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KINDLY READ THE FOLLOWING INSTRUCTIONS CAREFULLY BEFORE APPLYING FOR SPONSORSHIP FOR CONFERENCE/ SYMPOSIUM/ WORKSHOP/ SEMINAR/ COURSE/ STUDENT BRANCH ACTIVITY TO IEEE UTTAR PRADESH SECTION

Important Instructions to be followed at the time of preparing the application for organizing an IEEE Sponsored conference or workshop

1. The Organizers are required to send the scanned copy of the duly completed event sponsorship form available at http://www.ieeeup.org/downloads/ to Secretary via email: secieeeup@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
· Detailed resumes of proposed General Chair, Conference 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). 
· A list containing the name, department, IEEE membership ID, and last date of membership validity, of IEEE professional members from local conference organizing committee with their roles and responsibilities in the conference·
· Organizers should send the scanned/soft copy of license of any good plagiarism check software to be used in the proposed conference.
· List of the proposed IEEE UP Section’s Executive Committee Members involved in the conference or workshop with their roles and responsibilities.
3. In case you want the Event to be jointly organized by IEEE UP Section, the section can provide technical co-sponsorship without any financial liabilities, or co-sponsorship with financial liabilities. In case the section shares the financial liabilities, it will have right to share the profits and losses. For all types of sponsorships, an MOU need to be signed between IEEE UP 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 UP Section have to involve by the conference organizers to ensure the quality of conference.
6. [bookmark: _GoBack]Normally, IEEE UP Section support will only be provided if the reduced registration fee is being provisioned for IEEE members of different categories. IEEE Life membership/ fellowship, an honor given due to member's long commitment, should be charged lowest possible registration fee or should be given registration fee waiver if possible.
7. 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 UP 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.
8. Any request to support travel (full or partial) to attend any technical conference or Event is not provided by IEEE UP Section.
9. It is not required to have too many “Conveners, Advisory Committee etc” names unless they have relevance to IEEE Conference Organizational Structures. All committee names and members mentioned here must have given their consent to participate.
10. A conference must also bring up the knowledge of participants in key topics and areas by hosting tutorials. Renowned experts from IEEE must be contacted to deliver these tutorials. If any Tutorials are planned the information on the plans, like number of tutorials, full day or half day tentative topics and speakers details must be shared.










CHECK LIST

	S. No.
	Mandatory Requirement
	Yes/ No
	Remark, if any

	1
	Is the gap between the application for Co-sponsorship date and Conference/ event date minimum 12 (twelve) months?
	
	

	2
	Is the URL of the event is functional with full information on the date of application?
	
	

	3
	Are all the proposed chairpersons of different committees IEEE Members in good standing?
	
	

	4
	Have you attached the detailed resumes of proposed General Chair, Conference Chair, Organizing Committee Chair, Technical Program Committee Chair, Publication Chair and Track Chairs with the form?
	
	

	5
	Have you attached the list containing the name, membership no., and last date of membership validity of IEEE professional members from the organizing institute?
	
	

	6
	Have you attached the scanned/soft copy of license of any good plagiarism check software to be used in the proposed conference?
	
	

	7
	In case of series conference/ other conferences of the organizing institute, has the proceedings of previous edition/ other conference of the organizing institute published on IEEE Xplore?
	
	

	8
	In case of series conference/ other conferences of the organizing institute, has the fees/ dues of IEEE UP Section been cleared?
	
	

	9
	In case of series conference/ other conferences of the organizing institute, have the observers’ report of previous edition/ other conference of the organizing institute been sent to the section?
	
	

	10
	In case of sponsorship approved, we hereby agree to the instructions and guidelines/ MoU of the IEEE UP Section for the said event.	
	
	

	11
	We have read conference policies of IEEE, IEEE Uttar Pradesh Section and instructions given on page 1 and 2 and accept to adhere to them and honour all financial requirements including the TCS fee and IEEE UP Section Fees.
	
	

	12
	We agree that we shall fill up the online application for the conference on the IEEE/IEEE MCE website ONLY AFTER getting the written/Email approval of the IEEE UP Section.
	
	

	13
	We agree that we shall fill up the online application for the conference on the IEEE/IEEE MCE website ONLY AFTER getting the written/Email approval of the IEEE UP Section.
	
	






Date: 


Name & Signature of the applicant
			




Name, Signature and Seal of the Director/ 
Registrar/ Head of the Institute 










APPLICATION FOR SPONSORSHIP

1. Nature of the Event (tick one):	
Conference/ Symposium/ Workshop/ Seminar/ Course/ Student Branch activity

2. Details of the Event:
	Name of the Event
	

	URL of the event 
(If URL is not available at the time of submitting the sponsorship form, then kindly provide the URL within one month of the approval from the section)
	

	Duration/ proposed dates
(If there is a need in change of dates of the event after the approval, kindly take the approval from the section.)
	

	Expected Numbers of total Contributory Technical Papers
	

	Expected Numbers of Contributory Technical Papers to be sent to IEEE Xplore
	

	Proposed Number of Invited Lectures
	

	Mode of the event (Offline/ hybrid/ online)
	

	Technical Field of Interest & Scope of the Event
	

	Technical Field of Interest & Scope Matches with IEEE (Yes/ No)
	




3. Is it a series Conference: Yes/ No, If Yes, kindly provide the following details of the previous editions of the conference

	S. No.
	Month & Year in which conference was organized
	Sponsorship by IEEE UP Section (Technical/ Financial/ Logo only)

	Availability of previous edition(s) of the conference on IEEE Xplore (Yes/ No)

	Dues of the section cleared (Yes/ No)
	Observers’ report submitted
(Yes/ No)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	


4. Organizing Institute Details of Organizing Institute and Proposed Venue: 

	Details
	Organizing Institute
	Proposed Venue

	Institute Name
	
	

	Postal Address
	
	

	URL
	
	

	Contact Email
	
	

	Phone
	
	



5. Details of other conferences already held/ approved by IEEE UP Section in the organizing institute/ university

	conferences (Already held/ approved) for the year 2026
	Name of the conference
	Dates of the conference

	Sponsorship from IEEE UP Section (Technical/ Financial/ Logo only)

	Already held/ approved
	
	
	

	Already held/ approved
	
	
	

	Already held/ approved
	
	
	



6. Details of the IEEE activities at the Institute:
(Note: Kindly fill the data given below as per the record of vTools. Only vTools data shall be considered.)
	Details
	Year 2024
	Year 2025

	Does the institute have active IEEE Student Branch?
	
	

	No. of IEEE Student members at the Institute
(kindly attach vTools screenshots as a separate pdf)
	
	

	No. of IEEE Graduate Student members (GSM) at the Institute
(kindly attach vTools screenshots as a separate pdf)
	
	

	No. of IEEE professional members at the Institute
(Enclose the list mentioning name, department, IEEE membership no. and current status (active/ inactive) 
	
	

	Does the institution have active IEEE Society Chapters? If yes, kindly provide details
	
	

	No. of activities reported on vTools
(kindly attach vTools screenshots as a separate pdf)
	
	

	A limited list of major activities with IEEE student branch/ SBCs, WIE, YP, or SIGHT in last 3 years, year wise and reported on vTools
(kindly attach vTools screenshots as a separate pdf)
	
	



7. Details of the Proposed Activities during the Event:

	Name of the Activity
	Yes/ No
	Name of the Activity
	Yes/ No
	Name of the Activity
	Yes/ No

	Plenary Lectures
	
	Best Paper / Poster Awards
	
	IEEE Membership Promotion
	

	Keynote Addresses
	
	IEEE Executive Committee Meeting
	
	Membership Drive
	

	PhD Symposium
	
	Activity for Young Professional
	
	Expeditions
	

	Technical Paper Presentations (Oral)
	
	Activity for Women in Engineering
	
	Cultural Events
	

	Technical Paper Presentations (Poster)
	
	Activity on Humanitarian Technology
	
	Social Gathering and Networking

	



8. Association of IEEE Uttar Pradesh Section:

	Name of the Committee
	Yes/ No
	Name of the Committee
	Yes/ No

	General Chair / Co-chair
	
	PhD Symposium Committee
	

	Advisory Committee
	
	Various Tracks
	

	Technical Program Committee
	
	Technical Sessions
	

	Finance Committee
	
	Event Oversight Committee
	

	Any other committee (If yes, then mention the name of committee)
	
	Any other committee (If yes, then mention the name of committee)
	



9. Details of Registration Fees: 

	S. No.
	Category
	IEEE Member
	Non IEEE member

	1
	Student
	
	

	2
	Professional
	
	

	3
	Industry Participants
	
	

	4
	Foreign Participants
	
	

	5
	Attendee only
	
	

	6
	Any other (pl. specify)
	
	



(a) Will the GST on registration fee be charged from the participants?
Yes/ No

(b) Is the GST included in the registration fees? Yes/ No

10. Details of Facilities against the Registration Fee collected: 

	Facility Name
	Tick if applicable
	
	Tick if applicable

	Breakfast
	
	Dinner 
	

	Working Lunch 
	
	Conference Kit
	

	Tea and Coffee during the breaks
	
	Free / Subsidized Guest House or Hostel Accommodation
	

	Award and other
	
	Any other (if yes, kindly name it)
	



11. Proposed financial plan (in INR):

	
	Income Details
	Expenditure Details

	S. No.
	Item
	Tentative Amount
	Item
	Tentative Amount

	1
	Registration Fees
	
	Local Hospitality
	

	2
	Sponsorship from Organizing Institute
	
	Travel
	

	3
	Other Sponsorships
	
	Honorarium

	

	4
	Grants
	
	IEEE TCS (USD 1450) & Paper Upload Fee (@USD 22 Per Paper)
	

	5
	Seed money
	
	UP Section Fee (@7.5% of registration fee or Rs.20K, whichever is more)
	

	6
	Any other (pl specify)
	
	Other Contingent and miscellaneous
	

	Total Amount
	
	
	






12. Details of Impact and Benefits to: 

	Contributory Attendees
	

	IEEE Uttar Pradesh Section 
	

	IEEE Members
	

	Society at large
	

	Others
	




13. Assistance from IEEE UP Section:

	S. No
	Items
	Required

	1
	Sponsorship/Co-sponsorship
(Technical/ Financial)
	

	2
	Paper Upload Request on IEEE Xplore
	

	3
	Grant 
(if required, pl. specify the amount)
	

	4
	Seed Money 
(if required, pl. specify the amount)
	




14. Details of proposed organizers of the conference/ Event:

	S. No
	Details
	Conference Chair
	Organizing Coordinator/ convener
	TPC Chair
	Applicant Details

	1
	Name
	
	
	
	

	2
	Designation
	
	
	
	

	3
	Active IEEE membership status 
(Yes/ No)
	
	
	
	

	4
	IEEE membership no.
	
	
	
	

	5
	Postal address
	
	
	
	

	6
	Official Email
	
	
	
	

	7
	Mobile No.
	
	
	
	



15. Details about organizers/ participations in POCO/ CQMW (Conference Quality & Management Workshop) organized by IEEE UP Section:

	S. No
	Role of Organizer
	Prior experience in organizing the IEEE conference. Kindly provide details, conference name, role etc.
	Attended the POCO/ CQMW. Provide details, year of participation etc. 

	1
	Conference Chair
	
	

	2
	Organizing Coordinator/ convener
	
	

	3
	Organizing Secretary 
	
	

	4
	TPC Chair
	
	

	5
	Publication Chair 
(Also write name, affiliation and IEEE membership no. & status)
	
	

	6
	Any other
	
	




Date: 

Name & Signature of Applicant





Name, Signature and Seal of the Director/ 
Registrar/ Head of the Institute



	(A) For the use of IEEE UP Section only
----------------------------------------------------------------------------------------------------------------
Status: Approved/ Not Approved in the ____ Executive Committee Meeting of 202  held on ____/____/202  at ______________________________________________________________________
Comments (If any):______________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

Signature of Chairperson, IEEE Uttar Pradesh Section


(B) Follow-up for or the use of Chair, Conference Activities Committee
----------------------------------------------------------------------------------------------------------------
(a). MOU signed on:  ______________________
(b). Money sent to _____________________________ for financially sponsored event on ________________vide cheque no.____________________ in favour of __________________________
(c). Report by oversight committee received on _______________________________________
(d). Report by the organizers received on ________________________________
(e). IEEE TCS (USD 1450) & Paper Upload Fee (@USD 22 Per Paper) received on __________________________
(f). UP Section Fee (@7.5% of registration fee or Rs.20K, whichever is more) received on_____________________________________________ Vide ____________________________
(g). Comments (if any)_______________________________________________________________

Sponsorship/ support request closed.

Signature of Chair, Conference Activities Committee
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