FREQUENTLY ASKED QUESTIONS (and ANSWERS)

IEEE Conferences


	Area / Topic
	Question
	Answer

	General Conference: 

IEEE

Sponsorship
	How can I make my conference an “IEEE” conference?
	For a conference to be considered an IEEE conference, it must be sponsored by at least one IEEE organizational unit.  If multiple organizational units are sponsoring a conference, at least one of the organizations must be an IEEE organizational unit. 

	General Conference: IEEE Sponsorship
	What types of sponsorship do IEEE organizational units (OU) provide?
	Sponsorship relates to the responsibilities and accountabilities of an organizational unit with respect to financial, technical, publicity, and administrative aspects of a conference. The three types of conference sponsorship available are: Sole Sponsorship, Co-sponsorship and Technical co-sponsorship/technical cooperation.  See:  http://www.ieee.org/web/aboutus/whatis/policies/p10-1.2.xml#10.1.2 


	General Conference:

IEEE Sponsorship
	How can I obtain sponsorship from an IEEE organizational unit (OU)?
	There are 45 Societies/Councils, all with a different field of interest.  You should apply for sponsorship to the one or more that most matches your conference interest.  You may also contact the Local IEEE (Region/Section/Chapter) and request sponsorship.

IEEE Societies/Councils: http://www.ieee.org/web/societies/home/index.html
IEEE Geographic Units:  http://www.ieee.org/web/geo_activities/home/index.html

	General Conference: Search and Call for Papers Listing 
	How can I post my conference on the Conference Search and Call for Papers listing?
	Complete the IEEE Conference Information Schedule found at http://www.ieee.org/web/conferences/organizers/required_documentation.html Your conference must be sponsored by at least one IEEE organizational unit.

	General Conference: Search
	My conference is posted on the IEEE Conference Search but some of the information has changed. How can I update and make changes?
	If you have any changes or updates, please contact IEEE Conference Business Services at conference-services@ieee.org and include your conference number in the subject line.  

	General Conference: Search
	How can I search for conferences taking place in my area or field of interest?
	Visit the IEEE Conference Search at http://www.ieee.org/web/conferences/search/index.htm  Complete the fields with information that applies to your query.  It is not necessary to complete all the fields.  A general search, i.e. using dates and location, will yield a broad list of results.  Once you select your match, you will find the dates, location, conference website, information contact and other helpful information for that conference.

The IEEE Conference Database includes all meetings run by, or in association with, the IEEE.  Sponsors include Technical Societies, Geographic Regions and specialized Boards/Committees.  Conferences are added and updated daily, so please bookmark and revisit the page for the most current information.

	General: Local Search for meetings, events & competitions
	How do I obtain info on a local region, section or chapter meeting, competitions & events?

	Please refer to the IEEE Geographic Activities website: http://www.ieee.org/web/geo_activities/home/index.html.  Please click on the region to get info on section and chapter. Please click on a section or chapter to get info on local events

	General:  IEEE Standards Meeting
	How do I obtain info on an IEEE Standards Meeting?
	Please refer to website:  http://standards.ieee.org/index.html or for specific question/s  Please contact Tina Alston at: t.alston@ieee.org 

	Banking
	What is Concentration Banking and how to I establish an Account for my conference?
	The Concentration Banking Program offers conferences a bank account with unlimited check writing privileges, which pays a higher rate of interest than traditional business checking accounts. For more information, please visit http://www.ieee.org/portal/pages/services/financial/treasury/concentration.html
To establish a Concentration Banking Program account, conference treasurer and chairperson may simply fill out the signature card provided by the IEEE Treasury Department, and return it to the IEEE Treasury Department. Within 12 - 16 business days, you will receive your checks, deposit tickets and deposit endorsement stamp.  The initial deposit may be a conference loan, which can be directly credited to your account.  To obtain signature cards, please send an e-mail to concentration-banking@ieee.org with your contact information, and the forms will be forwarded to you within one business day



	Banking 
	How do I set up conference bank account with our preferred (local) bank
	IEEE Policy 11.3.2 states Conference bank accounts must have the IEEE Staff Director, Financial Services as a signatory, plus two volunteers from the Conference, preferably the Conference Chair and Treasurer, for IEEE sponsored or cosponsored conferences.  Please forward original signature cards from your preferred bank, including a cover letter relating the information requested by bank regarding the IEEE Staff Director & an envelope addressed to the bank (alternately a letter stating the name and address where signature cards need to be returned) to:

IEEE

445 Hoes Lane 

Piscataway, NJ 08855

ATTN: Conference Finance Services

	Banking 
	What information do I need to provide in order to complete an outgoing Concentration Banking Wire Request?
	The following information is required in order to complete a CB Wire Request: Amount of Transfer, (1) Type of Currency, (2) Bank Name, (3) Bank Address, (4 a.)ABA # (Domestic), (4 b.)SWIFT # (Int’l), (5)Bank Account Name, (6)Bank Account or IBAN #

Wire Transfer Request from a Concentration Bank form can be used.  This form is accessible on the Required Documents web page: http://www.ieee.org/web/conferences/organizers/required_documentation.html 


	Banking 
	What information do I need to provide to obtain a loan from the conference’s sponsoring Society & have it wired to the local conference bank account or directly to pay a vendor invoice?
	A maximum of 4 things may be needed to obtain a loan from a sponsoring Society to pay a conference invoice or to fund a local bank account:
1. Completed Wire Request form (available on web-site link attached below) 

2. Invoice (when needed to pay for items or services) 

3. A W-8 or W-9 form when making a payment to a supplier (available on web-site link attached below) 

4. An email string stating approval from an IEEE Society  

Wire Transfer Request form can be used.  This form is accessible on the Required Documents web page:

http://www.ieee.org/web/conferences/organizers/required_documentation.html

	Banking
	How do I wire money to an IEEE Concentration Banking Account?
	For security reasons we cannot list the necessary account information, therefore for complete instructions, please contact Conference Finance Services at conference-finance@ieee.org.



	Banking
	How do I close the Concentration Banking Account?
	To close a Concentration Banking Account, a conference organizer (Treasurer or Chair) must complete and submit a Destroy Check Form.  This form can be obtained at the following site: http://www.ieee.org/web/conferences/organizers/required_documentation.html
The email needs to be sent in to Conference-Finance@ieee.org stating that the bank account can be closed and how to disburse the money. Please list the conference name and hop # in the email. 

	Banking
	How do I stop payment on a check issued from my conference Concentration Banking account?
	Please forward stop payment request  to concentration–banking@ieee.org  with a cc to

conference-finance@ieee.org, with the following info:

· Conference name and Hop Number
· Check number

· Check amount

· Check date

· Name of the Payee

· Reason for the stop payment

	Banking 
	Where do I locate or obtain IEEE Articles of Incorporation?
	Please contact IEEE Conference Finance Services at: conference-finance@ieee.org


	Call for Papers 
	I’d like to submit my research to an IEEE conference.  How can I search for Call for Paper dates of upcoming conferences?
	You can browse Call for Paper deadlines at http://www.ieee.org/web/conferences/callforpapers/index.html and search according to date range or IEEE sponsor.

	Commercial Publication Vendors
	Does IEEE permit commercial publication?
	IEEE does permit commercial publication as long as the commercial vendor follows IEEE guidelines to produce the content. The URL that explains these guidelines is:                                                                                http://www.ieee.org/web/aboutus/whatis/policies/p6-1.html

	Conference Management:  IEEE MCM
	Whom do I contact at IEEE for information on full or partial conference management?
	Please contact Elsie Cabrera at e.cabrera@ieee.org.

	Conference Management:  IEEE MCM
	How do I get in touch with IEEE conference MCM with our site information for an upcoming conference?
	Please forward your site info to: MCMInfo@ieee.org


	IEEE Conference Publications Program (CPP)
	How does my Conference Publication become part of the IEEE Conference Publications Program (CPP)?
	Our Conference Publications Program (CPP), which includes the posting of material in our online collection, is limited to meetings in which IEEE is a participant.  If the meetings have been sponsored or co-sponsored by IEEE, then they can be considered for inclusion.

Two completed forms need to be submitted in order for a publication to be considered for inclusion (IEEE Conference Information Schedule and the IEEE Conference Publication Form). The forms can be found online at:  http://www.ieee.org/web/conferences/organizers/required_documentation.html   --  Conference Organizers Page

These forms will alert us of the intention to hold an IEEE sponsored or co-sponsored conference and to produce a conference publication.  This will result in the conference being listed in the IEEE Conference Search tool and will initiate the acquisition process.  Application for acquisition does not guarantee inclusion in the program. It is requested that these forms be submitted at least 6 months prior to the conference start date.

	Conference Publication
	How do I get my conference proceedings listed in Xplore?
	Only conferences that are sponsored by an IEEE organizational Unit may be accepted into the IEEE Conference Publication Program and are subsequently placed in the IEEE Digital Libraries.  Please note that submission of the IEEE Publications form does not guarantee inclusion in the program.  In addition, the IEEE Information Schedule and IEEE Conference Publication form must be submitted at least 6 months prior to the conference start date.

	Conference Publication
	How do I get my Conference IEEE Catalog Number?
	Conferences that are accepted into the Conference Publications Program will be assigned the appropriate IEEE catalog number.  In order to be considered for inclusion, the conference must submit an IEEE Conference Publication form.  We request this form at least six months prior to the conference start date.  Also, the conference should have already submitted an IEEE Information Schedule.  You can find both of these forms at the following web site:  

http://www.ieee.org/web/conferences/organizers/required_documentation.html


	Conference Publication
	How do I get an ISBN for my conference proceedings?
	Conferences that are accepted into the Conference Publications Program and are copyrighted by IEEE will be assigned the appropriate ISBN's by the Conference Publication Group.  In order to be considered for inclusion, the conference must submit an IEEE Conference Publication form.  We request this form at least six months prior to the conference start date.  Also, the conference should have already submitted an IEEE Information Schedule.  You can find both of these forms at the following web site:  http://www.ieee.org/web/conferences/organizers/required_documentation.html   --  Conference Organizers Page

	Conference Publication
	Can the IEEE acquire proceedings if the copyright is held by another entity?
	Yes, if the copyright is held by another entity, and has been accepted into the Conference Publication Program, we will send a Permission Statement to the Publication Chair.  This statement needs to be filled out and signed by an authorized Representative of the Copyright Holder.   It must be returned to Conference Publications Group in order to continue with the acquisition.  If the form is not returned, we will be unable to acquire the proceedings.

	Conference Publication
	Is there a payout for the submission of compliant PDF files?
	IEEE pays the Conference for compliant PDF articles submitted. 

	Conference Publication
	How long will it take for a Conference Publication to appear in IEEE Digital Libraries?
	Once the conference has ended and IEEE receives the compliant content, we will process the files for inclusion to the IEEE Digital Libraries. On average, this process should take no more than 20 days.

	Financial Information 
	How do I locate the Conference Financial Online Web form?
	Please visit the following website: http://www.ieee.org/web/conferences/organizers/required_documentation.html
Also, when navigating the IEEE web-site, please click on “Conferences “Tab, .which will bring you to the main Conferences and Meetings page.  Using the right navigation box, click on “Review and Submit Required Conference Documentation”.  Then click on the IEEE Financial Web Form, which is the first option under IEEE Financial Reporting.



	Financial Information
	Why am I not able to select “Budget” or “Final” from the drop down box on the Financial Online Web form?


	The option to select Budget or Final is no longer available once a Budget or a Final has already been submitted for that particular conference.  However, if you feel that a Budget or Final has been submitted in error or changes need to be made to earlier entries, you may e-mail us at conference-finance@ieee.org.  Please include the conference record number and name in the subject line.  Any details to describe the problem or needed correction are appreciated.

	Financial Information
	When & how do I submit a Pre-Conference Financial Report?
	The Pre-conference report for the Conference should be submitted at least one month prior to the conference start date.  Please click on “Required Documentation for IEEE Conferences” at: http://www.ieee.org/web/conferences/organizers/required_documentation.html. Click on IEEE Financial Web Form and after entering your Conference Record Number, select “Pre-Conference Report”.   

Please note: depending on the actual date of your conference, either a Pre-Conference or Post-Conference financial report is needed by November 30 of each calendar year for year end accrual purposes.

	Financial Information 
	When & how do I submit a Post-Conference Financial Report?
	The Post-conference report for the Conference needs to be submitted one month after the conference end date. Please click on “Required Documentation for IEEE Conferences” at: http://www.ieee.org/web/conferences/organizers/required_documentation.html. Click on IEEE Financial Web Form and after entering your Conference Record Number, select “Post-Conference Report”.   

Please note: depending on the actual date of your conference, either a Pre-Conference or Post-Conference financial report is needed by November 30 of each calendar year for year end accrual purposes. 

	Financial Information
	What if I have more than 5 IEEE or Non-IEEE Financial Sponsoring Organization Units (OU) to list when working on the Financial Online Web form?
	If you have more then 5 IEEE or Non-IEEE Financial Sponsoring Organization Units, please email IEEE Conference Finance Services at conference-finance@ieee.org.  Please include the conference number and name in the subject line and list the names and sponsorship percentages of those you are not able to list on the online form.

	Financial Information
	Why am I asked to select a currency on the Financial Online Web form?
	There are times when a conference organizer will put their financial report together in their local currency.  IEEE reports financial data in US dollars.  For this reason you are asked to select the currency type you are using.  If you are not using US dollars, the numbers you provide will automatically be recalculated based on that day's exchange rate for the currency you selected.

	Financial Information
	How do I know what belongs under each financial category on the Financial Online Web form?


	Above the Revenue/Expense categories there is a button labeled "click here".   If you click on that button, a separate window will open up that contains the descriptions for each category.  You may print the contents of that window for future reference.



	Financial Information
	What do I do when I have more categories for the Attendance Section than what is displayed?


	Please provide the numbers that relate to the specific categories supplied.  Then please total the remaining categories and enter them in the “other” category.  However, you may wish to keep your detailed attendance figures for future reference.



	Financial Information
	Why am I also asked to supply a more detailed financial report?


	The financial web-based form is to facilitate the submission of the required summary information.  A detailed report is useful since it can provide us with information that perhaps cannot be entered on the web-based form.  Additionally, conferences with revenues/expenses that exceed $100,000 must be audited.  A detailed report is one of the items that will be requested if an audit needs to be done.



	Financial Information
	Do I need to submit a Principle of Business Conduct / Conflict of Interest Disclosure Statement form?


	Yes, all conferences need a POBC/COI form from both the Conference Chair and Conference Treasurer.  This form is only required when a Budget is submitted.



	Financial Information
	Do I need to supply a 1099 and 1042 form?


	Yes, all conferences worldwide are required to annually complete the Schedule of Payments 1099 form for any US citizen or resident alien (a.k.a. US person) who received monetary payments, except for expense reimbursements, from the conference checking account during the calendar year.  Submission deadline is January 10th after each calendar year the conference is open.  If no payments were made, the form should be submitted stating “NONE”.  IEEE will then use this schedule to issue 1099 Forms, when required, to such individuals.  Conferences should have such individuals complete Form W-9 prior to making a payment.

All conferences held within the United States are required to annually complete the Schedule of Payments 1042 form for any non-US citizen or non-US resident alien (a.k.a. non-US person) who received monetary payments, except for expense reimbursements, from the conference checking account during the calendar year. Submission deadline is January 10th after each calendar year the conference is open.  If no payments were made, the form should be submitted stating “NONE”.  IEEE will then use this schedule to issue 1042 Forms, when required, to such individuals.  Conferences should have such individuals complete Form W-8 prior to making a payment.



	Financial Information
	Can you please explain: Legal and Tax Communication (section) on the Financial Online Web form? 


	To register means that the unit/conference has filed paperwork with governmental authorities to gain permission to conduct the unit's or conference's activities in the country, province, country or city. This could necessitate a one-time filing or it could be a filing that must be maintained on an annual basis.

Other regulatory filings can include, for example, incorporation*(of the geographical unit or conference), listing the unit or conference activity with police departments, security and exchange commissions, educational societies or cultural commissions.

* For more information, please see Section 9.6 of IEEE Policies.



	IEEE Credit Reference
	How do I obtain a credit reference for the IEEE for IEEE sponsored or cosponsored conferences?
	Please forward credit application with conference name, number and dates to Conference-Finance@ieee.org.   Please include the name and address where to send the credit references and the letter will be sent directly.

	IEEE Exhibits / Trade Shows
	How do I obtain info re: participation in an IEEE Exhibit or Trade Show?
	Please contact Beverly Banks on e-mail address b.banks@ieee.org


	IEEE Master Brand/Logo
	How do I obtain the IEEE logo to include in my conference website and Call for Papers?
	You may obtain the IEEE Master Brand at http://www.ieee.org/web/publications/rights/logos.html
Please note: Conference must be financially or technically (co)sponsored by at least one IEEE organizational unit to be able to use the IEEE Master Brand. 

Once you accept the terms of the agreement, you will be able to access the image files directly and immediately afterward.

	Insurance Coverage
	How do I get information on insurance coverage from the IEEE?  
	Insurance coverage for an IEEE Conference begins once the Conference Information Schedule is approved. A committee list is also requested with the Information Schedule to assist in facilitating the coverage of individual volunteers acting on behalf of the conference.
IEEE maintains General Liability and Property Damage Insurance (General Liability Policy), which is extended to cover its Sections, Regions, Societies, Technical Councils, Chapters, Student Branches, and Financially Sponsored and Co-Sponsored Conferences. IEEE Volunteers are included as additional insured’s under IEEE’s General Liability Policy, while acting within the scope of their duly authorized duties on standing and special committees.  A summary of IEEE Conference Insurance information can be viewed at http://www.ieee.org/web/conferences/organizers/insurance_info.html.  For more information contact the IEEE Insurance Office at ieeeinsurance@ieee.org.

	Insurance Coverage
	Does my conference insurance include event cancellation insurance?
	No.  At this time IEEE does not carry a blanket Event Cancellation Policy; rather conferences interested in this type of coverage must complete an additional application.  For information please visit Event Cancellation Insurance for IEEE Sponsored Conferences.  For more information or to apply, contact the IEEE Insurance Office at ieeeinsurance@ieee.org or +1 732 562 5541.  The IEEE Insurance Office can assist in the application process and coordinate coverage through Marsh Affinity Group Services.

	Insurance Coverage
	How do I obtain a certificate of insurance?  
	In the event that a third party requires proof of IEEE insurance, please complete and submit a Request for Certificate of Insurance form found at http://www.ieee.org/web/conferences/organizers/required_documentation.html. to ieeeinsurance@ieee.org or fax to +1 (732) 981-0538.


	PDF eXpress 
	I would like my authors to use PDF eXpress to check their papers – How can I do that? 
	Only conferences that are accepted for inclusion in the IEEE Conference Publications Program are eligible for this service. Once you have received your Letter of Acquisition from the IEEE Conference Publication Group, you can go to the following web site and register your conference for this service:  http://www.ieee.org/portal/pages/pubs/confstandards/pdfexpress/index.html
Only the Pub Chair or General Chair can register to have the conference site set up.

PDF eXpress sites must be used for final submitted papers only.  Once the site is approved, 

a site code and password for access will be provided, 

	PDF eXpress
	Who can I contact for questions regarding PDF eXpress?
	You can contact the PDF helpdesk at +1 732 465 5888 or e-mail:  pdfsupport@ieee.org.  Also, please see related FAQ at: http://www.ieee.org/web/publications/faqs/index.html

	PDF eXpress
	I am having problems creating the packing list for the Xplore CD?
	Please contact our PDF Support Help Desk at: pdfsupport@ieee.org

	Publicity:

IEEE e-Notice
	How can I send e-mail messages about my conference to IEEE members?
	An IEEE organizational unit (OU) must be a sponsor for your conference in order to be listed on the IEEE Conference Search and to use IEEE e-Notice.  Register to use IEEE e-Notice  http://www.ieee.org/organizations/vols/e-notice/  Submit the Mail Piece http://www.ieee.org/organizations/vols/e-notice/enotice-conference-submit.html

	Recognition Product Orders
	How can I order certificates, pins and plaques?
	Visit Recognition Product Orders site at http://www.ieee.org/web/geo_activities/units/products/index.html  For more information, you may all +1 732 562 5518 or e-mail scs-products@ieee.org

	Registration 
	Whom do I contact to rent a Credit Card Machine from IEEE?
	Please contact Peter Curtis at p.curtis@ieee.org.


	Registration 
	My credit card been charged twice for a conference managed by IEEE MCM.  How can I resolve this?
	If conference registration was handled by IEEE MCM, please send an e-mail to Peter Curtis at p.curtis@ieee.org. 

	Tax
	Where do I locate IEEE Tax ID Number?
	The IEEE Tax ID number can be located on the following website: http://www.ieee.org/portal/site/mainsite/menuitem.818c0c39e85ef176fb2275875bac26c8/index.jsp?&pName=corp_level1&path=services/financial/tax&file=tax_corpinfo.xml&xsl=generic.xsl&


	Tax 
	Where do I locate Sales Tax Exemption info?
	The IEEE Sales tax Exemption Info can be located on following website

http://www.ieee.org/portal/pages/services/financial/tax/taxexemptions.html

	Travel: IEEE Travel services
	How do I obtain Info on IEEE Travel Services? 
	Please refer following website for the IEEE Travel services information:  http://www.ieee.org/web/aboutus/travel/index.html

	Travel: Expense Reimbursement form
	Where do I locate or how do I obtain an expense reimbursement form?
	Please go to the IEEE Main website “http://www.ieee.org”. Click on “Volunteers” Tab. Then on right hand side, 3rd box includes “Common Templates and Forms”   Please choose appropriate year’s expense form.

	VAT
	What is VAT?
	VAT stands for Value Added Tax.  It may also be known as goods and services tax (GST) or consumption tax. VAT is tax on net exchanges and is therefore considered an indirect tax, as opposed to direct taxes such as corporate tax. VAT owed to the local tax authorities is calculated by deducting the VAT on purchases from the VAT on sales. Person not registered for the VAT cannot recover VAT on purchases; however, the business registered for VAT can recover VAT on purchases and has to pay the VAT collected on sales, e.g. registration revenue.

	VAT
	What are the VAT rates?
	VAT Rates vary per country and some changes may occur throughout the year. Please contact Lucia Servus at l.servus@ieee.org for the latest VAT rates for various countries and commodities.

	VAT
	What is IEEE International LLC?
	IEEE International LLC is the IEEE entity, which is registered in the European countries for VAT purposes. If VAT is not handled by a third party or non-IEEE financial co-sponsor, IEEE International LLC must be the contracting party for any supplier in connection with a conference in the European countries.  Please note, however, IEEE International LLC is a US entity with an operational office in Piscataway, New Jersey.  It does not qualify as a permanent establishment in any European country.

	VAT
	When do we need to use IEEE International LLC?
	There are few ways of complying with the local VAT laws. Any financial co-sponsor can take the responsibility of managing the VAT compliance and in some cases, local Universities or Conference Management Companies can handle the VAT using their VAT number or VAT exemption. Some institutions, such as local Universities, might hold the VAT exemption, therefore, if the University applies their exemption and takes the responsibility for handling the VAT, VAT does not need to be charged on revenue, but VAT on purchases can not be reclaimed. However, since IEEE is not VAT exempt in Europe, if IEEE is the 100% financial sponsor of a conference, or if the VAT is not handled by the other co-sponsor or “managing partner”, VAT must be charged on all conference revenue and VAT returns must be filed, under the name of IEEE International LLC. Before you proceed with VAT compliance, please reach out to l.servus@ieee.org for clarification and assistance...

	VAT
	How do I login to the Deloitte database (DOL)?
	Deloitte's team sends out the login instructions to the person which is confirmed to be the responsible person for the VAT. Please look out for the email from Deloitte or contact l.servus@ieee.org.

	VAT
	What do I need to upload to Deloitte database (DOL)?
	If the VAT is handled through IEEE International LLC, compliance involves filling in the VAT ledgers and uploading them to Deloitte's on-line database (DOL). Template ledger is Attachment no. 2 sent to the conference organizers with the VAT Process Manual.

	VAT
	Where should I seek help regarding VAT?
	Lucia Servus is the main contact person for any VAT questions. You may call her directly at +1 732 465 6608, email her at l.servus@ieee.org, or call the department's line +1 732 569 3878. If you are experiencing technical difficulties with DOL, please contact Kate Taminiau at k.taminiau@deloitte.com.


	VAT
	How do I issue invoices to attendees?
	If VAT is handled through IEEE International LLC, certain invoicing requirements have to be met. Invoices have to be issued for the conference revenue. Attachment no. 1 of the VAT Process Manual, sent to the conference organizer upon the submission of the Info Schedule to IEEE, is the template invoice. If you follow this template, you can be sure that all the requirements are met. Requirements are also summarized in the VAT Process Manual for the relevant county. You may e-mail Lucia Servus at l.servus@ieee.org, if you would like her to check your invoice format.

	VAT
	How do I include VAT in the budget/final?
	New VAT fields were added to the On-line Financial Web form and workbook.  VAT collected on revenue needs to be shown as VAT Owed Expense since the payment to the local tax authorities will qualify as an expense. VAT recovered from the tax authorities will become the VAT Reclaimed Revenue, and partially offset the expense. Please also make sure that gross revenue amounts and gross expense amounts are inclusive of the VAT. (Example: Registration gross revenue: $120 ($96+$24 VAT); Gross Expenses: $100 ($80+$20 VAT).  Additionally, VAT Reclaimed will equal the $20 recovered from tax authorities on the expenses. And Miscellaneous Expense VAT Owed will equal the $24 to be paid to tax authorities.  Total Revenue: $140 ($120+$20 VAT), Total Expenses: $124 ($100+$24 VAT),  Total Surplus: $16 (total revenue $140 – total expenses $124)

	VAT
	Can MCM (IEEE’s Conference Mgmt. Service) handle the VAT on our behalf?
	If you hire MCM to manage your entire conference, they can also handle the VAT.  However, due to VAT invoicing requirements of both revenue and expenses, MCM cannot handle VAT, if they are not managing the entire conference.  Please contact Elsie Cabrera at e.cabrera@ieee.org to discuss price and make arrangements.

	Web-site Hosting 
	Can my conference website be hosted on the IEEE Website?
	IEEE’s Entity Web Hosting (EWH) http://ewh.ieee.org will host your IEEE sponsored conference’s web site free of charge.  The EWH service was established to meet the needs of IEEE entities who want to develop, create and maintain their own web sites on an IEEE host, and this service is extended to IEEE conferences.  Posting entities are responsible for their content, its maintenance and its conformance to IEEE policy. Certain usage, set-up and eligibility restrictions apply.

          

	Xplore Posting of Publications
	How long will it take for a Conference Publication to appear in Xplore?
	Once the conference end date has passed and IEEE receives the content and Xplore Compliant CD ROMs, we send the content to be uploaded into Xplore. This process takes approximately 30-60 days.
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