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Instructions for Conference/Event Sponsorship


1. The Organizers are required to send the scanned copy of the duly completed Application form available at http://www.ieeemp.org/  to Dr Jitendra Agrawal, Chair Conference operations via email: jitendra@rgpv.ac.in also cc to ieeempsection@gmail.com, at least one week prior to the next executive committee meeting for possible consideration.
2. The Organizers are required to submit the following documents as annexure(s) of the conference/workshop application
· Detail resumes of proposed General Chair, Organizing Committee Chair, Technical Program Committee Chair, Publication Chair and Track Chairs (All the proposed chairpersons should be the IEEE Members in good standing). 
· List of the proposed IEEE MP Section’s Executive Committee Members involved in the conference or workshop with their roles and responsibilities.
· Details of IEEE Student Brach or Chapters active in the institute.
· At least 12 months are required for approval of the conference if it is first and 11 months if it is annual in series 
3. In case you want the Event to be jointly organized by IEEE MP Section, the section can provide sponsorship without any financial liabilities, or co-sponsorship with financial liabilities. In case section shares the financial liabilities, it will have right to share the profits. For all such type of sponsorships, an MOU need to be signed between IEEE MP Section through its Chairperson and organizers of the Event.
4. The MOU is a pre-requisite to make any Event organized by a non IEEE entity, an IEEE Event. This also makes them eligible to apply for publishing the proceedings on IEEE xplore. Please note that it does not guarantee the publication. Please visit www.ieee.org for more details.
5. In all the sponsored Events, the volunteers of IEEE MP Section have to be involved by the conference organizers to ensure the quality of conference.
6. The chairperson of the Event organizing committee should submit a report on the Event, statement of income from all sources, statement of expanses to the IEEE MP Section executive committee within one month of end of the Event. All the documents should be duly verified by the chairperson of the organising committee of the Event.
7. MP Section may withdraw its sponsorship at any stage if it is found that conference is not being organized as per IEEE standards and section’s directions.
8. Section Chair/Vice Chair shall be part of inauguration ceremony
9. Oversight committee member should be part of meetings conducted for organization of the conference may be online also. One of the member shall be observer to the conference presentations.
10. All communications shall be copied to oversight committee deputed by Section. Oversea committee members’ report will be considered for clearance of the proceedings for IEEE explore.
11. Committees of the conference shall be as per guidelines already available online on website
12. Conference committees as below: 
· [bookmark: page4]Patron: Optional (not more than 2 persons) -Optional 
· Hony General Chair: Optional (not more than 1) -Optional
· General Chairs/Conference Chair (Not more than 2 and must be IEEE Member)
· General Co Chairs: Optional (not more than 2 and must be IEEE Member) - Optional
· Technical Program Committee Chairs: Not more than 2 and must be IEEE Members
· Finance Chairs: not more than 2 and one them must be IEEE Member
· Publication Chairs: not more than 2 (one must be from Section)
· Publicity Chairs (Not more than 4)
· Oversight Committee: 2 names from section and at least one will be attending conference as observer and arrangements to be done by the organizers
· Workshop chairs (optional)
· Advisory Committee: here any numbers and any senior person 
· Local organizing Committees can be formed on website or brochure for circulation
· If conference is financially sponsored by Section, then one person from section in all the committees and names to be given by section chair
· For technically sponsored conference: two nominees of section chair in committees and two oversight committee members
· Online conference permission is not granted by section and for hybrid conferences at least 50% of papers to be presented in person else proceedings may be withheld depending upon the report of oversight committee.
Keynotes: not more than two keynote per day is allowed (50 min), and must be professor or above or senior person in industry. Other speakers may be named as invited speaker (30 min), plenary (10-20 min) speaker etc.
NOTE: Conference presentation schedule must be displayed on website atleast 20 days before conference dates with details of rooms, session chairs etc. 

NOTE-This has approval of execom committee and release by Section Chair in his seal
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