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CONFERENCE INFORMATION SCHEDULE
PLEASE FILL OUT ALL GREY SHADED AREAS

See page 3 for detailed instructions on how to complete this form or

Press F1 in the grey area for INSTRUCTIONS FOR COMPLETING THE CONFERENCE INFORMATION SCHEDULE FORM
	1. Full Title of Conference:           

	2. Dates of Conference: Month:      
Start Date:         End Date:      
Year:      

	3. Location of Conference (full name and address):  

Location:         

Address:      
City:        





State:        

Postal Code:      




Country:      

	EXTRAS:  
   - Conference Scope (75 word maximum):      


	   - Conference Keywords (Please list 5-10 keywords to be used when promoting your conference on the IEEE Conference Search):      


	   - Conference Focus:  FORMCHECKBOX 
 Application      FORMCHECKBOX 
 Scientific/Academic     FORMCHECKBOX 
 Other (Please specify)      


	4. Conference Internet Website?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO 
WWW URL:     
Call for Papers WWW URL:     
	5. Estimated Attendance:      

	
	6. Exhibits:   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO 

If yes, how many?            

	
	7. Tutorials:   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	8. Will there be a Conference Publication?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO  

If yes, check one:  FORMCHECKBOX 
 Conference Record  FORMCHECKBOX 
 Other (explain)      


	9. Identify IEEE Organizational Units (OU) involved as either Sponsor, Co-Sponsor, or Technical Co-Sponsorship and the percentages of involvement.  These terms are defined on page 3.

	OU:      

	Type of Support:  FORMDROPDOWN 

	Financial Percentage:     %

	OU:      

	Type of Support:  FORMDROPDOWN 

	Financial Percentage:      %

	OU:      

	Type of Support:  FORMDROPDOWN 

	Financial Percentage:      %

	OU:      

	Type of Support:  FORMDROPDOWN 

	Financial Percentage:      %

	Identify Non-IEEE Organizational Units (OU) involved and the financial percentage of involvement:

	OU:      

	Type of Support:  FORMDROPDOWN 

	Financial Percentage:      %

	OU:      

	Type of Support:  FORMDROPDOWN 

	Financial Percentage:      %

	OU:      

	Type of Support:  FORMDROPDOWN 

	Financial Percentage:      %

	                                                                                                                                                   Financial Percentages must Total: 100%

	10. Has the section, within whose geographical boundaries the Conference is being held, been notified?     FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO       

If yes, who was contacted? Name:       
Section:      

	11. Has an IEEE Conference Insurance Form been submitted?     

 FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO       
	12. For IEEE Sponsored/Co-Sponsored conferences -  all contracts ($25K USD or more) been submitted to IEEE Conference Services for review and execution?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO 

	ADMINISTRATION

For the following Conference officers, enter first name, middle initial and last name, plus complete address and telephone number.


	INFORMATION CONTACT: 

	First Name:       MI:       Last Name:      

	Address:     

	City:      
	State:      

	Postal Code:      
	Country:      

	Tel. No.:      
	Fax No.:      

	Email:      

	CONFERENCE CHAIR: 

	First Name:       MI:       Last Name:      

	Address:     

	City:      
	State:      

	Postal Code:      
	Country:      

	Tel. No.:      
	Fax No.:      

	Email:      

	COMMITTEE MEMBERS

If available, please attach to this form a complete list of Conference Committee members, their titles, addresses, and telephone numbers.

	SUBMITTED BY: 

	First Name:       MI:       Last Name:      

	Address:     

	City:      
	State:      

	Postal Code:      
	Country:      

	Tel. No.:      
	Fax No.:      

	Email:      

	Conference Position:      


	SIGNATURE:      

	Date:      



RETURN TO:  

conference-services@ieee.org
or IEEE Conference Services
445 Hoes Lane, P.O. Box 1331, Piscataway, NJ 08855-1331, U.S.A

FAX +1 732 981 1769


KEEP A COPY FOR YOUR RECORDS


INSTRUCTIONS FOR COMPLETING THE CONFERENCE INFORMATION SCHEDULE FORM

1.  Conference Title.  Enter the complete title. Title must be consistent from year to year.  IMPORTANT: If you are considering any change in the title of a conference that has been held in prior years, you must clear this title change with the IEEE Conference Services Office (at the address on the bottom of page 2).  Title changes are very upsetting to librarians and even a slight modification can necessitate the issuance of a new Library of Congress Catalog Number for the conference proceedings. 

2.  Dates of Conference.  Enter the month, start date, end date and year of conference.  For example: October 20 - 25, 2002.

3.  Location of Conference.  Enter name of hotel or conference center, street address, city, state, postal code and country.

Extra – Please be sure to include the Conference Scope, Keywords, and Focus.

4.  Conference Internet Website.  Indicate whether the conference is maintaining a Home Page on the World Wide Web.  

If Yes, provide WWW URL address.  Please also provide WWW URL address for the conference Call for Papers. 

5.  Estimated Attendance.  Enter your expected attendance figure in this space.

6.& 7.  Exhibits& Tutorials. Indicate whether or not there will be exhibits or tutorials at the conference by checking the appropriate box.  Please also include number of exhibits if checked yes.

8.  Will there be a Conference Publication?  Check the "yes" or "no" box and the "Conference Record" or "Other" box.  "Other" could be a Digest, Abstracts or Summary, for example.

9.  Indicate the extent of IEEE involvement for each IEEE Organizational Units involved.  Select the type of support, after reading the definitions below: 

· Sponsorship: Indicates complete responsibility in the technical, financial, publicity and administrative areas of the conference.

· Co-Sponsorship: Indicates a shared significant involvement in the technical, financial, publicity and administrative areas of the conference, as defined under sponsorship.


If sponsored or cosponsored, list each involved OU and indicate its percentage share of financial involvement in the conference.  If other than percentage, please explain.

· Technical Co-Sponsorship: Indicates direct involvement in the organization of the technical program, encouraging members to submit papers and attend the conference through availability of the appropriate IEEE Society mailing list.


If Technical Co-Sponsor list each OU involved and indicate the type of involvement.

10.  IEEE Policy requires notification of the section within whose geographical boundaries the conference is being held.

11.  Submission of Request for Conference Insurance form is mandatory for IEEE to provide necessary insurance coverage.

12.  IEEE policy requires that all contracts valued at $25,000 USD or more are to be reviewed and executed by IEEE.  Please forward to IEEE Conference Services.

ADMINISTRATION AND COMMITTEE MEMBERS
It is important to provide IEEE Conference Services with the names, addresses and telephone numbers of the Chairmen and Committee Members requested on page 2.  The name of the "Information Contact", for example, is included in the Conference listing that appears in the IEEE Conference Database Search which can be located at: http://www.ieee.org/conferencesearch/
SUBMITTED BY
The name, address and telephone number of the individual completing this form must be included, along with his or her conference position.  This person must also sign the form and enter the date that the form was forwarded to the IEEE Conference Services office.

Revised: 18 July 2006
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