEEE Gujarat Section, must increase
the total number of IEEE members by at least five (5) and must increase the total number of IEEE
student members by at least ten (10) from the concerned institute hosting the Conference/Symposium.

2.5 Applications for Technical Co-sponsorship must be received at least 06 (six) months before the
starting date of the conference.

2.6 The Organizers of the conference/symposium from the hosting institution must submit an
undertaking to abide by the IEEE MGA rules regarding payments to be made in US$ to IEEE, which
may change from time to time.

2.7 All IEEE members (including students) registered for the event must be given at least 15% discount
from the respective regular registration fees in all conferences technically co-sponsored by IEEE
Gujarat Section.

3. Conditions to be satisfied for applying of technical co-sponsorship of Conferences from IEEE Gujarat
Section:



3.1 Only regular Technical Conferences/Symposiums shall be eligible for Co-sponsorship from the
IEEE Gujarat Section.

3.2 The Organizers of the conference/symposium from the hosting institution must submit an
undertaking to abide by the IEEE MGA rules regarding payments to be made in US$ to IEEE, which
may change from time to time.

3.3 All IEEE members (including students) registered for the event must be given at least 15% discount
from the respective regular registration fees in all conferences technically co-sponsored by IEEE
Gujarat Section.

3.4 The applicant institution (hosting institution) must submit a Declaration on its official stationery in
the prescribed format to IEEE Gujarat Section.
The declaration must be signed (with seal) by the Head of the Institution, who should be working (full
time in-service) in a in substantive post, in a responsible position of organizational structure. In case of
a Conference, the General Chair of the Conference will be the primary contact point on behalf of the
conference organisers.

3.5 A conference with published proceedings shall have minimum following portfolios, which must be
detailed in the co-sponsorship application. IEEE Gujarat Section to add 1 position as:
(a). General Co-Chair: Responsible for overall conducting of the event and coordination with various
sub-committees and IEEE Gujarat Section. The General Chair should be a permanent employee
working in a higher designation.

(b). Technical program Co-Chair (Responsible for technical program and review process): The
Technical Program chair should be an experienced researcher having papers published in leading SCI
journals related to the theme of the conference.

(c) Publication Co-Chair (responsible for publication of accepted papers in the Proceedings as per IEEE
policies of publications): Should be in a responsible position, preferably holding a PhD degree and fully
conversant with IEEE publication rules and ethical principles.

(d) It is proposed to collect a fees of Rs 25000/- for technical co-sponsorship of the conference as
administrative charge.

3.6. The paper submission, peer-review and communication to the authors should be done through an
online system. The conference organisers must use a reputed plagiarism check software for similarity
check of submitted manuscripts. The Online review system should be transparent to the representative
of the IEEE Gujarat Section who will oversee the technical program.

3.7 The organisers of the event will involve experienced researchers as members of the Technical
Program Committee (TPC). The peer review process should be transparent to the authors, and all
possible conflict of interest should be avoided in the review process.

3.8 The organisers must sufficiently publicise the IEEE and its activities during the event. The
conference venue (physical) must provide a small information kiosk displaying the IEEE posters, flyers
and other publicity material to be provided by IEEE Gujarat Section (on prior request).

3.9 Upon completion of the Conference/Symposium, a technical summary signed by the
Conference/symposium Chair, must be submitted to the Section within 30 days or within 31st
December, whichever is earlier to IEEE Gujarat Section. This report should summarise the following:

(a) Invited and keynote speakers of the event:

(b) Total numbers of submissions and acceptance rate:



(c) Number of papers presented in the event:
(d) Publicity of IEEE in the event and possible membership opportunity out of the event:

(e) No of reviewers enrolled/No of reviewers responded/No of reviewers assigned at-least one paper/
no of reviewers at least completed one review

This A summary presenting the technical details must be submitted at the time of the next application
of the same conference from the same institution.

3.10 It is strongly desired that for Technical Co-sponsorship of an "International" Conference, at least
10%of Program Committee Members, 01 (one)invited speaker and/ Or, at least 5% of the submitted
papers must be from outside India. Every track should have a co-chair from outside India.

3.11 The inclusion of the faculty members/ researchers must not exceed 40% of the total members in
the Technical Program Committee (TPC).This is to ensure the global participation of neighbouring /
other institutions and to avoid any bias / conflict of interest for evaluation of submitted papers.

4 . Technical Co-sponsorship Process

4.1 The hosting institute must submit the technical co-sponsorship application online through the
following link: . No other form of email application will be entertained.

4.2. The host institute must also submit the following documents as PDF form, all signed by the General
Chair (for Seminar and Conference) or Coordinator (for lectures/ Works etc.)and upload in the
application portal:

(a) Agreement of general terms and conditions
(b) Technical Program Quality Questionnaire
(c) Event Brochure

(d) Full details of the Technical Program Committee in the format as specified in the form available in
Gujarat Section website.

4.3 Upon receipt a reference ID of the event will be provided to the organisers from IEEE Gujarat
Section.

4.4 The approval / rejection of the application will be communicated to the organizers through email.
Upon approval, the organizing institute will be informed to deposit the co-sponsorship fees (as
applicable) to the designated account of IEEE Gujarat Section.

5. For Technical Co-sponsorship with paper uploading in IEEEXplore Digital Library:

5.1 For a particular hosting institute, Technical Co-sponsorship with approval for IEEE Xplore will be
given to only one Conference in two years for a particular department (700 days minimum gap between
the starting dates). However, the total number of Co-sponsorships granted amongst various departments
of the institute within a year (365 days) cannot exceed two (2).

5.3 The applicant (hosting) institute must have organized at least 2 (two) conferences within last five
years, all Technically Co-sponsored by IEEE Gujarat Section, for which the technical summary (as
mentioned in 3.9) must be submitted.

5.4 There must be an active IEEE Student Branch at the hosting Institute for which the last 365 days
(one year) activity report must be submitted along with the name & affiliations along with IEEE
membership numbers of the Branch Counsellor and existing student members.



5.5 The Technical Program Chair must be of high technical standing, preferably holding a PhD degree
in the related filed of the conference, and, should have at least 4 publications in SCI journals in the
immediately preceding4 (four)years.

5.6 The applicant (hosting) institute must have subscribed to IEEE Digital Library for at least one year
prior to the year of application.

5.7The review period (submission deadline to notification of acceptance) must be substantial (two
months at least) to carry out quality reviews by the experts. Each submitted paper must be subjected to
blind reviews by at least two reviewers, with one reviewer assigned to not more than five papers. The
online review system should be transparent to the "IEEE Gujarat Section Nominee" (detailed in 5.11).

5.8 Papers outside the scope of the conference, short papers, papers with minimal research, papers with
minimalnew technical contribution must be rejected.

5.9 The conference must adopt 'TEEE No-show policy' to the papers which are not presented by one of
the contributing authors at the conference venue while sending the proceedings to IEEEXploreDL.
Exception may be granted in case of written excuse by the authors with sufficient and valid reasons.

5.10 The inclusion of the faculty members/ researchers in the Technical Program Committee (TPC)
must not exceed 40% of the total members of the organizing institute. Also, no more than 30% of the
total accepted papers should be from the Institution (or its group) hosting the Conference. This is to
ensure the global participation of neighbouring / other institutions in the event and to avoid any bias /
conflict of interest for evaluation of submitted papers.

5.11Upon approval of the technical co-sponsorship, the IEEE Gujarat Section shall nominate a
representative, to whom the paper review process must be transparent. The organisers must create a
new position, designated as the "I[EEE Gujarat Section Nominee", in the Advisory Committee of the
Conference. On requirement, the representative will advice the conference organizing committee on
various technical matters. Written clearance from "I[EEE Gujarat Section Nominee" shall be mandatory
to proceed with post-conference uploading the proceedings for publication in IEEEXplore Digital
Library. The conference organizers shall bear the travel/boarding expenses of the nominee in occasional
physical meetings and during the conference.

5.12 It is to be understood that by approval of the "Technical co-sponsorship along with paper uploading
in IEEEXplore Digital Library" for a conference, IEEE Gujarat section provides no guarantee for the
post conference inclusion of the presented papers in IEEEXplore Digital Library. IEEE has an
independent policy for quality checking of the papers which are uploaded post conference for inclusion
in IEEEXplore Digital Library. IEEE Gujarat Section will not undertake any responsibility if any paper
is excluded from being included in IEEEXplore Digital Library.

5.13 The final manuscript submitted should be passed through IEEE pdfxpress only. E-copyright
transfer must be completed in time by all author. Final manuscript submitted must be as per format
given by IEEE

For making an application for co-sponsorship of IEEE Gujarat Section for any conference please submit
the following three documents on official stationary and signed by the head of the
institution/organization:

If the papers are to be published in IEEE Xplore, Special Sessions and Poster Sessions papers must
comply with the conference review process, whatever the approach is: review by the program committee
or by reviewers appointed by track chairs. At least 5 reviews per submitted paper should be provided
for flagship and premier conferences and 3 reviews for all other sponsored conferences



Declaration to get Technical Co-Sponsorship (Download format - Hyperlink to the file -
Declaration_Institute Responsibility.doc)

Information to be submitted for getting Technical Co-Sponsorship (Download format - Hyperlink to the
file - Format Information Institute.doc)

Technical Program Quality Questionnaire (Download format - Hyperlink to the file" Technical Program
Quality Questionnaire.doc)

Co-Sponsorship Format Declaration Institute Responsibility

Technical Program Quality Questionnaire

Co-Sponsorship Format Information Institute

Please read the following documents in order to organize a co-sponsored event:

MGA Conference Sponsorship Process

How to Organize IEEE Conference

Technical Proegram Committee Responsibilities

Excerpts from [IEEE Policies — Feb 2023]

1)

2)

3)

4)

5)

6)

7)

8)

“conferences” is defined as technical or professional meetings that have a budgeted income
or expense of greater than USD $25,000.

Other co-sponsoring organizations could be IEEE organizational units or other “Not-for-Profit”
non-IEEE organizations

Conference to provide the IEEE GS with a no-cost exhibit booth for promoting IEEE
membership and activities during the conference.

A conference organizing committee member, steering committee member, vendor or other
stakeholders may be prohibited from participating in the organization of IEEE events for failing
to abide by IEEE Bylaws, IEEE Policies, IEEE Code of Conduct, IEEE Code of Ethics and other
governing policies, including publication, financial and audit provisions.

Criteria for organizational unit approval shall include benefit to the membership, absence of
conflict with other conferences, assurance of technical content quality, and protection of the
IEEE brand.

In conferences for which IEEE is a co-sponsor with a non-IEEE organization, Conference Chairs
should be members of either IEEE or the co-sponsoring entity

Conference organizers must obtain and document consent of those who will serve in any
conference roles (e.g., conference chair, technical program chair, track chair, session chair,
committee member, plenary speaker, honorary chair), prior to that information being
published

The TPC shall collectively have the subject matter expertise that spans the technical scope of
the conference and the technical contributions that it accepts


https://ewh.ieee.org/r10/calcutta/download/Format_for_Organization_Responsibility_Declaration_2024.doc
https://ewh.ieee.org/r10/calcutta/download/Questionaire_for_Technical_Program_Quality_2024.docx
https://ewh.ieee.org/r10/calcutta/download/Format_for_Applicant_Organization_Information_2024.docx
https://ewh.ieee.org/r10/calcutta/docs/MGA%20Conference%20Sponsorship%20Process%202011.pdf
https://ewh.ieee.org/r10/calcutta/docs/How_to_Organize_IEEE_Conference.pdf
https://ewh.ieee.org/r10/calcutta/docs/Technical_Program_Committee_Responsibilities.doc

9) TPC to handle technical program, including call for papers, paper or abstract submission,
review and selection, presentations at the conference, conference quality (including
conference publication quality)

10) Technical Co-Sponsorship conferences are allowed to use the IEEE logo on promotional
material and publications, along with the entity logo(s) but shall not use the name “IEEE” in
the title of the conference.

11) Participation in IEEE Conference Publications Program (CPP) requires compliance with the peer
review policy detailed in the PSPB Operations Manual's subsection 8.2.2.B.

12) 10.1.29 — Summary of Requirements for Technical Co-Sponsored Conferences (checklist of
items):

a) Inclusion in the CPP adds value to the conference. Therefore, the IEEE Organizational Unit providing
technical co-sponsorship with the event may assess a fee to the conference organizations, or negotiate
an agreement that will bring financial benefit to IEEE in some other form, for inclusion of the
conference proceedings in the IEEE CPP.

b) Technical co-sponsorship conferences cannot use the IEEE name in the title (Policies, Section
10.1.17).

c) Use the IEEE Logo as defined in Policies, Section10.1.18 Excerpts from [PSPB Operations Manual —
Jan 2023]

d) If the conference is Technically Sponsored or Co-Sponsored by IEEE Gujarat Section, an amount of
$1450 and $22 per paper published in IEEE Xplore should be paid to IEEE. The submitted budget should
explicitly show these expenses.

Excerpts from [PSPB Operations Manual — Jan 2023]

1) Originality of the submitted work can be maximized through screening to prevent publication of
plagiarized content. For maximum effectiveness among IEEE periodicals and conferences, all IEEE
articles shall be submitted to a plagiarism detection process prior to being uploaded to IEEE Xplore.

2) Publication volunteers are encouraged to utilize a plagiarism detection process to prescreen all
articles upon submission. Any article found to have plagiarized content at Level 1, 2 or 3, as defined in
Subsection 8.2.4.D, shall have its review suspended.

3) detect, identify and prevent any form of misconduct or behavior not consistent with the IEEE Code
of Ethics, the IEEE Principles of Ethical Publishing, or any relevant policy in the PSPB Operations
Manual.

4) All forms of data, metadata, and other information relating to the review process conducted by any
organizational unit within the IEEE shall be made available as required by PSPB in order to achieve
these goals.
e The financial split between sponsors
IEEE Gujarat Section will not be liable for any loss.



e Whois responsible for indirect taxes, such as the Value Added Tax (VAT), when applicable

e Ownership of Conference publication copyright

e If publication in IEEE Xplore- Copyright forms to be submitted as per IEEE Guidelines.

Review Process

The paper review process is key to developing a strong technical program. The process varies by
conference and includes the review of papers received through the Call for Papers, and may
include the review of solicited and invited papers. Some conferences choose to post their review
process on their website or Call for Papers, and if applicable, indicate if the review process is a
blind one. (Blind reviews allow for concentration on content, rather than author reputation.)
Submissions are to be reviewed by independent referees who are knowledgeable in the pertinent
subject area. The manner of implementation of the process shall be defined by the appropriate
governing body (e.g., Society, Region, Section, etc.) of the IEEE sponsoring organizational unit.
Conferences held in cooperation with non-IEEE organizations are encouraged to have a similar
review process.

IEEE Policy and professional ethics require that anyone with access to conference submissions
treat the contents of papers under review as privileged information not to be disclosed to others
before publication.

Authors who have submitted abstracts should be notified whether they have been accepted or
declined. Authors whose papers have been accepted should be given the specific deadline for the
final copy and limitations to paper length, if any. All materials submitted for review should
already have all the necessary clearances, including governmental, corporate and academic.
Confidentiality

IEEE Policy and professional ethics requires that referees treat the contents of papers or abstracts
under review as privileged information not to be disclosed to others before publication. It is
expected that no one with access to a paper under review will make any inappropriate use of the
special knowledge which that access provides



IEEE Conference Application Checklist

Before starting your IEEE Conference Application, review the conference application checklist. Each
step of the registration process is clearly identified by topic. By gathering the information before
your start, you can enter the information more quickly. If you don’t have all the information at
once, you can save your application and return later to complete it.

Submitter Information
O Submitter name, email and phone number

About the Event

Conference name and acronym
Event type, location

URL and keywords

Start and end dates

Scope and fields of interest
Estimated attendance
Estimated number of exhibits

OoOoOooooao

Location
O Venue Name and address
O Venue contact name, address and phone number

Sponsors

O Full Name of Sponsor(s)

O Financial details, including financial share of each sponsor, estimated revenues and estimated
expenses.

O Non-IEEE signatory name and email address

O Roles and responsibility of sponsor(s), including who will own the conference name,
conference committee responsibilities and sponsor involvement in the Technical Program.

O Conference committee information, including who has authority to operate the conference,
who is on the oversight committee, who appoints conference chairs, who approves budgets and
who establishes registration fees.

Technical Program

O Plans to produce conference publications, including ownership of copyright and whether
conference proceedings will be published in IEEE Xplore.

O Structure of technical program committee

O Information about reviewers, including whether there will be named or student reviewers.

O Estimated number of submitted papers and targeted acceptance rate.

O Information about the materials, type of review, criteria used and number of reviewers for
each paper.

O cCall for Papers Website URL

O Abstract submission date

O Notification of acceptance date

O Final paper submission date

Conference Contacts

O Name, email, phone number and fax number
O Contact role in conference

O List of committee members

Comments



O Comments
O Other events associated with conference

IEEE Application form screenshot

https://www.ieee.org/content/dam/ieee-
org/iece/web/org/conferences/icx_conferences app screenshots.pdf



Declaration to be given for obtaining Technical Co-Sponsorship of IEEE Gujarat Section, to be
submitted on the official stationary of the applicant (hosting) institute/organization and signed as
indicated at bottom:

Date:

To

The Chair

IEEE Gujarat Section

Sub: Declaration regarding responsibilities for financial and legal issues including plagiarism
Name of the Conference:

Proposed date of the Conference:

Dear Sir,

We are organizing the conference/seminar entitled “xxx” to be held in yyyy on aa.bb.cccc. We would
like to inform you that the papers received will be reviewed through a blind review process by eminent
reviewers, the list of which will be made available on demand to the conference technical sponsors. We
will ensure that the papers accepted for presentation in the conference has neither been published nor
will be published elsewhere, including electronic publication in the same form in English or any other
language, without explicit written consent from the copyright holder(s) of the conference paper, and
that its publication is approved by all its authors. We will also ensure that the paper text will be checked
by reputed anti-plagiarism software before publication.

We further declare that the organizing committee/institution will take sole responsibility for all the legal
issues and financial costs, even in foreign currency if the need arises, because of any litigation in India
or abroad in the context of plagiarism or any other matter related to this conference.

We also agree to pay the requisite TCS fees plus charges for each paper uploading to IEEE MCE, if
required, along with the requisite TCS processing fees to IEEE Gujarat Section of Rs. 25000/-, if
required.

We accept that adherence by the organizing committee/institution to all the above is a necessary
condition for technical co-sponsorship of IEEE Gujarat Section.

Thanking you,
Yours faithfully,

(Organizing Chair) (Head of the Institute/Organization)



Technical Program Quality Questionnaire

Name of the Conference:

Proposed date of the Conference:

Name of Applicant (Hosting) Institute/Organization:

The following questions relate to the process for selecting presentations that will be given at the
Conference (i.c., oral or poster presentations).

1. What is the structure of the conference’s Technical Program Committee (the committee that oversees
the selection of presentations for the conference)? How many members are there, and what is the role
of each member?

2. If the conference is Technically Co-Sponsored by IEEE, does the IEEE sponsor have a direct and
substantial involvement in the technical program? Explain the role of the IEEE Sponsoring
Organizational Unit.

3. What materials are reviewed (abstracts, supporting material, abbreviated manuscripts, complete
manuscripts, a combination of these materials...)?

4. What are the criteria used by your reviewers to evaluate submissions and how are these criteria
transmitted to the reviewers?

5. How is the reviewer’s evaluation transmitted to the Technical Program Committee? Is a standard
review form used?

6. If reviewers have conflicting opinions about a submission, how is a decision rendered? Who has final
approval for acceptance? Is there a single person who speaks to the overall quality of all submissions
accepted by the conference?

7. What is the estimated number of submissions to this event? What is the targeted acceptance/rejection
rate? How large of a deviation from this target is allowed?

8. How many reviewers are available to your conference? How does the program committee decide
which reviewers are assigned to each submission?

9. What is the minimum number of reviewers that will review each submission, and what is the
maximum number of submissions each reviewer will handle?

10. Will the conference be using blind review (the author does not know the identity of the people who
reviewed their submission)? Does the conference allow authors to request a double-blind review (the
reviewers do not know the identity of the authors)?

11. How do you handle the review of submissions where there is a conflict of interest (e.g., a submission
from a member of the Technical Program Committee or someone from their institution)?

12. Does the conference communicate with authors to ensure they plan to present their papers at the
conference and will have quality presentation materials?

The following questions relate to the process for selecting manuscripts that will be included in
publications resulting from the Conference (e.g., a Conference Proceedings).

13. What publications resulting from the Conference are envisioned, and will these publications be
included in Xplore?

14. What entity (IEEE, Elsevier, etc.) will hold the copyright for these publications? When is the
copyright form submitted?



15. Is the process and standard for accepting manuscripts for publication different than the process and
standard for selecting presentations? If so, please describe how they differ, specifically addressing

points 1-11 above.

16. If manuscripts with different length limits are accepted, what factors determine the length limit for
a given paper?

17. Does the conference’s peer-review process include an opportunity for major or minor revision by
the authors before a final decision about a paper is made? Are authors allowed to modify or update their
papers after acceptance?

18. Does the Technical Program Committee do a final review of all accepted papers ?



Requirements for

IEEE Gujarat Section Financial co-sponsorship for organizing international conference
Information required from the organizing institute:

1. Conference name, acronym, URL, dates, venue

2. Conference objective, scope, fields of interest, program

3. Estimated attendance-
4. Total budget-
5. Details of Conference committee and roles-responsibilities-
a) Affiliation and contact information
Conference chair

b) List of committees and members (Tentative, Formal acceptance is pending)
i.  Steering Committee
1.
ii.  Organizing co Chair (is member of IEEE/society?)

iii.  Technical Program Chair

1. Tech chair/ Committee member, IEEE GS.
iv. Conference Treasurer

1. Treasurer, IEEE GS
V. Publication Chair

1. |EEE GS member

Vi.
vii.  Technical Program Committee
(Representation from abroad, IIT/NIT/ Inst of Merit/Local inst.
viii. Publicity Chairs

ix.  Registration Chairs
c¢) Have you obtained and documented consent of those who will serve in any conference roles (e.g.,

conference chair, technical program chair, track chair, session chair, committee member, plenary
speaker, honorary chair), prior to that information being published?

d) List of other non-IEEE co-sponsoring organizations

e) Are they “Not-for-Profit” organizations?
f) List of sponsors who are represented on Technical Program Committee (TPC)
g) Describe role of each sponsor represented on TPC

f) Steering committee and any other group who have authority to make decisions

h) Is the oversight committee made up of representatives from each sponsor? Details



i)  Who appoints the conference committee chairs and other key members?
j) Who approves the conference budgets?
k) Who establishes the registration fees?

6) Details of Technical Program and paper review process

a) Describe how IEEE GS is directly and substantially involved in developing the technical program.
b) Will this conference produce a Conference Publication?

¢) Who will own the Conference Publication copyright?

d) Will this conference request publication of conf. proceedings in IEEE Xplore?
e) What is the structure of TPC?

f) What type of review shall be performed?

g) What is estimated number of submitted papers?

h) What is targeted acceptance rate for submitted papers?

i) How many named reviewers will be associated?

j) How many reviewers will review each paper?

k) What criteria will be used to evaluate submissions?

Please find attached review form

1) Will there be student reviewers? How will you use student reviewers?
m) How will you ensure that the all-accepted papers will be presented?
n) CFP URL?

o) Dates of submission, acceptance notification and final submission?
Submission deadline

Acceptance notification

Final Submission

p) Will there be exhibits and/or tutorials?

7) Compliance with organization policies relevant to the proposed event
a) Have you read and understood the IEEE Policies (Feb’23) document?

b) Have you read and understood the IEEE Publication Services and Products Board (PSPB) Operations
Manual (Jan’23)?

Yes, Participation in IEEE Conference Publications Program (CPP) requires compliance with the peer
review policy detailed in the PSPB Operations Manual's subsection 8.2.2.B

¢) How will you confirm the quality of conference as per the IEEE standards?

3 peer reviews and plagiarism policy



d) Have you read and understood the IEEE Gujarat Section co-sponsorship procedure ?
e) Have you assured the following requirements of IEEE Gujarat Section?

i) >=5 faculty members in organizing institute to be IEEE members

ii) TPC to have 5 members
iii) One TPC member to serve as Technical Program Chair for the conference

iv) All (or 3 for first time applicants) TPC members to have published at least 6 papers in refereed
journals/conferences (IEEE, ACM, Springer, Elsevier, and other SCI indexed) in last 3 years.

v) 2 (or 1 for first time applicants) TPC members to be from outside India (for Int. conf.)

vi) For repeat applicants: Have you submitted complete technical report of the previous conference?
This must include all forms of data, metadata, and other information relating to the review process
conducted for the conference.

f) Will the conference provide the IEEE Gujarat Section with a no-cost exhibit booth for promoting IEEE
membership and activities during the conference?

g) How much discount (%) in registration fees offered to IEEE members & student members?
h) How the organizing institute will assure the following?
i) benefit to the IEEE membership

We offer several benefits to IEEE members, both personally and professionally. Here are some key
advantages:

ii) absence of conflict with other conferences
iii) quality of technical content

iv) protection of the IEEE brand

Adhering to IEEE Standards and Guidelines
Upholding IEEE Ethics and Integrity
Ensuring Professionalism and Quality
Branding and Visual Identity
Post-Conference Reporting and Feedback

i) Have you submitted a written declaration to pre-screen the papers upon submission (before sending
them for review) for plagiarism by reputed anti-plagiarism software? [Any article found to have
plagiarized content at Level 1, 2 or 3, as defined in Subsection 8.2.4.D of PSPB Operations Manual -
Jan 2023, shall have its review suspended]

j) How many IEEE members submitted, presented, attended the past versions (for repeat applicants)?
Information for the organizing institute:

Total number of IEEE Members Presented papers:



Total number of IEEE Student Members presented papers:

1) IEEE members & student members be given minimum 15% discount in registration fees

2) Technical Co-Sponsorship conferences can use IEEE logo on promotional material &
publications [see Policies, Section 10.1.18].

3) Technical Co-Sponsorship conferences cannot use the name “IEEE” in the title of the
conference [see Policies, Section 10.1.17]. Excerpts from [IEEE Policies — Feb 2023]



Memorandum of Understanding for technical cosponsorship by IEEE Gujarat Section.

THIS MEMORANDUM OF UNDERSTANDING (this "MOU"), entered into as of 29-Jan-2025, by and
between Gujarat Section ("Technical Co-Sponsoring Party"), affiliate(s) of the Institute of Electrical
and Electronics Engineers Incorporated ("IEEE") AND, Institute ("Financial Sponsoring Party"),
(collectively known as the "Sponsors") sets forth the Institute relationship and obligations relating
to the Conference name(Abbrevation) to be held on or about dd-mm-yyyy, in Location, India (the
"Conference").

FINANCIAL LIABILITY: It is understood that financial liability for the Conference is the sole
responsibility and obligation of the Financial Sponsor(s). The Technical Sponsor will not share in
the surplus of the Conference or be expected to contribute to the financial loss, if any. To view the
Financial Sponsor(s) liability percentages refer to the Conference Application URL
RESPONSIBILITIES OF THE SPONSORS: The responsibilities of the Sponsors shall be as described

in the IEEE Conference Application submitted. The Conference shall be conducted in accordance
with IEEE's bylaws and policies, including, but not limited to, the IEEE Conference Organization
Manual.

TERMINATION: Any Sponsor may terminate this MOU at any time by providing at least thirty (30)
days' prior written notice to the other Sponsor(s).

INDEMNIFICATION: Each Sponsor shall indemnify, defend and hold harmless the other Sponsor(s)
from and against any and all claims, demands, liabilities, settlements, damages, costs, and
expenses, including reasonable attorneys' fees and expenses, arising out of, or in any way
connected with, any default, breach or negligent non-performance of this MOU or any negligent
act or omission on the part of the indemnifying Sponsor, its agents and employees arising out of
this technical co-sponsorship or the conduct of the Conference. Each Sponsor shall provide prompt
written notification to the other Sponsor(s)in the event an indemnified claim arises. The
indemnified Sponsor(s) shall reasonably cooperate with the indemnifying Sponsor at the
indemnifying Sponsor's expense.

CONFIDENTIAL INFORMATION: "Confidential Information" means information identified in good
faith by either Sponsor as "Confidential" and/or "Proprietary," or information that, under the
circumstances, ought reasonably be treated as confidential and/or proprietary. "Confidential
Information" shall include, but not be limited to, the terms and conditions of this MOU, customer
data, usage statistics, market research, analyses, studies, processes, present and/or future product
information, pricing information and business

plans. No Sponsor shall disclose to a third party Proprietary or Confidential Information of the
other Sponsor(s).

VISUAL IDENTITY: The Sponsor(s) shall ensure that all IEEE-branded, end-user facing, materials
(including, but not limited to, Web sites, print collateral, and promotional items such as pens and
shirts) for IEEE publications, products, services, conferences, and the like adheres to the guidelines
established in the IEEE Visual Identity Guidelines (http://www.ieee.org/go/visual_guidelines). The
non-lEEE Sponsor(s) agree(s) to obtain written approval of any such materials by IEEE before final
utilization and production of the same. The non-IEEE Sponsor(s) shall bear any expenses of
reproduction of materials not approved by IEEE as well as materials that do not conform with the
pre-approved materials.

IEEE MASTER BRAND/TRADEMARKS:

a) IEEE grants Non-IEEE Sponsor(s) a non-exclusive, revocable, worldwide, royalty free license to
use the



IEEE name, IEEE logo, and the joint IEEE name and logo (the "Masterbrand") (collectively the "IEEE
Brand Identifiers") with respect to the promotion of the Conference.

b) The Non-IEEE Sponsor(s) recognize(s) that use of the IEEE Brand Identifiers must be in
accordance with the policies and procedures established by IEEE for proper usage. A copy of these
policies and procedures may be found at: http://www.ieee.org/about/toolkit/index.html.

c) The Non-IEEE Sponsor(s) acknowledge(s) and agrees that IEEE is the exclusive owner of all rights,
title, and interest throughout the world to the IEEE Brand Identifiers. Nothing in this agreement
shall constitute a transfer of any of IEEE's ownership in the IEEE Brand Identifiers to Non-IEEE
Sponsor(s).

d) The IEEE Master Brand may only be used for conference promotion upon execution of this MOU.
The right to use the IEEE marks as approved shall terminate upon termination of the co-
sponsorship pursuant to this MOU for any reason. Guidelines for use of the IEEE Master Brand and
Logotype "IEEE" can be found on the IEEE Web site http://www.ieee.org/about/toolkit/index.html.
EXHIBITS BOOTH: If requested by the IEEE Sponsor, the Conference shall provide, at no cost, exhibit
booth, exhibit table or other means of promoting IEEE membership and activities during the
conference.

COMPLIANCE WITH LAWS: The Financial Sponsors shall ensure that the Conference is conducted
in accordance with all applicable United States (U.S.) and non-U.S. laws. The Financial Sponsor(s)
shall make all necessary corporate, tax and other registrations and obtain all required licenses and
permits.

ASSIGNMENT: None of the parties may assign or transfer any right, interest or claim under this
MOU without the express written consent of the other Parties.

NON-BINDING: THIS MOU IS NOT INTENDED TO CONSTITUTE A BINDING EXPRESSION OF

THE MUTUAL INTENT OF THE PARTIES REGARDING THE SUBJECT MATTER

HEREOF. Neither party (nor any of their respective representatives) shall have any legally binding

obligations, rights or liabilities of any nature whatsoever to any party hereto or to any other
persons

pursuant to this MOU.

ADDITIONAL TERMS: This MOU constitutes the entire agreement between the parties hereto and
shall supersede any and all prior or contemporaneous written or oral promises or representations
related to this event or series of events.

This MOU shall not be valid until approved and executed by authorized representatives of both
the Sponsors and acknowledged by IEEE Meetings, Conferences & Events.

Organization :

Name:

Title

Email:

Status:

Gujarat Section :

Name:

Title : IEEE Gujarat Section, Chair
Email:

Status: Approved/Not Approved



Link to fill IEEE Conference form: https://www.ieee.org/conferences/organizers/conf-app.html
Snapshots of IEEE Conference form https://www.ieee.org/content/dam/ieee-
org/ieee/web/org/conferences/icx conferences app screenshots.pdf

For technical co-sponsorship the host institute to pay following charges
IEEE Technical Co-Sponsorship Fee: $1,450.
Post-Conference Fee: $22 per paper submitted to IEEE Xplore.

Presentations from the IEEE Conference Organizer Workshop
General Information:

e Honorary Positions Policy (pdf)

e Information about the RAS Conference Leadership Program (pdf)

e IEEE MCE information and resources (pdf)

e IEEE MCE, outlining the needs (pdf)

e IEEE MCE Toolkit, IEEE getting started with your conference (pdf)

Technical Program Information:

e Building your team - Committee responsabilities (pdf)

e Creating a technical program, information for Program Chairs (pdf)

e Technical Program - Overview (pdf)

Finance Information:

e Conference finances, information for Finance Chairs (pdf)

e Conference Budget and How to Close your IEEE Conference (pdf)

¢ IEEE MCE Toolkit, getting started with conference finances (pdf)

Publication Committee Information:

e Conference Publication Program (pdf)

e Conference time line (pdf)

Sponsorship Information:

e Types of [EEE sponsorship (pdf)

e IEEE Conference Sponsorship (pdf)

Web links to IEEE services for conference and event organizers

e Running an IEEE conference

e IEEE Conference Education Program



https://www.ieee.org/conferences/organizers/conf-app.html
https://www.ieee.org/content/dam/ieee-org/ieee/web/org/conferences/icx_conferences_app_screenshots.pdf
https://www.ieee.org/content/dam/ieee-org/ieee/web/org/conferences/icx_conferences_app_screenshots.pdf
https://www.ieee-ras.org/images/Honorary_Positions_Policy_June_2021.docx
https://www.ieee-ras.org/images/Organizing_Conferences/poco_ras_conference_leadership_program.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/poco_mce_and_resources.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/poco_outlining_the_needs.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/poco_getting_started_technical_cosponsorship_toolkit.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/Slides_Workshop_ICRA18/Conf-Com-Roles-Responsibilites-2018_v2.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/poco_getting_started_technical_cosponsorship_toolkit.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/Slides_Workshop_ICRA18/Technical-Program-Overview-2018.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/poco_conference_finances.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/Slides_Workshop_ICRA18/RAS-Conf-Budget-and-Closing-2018.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/poco_getting_started_financial_conference_toolkit.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/Slides_Workshop_ICRA18/Conference-Publications-2018.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/poco_high_level_conference_timeline.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/poco_types_of_ieee_conference_sponsorships.pdf
https://www.ieee-ras.org/images/Organizing_Conferences/Slides_Workshop_ICRA18/RAS-Conference-Sponsorship-Application-Overview-2018-2.pdf
http://www.ieee.org/conferences_events/conferences/organizers/index.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_organizer_education.html

¢ EEE Event Management Services

e IEEE Conference Application

e Conference Publication Form



http://www.ieee.org/conferences_events/conferences/mce_ems_services.html
http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html
https://www.ieee.org/conferences/organizers/conf-app.html?appName=Publication

