Application for organizing conference with IEEE Gujarat Section
(This application must be submitted before minimum 1 year, of proposed dates of conference and submitted to techact.gs@gmail.com and cc to chair.ieeegujsec@gmail.com ) 
This form is designed to help/guide conference organizer about different aspects of organizing a conference with IEEE and publication to IEEE xplore or other publishers. 
Conference should not float CFP or start paper submission, until IEEE MCE approves conference. 
1. Name of proposed conference:
2. Acronym of conference
3. URL of conference
4. Organizing Institute:
5. Type of organizing institute: 
6. Location of conference: 
7. Proposed dates of Conference :
8. Scope 
9. Field of interest:
10. Estimated attendance
11. No of exhibits _____ No of tutorials___________
12. Type of co-sponsorship desired: FCS/TCS
IEEE Gujarat Section will require updates and status report at regular interval. Section may also appoint additional committee members in conference committee apart from below mentioned.  Filing of GST and applicable taxes as per government norms in both cases will be responsibility of institute. 

Details of all sponsors and financial share must be shared with IEEE Gujarat section ExCom prior to signing MOU or as and when required. 

For TCS, Section will be responsible for technical guidance, a fees of 25000 +GST Rs must be paid to Gujarat section by cheque upon confirmation for sponsorship available, before signing an MOU. Section will nominate representative in TPC Co-chair and representative in other committee. Host institute will pay fees of 1450US$ and 22 $ per paper to IEEE. 

For FCS conference, section will assist in technical and financial aspects. Budget should have minimum 20% excess above expenditure and excess sharing will be 40% for section, 60% for host institute or decided otherwise. Section will nominate Treasurer in finance committee, Technical activity chair or their committee member as TPC Co-chair and members in other committee. Any expense exceeding 25000 Rs  should be after discussion with Section's finance chair   
For FCS, prior experience of organizing conference will also be required. Provide details of prior conference organized at institute or by the proposer/co-proposer

6.  details of conferences organized (at institute or by proposer/co-proposer in past 3 years)
· Name of conference: 
· Date: 
· Vanue: 
· no of papers submitted
· no of papers accepted
· no of papers registered
· no of papers published , website where proceeding is published- details, number of papers from own institution
· no of reviewers who had reviewed paper
· income and expenditure amount, excess/loss amount, time for submission of audit  after conference. 
· details of keynote speakers, workshops, other events. 
· website of previous conference. 
· Copy of brochure

13. Details of proposer
a. Name
b. Position at Institute
c. Department organizing conference
d. NBA Accreditation of department: 
e. Experience in years
f. IEEE Membership no:
g. Mobile No. 
h. Email id
i. Position in conference: 
14. Details of Co- Proposer
a. Name
b. Position at Institute
c. Department organizing conference
d. NBA Accreditation of department: 
e. Experience in years
f. IEEE Membership no:
g. Mobile No. 
h. Email id
i. Position in conference: 
15. Sponsor details: 
a. Name of Sponsor/s
b. Financial share of IEEE GS in case of FCS
c. Financial share of sponsor in case of FCS
d. Sponsor signatory name (Should not be part of committee of conference)
e. Sponsor signatory email (Should not be part of committee of conference) 
f. Conference name will be owned by : Sponsor
16.  Describe how each sponsor is directly and substantially involved in developing technical program
17. List sponsors that are represented on the TPC?
18. Describe role of each sponsor represented on the TPC
19. Does the conference committee have full authority to operate the conference?
20. Is oversight committee/advisory committee made up of representative from each sponsor?
21. Who appoints the conference committee chairs and other key members?
22. Who approves conference budget?
23. Who establishes registration fees?
24. Will this conference produce a conference publication? Yes/no?
25. Will IEEE own the copyright? Y/N
26. Will you request publication of your conference in IEEE?
27. What is structure of the technical program committee?
28. What material will be reviewed? Abstract/full paper
29. What type of review is being performed? Blind/double blind
30. What is estimated number of submitted paper?
31. What is targeted acceptance rate for submitted papers? _______%
32. How many named reviewers will be associated with conference?
33. How many reviewers will review each paper?
34. What criteria will be used by your reviewers to evaluate submission?
35. Are you using student reviewers? Yes/No
36. How will you ensure that all accepted papers will be presented?
37. Estimated no of papers to be published?
38. Estimated delivery date to IEEE /publisher (Within 1 month of conference)
39. Conference management tool to be used? 
40. Are you going to use production vendor ? if yes , provide name, contact, email.
41. Is PDF eXpress being used by conference?
42. Expected date of filling IEEE Application to MCE, 
43. Expected date of filing Conference publication form
44. Expected date of signing MoU
45. Key dates
a. Abstract/full paper submission date
b. Notification of acceptance date
c. Final paper submission date
d. Submission of special session/tutorial/workshop date?
46.  Details of key committee members
a. Oversight committee 
b. General co-chairs
c. TPC co-chairs
d. Publication Co-chairs
e. Finance co-chairs
f. Website & social media co-chairs
47. Give details of proposed tracks
48. All contact mentioned above and in website, have confirmed their participation?
49. Budget:  (Spreadsheets preferred).
50. Banking Information – please let us know what bank the conference funds are being held. We will need the following information:
a.  Account Number:
b. Account Name:
c. Bank Name:
d. Bank Address:
e. Bank City:
f. Bank Country:
g. How you will take care of international payments?
51. Conference organizers must: 
a) Submit their sponsoring application at least one year before the conference starting date, 
b) Close the conference on time (within 6 months after the conference ends), 
c) Submit on time the papers in the correct format to Xplore (within 1 month after the conference  ends), 
d) Submit on time selected papers to Journals if the conference benefits from special  editions (within 1 month after the conference ends), 
e) Send the final report to IEEE GS TAC (within 3 months after the conference ends);  
f) If the conference is Financially Sponsored or Co-Sponsored, the surplus is shared as specified in the MoU. 
g) If the conference is Technically Sponsored or Co-Sponsored by IEEE GS, 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. Conferences failing satisfying these requirements may not have future sponsorship/cosponsorship renewed.
· IEEE GS will sign MoU only with for non profit entity. 
· Organizers should provide special discount to IEEE Members in each category. They should also provide additional discount to IEEE GS members. 
· 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.
· Conference websites must clearly include the following IEEE Policies (full text included as Appendix A to this document) 
a) IEEE Code of Ethics
b) IEEE Code of Conduct 
c) Event Conduct and Safety Statement 
d) IEEE Non-discrimination Policy 
e) IEEE Privacy Policy
· We hereby declare that above information are correct and abide to follow all rules provided by IEEE and IEEE Gujarat Section



	_______________________
Sign of Proposer
Name
Position
Institute
Mobile
Email
	____________________________
Sign of co-Proposer
Name
Position
Institute
Mobile
Email



Steps for getting co-sponsorship
1. Read instructions available at Policies and Guidelines - IEEE Gujarat Section
2. Submit above form
3. Presentation in excom meeting
4 if approved fill conference application form with IEEE MCA 
5. Sign MOU, wait for confirmation 
6. if conference is approved. Fill conference publication form wait for LOA. 
7. if LOA is available,  develop website, decide Conference paper management tool, prepare CFP and circulate
8. Have regular and frequent meeting of committees, track chairs. Provide update to IEEE GS as and when required. 








