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MCE has vast experience 
that you can leverage at any 
time while  planning your 
conference 

MCE can act in a consultative 
manner or provide actual 
services  

MCE single point of contact - 
please contact MCE’s 
Customer Relationship 
Management Team at     
ieee-mce@ieee.org 

 

 
 

 

 

 

Presenter
Presentation Notes
The Meetings, Conferences and Events team also known as MCE, is a valuable resource for all conference organizers and IEEE OUs when planning or executing a conference. 

MCE has experience in all phases of the conference planning process.  MCE can act as a consultant or provide actual services and we are very easy to engage, all you need to do is to send us an email to our Customer Relationship Management Team at ieee-mce@ieee.org. 

We look forward to helping you. 
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Overall guidance   

Identifying sponsors 

Finance, budgeting, insurance, contracts 

Memorandums of Understanding (MOUs) 

Site location, event management, 
meeting logistics 

Publication of your proceedings 

 

 

Marketing your conference 

Contract negotiations, food & beverage planning, supplier 
management 

Conference Organizer training and education  

 

Presenter
Presentation Notes
Here are just some of the areas we can provide guidance on. Be it sponsorship, publications, finance, marketing – just to mention a few. We have professionals who are ready to assist you and help make your conference a total success. 
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For general questions regarding conferences please 
contact MCE’s Customer Relationship Management 
Team at ieee-mce@ieee.org.  

Be on the look out for MCE’s Conference Organizer 
Education Program Roll out ! 

 

 

Presenter
Presentation Notes
Here is the best way for you to reach out MCE !

mailto:ieee-mce@ieee.org
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Conference Publications 
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MCE – Single Point of Contact  
– ieee-mce@ieee.org 

Running an IEEE Conference 
– http://www.ieee.org/conferences_events/conferences/organizers/index.

html 

IEEE - Conference Sponsorship Overview 
– http://www.ieee.org/conferences_events/conferences/organizers/confer

ence_sponsorship.html 

IEEE Online Conference Application Form & Multi-language 
Tutorials (Spanish, Mandarin, French) 
– http://www.ieee.org/conferences_events/conferences/organizers/confer

ence_application_form.html 

 

 

 
 

mailto:ieee-mce@ieee.org
http://www.ieee.org/conferences_events/conferences/organizers/index.html
http://www.ieee.org/conferences_events/conferences/organizers/index.html
http://www.ieee.org/conferences_events/conferences/organizers/index.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_sponsorship.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_sponsorship.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_application_form.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_application_form.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_application_form.html
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IEEE Brand Identity Toolkit 
– http://www.ieee.org/about/toolkit/index.html 

Societies and Communities 
– http://www.ieee.org/societies_communities/index.html 

Member and Geographic Activities (MGA) 
– http://www.ieee.org/societies_communities/geo_activities/units/inde

x.html 

MCE Services 
– http://www.ieeemcm.org/index.php?option=com_content&view=articl

e&id=46&Itemid=75 

 

 

 
 

http://www.ieee.org/about/toolkit/index.html
http://www.ieee.org/societies_communities/index.html
http://www.ieee.org/societies_communities/geo_activities/units/index.html
http://www.ieee.org/societies_communities/geo_activities/units/index.html
http://www.ieeemcm.org/index.php?option=com_content&view=article&id=46&Itemid=75
http://www.ieeemcm.org/index.php?option=com_content&view=article&id=46&Itemid=75
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Running an IEEE Conference 
– http://www.ieee.org/conferences_events/conferences/organizers/index.

html 

IEEE - Conference Sponsorship Overview 
– http://www.ieee.org/conferences_events/conferences/organizers/confer

ence_sponsorship.html 

IEEE Online Conference Application Form & Multi-language 
Tutorials (Spanish, Mandarin, French) 

– http://www.ieee.org/conferences_events/conferences/organizers/confer
ence_application_form.html 

 

 

 
 

http://www.ieee.org/conferences_events/conferences/organizers/index.html
http://www.ieee.org/conferences_events/conferences/organizers/index.html
http://www.ieee.org/conferences_events/conferences/organizers/index.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_sponsorship.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_sponsorship.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_application_form.html
http://www.ieee.org/conferences_events/conferences/organizers/conference_application_form.html
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IEEE Brand Identity Toolkit 
– http://www.ieee.org/about/toolkit/index.html 

Societies and Communities 

– http://www.ieee.org/societies_communities/index.html 

Member and Geographic Activities (MGA) 
– http://www.ieee.org/societies_communities/geo_activities/u

nits/index.html 

MCE Services 
– http://www.ieeemcm.org/index.php?option=com_content&vie

w=article&id=46&Itemid=75 

 

 

 
 

http://www.ieee.org/about/toolkit/index.html
http://www.ieee.org/societies_communities/index.html
http://www.ieee.org/societies_communities/geo_activities/units/index.html
http://www.ieee.org/societies_communities/geo_activities/units/index.html
http://www.ieeemcm.org/index.php?option=com_content&view=article&id=46&Itemid=75
http://www.ieeemcm.org/index.php?option=com_content&view=article&id=46&Itemid=75


 
  

Resources – Technical Program 

12/26/14 10 

Managing Peer Review 
– http://www.ieee.org/conferences_events/conferences/organizers/managing_peer_r

eviews.html 

Planning a Technical Program 
– https://www.ieee.org/conferences_events/conferences/organizers/planning_technic

al_program.html 

IPR - New Policy Introduces Plagiarism Detection to the 
Publication Workflow  
– https://www.ieee.org/publications_standards/publications/rights/plagiarism/plagiari

sm_detection_announcement.pdf 

IEEE Conference Proceedings Defined 
– http://www.ieee.org/documents/confprocdefined.pdf 

CrossCheck Portal 
– http://www.ieee.org/publications_standards/publications/rights/crosscheckportal.ht

ml 

 

http://www.ieee.org/conferences_events/conferences/organizers/managing_peer_reviews.html
http://www.ieee.org/conferences_events/conferences/organizers/managing_peer_reviews.html
https://www.ieee.org/conferences_events/conferences/organizers/planning_technical_program.html
https://www.ieee.org/conferences_events/conferences/organizers/planning_technical_program.html
https://www.ieee.org/publications_standards/publications/rights/plagiarism/plagiarism_detection_announcement.pdf
https://www.ieee.org/publications_standards/publications/rights/plagiarism/plagiarism_detection_announcement.pdf
http://www.ieee.org/documents/confprocdefined.pdf
http://www.ieee.org/publications_standards/publications/rights/crosscheckportal.html
http://www.ieee.org/publications_standards/publications/rights/crosscheckportal.html
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Managing Peer Review 
– http://www.ieee.org/conferences_events/conferences/organizers/managing_peer_r

eviews.html 

Planning a Technical Program 
– https://www.ieee.org/conferences_events/conferences/organizers/planning_technic

al_program.html 

IPR - New Policy Introduces Plagiarism Detection to the 
Publication Workflow  
– https://www.ieee.org/publications_standards/publications/rights/plagiarism/plagiari

sm_detection_announcement.pdf 

IEEE Conference Proceedings Defined 
– http://www.ieee.org/documents/confprocdefined.pdf 

CrossCheck Portal 
– http://www.ieee.org/publications_standards/publications/rights/crosscheckportal.ht

ml 

 

http://www.ieee.org/conferences_events/conferences/organizers/managing_peer_reviews.html
http://www.ieee.org/conferences_events/conferences/organizers/managing_peer_reviews.html
https://www.ieee.org/conferences_events/conferences/organizers/planning_technical_program.html
https://www.ieee.org/conferences_events/conferences/organizers/planning_technical_program.html
https://www.ieee.org/publications_standards/publications/rights/plagiarism/plagiarism_detection_announcement.pdf
https://www.ieee.org/publications_standards/publications/rights/plagiarism/plagiarism_detection_announcement.pdf
http://www.ieee.org/documents/confprocdefined.pdf
http://www.ieee.org/publications_standards/publications/rights/crosscheckportal.html
http://www.ieee.org/publications_standards/publications/rights/crosscheckportal.html
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Publications Form 
– http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?ap

pName=Publication 

IEEE Electronic Copyright Form  
– http://www.ieee.org/publications_standards/publications/rights/eCF_Registration_In

tro.html 

Packing List Generator: This tool allows you to identify all PDF 
files by content type, which ensures that all files can be accounted 
for during processing. 
– http://www.ieee.org/conferences_events/conferences/organizers/pubs/preparing_c

ontent.html 

PDF eXpress & PDF eXpress Plus: IEEE-financed author tools 
that assist IEEE conference organizers in obtaining IEEE Xplore®-
compatible PDFs from their authors 
– http://www.ieee.org/conferences_events/conferences/publishing/pdfexpress.html 

 

 

 

 

http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?appName=Publication
http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?appName=Publication
http://www.ieee.org/publications_standards/publications/rights/eCF_Registration_Intro.html
http://www.ieee.org/publications_standards/publications/rights/eCF_Registration_Intro.html
http://www.ieee.org/conferences_events/conferences/organizers/pubs/preparing_content.html
http://www.ieee.org/conferences_events/conferences/organizers/pubs/preparing_content.html
http://www.ieee.org/conferences_events/conferences/publishing/pdfexpress.html
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IEEE Conference Proceedings Defined 
– http://www.ieee.org/documents/confprocdefined.pdf  

Preparing Conference Content for the IEEE Xplore® Digital 
Library 
– http://www.ieee.org/conferences_events/conferences/organizers/pubs/preparing_c

ontent.html 

IEEE Publishing Services 
– IEEE eXpress Conference Publishing  & IEEE Computer Society's Conference 

Publishing Services (CPS)   

– https://www.ieee.org/conferences_events/conferences/organizers/organizers_servic
es.html 

Conference Application 
– http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html 

 

 

http://www.ieee.org/documents/confprocdefined.pdf
http://www.ieee.org/conferences_events/conferences/organizers/pubs/preparing_content.html
http://www.ieee.org/conferences_events/conferences/organizers/pubs/preparing_content.html
http://www.ieee.org/conferencepublishing
http://www.computer.org/cps
http://www.computer.org/cps
https://www.ieee.org/conferences_events/conferences/organizers/organizers_services.html
https://www.ieee.org/conferences_events/conferences/organizers/organizers_services.html
http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html
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IEEE Copyright Policies 
– http://www.ieee.org/publications_standards/publications/rights/copyrightpolicy.html 

Copyright Questions (IEEE eCopyright Form)  
– Contact Bill Hagen, IEEE Intellectual Property Rights Office (w.hagen@ieee.org or +1-

732-562-3966) 

– http://www.ieee.org/publications_standards/publications/rights/index.html 

IPR New Policy Introduces Plagiarism Detection to the 
Publication Workflow  
– https://www.ieee.org/publications_standards/publications/rights/plagiarism/plagiaris

m_detection_announcement.pdf 

IEEE Conference Proceedings Defined 
– http://www.ieee.org/documents/confprocdefined.pdf 

http://www.ieee.org/publications_standards/publications/rights/copyrightpolicy.html
mailto:w.hagen@ieee.org
http://www.ieee.org/publications_standards/publications/rights/index.html
http://www.ieee.org/publications_standards/publications/rights/index.html
https://www.ieee.org/publications_standards/publications/rights/plagiarism/plagiarism_detection_announcement.pdf
https://www.ieee.org/publications_standards/publications/rights/plagiarism/plagiarism_detection_announcement.pdf
http://www.ieee.org/documents/confprocdefined.pdf
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Tools and resources for conference finances 
– Budget planning and management, banking and credit cards,  taxes, 

insurance, audits and conference closing 
– http://www.ieee.org/conferences_events/conferences/organizers/toolkit_finance.

html 

IEEE’s Financial Reporting Workbook (Budgeting) 
– www.ieee.org/documents/financial_reporting_tool.xls 

IEEE Conference Financials – submit budget updates, forecasts 
and compliance information 

– http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?
pageType=finance 

Conference Contracts (reporting) 
– conference-contracts@ieee.org 

 
 

 

 

 
 

http://www.ieee.org/conferences_events/conferences/organizers/toolkit_finance.html
http://www.ieee.org/conferences_events/conferences/organizers/toolkit_finance.html
http://www.ieee.org/documents/financial_reporting_tool.xls
http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?pageType=finance
http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?pageType=finance
mailto:conference-contracts@ieee.org
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Conflict of Interest Form 
– http://www.ieee.org/about/corporate/compliance/index.html 

Event Cancellation Insurance is available – take advantage of 
the IEEE buying power and receive a discounted rate 

– Submit your request to Conference Business Operations  
– http://www.ieee.org/about/volunteers/risk_insurance/conference_insurance.html 

IEEE Concentration Banking Program questions/forms 
– Email Conference-Finance@IEEE.org to request the necessary forms 

Conference Audit Information 
– http://www.ieee.org/conferences_events/conferences/organizers/finance_audits.

html 

http://www.ieee.org/about/corporate/compliance/index.html
http://www.ieee.org/about/volunteers/risk_insurance/conference_insurance.html
mailto:Conference-Finance@IEEE.org
http://www.ieee.org/conferences_events/conferences/organizers/finance_audits.html
http://www.ieee.org/conferences_events/conferences/organizers/finance_audits.html
http://www.ieee.org/conferences_events/conferences/organizers/finance_audits.html
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The preferred submission method for budget/budget updates is by 
using the IEEE Conference Financial Reporting tool 

– http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?
pageType=finance 

 

 

 

http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?pageType=finance
http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?pageType=finance
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Saret Son 
Senior Business Analyst 
714.816.2197 / spson@computer.org 
 

Monica Skutnik 
Business Analyst 
732.465.6495 / m.skutnik@ieee.org 
 

Gertrude Adamson 
Administrative Assistant 
732.465.6628 /gertrude.adamson@ieee.org    
 

 
 

 
 

Raymond Borgone 
Associate Manager, MCE Business Operations 
732.562.3867 / r.borgone@ieee.org 
 

Teresa Sacks 
Business Analyst 
732.562.3962 / t.sacks@ieee.org 
 

Kartik Patel 
Business Analyst 
732.562. 5488 / kartik.patel@ieee.org 
 

Erin Lyman 
Business Analyst 
732.562.5543 / e.lyman@ieee.org 
 
 

By Email: Conference-Finance@IEEE.org 

By Phone: 732.562.3878 

mailto:spson@computer.org
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MCE: Meetings, Conferences & Events department 

CRM: Customer relationship management 

Memorandum of Understanding (MOU): a document describing a 
bilateral or multilateral agreement between two or more parties. IEEE 
requires an executed MOU for all co-sponsored conferences.    

Organizational Unit (OU): An IEEE Region, Section, Chapter, Student 
Branch or Society 

For-profit organizations: Commercial organizations that operate as 
businesses whose primary directives include creating profit which is 
expended as those businesses choose, including distribution to shareholders 
and owners.  

Non-Profit: Organizations which are established to further a social cause, 
such as education, government, charity, or professional enrichment, and 
which do not distribute surplus funds to owners or shareholders but instead 
use earnings to help pursue their missions or organizational goals.   
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Reviewer: You play a key role in ensuring that only papers of the 
highest quality are published.  
– The IEEE has published guidelines regarding reviewers in the IEEE 

Publication Services and Products Board Operations Manual(PDF). 

Abstracting service: a service that provides abstracts of 
publications, often on a subject or group of related subjects, 
usually on a subscription basis. 

Indexing service: a service that assigns descriptors and other 
kinds of access points to documents.  

IPR: Intellectual Property Rights 

MCE: Meetings, Conferences & Events department 

 

http://www.ieee.org/documents/opsmanual.pdf
http://www.ieee.org/documents/opsmanual.pdf
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Peer Review/Tool: A peer review is a process where technical papers 
are reviewed by qualified individuals who are experts in the same field. 
Peer reviews are used to determine a technical paper's suitability for 
publication. IEEE recommends that you use a peer-review tool to 
manage conference papers. A peer-review tool helps you to follow a 
consistent process and improves the quality of your reviews. 

Plagiarism: IEEE defines plagiarism as the reuse of someone else's 
prior ideas, processes, results, or words without explicitly 
acknowledging the original author and source. 

Single blind review: The reviewer’s name is unknown to the author.  

Double-blind review process. This means that in addition to the 
reviewers being unknown to the authors, the authors will are unknown 
to the reviewers. The double-blind review process is a way to prevent 
bias or the perception of bias towards any author.  
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ISBN number:  The International Standard Book Number(ISBN) is a 
unique numeric commercial book identifier based upon the 9-digitStandard 
Book Numbering (SBN)  

ISSS number: Another identifier, the International Standard Serial 
Number (ISSN), identifies periodical publications such as magazines. 

Document Object Identifier (DOI):  a character string (a "digital 
identifier") used to uniquely identify an object such as an electronic 
document. Metadata about the object is stored in association with the DOI 
name and this metadata may include a location, such as a URL, where the 
object can be found. 

Abstracting service: a service that provides abstracts of publications, 
often on a subject or group of related subjects, usually on a subscription 
basis. 

Indexing service: a service that assigns descriptors and other kinds of 
access points to documents.  
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Letter of Acquisition (LoA): The Letter of Acquisition (LoA) is an agreement 
between your conference and IEEE to consider your conference for acceptance 
into the Conference Publication Program (CPP) and IEEE Xplore®.  

– http://www.ieee.org/conferences_events/conferences/organizers/letter_of_acquisition.
html 

Conference Publications: refers to all material that is published in relation 
to the conference, including but not limited to the conference's final program 
and the conference proceedings that result.  

– http://www.ieee.org/conferences_events/conferences/organizers/pubs/conference_pu
blications.html 

Journal Factor /  Impact factor (IF): an academic journal is a measure 
reflecting the average number of citations to recent articles published in the 
journal. It is frequently used as a proxy for the relative importance of a 
journal within its field, with journals with higher impact factors deemed to be 
more important than those with lower ones. 

Citation: a reference to a published or unpublished source (not always the 
original source). 

http://www.ieee.org/conferences_events/conferences/organizers/letter_of_acquisition.html
http://www.ieee.org/conferences_events/conferences/organizers/letter_of_acquisition.html
http://www.ieee.org/conferences_events/conferences/organizers/pubs/conference_publications.html
http://www.ieee.org/conferences_events/conferences/organizers/pubs/conference_publications.html
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What is Copyright? 

Copyright is one of a group of intellectual property rights (or laws) 
that are intended to protect the interests of an author or copyright 
owner.  

These laws give an author/owner nearly exclusive control over the 
use of his/her work. In particular, copyright protects the specific 
expression of an idea (e.g., the specific wording of your text) but 
not the idea itself.  

Copyright comes into existence the moment a work (an article, a 
book, a computer program, an email, a symphony, a sculpture, 
etc.) is first fixed in any tangible medium of expression, now known 
or later developed, from which it can be perceived, reproduced, or 
otherwise communicated, either directly or with the aid of a 
machine or device. 
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Copyright (continued) 

What happens when an author signs the IEEE Copyright Form? 

– When an author signs the IEEE Copyright Form, he/she is transferring 
ownership of the copyright rights in the work to the IEEE. In other words, 
the IEEE becomes owner of the paper when the author signs, dates and 
submits an IEEE Copyright Form. 

Front matter: Title page, copyright page, table of contents 
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Revenue: Income that a company receives from its normal business 
activities, usually from the sale of goods and services to customers.  
 
Expense: An outflow of cash or other valuable assets from a person 
or company to another person or company. This outflow of cash is 
generally one side of a trade for products or services that have equal 
or better current or future value to the buyer than to the seller. 

– In double-entry bookkeeping, expenses are recorded as a debit 
to an expense account (an income statement account) and a 
credit to either an asset account or a liability account, which are 
balance sheet accounts. An expense decreases assets or 
increases liabilities.  
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Direct Tax: The term direct tax generally means a tax paid directly to 
the government by the persons on whom it is imposed.  
 
Indirect Tax: An indirect tax (such as sales tax, a specific tax, value 
added tax (VAT), or goods and services tax (GST)) is a tax collected 
by an intermediary (such as a retail store) from the person who bears 
the ultimate economic burden of the tax (such as the consumer). The 
intermediary later files a tax return and forwards the tax proceeds to 
government with the return.  
 
d/b/a: Doing business as 
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A helpful tool for the budgeting process is the 
Conference Budget Planning Worksheet  
– This tool that will help you organize your conference's financial 

information (optional: you can use your own budgeting tool) 
– Budget checklist and worksheet  
– Revenue and expense worksheet - filling out this form will lead 

to a more accurate projection of your conference's net surplus 
or deficit 

– Social function tracker 
– Financial summary 
– Certification of Accuracy 
– Conference closing requirement checklist  

Presenter
Presentation Notes
As your budget starts to come into focus, one tool you may find helpful is the Conference Budget Planning Worksheet.  This is an excel document that is completely optional but that many Treasurers find helpful to organize their financial information.  It includes a checklist of many of the revenue and expense categories that conference organizers typically use, and it rolls those items up into an easy-to-read financial summary.  It also includes some documents like a Certification of Accuracy and a Closing Requirements checklist that you may find helpful as you progress through the event. 



 
  

 
Conference Budget Planning 
Worksheet  
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IEEE’s financial reporting 
workbook is available at: 
www.ieee.org/documents/fin
ancial_reporting_tool.xls 

The tool produces a 
summary report that is 
helpful for reporting 

 

Presenter
Presentation Notes
Here you can see a screen shot of the financial summary tab, with one column for budget, one column for interim reports and one for actuals.  The conference budget planning worksheet can be found at the URL shown, or you can simply Google “IEEE Conference Worksheet” and it should come back as the first hit.
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It is required that you submit your budget to IEEE at the 
Conference and Event Financial Reporting page 
– http://www.ieee.org/conferences_events/conferences/organizers/conf_app.html?pa

geType=finance 

This application allows you to submit your budget, forecast and 
actual finance & compliance information to IEEE  
– Completing the form should take 10-15 minutes 

You are submitting a summary of conference revenues and 
expenses, registration rates, and projected attendance statistics 

If you would like assistance with submitting your budget, contact 
the Conference Business Operations Team  

Presenter
Presentation Notes
Once your budget is prepared and you and the committee feel comfortable with it, it’s time to submit it to Conference Business Operations.  The Business Operations team will review the budget and submit it for financial reporting.  The best way to submit your budget is via the Conference and Event Financial Reporting page which can be found at the URL shown.  Since you’ve already done all the preparation, submitting the budget is fairly straight forward and usually takes organizers about 10 to 15 minutes.  All you’ll be submitting is the summary, high level category breakdown of revenues and expenses, registration rates and projected attendance.  If at any point you run into issues submitting this information please contact Conference Business Operations at and we’ll ensure that the system is capturing the financial information the way you intended.



 
  

Download The Packing List Generator  
PLG – Tips  
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Java Runtime Environment (JRE) version 1.5 is the minimum 
version that runs the program, 1.6 or later is recommended 

Start the PLG by double clicking on the packinglist_v1.4.jar 

Choose the type of packing list you want to create, the default 
the is “Conference Proceedings”  

Setting Preferences: change if necessary 
– For conferences make sure the value is NOT open 

access 

– Select appropriate no show policy 

– (conference non-presented                       
paper policy)  

– Click “Next” to proceed 

Presenter
Presentation Notes
The PLG must be installed on your computer. The installation requires you to have Java Runtime Environment (JRE) version 1.5, which is the minimum version that runs the program. We recommend version 1.6 or later. The next step is to select Conference Proceedings from the drop down menu and then select “Preferences” – ensure that  – “Default is not open access” is selected and then you chose the appropriate option regarding the conference’s “no show policy” , also know as non-presented paper policy.  






 
  

PLG – Publication Information  
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This form collects publication level 
information and information about 
who should be contacted if there 
are any questions about the 
packing list. Complete form.  
– Click “Next” 

– Basic validation occurs  

– Example: ISBN or ISSN must be valid 

– If there are no errors the following 
window opens 

Use the PDF browser to locate the 
folder containing the PDF files for 
publication 

 

Presenter
Presentation Notes
The information collected here is publication level information and information about who should be contacted if there are questions about the packing list. There is some basic validation that occurs, the ISBN or ISSN number must be valid, they can be found on the LOA. You then select the files from your computer that you wish to import. 



 
  

PLG – Article Info 
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Click on “Select All” to 
select all the PDFs. To 
exclude a PDF from the 
packing list, uncheck the 
box next to the file name. 
– Exclude is not suppress 

Update the content types 
– Table of contents 

Update the “Suppress”  
column if applicable 
– Used for “No Show” – if 

conference policy dictates 

 

 

See under the Resource Section, the link to 
download the PLG, it provides additional detail 
on utilizing this tool.  

Presenter
Presentation Notes
When the “Article Info” screen appears do the following: Click on “Select All” to choose all the PDFs. To exclude a PDF from the packing list uncheck the box next to the filename. For example, if the paper was not accepted, you would want to exclude it. Next you would update the content types, such as the cover page, index or original research. The next step is to update the “Suppress?” column, if applicable. 
This column defines if the paper is a no show and you do not wish it to appear in Xplore. A no-show is defined as an author not presenting the paper at a conference. This assumes the conference has chosen to implement a no-show policy. Now you update the “Open Access” column, for conference this column should not be checked. If by chance the default was not set correctly, “Exit” the PLG program and restart and change the preferences. For conferences this column should not be checked. If a paper has multimedia associated with it, the multimedia file(s) must be stored in a ZIP file prior to adding it to the packing list. Only a single ZIP file is allowed for each PDF article. NOTE: The PLG does not create ZIP files. Once the ZIP file(s) have been created do the following.
a. Select the row containing the PDF with multimedia. / b. Click on the “Manage Multimedia” button. / c. Click “Add” to add a ZIP file. Finally click “DONE” after selecting the ZIP file. Repeat these steps for any other multimedia. The “Identifier” column should only be used when instructed by IEEE to do so. Otherwise leave the column blank.



 
  

 
Tax Collection & Reporting 
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Income Taxes – completing a 1099 form is required when 
payments are made to U.S. citizens and US resident aliens   

Income Taxes – completing a 1042 form is required when 
payments are made to a non-U.S. citizens from a conference 
located in the United States 

Tax reportable payments include: Awards, grants, honoraria, 
prizes, commissions 

Gather the following information before payment is made: 
– Full name & Permanent Address 

– U.S. Citizenship Status (Citizen, Resident Alien, etc.) 

– U.S. Social Security # (if US Citizen/Resident Alien) 

– Total payments issued in $US 

– Calendar year payment was made 

– Purpose of payment 

 

Presenter
Presentation Notes
IEEE conferences must comply with all US based tax laws as well as the local tax laws of the country where the conference is taking place.  In the US the biggest concern is 1099 and 1042 reporting, which are required for payments made to individuals other than reimbursements, for example awards or honoraria.  Such payments made to US citizens or resident aliens should be reported via the 1099, while such payments made by a US conference to NON-US person would be reported on the 1042.  Such payments made by a non-US conference to a non-US citizen need not be reported to the US tax authorities.
The best practice is to gather all of the relevant information prior to paying the individual.  Required information includes the recipient’s  Full name and permanent address, their citizenship status and their social Security number if it is a 1099 payment to a Us citizen, the total amount of the payment, the year in which the payment was made, and the purpose of the payment, for example “Best Paper Award.”




 
  

Tax Collection & Reporting 
Indirect Tax 
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It is mandatory for all conferences to comply with applicable 
indirect tax requirements such as Value Added Tax (VAT), Goods 
and Services Tax (GST) and Sales Tax  
– Each country sets its own regulations, handling of indirect taxes can be complex   

It is recommended to contact the Conference Business Operation 
team for guidance. For complex situations, the IEEE Indirect Tax 
group is also available to assist    
– Budgeting for VAT 

– Consulting for tax compliance 

– Tax return filing 

Full indirect tax compliance service is available for the following 
countries: 
–  Italy, France, the Netherlands, Portugal, Spain, the United Kingdom, Germany, 

Austria, Czech Republic, Ireland, Greece, Hungary, Australia 

 

 

Presenter
Presentation Notes
In addition to US tax reporting, all conferences must comply with indirect taxes where applicable, such as Value Added Tax or VAT, Goods and Services Tax or GST and sales taxes.  Individual countries set their own indirect tax regulations, making the process of managing these taxes very complex and nuanced.  To help you navigate this process, it is recommended to contact the IEEE Indirect Tax Group if your conference takes place in a part of the world where indirect taxes apply, such as Europe, Japan or Australia.  The Indirect Tax group can assist you with budgeting for indirect tax, provide you guidance to maintain compliance,  and even file the return for you.  This group also offers full indirect tax compliance service in a number of countries as you see here.
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