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Purpose

The IEEE Signal Processing Society strives to offer the best pGssifeence that advance the study
and application of signal processing. Organizing outstar@imieences takes the effort of willing
volunteers. This handbook provides information on how to organi2ergerenceawithin the policies
and procedures of the IEEE Signal Processing Society.

Policy statements are indicatdrythe $ icon. These policies mubt followed, unless the SPS
Executive Dector or current Vice Presidertonference grants an exception.

On behalf of the Signal Processing Society, we would like to thank you for your organizing efforts and
wish you success with your workshops aoaferences.

IEEE Signal Processing Society

Executive Office and Staff
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Conference Board & |IEEE Signal Processing Office
2009 Conference Board

(sp.bdconferencéieee.org)

Chair V. John Mathews
Treasurer Sergios Theodoridis
Vice PresidenFinance Petar Djuric
*Executive Director. Mercy Kowalczyk
ICASSP 2008 Ali Sayed
ICASSP 2009 LinShan Lee
ICASP 2010 Scott Douglas
ICIP 2008 Rama Chellappa
ICIP 2009 Magdy Bayoumi
ICIP 2010 Wan-Chi Siu
Audio and Electroacoustics TC Walter Kellermann
Design and Implementation of SP Systems TC Shuvra Bhattacharyya
Image Video,and Multidimensional SP TC John Apostlopoulos
Signal Processing Education TC Roxana SaiAlom
Signal Processing Theory and Methods TC Ali Sayed
Standing Committee on Industry and DSP Tech TC John McElvain
MemberAt-Large Alberto Carini
MemberAt-Large/Secretyy Ken Sugiyama

2009 Conference Board Executive Subcommittee

(sp.bd.chesonferencéieee.org)

Chair V. John Mathews
Treasurer Sergios Theodoridis
Vice PresidenFinance Petar Djuric

*Executive Director Mercy Kowalczyk
ICASSP/ICIP Representative Scott Douglas
MemberAt-Large/Secretary Ken Sugiyama

* Denotesex officio member
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IEEE Signal Processing Society Office

445 Hoes Lane
Piscataway, NJ 0885441

Administrative
(P) +1 732 562 3888
(F) +1 73235 1627
(E)sp.info@ieee.org
(W) http://www.signalprocessingsociety.org/

Publications
(P) +1 732 562 6554
(F) +1 732 235 1627
(E)sp.pub.info@ieee.org

Conference
(P) +1 732 562 6496
(F) +1 732 235627
(E)spconference.info@ieee.org

IEEE Main Office
(P) +1 732 981 0060
(F) +1 732 235 1627
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Staff Contacts

Title Name

Email Address

Key Roles

Executive Director Mercy Kowalczyk

(E)mercy@ieee.org

Activities of the President and
PresideniElect
Strategic Activities; Society

Visibility
Senior Managetr, Theresa Argiropoulos (E)t.argiropoulos@ieee.org Activities of the Past
Operations Presidenf VRTechnical

Directions; VRAwards and
Membership; Activities of the
VRFinance (includes
nominations and
appointments; elections;
chapter activities;
distinguished lecturer
activities, etc.):

Admnistrator, Deborah Blazek
Committees and

Governance

(E)d.blazek@ieee.org

Activities of the "Major
Boards" (meetingsagendas,
action items, minutes)'Blue
Book" entries and production

Administrative Assistant, Darlene Beverley
Operations

(E)d.beverley@ieee.org

ConferenceCalls; Polling for
and Establishing
Membership Records

Web Contact Rupall Bhatt (E)r.bhatt@ieee.org SPS web administrator, web
Administrator content and updates
Manager, Publications Linda Cherry (E)l.cherry@ieee.org Activities ofthe Vice

PresidentPublications;
M-SP: (wMercy Kowalczyk

PublicationgCoordinator  Jayne Huber

(E)j.huber@ieee.org

T-IFS; BTSP

Publications Coordinator Kathy Jackson (E)k.jackson@ieee.org T-IP; TASL
Publications Coordinator Ziggy Kowalczyk (E)z.kowalski@ieee.org T-SP
Publications Coordinator Debbie Tomaro (E)d.tomaro@ieee.org T-MM; L-SP

Manager,Conference Lisa Schwarzbek

Services

(E)l.schwarzbek@ieee.org

Activities of the Vice
PresidentConferencs;
Contracts Audits; Statistics

Administrator, Linda Skeahan
ConferenceCompliance

and Budgets

(E)l.skeahan@iee.org

Templatesforms, TCS
Budgets Timelines
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Signal Processing Staff Support

What can | expect from the Signal Processing Staff?

The Signal Processing Staff is committed to making your organizing experience positive and productive.

TheSocietyhas two staff persons dedicated to Conferesickisa Schwarzbek, Manager Conference

Services and Linda Skeahan, Administrator, Conference Compliance and Bluiggetsnd Linda divide
their responsibilities as outlined below. However, both are capabpgoviding support in all areas of
conference organization.

Lisa Schwarzbek:

e Activities of the VP Conferences and the Conference Board
e Contracts, Audits, Statistics
e tNP2SO0G& wwCtQaszs {dz2NBSea>x t NPOSRdA:2NBaxX
e ICASSP and ICIP proposals and Site Visits
e [ssues
Linda Skeahan:

w»

e Templates, Forms, MOUs

e SponsorshipsTechnical G&ponsorships
e Budgets and all things financial

e Compliance [Timelines, Policy, etc]

Signal Processing Staff will guide you through the IEEE requirements and policies by providing
information, forms, reminders, and advice. For the sake of simplicity the staff request that yoalkend
forms, reports, contracts, MOUSs, etc. directly to thefhey will work with you to make sure that all
requirements are present. Once a document is ready for IEEE processing, the staff will guide the
documents through the processes.

In addition to this organizational support, the staff has extensive egpe& with conference organizing
and can provide advice upon request. You may contact them to help negotiate a contract, assist with
developing a budget, research hotels or meeting organizers and more.

Procedures where SR&ff hasa key role are noted wh anl icon.
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Guide to Conference Organizers Handbook

Int roduction

This handbook is applicable &gnal Processing Socisfjonsorecconference, symposiums, and
workshops.Conference areprogramswhich expect 300 or morgegistrants Symposiums are
programsof 100¢ 300 expectedegistrants Aprogramwith fewer than 100registrantsis a workshop.
For ease of understanding this handbook uses the t€anferencdor all three types oprograms

For information regarding Technical-Sponsorships pleascontact the Signal Processing Society Staff.

This handbook is organizédthe order that aypicalconferenceorganizationcommittee is comprised
We haveincluded someadvice for successfabnferenceorganization

Signal Processing Society (SPS) policigsginightedthroughout this handbookvith the $ icon.

When a Form is required the icon will appear. Most forms can be found onliftas critical that all
required documentation foconference be routed througlyour Signal Processirgjaff via the
sp.conferences.info@ieee.orge-mailaddress Misdirected documents will cause delays, confusion
and errors. TheSignal Processing Society has several policies and procedures that are unique and
mandatory.

Some procedures performed by IEEE staff can take
several daysProceduretime expectations are highlighted
with the Y icon.

ICON KEY

Online Resources

When theG icon appears this is a recommendation to find
additional information on the

http://www.signalprocessingsociety.orcpnference/confer G onli Inf fi
enceresourcesiveb site. niine infrormation

4 Forms

$ Policy
Y Procedure Time

| SPS staff Helping Hand
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Annual Conferences

International Conference on Acoustics, Speech and
Signal Processing (ICASSP)

ICASSP is solely sponsored by the Signal Processing Society with the Technical Program supjported by
of the Signal Processing Soci€gchnical Committees:

e Audio and Electroacoustics
e Bio Imaging and Signal Processing
¢ Design and Implementation of Signal Processing Systems
¢ Image, Video, and Multidimensional Signal Processing
¢ Industry DSP Technology Standing Committee
e Information Forensics and Security
¢ Machine Learning for Signal Processing
¢ Multimedia Signal Processing
e Sensor Array and Multichannel
e Signal Processing Education
e Signal Processing for Commuations and Networking
¢ Signal Processing Theory and Methods
e Speech and Language Processing
ICASSP takes place in gpging(March¢ May) each yeaiand istypically5 days of programs.

ICASSP hosts Signal Processing Sedatinistrativemeetings including Board of Governors (BoG),
Executive Committee (ExCom), Publications Bdaothference Board, Panel of Editors, Technical
Committee Steering Committees, etc.

ICASSP draws 150@500 delegates from all IEEE regions.
ICASSP Awardsayindude:

e Society Award
¢ |EEE Signal Processing Society Magazine Best Paper Award
¢ |EEE Signal Processing Society Magazine Best Column Award
e Technical Achievement Award
e Meritorious Service Award
e Signal Processing Society Education Award
e ICASSP Best Paper Awards
¢ |EEE Jack S. Kilby Signal Processing Medal
¢ |EEE Signal Processing Society Fellows
ICASSP Exhibits include:

e Publishers (Wileyglackwell, Springer, Elsevier, etc.)

e |EEE Membership

e Signal Processing Society (Membership, ICASSP next destination)
ICASSP Sochinctions include:

e Welcome Reception
e Student Reception
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Site Selection Process
The sites for ICASSP @eallyselectedfour to five years in advance.

A Signal Processing member who is interested in hosting an IQ#A&ER) must submit a proposal to
the Conference Board s{g) months prior to the next Conference Board meeting at I@ASS

The proposa should be developéike a marketing campaigwith images and inviting information
about the destination.

The proposamust include the followingnformation:

e Summary
Why this city?
Airport information
Customs and Visa regulations
Hotel and convention center informatidine. space diagrams, maps, etc.)
Tourist destinationgi.e. museums, natural wonders, etc.)
o Average weather conditions for the time of yea
¢ Organizingcommittee Membes
o Name
0 Membership status and number
0 Biographical information
e Technical Program support from a number of ~ Note: The Conference Board recommends that the

O O O 0o

SPS Technical Committees proposing member conspler two or more years to
host the conference. Multiple year options give the
e Proposed Dates Board more flexibility for decisianaking.

e Support that can be anticipated from thecal
government, universities and or corporations.
Submission of Proposal

The bidders must submit the proposal to the Conference For example: If you were interested in hosting
Services Managdr three (3) months prior to the ICASSP I'ﬁ;i;0&1)5;hﬁ"ga’;’]?;'gn”cieget?vfc‘fsmhz 2 ;ggﬂf:;
being held five (5) yearsphd 02 U KS 0 A RRS N (3 months prioto ICASSBO11in Prague, Czech

. . Republic.
Proposal must be emailed tschwarzbek@ieee.orgAll epuble

proposals will be posted on the Signal Processing Society
Conference Board web sitdhis is an internal web site.

Proposal Presentation

The complete Conference Board members review the proposal before the ensuing presentation at the
nextICASSP

AtICASSHhe proposing group will present to the Conference Baaeproposal and answer questions
from the Board. The presentation is limited to 10 minutes and may include slides and printed materials.
Following the presentation there is a Q&A period of 10 minutes.

After all presentations are completed the Confererioard will have a closed session to discuss the
proposals. After discussion, the Board will votewhich proposal should move forward for further
consideration.
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Site Visit
The Conference Board will request the SPS ktatf conduct a site visit of #nproposed cities they wish

to further consider. The bidder will be asked to coordinate with SPS Shaiffa site visit. The site visit
should take place between May and July of that year.

SPS Staff site visit should include hotels, convention centbfamal attractions. They are typicalbur

full days of meetings, tours and travel. It is recommended that the local Convention and Tourism
Bureau (CVB) and/or Destination Management Company (DMC) supply a guide to assist the team with
the site visit. However, please note that the SPS Staff person is there to build a detailed report of the
site and to get a sense of the area from the perspective of a conference attendee.

Proposal Approval

The SPS stalff will report their observations to the ConferenBmard. The Conference Board will vote

for a recommendation to send to the Board of Governors. The Board or Governors will consider the
recommendation. The time between a site visit and a Board of Governors decision can be as long as one
year.

Once youiproposal is approved you will be contactedthg Conference Board Vice President &S
Staffl to welcome you. You will be asked to complete paperwork and prepare several documents as
outlined in the remainder of this handbook.

However, please notthat the SPS Staff person is there to build a detailed report of the site and to get a
sense of the area from the perspective of a conference attendee. The Site Visit Report includes over 100
factorsthat range from meeting room conditions to local atttians. To see the 2gage template for a

typical site visit report contact the Conference Services Manager

Decisionmaking Factors

The Conference Board considers several factors into the decision to approve or reject a proposal. These
factors include:

e Budget

e Conference Location History

e Destination Appeal

e Organizing Committee

e Site Visit Report

e Technical Program merits
The Conference Board may withhold approval based upon any one of the above noted factors. Itis
recommended that a biddespenlyconsiderecommendations from the Board such as Organization
Committee composition or the year chosen to hold the conference.

International Conference on Image Processing (ICIP)

ICIP is solely sponsored by the Signal Processing Society with the Technical Priogaeibp pupported
by the Image, Video, and Multidimensional Signal Proce3sngnical Committee.

ICIP takes place in the fall (Septemb&dctober) each year andtigpically4 days of programs.

ICIP hosts Signal Processing Society administrative rgeeticluding Board of Governors (BoG),
Executive Committee (ExCorbpng Range Plannirigublications Board, Conference Boaadd the
IVMSPTechnical Committee Steering Committee, etc.

ICIP draws 10092000 delegates from all IEEE regions.
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ICIP Exhibitsiclude:

e Publishers (Wilelackwell, Springer, Elsevier, etc.)

e |EEE Membership

e Signal Processing Society (Membership, ICIP next destination)
ICIP Social Functions include:

¢ Welcome Reception
e Student Reception
Site Selection Process

The sites fotClPare deally selectedour to five years in advance.

ICIP is overseen by the Image, Video and Multidimensional Signal Pro¢BasiSé rechnical

Committee The IVMSP vets the ICIP proposals and provides the technical oversight of tielé&se.

see the"Submission of Proposal" section below for additional details about the IVMSP TC's involvement
and oversight for ICIP.

Proposal Document

The proposals should be developed like a marketing campai

with images and inviting information about the destination. The proposal proces$roposals for ICIP are
accepted five (5) years prior to the bidding year. For
The proposal must include the following information: example if you wish to bid on the 2 ICIP, you
would submit your proposal in 2009. The proposal
° Summary must be sent to IVMSP. IVMSP will vet the proposel
Whyv thi T and forward their recommendation onto the
0 i yt '_S Clty' ] Conference Board.
o Airport information
o Customs and Visa regulations
0 Hotel and convention center information (i.e. space diagrams, maps, etc
0 Tourist destinations (i.e. museums, natural wonders, etc.)

0 Average weather conditions for the time of year
¢ Organizing Committee Members
o Name
0 Membership status and number
0 Biographical information
e Technical Program support from thmage, Note: The Conference Board recommends that the
Video and Multidimensional Signal Processiny EL‘;“t’i’ﬁ'e”gorr':fe;eai;ci;‘j;;’;re“;"ga‘r";';gﬁZ“;\t/‘; e
Technical Committee Board more flexibility for decisienaking.
e Proposed Dates
e Support that can be anticipated from the local
government, universities and or corporations.
Submission of Proposal

The proposal process: Proposals for ICIP are accepted five (5) years prior to the bidding year. For
example if you wish to bid on the 201@IP, you would submit your proposal in 2009. Specifically, the
bidders must submit the proposal to the IVMSP TC one (1) month before the ICASSP being held five (5)
years prior to the bidder's chosen year. For example, if the proposer would like toaria#tdor ICIP

2014, they would submit their proposal to the IVMSP TC one month before ICASSP 2009. Proposals
must be emailed to the Conference Services Manager at |.schwarzbek@ieee.org, and she will send the
proposal to the Chair of IVMSP and track itsgpess on your behalf.
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The proposer(s) must present their proposal to IVMSP technical committee. The proposer is strongly
encouraged to personally present their proposal to the IVMSP TC during the TC meeting at ICASSP,
before the ICIP when they would ndmally present to the Conference Board. This gives the presenter
and the TC the opportunity to discuss in person potential improvements to the proposal. Note that the
IVMSP TC will primarily focus on the technical program aspects of the proposal, eefdrin¢ghe
presentation should emphasize these aspects.

The IVMSP TC is responsible for approving the Technical Program Chathair§and either the Chair

or one of the Cechairs must be a current or former member of the TC. The IVMSRéBpassible for
approving the technical topics to be included in the Call for Papers. The TC is responsible for approving
the review process for papers submitted to ICIP. Details about the IVMSP TC's assistance and oversight
for ICIP are described in théMSP TC's Bylaws (http://www.signalprocessingsociety.org/technical
committees/list/ivmsptc/ivmsp-tc-bylaws/ ). Please contact the TC chair, identified on the IVMSP TC
website (http://www.signalprocessingsociety.org/technicammittees/list/ivmsptc/ ), if you have any
guestions.

The IVMSP TC will discuss the technical merits of the proposal and determine if it meets with the
committee's standards. Once the IVMSP TC has endorsed a proposal they will submit the proposal to
the Conference Board three (B8jonths prior to the next Conference Board meeting at ICIP. SPS staff
will invite the IVMSP TC recommended bidders to present their proposal at the Conference Board
meeting at ICIP. Note that a Signal Processing member who is interested in hostirigymnsCbbtain

the IVMSP TC endorsement before the SPS Conference Board will accept the proposal.

IVMSP TC approved proposals will be posted on the Signal Processing Society Conference Board web
site. This is an internal web site.

Proposal Presentation

The complete Conference Board members review the proposal before the ensuing presentation at the
next ICIP.

At ICIP the proposing group will present to the Conference Board the proposal and answer questions
from the Board. The presentation is limited torhinutes and may include slides and printed materials.
Following the presentation there is a Q&A period of 10 minutes.

After all presentations are completed the Conference Board will have a closed session to discuss the
proposals. After discussion, thed@d will vote on which proposal should move forward for further
consideration.

Site Visit
The Conference Board will request the SPS bktdfi conduct a site visit of the proposed cities they wish

to further consider. The bidder will be asked to coortinaith SPS Stdff for a site visit. The site visit
should take place betweedanuary and Aprdf that year.

SPS Staff site visit should include hotels, convention center and local attractions. They are typically four
full days of meetings, tours andatvel. It is recommended that the local Convention and Tourism

Bureau (CVB) and/or Destination Management Company (DMC) supply a guide to assist the team with
the site visit.

However, please note that the SPS Staff person is there to build a detailed ofthe site and to get a
sense of the area from the perspective of a conference attendde Site Visit Report includes over 100
factorsthat range from meeting room conditions to local attractions. To see thpa2e template for a
typical site vig report contact the Conference Services Mandger

PagelOof 74



Proposal Approval

The SPS stdff will report their observations to the Conference Board. The Conference Board will vote

for a recommendation to send to the Board of Governors. The Board or Govertiarsngider the
recommendation. The time between a site visit and a Board of Governors decision can be as long as one
year.

Once your proposal is approved you will be contacted by the Conference Board Vice President and SPS
Staffl to welcome you. You Wbe asked to complete paperwork and prepare several documents as
outlined in the remainder of this handbook.

Decisionmaking Factors

The Conference Board considers several factors into the decision to approve or reject a proposal. These
factors include:

e Budget

e Conference Location History

e Destination Appeal

¢ Organizing Committee

e Site Visit Report

e Technical Program merits
The Conference Board may withhold approval based upon any one of the above noted factors. Itis
recommended that a bidder openly considecommendations from the Board such as Organization
Committee composition or the year chosen to hold the conference.

International Symposium on Biomedical Imaging (ISBI)

ISBI is Geponsored by the Signal Processing Society and Engineering in MeditiBskgy (EMB)
Society. fie SPSechnical CommittedBio Imaging and Signal Processingporsthe Technical
Program for this conference.

Steering Committee Charter

The Charter (14 Novemb2002) governing the ISBI established a Steering Committee comprised of a

Chair, alternating between Societies every conference, three persons from each society to be named by

the Society Presidents each having one vote, the Executive Directors for ibéeSagerving exfficio

without vote and one representative of NIH/NIBIB without vote. Where possible, this committee should
include some past, present and/or future ISBI Conference Chairs. The position of Chair will alternate

between Societies everpnference. The Steering Committee will operate under the guidelines of
w20SNI Q& NMYz S& FyR GKS /KFEANI gAff @23S 2yte Ay GK
appointed by each society after each ISBI and the tenure of the longest servingemfearh each

society will end coincident with that appointment. In order to assure continuity, at least one existing

member from each society will continue on the Committee.

<<MOU under revision by Conference Executive Subcommittee
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Signal Processing Society Board and Committee
Meetings

ICASSP and ICIP host SPS meetings

ICASSP and ICIP must include the costs of the SPS medtirig the conference budgetThese costs
mayinclude room rental, AV support, food & beveragtc.

ICASSP hosts the followgimeetings:

e Technical Committee Editorial Board (13)

e Technical Committee Meeting (13)

¢ Executive Committee (Lunch)

e Publications Board (Dinner)

e Conference Board (Dinner)

e Technical Directions Board

e Awards Board

¢ Long Range Planning Board

e ICASSP to ICASSP

e Boad of Governors (Breakfast, Lunch)

e 1 2320A1FGS 9RAG2NE ¢NIXAYAYy3d O0K2NBE RQ2SdzINB AU
ICIP hosts the following meetings:

¢ |VMDSP Technical Committee Editorial Board (1)
e IVMDSP Technical Committee Meeting (1)

¢ Executive Committee (Lunch)

e Publications Board (Dinner)

e Conference Board (Dinner)

e Technical Directions Board

e Awards Board

¢ Long Range Planning Board

e ICIPtoICIP

¢ Board of Governors (Breakfast, Lunch)

For more information please contact SPS dtaffThe staff has a generic guide to the meeting needs

that shouldbe used to develop the budget for this line item. Staff will also assist with the meeting
schedule, AV requirements, food & beverage needs, room set up needs, and more during the planning
process.

Organizing Committee
The Signal Processing Society Byla#s$/

A technical meeting Organizing Committee shall be appointed to manage any and all
aspect of a technical meeting sponsored by the Society. Such Organizing Committee
shall be chaired by the technical meeting General Chair and shall typically comprise
individuals to serve &hairs of the following:
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LocalArrangements
Technical Program
Publications
Publicity

Exhibits

o O O O O

0 Registration

The members of the Organizing Committee shall be appointed by the technical meeting

General Chair with the advice and cons2rf G KS {20ASiéQa /2y FSNByOS
shall serve a term of office coincident with the planning, execution, and closeout

activities for the technical meeting.

Organizing Committee members may make administrative decisions on behalf of the
technical neeting, pursuant to the rules and practices of the Society and of the IEEE.

A General Chair may act as a Finance Chair as described in this handbook or he/she may wish to appoint
a colleague to thisonsiderableaesponsibility. With that in mind the GerarChair and Finance Chair
responsibilities are divided in this handbook.

General Chair

The General Chair is responsible for the overall organization and coordination of all other committees
necessary to plan and administer the conference.

Key Responsilities:

e Determine the Organizing Structure for the Conference

e Approval of all arrangements and actions taken by the Committee
e Manage planning timeline

¢ Determine the Topic, Scope, Dates and Location

e Submit yourConferencdnformationProposato IEEE

e Select and direct Conferendéanagement Servicemmpany

e Obtain Sponsorship(s)

e Serve and/or Report to the SPS Conference Board

Determine the Organizing Structure for the Conference

Organizing Committee

Extreme care should be taken in selection of the members oOttganizing Committetor several
reasons. Members should be of sufficient stature within their organization, profession and IEEE to
assure they can obtain cooperation and handle the job.&jldppointees must have agreement from
their employer when they accepbnferenceresponsibility. Management must be aware of, and agree
to, the commitment being made.

The first criteria for selection are, of course, the individual talents (organizatieaalership, etc.) which
are necessary to efficiently plan and run a successfaference It is beneficial to have on the
Committee, members who have held several offices within IEEE (such as within local Section or
Chapter). They should also be compdtenanagers, preferably with business experience and a well
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rounded technical background. Ideally, appointments will be made from as many organizations as
possible to give as broad a perspective as possible to the available talent and, in additionodnaag fr

wide a support base as possible. For the highly intensive committees the key qualities in the selection of
a chair are energy, dedication, commitment, and attention to detail.

All committee members are required to complete a Principles of Bustbesduct/Conflict of Interest
disclosure form.Rrinciples of Business Conduct and Conflict of Interest &grm

Manage Planning Timeline

Importance of Timeliness

IEEENneasures the success of a Conference on several factors. Factors such as quality and value are
somewhat subjective and can be measured through surveys and the analysis of trends. Factors such as
how well a conference was organized and supported are oredsin part by timeliness. The

submissions of the Close Report for audit as well as the submission of the proceedings for Xplore
publications are measured regularly.

Timeline Worksheet

The worksheet below is a fundamental timeline based upon modalmistances. Your Conference may
require additional planning time based upon several factors including but not limited to host country
requirements, sponsorship status, and committee experience.

Double click on the table to activate the MS Excel functidrger information irgreenshaded cells
only.[This feature does not work in Adobe Acrobat PDF format.]
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Number of delegate

Conferences such as ICAS

and ICIP

Start Finish
24 months 22 months
24 months 18 months
24 months 18 months
24 months 18 months
24 months 18 months
24 months 18 months
24 months 18 months
24 months 18 months
24 months 18 months
18 months 15 months
15 months 12 months
15 months 12 months
12 months 9 months
18 months 15 months
12 months 9 months
12 months 9 months
12 months 9 months
12 months 9 months
9 months 6 months
6 months 4 months
6 months 4 months
4 months 3 months
3 months 30 days
-7 days -7 days
-14 days -14 days
-28 days -28 days
-28 days -28 days
-3months -3 months
-3 months -4 months
-6 months -7 months

Last day of meetin

Symposium or Workshop

Start

9 months
9 months
9 months

9 months

9 months

9 months

9 months
9 months
9 months
6 months
4 months
4 months

3 months

3 months
3 months
3 months

3 months

3 months
2 months

2 months

2 months
30 days
30 days

-7 days
-14 days
-28 days
-28 days
-30 days
-30 days

-2 months

Finish
6 months
6 months

6 monthg

6 month{

6 months

6 month{

6 months
6 months
6 monthy
4 month:
3 month:
3 monthg

3 monthd

2 month
2 months

2 monthg

2 month{

2 monthg
2 months
30 day:

30 day:
15 day:
15 day:

-7 day:
-14 dayj
-28 dayj
-28 day
-30 dayj

-2 month
-3 month

5. 1000 [Conference
First day of meeting: 1-Jan-10
h: 3-Jan-10|3 day(s)

IDEAL TIME BEFORE EVEN

ACTION OR MILESTONE

2-Jan-08 to 2-Mar-08 |SPS Sponsorship Approved by Conference Board
2-Jan-08 to 12-Jul-08 |Budget approved by SPS and Co-Sponsors if applicable
2-Jan-08 to 10-Jul-08 [Appoint Organizing Committee and submit roster.
2-Jan-08 to 10-Jul-08 [POBC/COI Forms
2-Jan-08 to 10-Jul-08
wSIAAGSNI / 2y FSNBYyOS sAailK |
2-Jan-08 to 10-Jul-08 [Submit MOU for Co-Sponsorships and/or Technical Co-
Sponsorships
2-Jan-08 to 10-Jul-08 [CB account information and/or MOU with banking entity (|
university)
2-Jan-08 to 10-Jul-08 [Contract Conference Management Company
2-Jan-08 to 10-Jul-08 [Contract with Hotels and Convention Center
10-Jul-08 to 8-Oct-08 |Apply for Grants
8-Oct-08 to 6-Jan-09 |Conflict of Interest Forms
8-Oct-08 to 6-Jan-09 |Establish Concentration Bank Account
6-Jan-09 to 6-Apr-09 |Submit Conference Publication Form
10-Jul-08 to  8-Oct-08
Announce Call for Papers (pdf version for SPS magazine
6-Jan-09 to 6-Apr-09 |Register for PDF eXpress
6-Jan-09 to 6-Apr-09 |Register for IEEE Copyright
6-Jan-09 to 6-Apr-09 |Call for Papers
6-Jan-09 to 6-Apr-09 |Secure permission with IEEE OUs to market to their
membership using e-notice.
6-Apr-09 to 5-Jul-09 |Submit final program to SPS
5-Jul-09 to 3-Sep-09 |Registration Opens
5-Jul-09 to 3-Sep-09
Complete Paper Reviews, submit papers statistics to SP
3-Sep-09 to  3-Oct-09 [Submit Exhibitor Information to SPS
3-Oct-09 to 2-Dec-09 |Submit Preconference Report to SPS

IDEAL TIME AFTER EVEN

ACTION OR MILESTONE

10-Jan-10 to  10-Jan-10
SUBMIT CONFERENCE PROCEEDINGS/CONTENT Xpi

17-Jan-10 to 17-Jan-10[Send Post Event Surveys
31-Jan-10 to 31-Jan-10|Repay Loans
31-Jan-10 to 31-Jan-10|Submit Post Conference Report to SPS

3-Apr-10 to 3-Apr-10 |Distribute Surplus

3-Apr-10 to 3-May-10 |Close Concentration Bank Account

2-Jul-10  to 1-Aug-10 [Submit Audit Report to SPS

Determine the Topic, Scope, Dates and Location

Topic and Scope

The topic may be an existing field of interest or a new technology. The scopeaufrifezencewill
depend on a variety of factors, such as:
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Historicalstructure of theconference

Breadthof the field of interest

Will the conferencecover just one parbf a topic or a larger part of the technidedld?

Arethere geographical considerations with regard to gwpe?

Howmature is the technology

Will the topic be of interest tdoth industry and academics, both seasoned

professionals andtudents?

Will there be exhibits?

Will there be tutorials?

Will there be publication®

Signal Processing Society Constitutiorechnical Meetings

o Article Vllig Section 2
A Technical meetings of the Signal Processing Society shall be open on an

equal basis to all embers of the IEEE. The Society may not sponsor or
co-sponsor technical meetings that are subject to clearance.

Dates and Location

The dates and location of the Conference are strongly linked to the selected topic and scope of the
Conference. In that yoshould host the Conference in a location that would be desirable to your core
audience and not too difficult for international travel.

On the other hand, Signal Processing is committed to reaching the underserved areas of the world.

Thedates and legth of conference depend on

Isthere a certain time of the year theonferenceshould be heldased upon history or
topic?

Howmany days?

Availabilityof adequate facilities in the desired location

Avoidholidays

Considetocal customs

Thelocation of theConference depends on

ICASSP does not repeat a location until after 10 years

ICASSP and ICIP should be held in North America every other year
Strongpresence of signal processing community from which to draw attendance
Appropriateconference venue (conwtion center or hotel(s))

Meetingroom capacity for two to three times your projected attendance

Food& beverage service

Considetthe weather conditions (avoid hurricane seasett)

Attractive destination

Internationalairport within reasonable driving distance

Safevisitor friendly area

Visarequirements

Varietyof nearby hotels within a reasonable walking distance to the meeting venue
Reliablepublic transportation

Pointsof interest such as museums and landmarkshinita reasonable distance
Costof goods and services in the arééorld City Rankings

More detailed advice provided in the Site Selection section
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4 Submityour  Conference Information  Proposal to IEEE

Submission of &onferencdnformation Proposk4 is required to initiate the setup of budgets,
conferenceinsurance an@onferencepublishing. Submissn of the IEEE Information Schedule also
ensures that youconferencewill be listed in thd EEE ConferenceSeafsland IEEE'€all for Papers
G listing.

This 6rm must be completed onlinEEEE Conference Information Schedsl4 .

Select and Direct Conference Management Services

Guidelines for selecting a Conference Management Services

A Conference Management Servid€M$ is a common term to describepaofessional conference
organizer- a supplier providing meeting planning and rtieg management servicesnternationally
they are sometimes called Professional Congress OrgaiiP€®

The term refers to companies that are specialized in the omg#inoh and management aforkshops
conferences, seminars and similar even@M SR act asconsultants tahe organzing committee,
enacting its decisions whilst providing full service management, including but not limiteshterence
design, registrationpublication servicesand booking, audiovisuals, IT support, logisties;eland
housingmanagement, marketing, printing and web services, soureimgrtainment financial
management and budget control, research, etc.

b2ad Ftf /a{Q&a I NB Sldzdt Ay SELSNIAAS 2N OFLI oAt Al
to obtain the best results. For example, one CMS may have a particular expertise in China but not
necessarily in publication services. It would be to the Conferences benefit to contract with the CMS for

a Conference to be held in China but contract with a @& has the experience and capability to

manage the publications.

It is crucial to a successful CMS relationship that the scope of the project is well defined at the onset or

the relationship. However, it is equally important that both you and the CM&ireopen to changes.

{ dz00S&aaFdA /a{Qa INB RSTFAYSR Ia 2NHIYyAT SNA 6K2 LIS
Organizer, meet all defined deadlines, and worked within the policies oiclEBE. A CMS may be

contracted for multiple Conferences foruttiple years. However, after three (3) years of service an

openRequest for ProposiRFP] must be issued to a minimum of five/(3 { Q& T2 NJ Fdzii dzZNB /[ 2

In 2009 the SPS Conference Board is launching an RFP for conference management sealliSegial
Processing Society technical meetings. The Conference Board will provide Conference Organizers with a

Z, A 4 4L oA x

fAald 2F LINBILLINRGSR GSGGSR /a{Qa ¢6AGK 6K2Y GKS& Y

For assistance with choosingnferencemanagement companies please contact tGonference
Services Manager, Lisa Schwarzbek.

Obtain Sponsorship (Technical and Financial)

Signal Processing Society Bylaws for Sponsorébégetion 7, Conferencés)$
Types of Sponsorships OfferedIBEE Signal Processing Society
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Sponsorship relates to the responsibilities and accountabilities tEBE Signal Processieghnical
meeting or conferencewith respect to financial, technical, publicity, and administrative aspects of a
conference Signal Processirgan provide sponsorship monference that includes either financial
involvement or norfinancial involvement,|EEE P&P 10.)¥® .

Financial Involvement
Sole SponsqiEEE P&P 10.15)$ indicates full &ole OU involvement.

CoSponsorshiglEEE P&P 10.152) $ indicates a shared involvement among several entities,afne
which is an IEEE Operational Unit (OU)

CoSponsrships are betweemultiple IEEE OU&r one or more IEEE OU and an outside-footprofit
organization.

No Financial Involvement

Technical G&ponsorshiglEEE P&P011.25)$ indicates direct & substantial involvement by the QU
solely in the organization of the technicabnference

Cooperation|EEE P&P 10.15)$ indicates limitednvolvement.

Memorandum of Understanding (MOU)

The relationship between sponsoring organizations must be explicitly defined in a Memorandum of
understanding (MOU)JEEE P&P 10.)G$ . For joint activities amongignal Processing Society and
oneor more IEEE OUs, an MOUWeiguired MOU Negotiations are required for Sponsored
Conferencs (partnerships/sponsorship). We have provided useful information coveximgracts &
Legal Document6 to assst you in planning your event.

Conference Web Site

Signal Processing Society conferences are strongly encouraged to publish a web site in support of the
conference. e web site is often the primary communication with authors, reviewers, delegates, and
guests. The web site should be attractive and dsendly.

The development of the web site requires the cooperation of all Organizing Committee Chairs to provide
information and ensure accuracy{owever, to facilitate the interface between the Organizing

Committee and the web site developer a single committee member should be assigned to this task. This
person shoulde familiar with web design.

The Web sitsshouldinclude the following:

e |EEE Logo
e Signal Processing Society anebcdJ2 y a2 NBR Q 232 &
Logos of nofsponsoring entities arforbidden.

e Conference Logo

e General Information
e Important Dates

e Plenary Speakers

e Technical Program
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e Paper Search

e Special Sessions

e Tutorials

¢ Registration

e Accommodation

e Venue

e Banquet

e Welcome Reception

e Optional Tours

e General Tourist Information

¢ Visa Information

e Organizing Committee

e Technical Program Committee
e Travel Granfif applicable)

e Call for Papers

e Paper Submission

e Shawv and Tell Call for Proposals

Conference Board

General Chairs Report to Conference Board

The Signal Processing Society Conference Board meatainlly in conjunction with the ICASSP and
ICIP annual conferences.

The Conference Board sanctions Sigiracessing Society Technical Meetings.

The Conference Board may discuss the status of a Technical Meeting with regaceptanceclosing
and final reports.

Should there be a change to a policy or bylaw governing Conferences, the Conference Boatdywill
the General Chair.

ICASSP and ICIP  General Chairs

In the case of ICASSP and ,|@i® General Chaserveson the Conference Board for the year prior, year
of and year after their Conference.

Local Arrangements Chair

The Local Arrangements Chair should be a member dDtiganizing Committeand may appoint

various subcommittees, as necessary, to assist in effectively coordinating the implementation of
conference plans at the local level. Subcommittees may be appointed to carry out responsibilities in the
following areas:

e Meeting facilities

e Signage

¢ Audio/Visual Arrangements

e Committee Meeting Arrangements
e Operations and Message Center
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e Monitor Coordination

e Communications

e Hospitality and guest activities.

¢ Function Planning

e Social Program

¢ Hotel Arrangements (including room assignments)

¢ Airline and Rental Car Agreements

e Security

¢ Inspection trips and tours

e Hotel Selection and Negotiations
In some cases, the hotel reservation andfane agreements are handled by a separate subcommittee
for Hotel ReservationsThe Conference Chi&ay provide assistance in the above functions.

Noteworthy DutiesS Noteworthyduties assigned to the Local Arrangements Chair and
the chairs of the appointed subcommittees who assist/hignare:

e Coordinate with the local officers the preparation of all lcmaihngements.

e Secure the necessary clerical assistance and supplies needed for registration.

e Secure the services of individuals to help at the conference sessions, e.g., audio/visual
operators, and hotel maintenance personnel.

e Make all arrangements inling entertainment, including guest programs, and obtain
additional insurance coverage for tours.

¢ Organize space for meetings: room-sgits, acoustic insulation, audio/visual facilities,
cost of rooms and equipment, storing of ptenference material.

e Issue a schedule of preparatory activities, including deadlines for printing and
distributing local publicity material.

e Contact local Convention Bureau for suggestions and assistance.

Site Selection & Hotel Contracts

This area should be dealt witlix orsevenyears prio to an ICASSP, ICIP or ISBI conference or two or
three years prior to another conference. For a site selection template contact the Conference Services
Managetl .

Site Selection Guidance
Some of the criteria for the selection of tlkenferencesite are:

e Easy accessibility to city, domestically & internationally

¢ How many airports are within a reasonable driving distance?

¢ How many flights daily at each airport? Are there enough to accommodate all your
registrantsand the other leisuz travelers?

¢ What is the average airfare?

e What are the requirements for foreign travelers to come to this location?

e Meeting Room requirements & sleeping room needs

e Accessibility for people with disabiliti®d/hat is ADA and how does it affect my
Conference?)

e Meeting Space Guide

e Classroom Set up = 24 square feet/persof.@square meters/person

e Banquet Set up = 12 square feet/personld? squaremeters/person
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Theater Set up = 9 square feet/personl@mquaremeter/person

Sleeping room guide

For annual Conferences look at the number of rooms sold in the past two to three years.
Add 10¢ 20% to the nightly totals. This is a good method for a Conference that is seeing
growth or is going to be held in @pular easily accessed location.

For new Conferences assume that 100% of your projectgdtrantswill require a

aft SSLIAY3 NRB2Y YR FTRR (4KS &GFTF NBIjdzANBYSYy
room requirement.

IEEE, SPS typically blocks Run afude [ROH] sleeping roomBRun of House mean

different Room types offered by the hotel at the same price, depending on the
availability at the time of check in any category of room canffered to theguests
Availability of overflow hotels

Appeal of bcal attractions/climate

What events may be booked before, during or after?

Meeting Facilities Subcommittee

The Meeting Facilities Subcommittee Chair and assistants are responsible for ensuring the following

arrangements:

General conference space argaments, including session, committee, luncheon,

banquet and hospitality rooms and registration area.

Registration facilities, including complete layout plans for registration (tables, chairs,
telephone extensions, cash boxes, hotel facilities for ovétrstprage of registration
materials.)

Luncheon/dinner facilities, including arrangements for suitable decorations, preparation
of menus and installation of a lectern and public address system for banquet speakers; if
required, morning and afternoon break

Audio/visual support for technical sessions, including standardization of sizes of visual
presentations, appropriate A/V equipment, projectionists and other follgwnactivities.
Thequalities of the audio/visuals ardirectly related to the quality ashthe success of

the conference.

It is important to obtain references and recommendations from other users before
selecting an audio/visual contractor. Most hotels have arpamise A/V contractor

that may be more expensive than an outside supplier,ditérs the convenience of en

site staff and equipment. In some hotels, basic A/V, such as one microphone per session
room, is complimentary. It is recommended that requirements for A/V, including room
names and the time needed, be submitted to the contoaatell before the conference.
Each session room should be equipped with a podium, a table microphone for the
Session Chaiawireless lavalierenike for the speaker (speakers have a tendency to
wander away from a standing mike and leave their audiencededng what is being

said), a pointeran LCD projector and screen large enough for the roor® dzQNB | k *
suppliers should guarantee that spare projectors are available on site.

Individual technical session requirements, including preparation of necesiggny for

the sessions, arrangements for additional table and chairs for panel discussions, supply
of audience question cards and individual arrangements for speakers (lapel
microphones, lighiveight rod or light pen pointers, etc.). These requirementsusth be
coordinated with the Program Committee 4 to 6 weeks prior to conference.
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e Guard services (if required): Security is usually needed around the clock in the Exhibit
Hall. One or two guards control access into the Exhibits Hedlgistrantsonly, ard
guard the equipment therein after hours. Additional security should be contracted for
the Registration Area after conference hours to ensure protection of the computer
equipment in this area.

e Postconference cleawup, including return of all rented A/V equipment and approval
and submission of all proper invoices for facility or services to Conference Treasurer.

e Establish an owrall hotel contact during conference.

e Message Center: An officer, operations center, must be arranged for-site for the
duration of the conference, and possibly, a day or two before the conference starts.
Telephones must be installed, as well as copiers, compuatsworkstations set up for
the committee members wh will staff the center. It should be stocked with all types of
office supplies, sign making suppliaad sign holders, and be large enough to
accommodate breakfast and lunch service for staff. The room should be locked in the
evening. The Message Centeust be centrally located and manned during the hours of
the conference. A telephone line must be installed prior to the conference, and the
number given to the switchboard operators in the hotel. The message board should be
alphabetized, and the telephomaessage cards may be standard issue, or customized.

e Communications: Telephones must be provided in the Operations Room, the Press
Room, the Registration Degke Administrative Meeting roomand the Message Desk.
At least a few phones should have odtsiines (not connected to the switchboard). All
lines in meeting and function rooms should be restricted to local usage. This must be
arranged by the hotel. It is highly recommended that watkikies and pagers be
provided to key committee personnel, dito the convention service manager assigned
to the conference. Walkialkies are extremely handy, and truly essential in a large
facility, in that they eliminate the need to go through the hotel switchboard, which is
often slow to answer and inefficienthe walkietalkies are usually donated by a
manufacturer of such equipment.

e WLAN or WFi: Wireless LAN or Wi access should be made available were necessary.
The areas where WLAN may be needed include the Operd®ioos the Press Room,
the Registréon Desk and some administrative meeting rooms. Access to the WLAN
should be limited to business purposes only. Public access may be provided by a
wireless service provider as a donation or for salestgistrants

Billing System

The billing systemeatided upon should be useful to the hotel and theganizing Committealike. The
committee must be very firm with the hotel regarding format for committee meeting food and beverage
charges, authorized signatories, and terms and conditions for disputetsitd running record of all
expenses will help considerably when reviewing the final bill.

For safety and convenience, the Registration Chair may wish to make daily cash deposits to the Master
Account. This transaction should be coordinated through a Hoverdinator.

Hotel Space Assignment

Close coordination with other committees is required when assigning hotel space to different functions
and sessions. The Registration Committee and the Program Committee must work with the Hotel
Coordinator to analyzthe expected session attendance for ses$idad 2 ¥s&ighment. The hotel
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coordinator must supply the hotel with layouts of room, allowing for aisles, access to exit, and standing
room near the exit.

The Exhibits Hall must be assigned with traffic flsegurity, and proximity to sessions in mind.
Conference Logistics 0OResumeo

A great aid in communicating with the hotel is a conference logistmsme It is meant to provide the
hotel with detailed information about conference logistics. It may be asdédeaf form and have tabbed
sections covering the following subjects:

e Key Conference Personnel

e Master Account and Billing Arrangements

e Background on the Conference, including statistics from prior conferences

e Copy of Advance Program from prior cormfiece

e Food and Beverage, including menus, quantities, and schedules

¢ Meeting Rooms, including hourly and daily schedules of usage of rooms

¢ Audio/Visual Requirements for all rooms and functions

¢ Communications Requirements, including telephones, pagetsyatkietalkies

e Security, including description of contracted security and key control arrangements
The information in thisesumecomes from the various other subcommittees. It is greatly appreciated
by the hotel, and eliminates many potential probletater in the planning process. Any changes made
to the resumemust be communicated to the hotel. The hotel often converts the information into a
resumeof its own, using its own forms, and gives key people on the committee copies of it just prior to
the conference.

The Hotel Coordinator should work with the Publicity Committee to ensure that pertinent information is
aired on the hotel's closed circuit TV at the appropriate time.

Signage

Signs are very important to traffic flow at the conference. Eamrhmittee must submit its requirements

to this subcommittee, which, in turn, will work with the Publications Committee to produce graphically
consistent and readable signs. The conference logo should appear on all signs. If arrows are used on
signs, it isuggested that they be attached to the sign by using a Velcro strip; in this way a sign may be
used in different locations, and the arrow attached to indicate the correct direction. Velcro arrows can
also be used on the technical session signs. Tablesigns for the Luncheon or Banquet are also the
responsibility of this committee.

Several large and prominently displayed signs of the session overview, and the floor plan of the hotel,
are very useful toegistrants and may help to eliminate the most commonly asked questions.

It is sometimes difficult to assess Signage needs, particularly if those working on the requirements know
the hotel well. Remember that mosegistrantsare visiting the property for the firgtme, and are

rather lost in their new surroundings. However, also remember that too many signs can be as confusing
as too few.

Supplies should be kept esite during the conference for last minute or overlooked signage needs. It is
a must to have supm@s to make signs at the conference in order to give directions or just to
communicate in general to theegistrantssince most facilities do not have a means to audibly
communicate throughout the facility.
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Hospitality Subcommittee

The major responsibilgs of the Hospitality Subcommittee are in the areas of coordinating hotel
reservations, planning social functions and arranging for hospitality facilities. It is the responsibility of
this subcommittee to make the arrangements for all food and beveragetifons that take place during
the conference, which may include:

e VIP Reception
¢ Welcome Reception
e Speakers' Breakfasts
¢ Awards Luncheon or Banquet
e Coffee Breaks
o Off-Premise Social Events
¢ Banquet Speaker's or Awards Reception
e Wrap-Up Session
o Workers Lunches
Hotel Reservations

The reservation of rooms for registrants may be delegated to a Hotel Reservations Subcommittee, or
may be one of the primary responsibilities of the Chair of the Hospitality Subcommittee. Whoever is
assigned reservations respsibility should arrange for a block of rooms in the conference headquarters
hotel for the expected number of owdf-town registrants.

In addition, tentative overflow arrangements should be made and a procedure set up with the
conference headquarters het for routing overflow reservation applications to other acceptable hotels.

Carefulattention should be given to reservations for speakers and special guests and they should
normally be housed in the host hotelBhis careful attention should include ditecontact with the

speakers and special guests to ensure they make their reservations and are accommodated by the host
hotel.

The responsible chair should be in attendance in the registration area during the conference in order to
answer guestions, copeith reservation emergencies and assist in the resolution of other logistical
problems.

It should be pointed out that more and more citipovide a hotel reservation servicegher through
the Chamber of Commerc€onvention and Visitors Bureau (CVBJptber organizations. In fact, quite
often that is the only way that hotel will operatdt is very common for a hotel to require that a
conference use Passkey®. Passkieigravel industry's leading online solution for groliptel
reservations managaent and distribution

Airline Special Fares

It is desirable to offer your meetimggistrants staff, committee, and participantke opportunity for
reduced airfaresTo make this happen, contali EE Travel Secesabout 9 months before your

meeting. This early contract is necessary so the proper information can be placed with the registration
information in the advanced program.

Conference organizers are not authorized to negotiate discounted airline cosntraey individual who

enters negotiation with an airline contract on behalf of the IEEE will violate the exclusivity of IEEE Travel
Services agreements. These agreements have a much higher discount in place than individual can
obtain. Therefore, it is reaomended that you speak with IEEE Travel Services about reduced airfares.
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Social Functions

The Hospitality Subcommittee Chair is primarily charged with the responsibility for coordinating any
social functions which may be planned, i.e., securing entartait and coordinating food
arrangements with the Registration and the Meeting Facilities Subcommittees.

Luncheons and Banquets

The Hospitality Subcommittee should work with the Meeting Facilities Subcommittee and the hotel in
arranging luncheon and banquet space and in the selection of menus. The Hospitality Subcommittee
should also ensure that the following activities are perferm

Securing tickets for meals from hotel or arranging to have tickets printed. Tickets for each meal should
be of different colors, dated, numbered and, if known, indicate room name for function.

In regard to scheduling authors' breakfasts or lunchetms Committee should arrange for suitable
facilities and meals and notify authors ahead of time by invitation letter. Such functions for authors can
normally be used to check out the sequence of audio/visual presentations.

Negotiak necessary guaranteasith hotel Banquet Manager for number of places to be set up for each
meal. Caution should be taken against overestimating the number who will attend. Normally, Banquet
Managers will set up for 205% more than the number guarantee. Therefore, guaranghesild be on

the conservative side, and the price of the tickets should exceed the cost of the meal by a reasonable
marginof 20¢ 25% Any guarantee should contain an escape clause that stipulates that in case the
number ofregistrantsis less than estiated, only setup charges will be incurred and not the full cost of
the meal. It is in the interest of the conference to provide these guarantees for as late a date as is
practical.

Inspection Trips and Tours

If the Organizing Committedecides to havenispection trips as part of the conference program, a
competent individuat who is welacquainted with local area sites that might be of intereshould be
selected by the Local Arrangements Committee. The planned program for inspection trips should be
submitted to theOrganizing Committefor approval.

Guest Activities

Although not necessary, it may be beneficial to conference registrants to offer guest activities. This can
be done in an informal or formal way.

Informal guest activities can karanged by simply providing tour and sigdgteing activity information
on the Conference web site. The guests would be on their own to secure tours or other activities.

Formal guest activities can be arranged by working with a Travel Agency, Conventigisiéor Bureau
(CVB), or a Destination Management company. The guests would be provided a group discount
supported by a number of registrations for the guest event. In other words, a tour of the local
architecture may be offered at a discount to ragasits guests, but the Conference would need to
guarantee that a certain number of guests register for the tour.

In the past Conferences have offer formal guest activitexsabse of the geographical locatiaas such
that registrants will want to bring tir spouses and family. Plans for arranging a guest program for
spouses or family should be made well in advance so that appropriate information concerning guest
programs may be included in the Advance Program.

TheOrganizing Committeshould decide if guest registration fee for these special activities will be
charged. All tours and social functions should be planned on-gsssthining basis. A Spouses'
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Hospitality Suite should be provided, and staffed during the hours of the conference. It is rendeuine

that it be located away from the Registration and Technical Session area, but easy to find. The Suite
should be stocked with maps, brochures on local attractions, and local magazines that list events taking
place during the week of the conference.

Asmall gift item, or "goodie" bag with giveaway items from local merchants, is alwaysewaeiled.
Though a small number of people benefit from the services provided by the Hospitality Suite, it is worth
the effort to have one for the goodwill it generate

Tours forregistrantsand spouses should be arranged with tiedp of a local tour companyt is
recommended that no more than one major tour be planned on each day of the conference. When
more than one is planned, it is often difficult to meet thenimium guarantees required by the tour
company. Pre Registration figures are unfortunately unreliable for the purpose of estimating tour
participation; there are many nshows, and many last minute sigps. Tours are not intended to make

a profit, but shold be priced 5% above costs to minimize liability. A biadn number of participants
should be established which is well below the capacity of the tour bus. This allows an under subscribed
tour to operate.

Prices for tours should be on a per head basissus a per busload basis. Cancellation and refund policy
should be clearly stated and carefully reviewed. Insurance is necessary for all transportation and
facilities, especially boats.

Additional Insurance Coverage

It is the responsibility of the LatArrangements Committee to coordinate with the Finance Committee
the securing of appropriate additional insurance coverage for inspection trips, tours or cruises. IEEE
insurance does not normally cover these activities.

Publication Sales

It is the respasibility of the Local Arrangements Committee to assist the Publications Committee in
arranging to receive and inventory copies of Conference Proceedings and to provide a suitable place for
the sale and distribution of the Conference Proceedings duringainéerence. In addition, the Local
Arrangements Committee should coordinate with the Publicity and Public Relations Committee the
display of related technical materials of the sponsoring entities.

The attendee should pay for the record and mailing at Registration Desk. The attendee should
receive a ticket for one or both items, and turn in the ticket(s) at the Distribution/Shipping Desk.

Exhibitions

It is the responsibility of the Local Arrangements Committee to provide the necessary logisticat supp
to the Exhibits Committee, if so required.

Financial Reporting

The responsible chairs must submit a complete financial accounting to the Conference Finance Chair of
income and expenses for all functions, i.e., registration, luncheons and banquigtsand tours,

hospitality suites and local publicity. A complete detailed account of income and expenditures should be
submitted to the Finance Committee within one month after the close of the conference.
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Negotiating Contracts

After the completion oflhe site selection process, contracts must be written for the space required.
Below are some key factors when negotiating a contract.

e Room rates

e Complimentary rooms

e Upgrades

e Staff rooms

e Meeting Space

e Exhibit Space Rental

e Parking

e Cancellation Clause

e Amenities

e Cut/off Date

e Telephondinternet/WirelessSurcharge
Executing (Signing) Contracts
L9999 KI & aUbyNPIoNTFReéGLBNRI St O2y NI Ol GSYLX I GSa gAGK
Regency, and Starwood]. We recommend using one of theseladespvhen possible. These templates
are U.S. based and may not be acceptable to a hotel outside of North America. However, they do
include the required IEEE clauses that all negotiations must include. The contract template can be found
online under the kadinglEEE Hotel Contract Templates and Legal Docur@ents

Once you have a contract that you and the hotel have agree -
you must send it to the Conference Services Manager [CSM  PLEASE NOTE: Contracts Valued over $25K must be
to begin the IEEBPS review process. Contracts should be ~ forwarded (o IEEESPSor review & execution. Al
. . . others will be revieed upon request.
sent via email tosps.conference@ieee.oand
l.schwarzbek@ieee.org.

All contracts require written approval from the Gene@ilair. The written approval must state that they
have read and agree with the terms defined in the cant. An email message with the contract file(s)
will suffice.

The Conference Services Manager will check the contract for the following:

¢ Comparable room rates to prior similar Conferences
e Four Required IEEE contract clauses: (1)

mutual force majeure, (2) mutual *If a hotel is unable or unwilling to agree to one or
; s ; ; more of therequired IEEE contract clauses we must
|ndemn|f|_cat|on, (3) insurance and (4) provide written documentation that (1) the clauses
cancellation * were requested and refused, (2) that Benference
e Clearly defined room block requirements organizer is willing to proceed without this clause,
. and (3) that the Executive Director is willing to
hd Dep0$t structure and requeStS proceed vih this clauseThis is a typical situation
e Rate protection with hotels outside of North America.

e Concessions such as staff rates,
complimentary upgrades, and complimentary
rooms based upon number of rooms sold, etc.
e |EEE policy compliance
If there are some questions or concerns, the CSM will contact youfayai) desire, the hotel toalk
about them. A hotel contract will be reviewed by the CSM within two (2) busines¥ daysdditional
negotiations or discussions are required the process could take a week or longer. Under some
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circumstances such as basss travel, vacation or holiday time out of the office or the number of
contracts in the cue, the CSM may request additional time for the reiew

Once all questions have been resolved the CSM will complete the contract clecklisttract tracking
forms4 , written approvals as needed, written clause refusals if needed and, additional support
materials to send the contract to IEEE Contract Administration.

Once the contract has been sent to Contract Administration one of two things could happenhéne t
contract could be approved as is and forwarded on for signature. If this should occur, the CSM will notify
you that the contract has been approved.

The second possibility is if Contract Administrator has further concerns and/or requires more
documentation. If this should occur the CSM will work with you and/or the hotel to satisfy the Contract
l RYAYAaidNrG2NRa O2yOSNyao

A hotel contract can take 42 week¥ to get through the Contract Administration process. In total a
contract can take 10 to 20 busineszys to process.

G Contracts & Legal Documerdan be found online.

Emergency Plan

Do you know what to do in the event of an emergency?

Conference Organizers are encouraged to consider all possible scenarios when planning their
conference, including posd¢ébemergency situations.

Examples of recent incidents include:

¢ Exhibitor/Attendee has an accident at a conference

e Attendee disrupts a conference with abnormal or violent behaviors

¢ Natural disaster occurs during a conference or a meeting

e =+ 2f dzy U SIEriemBer gets Sitk or dies while at a meeting

e Legal action is taken just prior to a conference, effectively closing the conference

e Act of terrorism in the host city.
Your plan should include emergermyntact information and a baekp plan if telephonend email
communications are unavailable.

As part of your ongoing conferenoeganizing be sure to develop an emergency plan. This plan should
include, at minimum:

¢ Identification of location for onsite command center

¢ Identification of vulnerabilitiesdifferent levels of emergencies and response to each
e I 240 FIOATAGUASAQ SYSNHSyOe LXFya

¢ Plan to disseminate information, exhibitors, volunteers aagistrants

Technical Program Chair

The Technical Program Chair is responsible for the organizatioroandircation ofthe Conference
content and logisticsTheTechnical Prograr@hair may select as members of thechnical Program
Committeepersons to represent different areas within the domain of the Conference. The Chair may
also appoint Vice&€hairs with responsibility to various aspects of the Program such as contributed
papers, invited papers, tutorials, workshops, liaison to other catess, and representative of €eo
sponsoring or participating entities.
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Key Responsibilities:

e Prepare the Call for Papers

¢ Receive and track submitted papers

e Review papers for presentation

e Select papers to be presented

¢ Organize sessions and sel&essiorChais

e ConferenceéProgram

e Paper Selection

e Correspond with authors on acceptance rejection

¢ Determine content of authors kits, including page limits

e Make room assignments with Local Arrangements Committee

e Work with Publications Committee on Advart€enfererce

¢ Work with Publications Committee dbonferenceProceedings

e Provide instructions to speakers aB@ssion Chair

¢ Work with Publicity Committee on key content@bnferencdor publicity

e Work with Exhibits Committee to coordinate exhibits witbnferencecontent
¢ Provide last minute instructions to speakers é®ksion Charat Speakers' Breakfast

Call for Papers

In general the types of papers for a Conference may be defined as "operismitited” or
"stimulated", and"invited". These terms may be tieed by the following:

Open Call

Open Calpapersare received by th&echnical Program Committéeresponse taa Call for Papers
open forums such as SPS Magazine, IEEE Web site, or SPS Journal advertisement. Thase papers
reviewed by theTechnicaProgram Committeéor acceptance, if appropriate.

Solicited

Solicitedor stimulatedpapers are those that result from requests Bgchnical Program Committee
membersto groups or individuals working in particular areas of interest.

Both of theabove aremportant to a highquality conference and each serves a special need. Open call
papers are very important to the overall quality of the conference. The proper professional review of the
papers (or extended summaries) as to quality of contents and leyekpfiredness is critical to the

guality of a conference. In soliciting all types of papers, as much information should be elicited that will
make such a thorough review feasible.

Invited

Invited papers are those specifically requested from vkelbwn auttorities by theTechnical Program
Chair These may or may not be reviewed by frechnical Program Chair

The invited papers and solicited papers are very important, especially to the presentation of new,
unusual, or highly specialized topics. In most ins&s, however, invited papers should be held to a
minimum, while a significant number of solicited or stimulated papers may be used as "seed papers" in
several of the sessions that can then be filled out with open call papers.

TheTechnical Program Comrne will decide, subject to the approval of ti@rganizing Committee
whether or not papers will be invited or secured through a Call for Papers, or both.
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If a Call for Papers is issued, the Committee should work with the Publication and Publicity bond Pub
Relations Committees in printing and mailing the Call for Papers and furnishing appropriate publicity
information to IEEE publications.

If invited or solicited papers are to be used, the Committee should:

e Make a list of specific topics, in programrfat, with possible titles of invited papers or
sessions.

e \Write to those who may be qualified to present the suggested papers requesting their
participation. The letter should also furnish information concerning the expected length
of the paper, type ofilustrative material or special audio/visual equipment that might
be available. A copy of the proposed program, if available, should be enclosed.

e \Write those who may be qualified to organize sessions on a specific topic or who may be
stimulated into subniting solicited papers on such topics. The letter should specify the
nature of the session and the desired number of papers in the topic.

Organize Sessions and Selects Session Chair s

The Committee will schedule sessions and select subjects, spegkaion Chairmoderators and
contributors to discussions.

In this regard, thé@echnical Program Committeeayschedule a Mini theme which is a set of sessions

on a particular topic that cover all the time slots available for sessions during the ConfeFaiecgives

the Conference registrants the opportunity of attending only the identified Mini theme sessions. Special
consideration should therefore be given to the Mini theme topics and to the advertising of the Mini
themes. The Mini themes are more of agping of sessions for publicity purposes than the basis for
program organization and are to be identified after the sessions are planned.

The sessions may be comprised of panel discussions or papers. The panel sessions generally should
include a Chair ahthree or four panelists. The format for these sessions is very flexible and is generally
determined by the Session Organizer or Chair.

The paper sessions should ideally include the presentation of a number of papers and a galegtion
answer period foeach speaker.

Conference Program

TheTechnical Program Chawill arrange the program in final detail and prepare a draft of the printed
program for the Publications Committee.

Paper Selection

Signal Processing Society does not accept papers basedhbptyacts or summaries. The entire paper
must be reviewed before it can be accepted.

The deadline for abstracts or summaries of papers should be set sufficiently far in advance of the date of
the conference to allow enough time for proper review. A salleghowing dates for the different

tasks, deadlines, and dependencies should be established to h&lkgchlhical Program Committee
membersas well as authors.

All deadline dates relating to the paper process should use the IEEE Standard B&faiEDlicy 9.23

FORMAT SAMPLE
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E-mail DD MMM YYYY 17 Sep 2004
Formal Correspondence DD Month YYYY 17 September 2004
Computer Applications YYYY MM DD 200409-17

If the committee decides to include a specific time along with the deadline, dhie should be U.S.
Eastern timeand identified as such.

Author Notification

Authors who have submitted abstracts should be notified whether they have been accepted or rejected.
Authors whose papers have been accepted should be given the specific deadline for the final copy and
limitations to paper length, if any.

Release Forms

If a conference Proceeding will be printed, detailed preparation instructions, copyright release forms
and author kits should be mailed to all authors. Author kits are available from IEEE at a nominal charge
and should be requested througsPS stalff .

Paper Withdrawals

The IEEE strongly discourages changes and, in particular, withdrawals of papessloniteed and

included in the program. To avoid the likelihood of this, the author is strongly encouraged to get all
necessary company and/or government approvals prior to submitting his/her paper to the conference. If
under any circumstances it becomescresary for the author to withdraw or change a paper, IEEE policy
dictates that the request to do this must come directly from the author and not from any third party.
IEEE policy also states that in this case, the author will be held liable for ahedstse incurred. It

would then be up to the author to get reimbursed for the expense from any third party if he/she feels it
is justified. The IEEE cannot act as a policing entity on behalf of the author in this regard.

Conference Proceedings

When aConference Proceedingublicationis planned, the Program Committee should prepare a clear
and realistic schedule, which will allow ample timetfoe writing, review, correction, and printing of the
Proceeding. Coordination with the Publications Committeieniperative.

Paper Presentation

Prior to the presentation of their papers, authors should be contacted to insure that they will be present
at the conference and that proper audio/visual facilities will be availafease refer to policy 7.14
for guidance on how to handle the papers of authors who do not present.

Review Visuals

An effort should be made to review visuals prior to presentation to ensure that they can be seen by the
audience. Many conferences require two copies of visuals. With iuffilead time to allow for all
necessary reservations, the Program Committee should inform an author of all pertinent details which
will be required; i.e., location, time, duration of presentation, special author arrangements, etc. In order
to work towarda quality meeting and especially to help first time and smative English speaking

authors, it is suggested that a practice room be set up at the meeting. This will also allow the proper
loading offiles onto acomputer. Special arrangements may be required for foreign speakers to assure
quality documentation, presentation, and communications of questions/answers.
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Confidentiality

IEEE Policy and professional ethics requires that referees treat the contergparspunder review as
privileged information not to be disclosed to others before publication. It is expected that no one with
access to a paper under review will make any inappropriate use of the special knowledge which that
accessnayprovide Contents fabstracts submitted to conference program committees should be

regarded as privileged as well, and handled in the same manner. The Conference Publications Chair shall
ensure that referees adhere to this practice.

Oral Presentation

Organizers of IEEErferences are expected to provide an appropriate forum for the oral presentation
and discussion of all accepted papeks. author, in offering a paper for presentation at an IEEE
conference, or accepting an invitation to present a paper, is expected podsent at the meeting to
deliver the paper. In the event that circumstances unknown at the time of submission of a paper
preclude its presentation by an author, the program chair should be informed on time, and appropriate
actions must be takedMPORTAN:TPlease read th@echnical Meeting N&howpolicy below.

In some cases it may help reducestmows for the Conference to require advance registration together
with the submission of the final manuscript.

Quali ty of Visuals

The Program Committee has the responsibility of communicating to the author's guidelines on the
quality of visuals used when presenting the papers. These guidelines should include information on the
type of background (dark letters on whiteckground), the number of lines on a slide or viewgraph

(four or five), the point size of the letters used for best visibility. Of course, the size depends on the size
of room used during the presentation; larger type is needed for plenary lectures Watigeaudience
(severahundred.

Timetable for Program Committee

TheTechnical Program Committémsa considerable number of activities for which it is either solely or
jointly responsible. These activities need to be spread out over at least on¢oyeasure the proper
coordination among its members and a strong program.

Time Needed | Activity

12-15 months | Technical Program Committee membership is complete and Technical Pr¢
Committee meets to agree on themes, format, and type of papers. Call for
Papers is finalized and is provided to the Publication and Publicity Commi
for printing and distributionCandidates for solicited sessions and invited
papers are identified.

9-11 months Papers and sessions proposals arrive for review by the PC. Additional
solicitations are made as appropriate.

6-9 months Papers and session proposals reviewed by the PC.

5-6 months Paper review is completed and program is finalized. Papers are arranged
sessions. Collection of IEEE copyright forms.

4-6 months Speakers an@essionChair  NB y20AFASR 2F | OOS
kits/instructions are maéld to authors if appropriate. Program details are
provided to Publication Committee for printing the Advance Program.
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Time Needed | Activity

3-4 months Camera ready/electronic papers are due at the printer. Technical Program
Committee members contact late authors.

2-3 months Technical Program Committee contacts Local Arrangement Committee to
determine room assignments for the different sessions, location and
arrangement for the Speakers' Breakfast if appropriate, etc.

1-2 months Technical Program Committee Chair conté&@¢ssion Charfor detailed
instructions about the presentations.

0 months Provide last minute instructions to speakers and chairs during the confere

Paper Review Process

The paper review process is probably the most important part of developing a strong Program. It varies
depending on the specific conference and may include the review of solicited and invited papers as well.

Signal Processing Societgnferencegperform blind reviews to allow concentration on conteand to
prevent preferential treatment of colleagues

SPS review process is typically performed by a third party vendor.
The process can be summarized by the following steps that:

e PDF files are submitted by thors
e The submitted PDF files are examined paggage by vendor's staff to determine:
0 The title on the PDF matches the title typed into the web form.
0 Use of fonts in the PDF meets the IEEE Xplore requirements.
e The author list on the PDF matches thehartlist typed into the web form.
e The page limit is maintained.
e The required format (Zolumn, etc.) is Note: Vendor does not make any decisions based
followed. on thg contgnt of the papers, as they are not
qualified to judge technical content.
o |f alst of prohibited authors is received from
IEEEthe vendor who is coordinating the
papers submissioscan for those names in the database, after the submission deadline
has passed (so we have a complete listAt this point, the papers enter the onkn
review system available fdechnical Program Chaaad track chairs (if any)-
o Itis important to perform blind reviews; therefore the papers distributed to the
reviewer can not contain any information about the authors.
e The program committee assigtise papers to available reviewers via one of two
methods:
o0 Manual, direct assignment based.
0 Semiautomatic assignment based on mutual agreement between the author
specified topic and the revieweapecified preferences
e Each paper is classified into topiogps based upon the Technical Program sessasns
defined by the Technical Program Committee
0 The Technical Program Committee must regularly review the classification of
papers to ensure that they are being properly classified.
e Assignment of most logicadviewers by the Technical Program Committee officers or
members based upon subject matter expertise.
0 Reviewers are selected by the Technical Progtammittee.
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It is ideal to have deastthree (3)reviews

per paper. Some committees assign more Note: In the event of seralitomatic assignment,
reviewers than this, expecting some shortfall, "¢ LA IEEED EEST RS DR

. . from the same affiliation as any of the authors of
while others assign onlyiree and are very the paper. Also, the program committee looks over
di|igent in making sure thog@iree reviewers the assignments prior to the review process starting.

submit reviews.

The papers are distributed to the reviewers

via an online system.

Reviewers must actively sigmand retriewe papers assigned to them and then must fill
out a questionnaire in reference to the paper. The reviewers rate the paper on several
aspects including originality, quality of references, correctness, the reviewer's
confidence in the review, etc. Reviewerayralso provide comments to the authors,

and separately, comments to the program committee (which are not given to the

authors.)

The full review data is made available to the

program committee through the online ICIP Paper review process for ICIP must include

; ; Image, Video and Multidimensional Signal
interface and can t_)e down Io_aded in bulk Processing (IVMSP) members and membéthe
format for easy ofline analysis. Multiimedia Signal Processing (MMSP) technical
The vendor must take care to inform the committee will serve as the core reviewers of papers

hairs if th ith submitted to ICIP. All other reviewers require
program chairs If thex are any papers wit approval by IVMSP. At least two (2) members of

insufficient reviewers assigned or insufficient  IVMSP must be included in the decision making

reviews submitted. Prograi@hairsmust be ST e e (e (e

diligent to ensure a quality technical program.

A paper should not get through the review

process and been accepted without having Note: These communications should be viewed as

been looked o by tleast S persons and reac TSRO LEI ARSI NG,
rough completely by at leag&persons. _ _

Constant updated reports from the TeChNiCal  qammitee membor. Howerar when et paner .

Program Committee to all reviewers on the up for discussion by the committee, the

status of papers in the review process guthor/mgmbe_r is removed from the discus_sion and

including statements Of acceptance or IS never given prate comments from the reviewers.

rejection by the reviewers.

Close work on session plans by the Technical Program Committee officers and Technical

Program Committee memle to slot as many highuality papers as possible in the

conference.

-- END of review process

Notification by the Technical Program Committee Chair to the authors of acceptance or

rejection of papers.

The status reports to reviewers should

identify the reviewers of each paper, its Note: Copyright reverts back to author if paiser

present status (accepted/rejected), and any ~ reected:

comments regarding the paper's quality or

referral to another reviewer.

Copyright forms for all accepted papdoswarded to SPS Staff.

Remove all rejected papers from the Conference Proceedings data.

After selection of the accepted papers, many conferences allow authors to smaddé

revisions to their papers, with the restriction that the title and author listsnoot
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change and that any revisions must be minor and not change the overall results of the
reviewed paper.

e Any revised papers that are uploaded go through the vendor inspection again to ensure
quality of the dataThis data can be used to produce thenped program guide, the
proceedings table of contents and author index, and the \wabed paper listings.

Paper Review Criteria
The Technical Program Committee mrestiew each paper for the following criteria.

e Formatted to IEEE standards
e Copyright releas form accompanying the submission paperwork
e Original works that have not been published or subedtfor consideration elsewhere
e Authorhas beerauthenticatedandassure that the paper hast beencomputer
generated
¢ Relevant to topic(s) for the conferea
e Quality writing
¢ Quality science
Conference Proceedings

The Conference Proceedings is the publication of papers presented at the Conference. A Conference
may require that papers missing the publication deadline for the Proceedings cannot be presented a
the Conference. In such a case ffechnical Program Committeellectively has a major responsibility

of ensuring that all selected papers meet the printer's deadline with casready copies and IEEE
copyright release forms.

TheTechnical Program Conitee should work with the authors to ensure that corporate clearance by
their employers can be provided on a timely basis. All papers submitted foetblenical Program
Committee forreview should already have corporate clearance, but this is often demofor invited
papers that are submitted to th&echnical Program Committéate in the review process.

TheTechnical Program Committee Chiéien has the responsibility of notifying the authors as soon as
possible of paper acceptance. An Author's Kdtudtd be furnished to each author along with additional
instructions for preparing the cameiraady/electronic copy and an IEEE copyright release form. The
Authors' Kits or instructions are generally mailetiailed to the authors directly based on the niragi
information generated by th@echnical Program Committee Chair

TheTechnical Program Committee showdrk with the authors to ensure that thieEE copyright
release form& 4 do not pose a barrier to publishing papers. This can cause significant delay if it is not
handled properly.

Technical Meeting No -Shows $
(Policyendorsed April 2009 pending approval)

The technical meeting organizers will be responsible for gathering thehow information from the
sessions and submitting the information to the Conference Executive Office staff.

No -Show Paper Publication and Archive
(Policyendorsed April 2009 pending approval)

No-Shawv papers are defined as papers submitted by authors who subsequently did not either
themselves or via proxy present the paper at the technical meeting. No show papers that were not
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submitted to IEEE for further publication (Xplore).-8tww papers will not be available on Xplore or
other public access IEEE forums. IEEE will maintain an archivsludwgapers.

Authors of neshow papers must be advisedvimiting that IEEE reserves the right to exclude a paper
from distribution after the conference (e.g., removal from IEEE Xplore) if the paper is not presented at
the technical meeting.

Work with the Local Arrangements Committee

TheTechnical Program Comnae shouldbe actively involved with the Local Arrangements Committee
and the details of local Conference considerations. This involvement, of course, is based upon the
session plans of the Conference.

TheTechnical Program Committslouldcommunicate tahe Local Arrangements Committee their

needs for the Conference, including Committee meeting rooms and special meetings' requirements. The
Technical Program Committé&fficersshould work with the Local Arrangements Committee to select

the proper room sigs and location for the sessions. Some information regarding anticipated session
attendance may be gained from registration forms. Tleehnical Program Committ€zhairshould

review the proposed session topics in view of previous conference attendasarilar sessions to be

sure that the more popular sessions will be slotted in the larger session rooms. Also, the scheduling of
sessions should be based upon minimizing conflicts of sessions on the same topic.

TheTechnical Program Committézhairshouldwork with the Local Arrangements Committee and the
Session Chairto identify the audio/visual equipment requirements for each session. Some
presentations may also require easels, audio recorders, and television monitors with video recorders.
These requirments should be communicated to the Local Arrangements Committee.

TheTechnical Program Committézhairshould communicate the detailed information about
presentations directly to th&ession Chair

Also, the details of the Speaker's Breakfast and thiming of Audio Visual operators should be
reviewed by theTechnical Program Committ€hairworking with the Local Arrangements Committee.
An important point regarding the Speaker's Breakfast is that sufficient tables be set to allow each
Session Chaip sit with their Speakers.

Feedback on presentations is always important. Teehnical Program Committ€shairshould
therefore arrange with the Local Arrangements Committee to have session evaluation forms distributed
to the registrantsin each session.

Work with the Publicity Committee

The PC's major publicity requirement is the distribution of the Call for Paper3.ethaical Program
CommitteeChairshould work with the Publicity Chair to define a plan within budget limitations that will
give maximum publicity to this document in a timely fashion.

In addition, theTechnical Program Committ€fficersshould later develop summary information about
topics, tutorials, Minthemes, special speakers, etc. for use by the Publicity Committee to advertise the
Conference. Based upon the anticipated program content,Tiaehnical Program Committ€hairmay

also want to recommend that publicity be providedsipecific publications.

Work with the Publications Committee

TheTechnical Program Committgenerallyworks with the Publications Committee to prepare the
printed material for the Call for Papers, the Advance and Final Programs, Conference Proceedings, a
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other publications. Also, the coordination of the Author's Kit material should involve the Publications
Committee. A key consideration in all of these activities is the coordination of schedules to meet the
printers' deadlines and obtaining the IEEEaa}, ISBN, and Library of Congress numbers from IEEE.

Work with the Exhibits Committee

TheTechnical Program Committeeaybe helpful to the Exhibits Committee in securing exhibitors for
the Conference. Th&echnical Program Committ€hairshould periaically provide lists of the authors'
company affiliations to the Exhibits Committee for contact regarding exhibits or participation.

Also, the topics addressed by the programs may be used by the Exhibits Committee to encourage
participation by certain ampanies associated with the particular topics. Lists of tutorial and session
subjects therefore should be forwarded to the Exhibits Committee.

Work with the Finance Committee

TheTechnical Program Committézhairneeds to work closely with the FinanceaBtfor the budget
items assigned to the PC. These items tend to vary from conference to conference but may include any
of the following:

e printing and distribution of Call for Papers

e printing and mailing of Authors' Kits

¢ expenditures for refreshments dtechnical Program Committemeetings

e miscellaneous telephone, stationery and postage expense

e tutorial honorarium expenses, if appropriate

e expenses for Speakers' Breakfasts
If these items are not in th&echnical Program Committé&eidget, the Technical Progim Committee
Chairneeds to work directly with the appropriate Committees to estimate, manage, and monitor the
costs associated with them.

Work With the Registration Committee

TheTechnical Program Committézhairshould work with the Registration Commeie on any problems
arising from the registration of program participants. In particular, Teehnical Program Committee
Chairshould ensure that all Chairs and Speakers are aware of their need to register for the Conference.

A basic ground rule is thatl participants must register for the Conference.

TheTechnical Program Committézhairshould identifySession Charand Speakers to the Registration
Committee, so that the appropriate badges or ribbons for identification may be included in their
registration packets. These people are critical to the quality of the Conference and therefore may be
recognized by the usef ribbons or special badges during the Conference.

The database of the program participants should be used by the Registration Committee to simplify the
registration process.

Publications Chair

The Publications Chair is responsible for the coordination of the publications necessary to the
conference.

Key Responsibilities:

e Conferencd.ogq Letterhead and Envelopes
e Call for Papers
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e Authors Kits

e Conference’rogram

e ConferenceProceedings

e Session Signs and Other Sighage
e Meal FunctiorMenus

e Billing

¢ Final Report

There are many resources available to you to assist with @ouaferencePublication development,
preparation and production.You may also choose to work with the conference management company.

Online Resource Center f@onferencePublication Organizeis

Logo, L etterhead and Envelopes

One of the first assignmentd the Publications Committee is the design and production of the
conferencedogo andletterhead. At the top of the page are the conference logo and the IEEE logo, the
full and abbreviated conference name, dates, location, and hotel. The left side ch¢feeshould list the
committee functions, respective chairmen names and telephone numbers, in a type size that is
readable. Please note that letterhead with such information can quickly become outdated, and it is
recommended that letterhead be printed inweral small quantities with changes made when
necessary.

Call for Papers

The Publications Commigevorks with the Technical Program Committee and the Publicity Committee
to design and disseminate the Call for Papers.

Author Kits

The Author Kits an onlie resource for authors who have had their paper accepted. An invitation to the
online resourcemay also serve as notification to the author of acceptance of a paper. They are
comprised of many documents and forms, which come from various sources. Thaly usclude:

e Acceptance Letter, personalized to each author with title and number of paper, written
by the Technical Program Chair; one letter per accepted paper
e Conference and Hotel Registratibimk
e Reprint Order Form
¢ Overlength Page Form
¢ Author KitAcknowledgment/Audio Visual Requirement Form
e Speakers' Breakfast Form
e Location for downloading informatioand forms(e.g. paper format, Advance Program,
Registration Forms, etc.)
e Sample of point sizes for visuals
The Program Chair usually generates éhmailingaddress list for sending the link to the Author Kit
online resource Standard IEEE author farms areavailableby contacting SPS Staff
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Conference Program

The Conference Program and other printed materials required at the conference atéalso
responsibility of the Publications Committe8ome of these materials will be described below.

Final Program

The Final Program is an update of the Advance Program. The registration form, the hotel reservation
form, and the airline reservation inforation may no longer be needed, and therefore, deleted.
Information such as session room names and numbers, spouses' hospitality information, and any
changes in schedules and locations must be added. Changes in paper titles or author information on
final manuscripts will also be noted and corrected in the Final Program.

Advance Program

The Publications Committee is responsible for collecting from various other Committees all the front
matter for the Advance Program. The front matter consists of the follgwiements:

e Cover Art

¢ General Chair's Message

¢ Program Chair's Message

¢ Listing ofOrganizing Committe€hairs and members

e Conference Sponsor Listing

e Information on:

e Conference city, including map

e Conference hotel and hotel reservation form

e Transportation

e Conference Arrangements

e Conference Proceedings Distribution and Return Mailing to Attendee

e Exhibits

e Tours

e Banquet, Luncheons, Receptions and other Social Events

e Complete Conference Registration information and form

e Listing of Sessions

e Session Overview

e Photos
The contributing committees are expected to submit their material to the Publications Chair in a timely
fashion.

The size of the print run for the Advance Program is determined by the committee depending on the
size of the mailing list. The pring and mailing of the Advance Program may be handled by the IEEE
Service Center for IEEE sponsored andpmmsored conferences. The IEEE mailing indicia is used to take
advantage of the reduced mailing rates the government grantdormwprofit institutions. It is very

important to note that theindicia arenon-transferable, at any time or for any conference.

Conference Proceedings

Approximately 12 months prior to the conference, the Chair of the Publications Commdtee
designated member of the conittee - should complete théConference Publication Form" (Section
16).G 4 This insures that postonference sales will be handled by IEEE and establishes a payment
schedule to the conf@nce. In addition, it results in assignment of required identification numbers for
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the publication Required Identification NumbeysCopies of this form may be obtained from |Ekdhal
Processing Society Staffor IEEE TAB Produe@onference Proceedings.

Proceedings Production Process and Guidelines

The production process of ttmnferenceproceedings involves steps in addition to the actual printing of
the proceedings. Some of these steps include:

e Preparation opapers

¢ Production costs

e |EEE required number assignments

e |EEE catalog number

e Library of congress number

e ISBN

e ISSN

e Copyright requirements

e Clearance of papers

e Publication requests (outside organizations)
e Book proposals from outside organizations

An important product of any IEEE sponsored conference is the publication of the conference
proceedings. The IEEE Conference Publication Program purchases proceedings from meetings in which
an IEEE OU (Society/Council, Chapter, Region, Section and/or Baavdjved. (The level of

involvement need not be financial; cooperation and technicasgonsorship are also acceptable

conditions for inclusion in the Conference Publication Program.) The Conference Publication handles
postconference sales of theseqreedings through its Order Plans (subscription packages) and Single
Sales program®rganizing Committeseshould contact théEEE TAB Produdt®nference Proceedings

office early in the planing cycle, so that the Conference Publication can, through this office, indicate the
number of proceedings required for pesbnference sales.

IEEE policy requires that all inquiries regarding publication by an agency outside of IEEE of papers
presented atany meeting shall be directed to the IEEE Copyrights Manager and no representative of
IEEE Organizational Unit(s) is authorized to grant such permi@&&f Policy and Procedures 6)3.1
G$

Production of Conference Proceedings

The production process of the conference proceedings involves the following steps, in atiditien
actual printing of the proceedings:

e Acquisition of IEEE catalog number, Library of Congress number, ISBN and ISSN
¢ Determination of quantity of proceedings for IEEE purchase
e Determination of print run

e Collection of IEEE Copyright forms

e Collection obver length page charges

e Collection of all reprint orders

e Collection of speakers' forms (if used)

e Collection of all audio/visual requirements

e Preparation of "Reverse of Title Page"

e Preparation of final technical program

e Preparation of author index
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e Paginaion, and insertion of copyright lines and running feet
o Delivery of proceedings to the conference site one week prior to
conference/Coordination with the conference hotel

e Delivery of proceedings to IEEE as soon as they have been produced
Preparation of Paprslt is the responsibility of the Publications Committee to coordinate the
preparation of papers to be published in the conference proceedings with the Technical Program
Committee. The Technical Program Committee should normally arrange for the papersubmitted
in final form on forms or mats suitable for printing before the papers are given to the Publications
Committee. Ifa conference proceedingill be printed, detailed preparation instructions and author kits
should be mailed to all authors.

Fa conference publications to which IEEE owns the copyright, prospective authors must be provided
with an IEEE Copyright Form with appropriate instructions for its completion. IEEE Copyright Forms are
available upon request through IEEE TAB ProdDotderance Proceedings, IEEE Conference Services
and the IEEE Copyrights Office. A follqgpvshould be made to insure that papers and Copyright Forms
are received by a predetermined date.

The securing of a signed IEEE Copyright Form for each paper satisfespthesibilities of the

Publishing Committee. It is the responsibility of each individual author to insure that proper company
and/or government clearance is obtained, if such is required. Any material bearing company or
government security classificati@mould not be considered for publication.

Production Costs

The Publications Committee will keep the Conference Chair and Treasurer informed of all production
costs relating to the publication of the conference proceedings. The conference should ply for a
production costs related to the publication of the proceedings, unless the sponsoring IEEE
Organizational Unit has agreed to absorb these costs. The IEEE Conference Publication program may
reimburse the conference for the copies it acquires.

IEEE Reqred Number Assignments

There are several identifying numbers that are essential to the conference publication. These numbers
are the IEEE Catalog Number, the Library of Congress number, the International Standard Book Numbers
(ISBN) and (if applicable)atnternational Standard Serials Number (ISSN). The Publications Committee
will ensure that all necessary numbers are obtained and that these numbers are shown in the

appropriate places in the publication. Further information on each number and its spgleifiement is

given inPlacementof Required Numberparagraph.

Copyright Requirements

In order to fulfill IEEE copyright requirements, the Publications Committee will ensure that a signed IEEE
Copyright Form is obtaéd for each paper to be publishéda conference proceedingn addition, all

IEEE copyrighted proceedings must have an IEEE copyright statement printed on the reverse of the title
page(IEEE Copyright StatementirrentIEEE Copyright Form

The Conference Publications Committee is responsible for adding the Copyright Clearance Center (CCC)
code and the copyright notice at the bottoaf the first page of each paper to be included in the

conference proceedings. The CCC code is constructed as follows: ISBN/year/CCC fee. For example, the
following code designates any of the papers appearing in the proceedings of a 2004 conference
publicaion, where the ISBN is123456789 and the CCC fee is $20.0028456789/04/$20.00.

If the author has signed Part A of the IEEE Copyright Form, the following IEEE copyright notice must
appear after the CCC code: © 20xx IEEE. For example:
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0-123456789/04/$20.00 © 2004 IEEE.

If the author is (or ALL authors are) employed by the U.S. Government, then Part B must be signed and
the following notice must appear instead of the CCC code and the IEEE copyrightuh&ice:
Government Work Not Protected By3J.Copyright.

If the author is (or ALL authors are) employed by a Crown government (i.e., British, Canadian, Australian,
etc.), then Part C must be signed and the following notice must appear instead of the IEEE copyright
notice:

©20xx Canadiarjor British, etc.] Crown Copyright

The CCC code should precede the Crown Copyright line:
0-123456789/04/$20.00 © 2004 British Crown Copyright.
Clearance of Papers

The IEEE must of necessity assume that material presented at its meetings or submitted to its
publications is properly available for general dissemination to the audiences these activities are
organized to serve. It is the responsibility of the authorg,the IEEE, to determine whether disclosure
of their material requires the prior consent of other parties and, if so, to obtain it. In order to ensure
that the authors are aware of their responsibilities, sigheBE Copyright Formmust be collected for all
papers accepted for publication.

Conference organizers should also familiarize themselves with two key U.S. Export Compliance
Regulations: thé&).S. International Traffic in Arms Regulation (I'Tekid)theU.S. Office of Foreign Assets

Control (OFAGggulation.

Publication Requests - Outside Orga  nizations

All inquiries from outside organizations concerning the gmstference republication of selected and/or
expanded papers presented at and published in the proceedings of any IEEE conference should be
directed to thelEEE Copyright Office

Book Proposals  from Outside Organizations

In the event that a commercial or ndEEE publisher approaches the Publications Committee or
Publications Chair with a proposal to publish a book of selected and/or exgantderence papers,
the IEEE Copyright Officeust be consulted.

Sales Distribution of Conference Proceedings

PricingThere are two types of prices that should be considered for the conference proceetimge

are the conference "on site" sale price and the "poshference"” sale price. Since these two prices will
normally differ, there should be no price indication printed or shown on the conference proceedings. In
addition, IEEE policy requires that |EREEnbers receive a discount from the price charged to-non
members.

The Publications Committee, in coordination with theganizing Committeand theConference Board
will determine whether the conference proceedings will be included in the registratieif will be
sold separately at the conference.

Conference "On Site" Sale Prideis the responsibility of the Publications Committee, in conjunction
with the Organizing Committeand the sponsoring organizations, to establish a price for the sakeof
conference proceedings at the conference site.
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"PostConference" Sales PrieéEEE TAB Produdt®nference Proceedings will determine the post
conference sale price of the conference proceedings. This price will be based on recommendations of
the TABConference Publications Committee. IHRB Product€onference Proceedinghould be
contacted for the current pricing guidelines.

PostConference Sales DistributionConference Publication Program

The Conferenc@ublication Program handles pestnference sales of proceedings from meetings
sponsored and cgponsored (either financially or technically) by IEEE Organizational Unit
(Society/Council, Chapter, Region, Section and/or Board). The conference proceeglisgisl 40
libraries and individuals, and they are also distributed through booksellers.

The TAB ProductBonference Proceedings staff under the general oversight of the volunteer TAB
Conference Publications Committee administers the Conference Puhtidatimram.

The Conference Publication Program has a standing commitment to supply the proceedings of IEEE
conferences to several hundred libraries worldwide. It handles individualquogerence sales on a
centralized basis, with prices to members lowlesn those to normembers.

By assuming this function, the Conference Publication Program assures wide distribution of conference
proceedings. It also relieves conferences of the burden of handling proceedings after the conference is
completed. In practidaerms, it permits conferences to close their financial records soon after the
conference is held.

Participation in the Conference Publication Program adds further value by providing abstracting and
indexing of all individual conference papers for inidagn worldwide databases, thus assuring full
recognition of the material presented in these conferences. Furthermore, centralized marketing and
sales of IEEE conference proceedings is a direct service to IEEE members as wellaeobers.

Several bindred libraries subscribe to the various Order Plans (subscription packages) offered by the
Conference Publication program. These subscribers prepay in advance for the conference proceedings
they expect to receive. Thus, there is a contractual relatignbkitween the subscribers and the
Conference Publication Program. It is most important that conferences fulfill their obligations to the
Conference Publication Program by providing the number of books ordered.

Organizing Committeeshould contact th& AB Product€onference Proceedingdfice early in the
planning cycle so that the Conference Publication can, through this office, indicate the number of
proceedings required. Once the number of proceedings has beeedgigon, it must be viewed as a
binding agreement between the conference and the Conference Publication Program.

The Conference Publications Committee, working with the IEEE staff establishes a schedule of payments
for conference proceedings. The schedsleeviewed on an annual basis and adjustments are made as
needed. The payments are set to exceed average production costs of the proceedings by ah2rgin

-25% In addition to paying for the conference proceedings, the Conference Publication Program
reimburses the conference for the costs of shipping these proceedings to its warehouse.

It is the aim of the Pragm to make participation beneficial to
conferences. Thus, conferences should expect to be Note: Payments are subject to the approval of the
reimbursed no less than the average expenses incurred in ~ Signal Processing Society and otfiéi=

L. . ) . Organizational Unitjsnvolved in the conference.
printing the copies needed by the Conference Publication
Program. Although the payments normally exceed picitbn
costs by a margiof 20¢ 25% if under unusual circumstances the payment is less than these production
costs, the conference may forward documentation, such as printing bills, to be considered for
reimbursement of the additional expenses. Deductions from an acquisition payment mianpbsed if
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the proceedings is not prepared correctly (i.e.; ISBN, Library of Congress and catalog numbers are
missing or incorrect, copyright statement does not appear on reverse side of title page, etc.).

The operating costs of the Program include asitioin payments for proceedings to the conference,
reimbursement to the conference of shipping costs, indexing, storage, handling, packaging and shipping
to customers, as well as marketing and administration.

In cases where major conferences aresponsored with noAIEEE professional organizations, it is the
responsibility of the IEEE sponsoring Organizational Unit to negotiate an agreement with the outside
organizations that will allow IEEE to handle the mustference sale of conference proceedings in the

same manner as for conferences entirely sponsored by IEEE Organizational Units. In some instances, it
may be necessary to make exceptions to these guidelines in the interest of maintaining good
relationships with these organizations. Such exceptions must receive prior approval through the
Conference Services office.

Conference Proceedings Composition

The following guidelines are suggested as a checklist for the Publications Committee to follow in the
assemiting and the printing of the conference proceedings.

Selection of Printer

The Publications Committee shall obtain cost estimates or bids from reliable printing firms for
production of the proceedings and select the conference printer(s). IEEE PublishirmgSwill also bid

on the publication, if so requested. Upon request, IEEE TAB Pre@oference Proceedings will
recommend printing firms familiar with IEEE work. Arrangements for all printing, including establishing
proper deadlines for each phasétbe work, supplying text and illustrative material, approving proofs
and specifying the quantities to be printed, are the responsibility of the Publications Committee.

Timetable

The Publications Chair should establish a timetable with the printer shadrisistent with the overall
conference planning schedule. The schedule should indicate key dates for the Publications Committee,
including the date when manuscripts must be submitted and the date when the printed proceedings
must be delivered for distrilttion at the conference and to IEEE TAB ProdGoisference Proceedings.

The printer should be given precise delivery instructions, and prior arrangements with the receiving
agency are to be made to ensure the proceedings are available when required.

Format

The Publications Committee will determine the layout and format of the conference proceedings using
the following guidelines. Additional assistance may be obtained from IEEE TAB R@mhfetence
Proceedings.

Use of IEEE Logo and Logo Type "$EEE

ThelEEE Logo is registered with the U.S. Patent & Trademark Office and therefore must be accompanied
by the®("Registered Trademark™). The IEEE Logo should appear on the front cover of all IEEE
owned/copyrighted publications/printed products. It is recomnaded that the Logo appear on

publications' spine and back cover.

The full name ("The Institute of Electrical & Electronics Engineers, Inc.") must appear on the copyright
page of any conference proceedings to which IEEE holds copyright. The full nameatdwafupear in a
prominent position, such as the cover or title page of all proceedings.
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When used with a logo of an organizational unit within IEEE, the IEEE logo must be at least the same size
as the other logo; preferably larger or in a more prominpasition. When used with logos of other

societies, normally all logos should be the same size. (It may be acceptable to use logos in different sizes
if society participation is unequal.) A conference logo may be larger than the IEEE Logo.

In the case ofor-profit organization, the right to use the IEEE Logo can be given to other organizations
to use in exchange for royalty payments. In the royalty agreement, the IEEE must have the right of
approval for all uses of the logo. The royalty agreement is ntlyrbg contract signed by the IEEE
Executive Director. The free use of the IEEE's name and logo bprafiborganization is prohibited.

Such free use would jeopardize IEEE's §0)aonprofit status.

Complete guidelines for Use of the IEEE LogbLagotype "IEEE" can be found on the IEEE Home Page,
http://www.ieee.org/copyright/logos.htmi& IEEE P&P 6.3.2

Table of Contets

Each conference proceedings should include a table of contents. It is recommended that this table of
contents include both the author's name and affiliation for reference purposes. Responsibility for the
preparation of a table of contents for the conérce proceedings should be assigned to an individual
member(s) of the Publications Committee by the Chair.

Placement of Required Numbers

The IEEE catalog number should be shown on the spine and the reverse side of the title page. In
addition, the Libranpf Congress Number, the ISBN and the ISSN (if applicable) should be shown on the
reverse side of the title page. These numbers are supplied through IEEE TAB Reoddetsnce
Proceedings.

Title

The exact title of the conference proceedings should bevshon the spine, front cover, title page and
reverse of the title page. It is imperative that the title of the proceedings remain consistent with those of
previous years. For further instructions regarding continuity in the titling of conference proceeding
IEEE TAB Produgf®nference Proceedings should be contadtédEE Policy and Procedures 6.3.3

IEEE Copyright Statement

The IEEE copyright statement should be shown on the rexarhe title page, with "20XX"
representing the year of publication:

Abstracting is permitted with credit to the source. Libraries are permitted to photocopy beyond the limit
of U.S. copyright law for private use of patrons those articles in this valnatearry a code at the

bottom of the first page, provided the paopy fee indicated in the code is paid through Copyright
Clearance Center, 222 Rosewood Drive, Danvers, MA 01923. For all copying, reprint or republication
permission, write to Manager,apyrights Office, IEEE Service Center, 445 Hoes Lane, Piscataway, NJ
088551331. All rights reserved. Copyright © 20xx by The Institute of Electrical and Electronics
Engineers, Inc.

Layout, Cover, Binding

Standard book paper size is 35" x 35" which regnés sixteen, 8/2" x 11" sheets. Therefore, it is
recommended that the publication be assembled in multiples of 32 pages. Lesser pagesaaie
disproportionately costly. Fiftpound white offset husky or equivalent substitute is the normal paper
stockused for conference proceedings.
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The front and back covers of the conference proceedings should be on the same type of coated stock. It
is only necessary that the stock be coated on the outside cover. In some instances, it may be less
expensive to use white-coated stock (e.g., Ten Point Carolina) and overprint multiple colors rather

than purchase colecoated stock.

Perfect binding is recommended because it is generally less expensive, more professional in appearance
and durable.

Tab Publication Committee  Policy $
Conference Proceedings Disseminated Electronically

With the increased use and acceptance of efficiently disseminating information via the World Wide
Web/Internet, the Conference Publications Committee is aware that some IEEE OrganlAdtiis
(OU), (Societies, Regions, Sections, Boards, etc.) are exploring its use in making their conference
proceedings (either in total or in part) electronically accessible.

The Conference Publications Committee supports this exploration and endieséallowing policy
regarding IEEE Copyright material appearing electronically:

¢ If placing conference proceedings electronically on the WWW/Internet (in total or in
part), the OU responsible for the conference proceedings shall notify the Conference
Publcations Committee that they (the OU) approve such placement; and
e The Society will be responsible for obtaining and placing within the body of the
document the appropriate copyright statements and permissions, which shall be
obtained from the IEEE CopyrtgOffice.
It should also be noted that as part of the Conference Publication Program, conference proceedings are
purchased from conference sponsors in hard copy form for the purpose of fulfilling subscription
commitments and postonference single salequirements. Placing a conference proceeding on the
Web/Internet has the potential of affecting the revenue stream from the sale of such hard copies.
Therefore, an IEEE OU, which elects to freely disseminate their conference proceedings on the
Web/Internet, should give careful consideration to the anticipated income it expects to receive from the
hard copies sold via the Conference Publication Program.

IEEE Letter of Acquisition

Upon the receipt of youlEEEConferencePublication ForrG 4 , IEEEonferencePublications Product
Management will issue you an IEEE Letter of Acquisition with information regarding:

e Material required (electronic files, print copies, etc.)
e Estimate of the amount to be paid for acquisition of this material
e Catalog numbers that must appear in your publication
e Copyright information
e Description of other documents.
U.S. Export Compliance Regulations

Conferenceorganizers should also familizae themselves with two key U.S. Export Compliance
Regulationss described by the.S. International Traffic in Arms Regulation (I'T&R)

Abstracting and Indexing

Abstractingand Indexing, or secondary publishers, are independent third parties who are generally
focused on a specific discipline and have independent editorial and business terms.
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The IEEEonferencedPublication Prograrmakes every
reasonable attempt to ensure abstracts and index entries of
content accepted into th€onferenceare included in
databases provided by independent abstracting and indgxin
services, such as Elsevier's Ei Compendex, IET's Inspec ant

Thomson Reuters' Web of Science.
C2N) 9t aSogASsQa 9L
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article submission are only considered for inclusion if (1) you
submission is available as a figkt article in PDF format
(submissions converted from multimedia formats such as
Microsoft PowerPoint do not constitute fetiéxt article); and (2) your submission includes an author

submitted abstract.

CurrentlyJEEE Conference Servicesiking to

establish formal relationshipsj@lving us to

provide direction for deeper coverage of IEEE

content, particularly for conference proceedings.

Each A&l partner makes its own editorial decision

on what content it will index. IEEE cannot guarantee:
that an abstract or index entry will be inded in

any database. X y

¢
(s}

(Jan 2009)

So that your authors may be made aware of thisgess and comply with the agreegbon format,
please make this information available to your authors via your website and Call for Papers.

It is important to include the following information in the Call for Papers:

e Author's Guide
e |EEE Copyright Forgn

¢ |EEE model paper (if needed)
e Location for downloading informatioand
forms(e.g. paper format, Advance Program,

Registration Forms, etc.)

e PDF format for preparintpe manuscript
e Sample of point sizes for visuals

Work with the Local Arrangements Committee

Signal Processing Society requires that the IEEE
Copyright Form be submitted with the Paper.

ThePublications Committe€hair needs to work closely with thecal Arrangement€hair forprinting
of the signs, menu, Conference Programs etc.

Work withth e Technical Program

Chair

ThePublication Committe€hair needs to work closely with tA@chnical Prograr@hair for the
coordination of the Call for papers and the collection of papers for the Conference Proceedings.

Work with the Finance Chair

ThePublication Committe€hair needs to work closely with the Finance Chair for the budget items
assigned to théublications CommitteeThese items tend to vary from conference to conference but

may include any of the following:

e printing costs
e pricing of pultications

Publicity ~ Chair

The Publicity and PR Chair is responsible for the coordination of the publicity necessary to the

conference.

Key Responsibilities:
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¢ Arrange formailing of the Call for Papers

e Arrange for publicity mailing lists

e Arrange for placement of th€onferenceon the Calendars of various publications
¢ Advertise theConferencen IEEE and nelEEE publications and news media

e Arrange for local publicity of thhAdvanceConference

e Arrange for advertising in relatezbnference

Advertising the IEEE Conference

e Society & Other Professional Magazines

e Geographic & Technical Newsletters

¢ National Press (newspapers, engineering society magazines, technical society

publications, etc.)

e Radio

o TV

e Promos at relatedonference

e Arrangefor Mailing of the Call for Papers

¢ Arrange forPublicity Mailing lists

¢ Arrange forLocal Publicityn advanceof the Conference
Filling out an Information Schedule for your |IEEBferencewill provide you free advertisement on the
G ConferenceDatabase Searolhich is updated daily. Organizers use this to schedule & avoid conflicts
with similarconference. Also make sure to include thenferenceURL for theConferenceDatabase
Search. The SPS Conferences staff will assist you with advertising in Sigreddng magazine and
placing the Conference on the SPS web site.

Local Publicity

When the meeting is held at a university, governmental facility or a local institute, the Publicity/Public
Relations Department of the involved agency can be of assistagemarating interest among the local
press. Normally, all scientific and federal agencies have public relations departments which are willing to
publicize events of this type and will contact local newspapers, television and radio stations.

Conference Calen  dar Listi ng In Appropriate Publications

Such basic information as the city, hotel, dates, name and address of contact, as well as telephone and
fax numbers are required to be listed.

Wel come by Local Public Officials

The committee may contact public ofeits office early to obtain the aforementioned in a timely
manner. Depending on the location, officials such as the Governor or Mayor may be sufficiently
interesting to be considered as a speaker at the conference.

Conference Preview

It should be written lp the Publicity Committee and includes brief highlights of the Conference about
three months before the Conference, after the Technical Program has been completed.

PressKits and Arrangements at the Conference

It is important to define policy early on regling registrantswho represent the press. Invitations to the
press to attend the conference may be open or selective and normally limited in number from any one
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publication firm. If selective, credentials must be checked at the conference, and freeaigis given

only to those invited. The members of the press who do attend the conference should receive a
conference record and allowed free admission to all sessions, and to all social events which are likely to
stimulate news coverage. A separate "Br&mnly" desk should be provided at Registration, and name
badges should indicate that the attendee is with the press. A poess appropriately furnished and
equipped with restrictedVLAN accesshould be provided, as well as light refreshments. It shbel

manned at all times, and its hours posted. If any significant announcements are made at the conference,
or interviews requested, they should be coordinated by the Publicity Committee. Each member of the
press should receive a press kit with a confeeprogram, biographies of key committee members and
speakers, copies of key speeches, ariasgdate release, and other pertinent information.

800 Number (or equivalent)

An 800 number is a great convenience to prospeatgestrants and is another outlefor publicity for
the conference. A digit format that is recognizable and easy to remember may be very useful.

Promotion of Local Industry Attendance

An excellent way to increase local attendance is to offer local companies a discount on multiple
registraions. The discount must be aggressive enough to appeal to senior management to whom the
campaign should be directed. The mailing should go out no later than three months prior to the
conference, and considerably earlier, if possible. If the Advance Pnagmaot ready at the time of the
mailing, the package should be sent out with the caveat that the Advance Program will follow. This
promotion is a joint effort of the Registration, Finance and Publicity Committees.

Promotion at Related Conferences

An excdlent way to promote the conference is to exhibit at other conferences and trade shows. The Call
for Papers, preliminary announcements, and Advance Programs can be distributed at such events. A
video or slides of the conference city, giveaway items, ahéronovelties with the conference logo help
promote the conference. This activity should be coordinated with the Exhibits Chair.

Post -Conference Article

An article highlighting the events, speakers, special announcements and the like should be prepared for
insertion into IEEE and other Magazines, preferably within a month or two of the conference. The bulk
of the article can and should be prepared well before the conference, as momentum and enthusiasm
wanes once the conference is over. Statistics may atied into the article after the close of the
conference. The article should include photos of events such as receptions, speakers, exhibits,
committee members, awards, banquet, and other social events. It is recommended that a paragraph at
the end of thearticle be reserved for promoting the next conference. Include basic information such as
dates and location, and any other information of interest.

Photographer

The use of a designated photographer is recommendezhsure usable photos and timely turnaround.
Black and white photos are preferred for reproduction.
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Announcements, Advance Programs and Registration
Material

IEEE e-Mailing Lists

IEEE membershgsmailing lists may normally be used in connection with cogriees which have IEEE
involvement. Selection of mailing lists should begin during the initial planning stages of the conference
and the Publicity Chair should work with t@eganizing Committei selecting those target

membership lists, Societies and ethEEE entities, which will most effectively promote the conference.
SPS stdff will assist the Publicity Chair in obtaining appropriate I&BE#iling lists. A letter requesting

the e-mailingaddress lisshould be forwardedo SPS staffith the following information:

e name and dates of conference
e Whatis beinge-mailed (Call for Papers, Advance Program, etc.)
¢ which IEEE Society members are to be selected
e Geographiarea(s) to be selected (regions, sections, etc.)
e membership grade(s) (higher grade, studeadfiliate)
¢ when selecting TIP (Technical Interest Profile) categories indicate which rankings are to
be selected
¢ to whom to send thes-mail addressif IEEE is not providirgmailing services
e to whom to send the bill
It is prudent to allow one month fahis activity.

Proprie torship of e-Mailing Lists

Normally, only thee-mailing lists of the sponsoring Organizational Unit(s) or cooperating unit will be
made available to the conference by IEEE. However, accegnailing lists of other IEEE entitissalso
possible SPS stalff should be contacted for further information.

Special e-Mailing Lists

The Publicity and Public Relations Committee should determine which means will achieve the widest
publicity desired by the conferencE:Mailing lists, not abady available from other sources, should be
compiled by this committee. Registration lists from previous meetings are generally very effective.

Local Mailings

The Publicity Chair should determine what logahailings should be made and provide progréors
this purpose An IEEE geographeemailing may be coordinated with the Local Arrangements Chair.

Publicity e-Mailings through IEEE

IEEE Conference Services has a special publicity list for the distribution of conference promotional
material, e.g., dbfor Papers and Advance Programke IEEE Conference Services Ofiéhe SPS

Staffl will advise the Publicity and Public Relations Committee of the numerical requirements for these
speciale-mailings. Such promotional material and a request letter for these services should be
forwarded toSPS Staff for distribution.

Promotional material for publication in IEEE periodicals should be submitted with attention paid to the
monthly, bimonthly oquarterly schedules and deadlines. Promotional material should be organized in a
standard format and contain complete information about dates, location, technical program, keynote
speakers, registration procedures, conference papers, inspection toursaabraservations.
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Advance Copies of Papers

The Publicity and Public Relations Committee may also assist the Program Committee in securing
advance copies of papers so that menference releases can be prepared for the general press.
Complete papers maglso be made available for review by the technical press and certain members of
the technical community. The following statement must be placed on any paper released for review:

Permission to copy without fee all or part of this material is granted gexiithat the copies are not

made or distributed for direct commercial advantage, the IEEE copyright notice and the title of the
publication and its date appear, and notice is given that copying is by permission of the Institute of
Electrical and ElectrorscEngineers. To copy otherwise, or to republish, requires a fee and specific
permission. Direct inquires to: Copyrights Office, IEEE Service Center, 445 Hoes Lane, Piscataway, NJ
088551331.

Categories  of Promotional Material

Publicity Letter

A publicity messagespecifying the particulars of the conference should be prepdteshould
incorporate a condensed program that outlines the general chronological schedule of technical sessions,
and highlights any special keynote presentations.

Confere nce Program

The Publicity and Public Relations Committee is involved in the distribution of the Advance Pribggam.
responsible for targeted publicity using the Advance Program.

Call for Papers

The Publicity and Public Relations Committee, in coordaratvith the Program Committee, may also be
involved in the distribution of the initial conference's Call for Papers. Appropriate care should be taken
to ensure that both the scope of the conference program and specific deadlines for abstracts and/or
manugripts are clearly indicated in the announcement. It should include such basic information as the
name of the conference, the dates, the city and the hotel. The body of the call should announce the
theme of the conference, suggested topics for papers, ausithedule and instructions, regional
representatives, and sponsorship with appropriate logos.

The Call for Papers is generally inserte8R8/agazines and Newsletters. It may be distributedeby
mail to targeted audiences. Targetednailing lists, ol IP (Technical Interest Profile) lists, may be
obtained fromSPS

The Call should also be available for distribution at other related conferences and trade shows.

Work with the Program Chair
The Publicity and Public Relations Committee may assist tiggd®Pn Committee in the following areas:

e Development of themes for panel discussions

e Selection of appropriate topics for keynote addresses

e Selection of speakers for social functions

o Development of appropriate publicity brochures regarding technical extabiise
conference
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Assisting Mem  bership Promotion at Conference

It should be standard practice to set up a membership desk at the conference in order to recruit IEEE
members into theSignal Processing Society anesponsoring Organizational Unit(s) anahrmembers

into IEEE. A good incentive for membership efforts is to apply the membenrenber differential to
reduce dues payment.

Membership Desk Activities

The following guidelines should be followed in arranging for a membership desk at the conference
Additional details may be obtained from IEEE Conference Services.

e Coordinate with the sponsoringignal Processing Societgmbership development
committee.

e Contact the Conference Chair to secure the best possible location of the Membership
Desk at the @nference.

¢ Appoint Committee members to set up and supervise the activities of the desk.

e Prepare a duty roster to make sure that the desk is attended at all times during the
conference.

e Arrange for the display of IEEE publications, literature and adveréiseof its activities.

e ContactSPS stafff to obtain available IEEE membership literature and supplies,
including the loan of an IEEE banner and instructional guidelines for those assisting at
the IEEE membership desk.

Conference Registration Card

The registration card should be designed to readily identify and allow later communication with non
members and those IEEE members who are not enrolled in the sponsoring entity.

Post -Conference Membership Promotion

The Publicity and Public Relations Commitheuld arrange for the addressing of speai@ssagdo
non-member registrants inviting them to apply for membership in IEEE.

Publicity - IEEE Publications
Educational Activities

Frequently an IEEE entity-sponsors educational activities (shaturses) which are run concurrently

with a conference. It is important to ensure that the publicity and promotional materials for courses be
coordinated with the publicity for the conference in order to present a unified IEEE image. The Publicity
and Pubk Relations Committee should contact IEEE Conference Services to coordinate the promotion of
these courses.

Sponsoring Orgaizational Unit(s) Publications

The Publicity and Public Relations Committee should coordinate all promotional concepts for thg disp
and possible "sale" of other publications of a sponsoring Organizational Unit(s). In some instances, the
complimentary distribution of previously published technical literature may be used as an additional
promotional incentive in the recruitment of memembers at the conference.

IEEE Standards/Press Books

Brochures for these publications should be prominently displayed at all conferences. Conferences
provide an ideal opportunity to promote IEEE book publications. Requests for assistance with
promotional displays for book publications should be made through IEEE Marketing.
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IEEE Logo

ThelEEE Logo/Master Braishould be used in promoting all IEEE Spons@auferenceand used in
all visual media: Print, GROM, Web, and Videdlhe IEEE, SPS;sponsors, and the Conference Logo
should appear at the top dhe home page. It is forbidden for a logbam organization that is not a
legitimate sponsor to appear on the Conference vséb.

Exhibits Chair
The Exhibits Chair is responsible for the coordination of the exhibits for the conference.
Key Responsibilities:

e Guidelines for Exhibits
e Exhibits Prospectus Preparation
e Exhibitor Contact
e Exhibit Prospectus Mailing and Folloy
e Exhibit Technicalonferencs
¢ Promotion at Society and Oth&onferencs
e Exhibit Space Layout and Usage
e Drayage Firm Selection
o Exhibitor Registration
e Securiy
e At ConferenceResponsibilities
e Exhibit Guide
e Call for Exhibitors
¢ When a meeting includes an exhibit, an invitation to exhibit is usually sent to
prospective exhibitors. The Committee needs to prepare the Exhibits Prospectus at least
a year prior to he conference so that it is ready for dissemination at the previous
conference
e Sales
o For mostconferences, the Exhibits Committee will handle the sale of exhibit
booth space and patron solicitations.
e Decorator
0 The Committee may hire a drayage compéaigo often a decoration company)
which is responsible for storing, moving, and shipping exhibit equipment. In
such cases, all financial and contractual commitments must first be approved by
the sponsoring entity.

Exhibits

Initiate plans for aonferenceexhibition two to three years before the date of tikenferencein order
to allow adequate time to obtain suitable hotel and exhibition space.

Budget

A conservative and practical budget must also be approved by the sponsoring entitorfaeence
budgetshould incorporate detailed information concerning the planned receipts and expenses for the
exhibition.

The detailed budget for the exhibition is a part of the ovecalhferencebudget and should include:
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e (1) The price schedule for booths and an esttmof the anticipated number of booth
sales.(2) The projected costs to secure the necessary exhibition area and facilities.(3)
Detailed financial arrangements regarding the commission schedule of the Exhibit
Manager, if one is utilized.(4) Expenses radaie the promotion of the exhibit,
including printing and mailing of brochures, exhibitors' catalogs, handling and exhibit
guide printing.(5) Anticipated travel expenses for the Exhibit Manager and staff, if
utilized.(6) Service costs that are directlyated to the exhibition, such as: decoration,
storage or warehouse services, drayage, utilities, special guards and insurance fees.

Exhibit Manager Selection and Contract

Contracts & Legal Documents

PLEASE NOTE: Contracts Valued over $25K must be
forwarded to IEEE for review & exdanit

The contract with the Exhibit Manager should specify that all
fees for the sale of exhibit space should be sent directly to tt
Conferencelreasuer and all checks should be made payable
to the conference

Exhibition Prospectus

The Committee needs to prepare the Exhibits Prospectus at least a year priordonteeence so that
it is ready for dissemination at the previocsnference

The Propectus consists of:

e General Information on th€onference

e Letter of Invitation

e General Instructions and Information

¢ Exhibit Contract

e Exhibit Rules

e Patron Application

e Exhibit Hall Floor Plan

e Registration Form (added only six months befooeference

¢ AdvanceConferencdadded only three months beforonference
Exhibitor Registration

Advance registration packets should be sent to exhibitors approximately five months before the
conference They should include:

e Exhibitor Advance Registration Form

e Letter of appreciation for their participation

e List of Exhibitors to date, by name and address, and by booth number
¢ Hotel Layout and Exhibits Hall Layout

e List of Exhibitor action items

e Complimentary passes (if used)

Registration Chair

The overall responsibilities of the Registration Committee are the following:

e How registration will be handled, manually, computer, web, etc.
e Services provided by volunteers or tatted to a Registration Co.
e Registration Form
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e Registration Information Contact
e Payment Policy

¢ Payment Method and Currency
¢ Administrative Responsibilities

e Name Badges

o Assembly of Registration Packets
e Layout of Registration Area

e VIP Handling

e Supplies

e Regstration Hours

e Staffing and Training

e Reports
¢ OnSite Registration Operation and Management
e Security

¢ Final Report
In addition to the Chair, the Registration Committee should have at least one or two secretarial or
clerical assistants. The Chair and his assistants will be bonded for the duration of the conference via the
IEEE Insurance Plan. Their duties are to hasud@nce registration and registration and ticket sales at
the conference. The Conference Treasurer will prescribe procedures for the processing of cash, credit
cards and other receipts.

The primary purpose of the registration committee isettsure the rgistration process runs smoothly.
It is the most visible of functions, and the first that the attendee encounters. Therefore, it is imperative
that registration be efficient, orderly and friendly, as it tends to set the tone for the conference.

A second and very important function of the registration process is to give accurate danetafe
information on anticipated attendance at all the social functions that will take place at the conference.

The Local Arrangements Committee depends heawilthe Registration Committee for its food and
beverage guarantees for all the social functions. The Finance Committee also depends on the numbers
and projections of the Registration Committee to make forecasts and adjustments to the budget, if
necessary.

A third purpose of the registration function is to gather data onmbgistrantsfor future use. The
information is used for member solicitation purposes and future conference mailings. Fitgamizing
Committees use statistics on registration patterns

Specific Assignments

e Account for all advance registration, record data in convenient form; remit all funds to
Conference Treasurer in the following categories; (Advance Registration, Luncheons,
Banquets, Inspection Trips, etc.). A tally of each categoterms of numbers of
persons, as well as dollars, should be kept.

e Coordinate routing and confirmation of hotel reservations with the Hospitality Chair or
directly with hotel management.

e Prepare name badges for inclusion with registration packagesdedvor each
advance registrant, along with appropriate banquet and luncheon tickets.

¢ Confirm registration space requirements, including desired number of chairs and tables,
with Meeting Facilities Chair.
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Provide for necessary supplies for registratitask, including blank badges, badges and
ribbons for committee and staff members, programs and standard desk items (pencils,
paper clips, staples, envelopes, and message pads and cash receipt forms).

Develop detail plan of action for entire registratioropedure at the conference

covering the following:

Provision should be made for at least one registration team to be at desk on the evening
preceding the conference in order to process early registrants.

Separate provisions should be made to process aglvaagistrants in order to minimize
waiting time.

The assignment of a Cashier to registration desk should be confirmed with the Finance
Chair. The Cashier's responsibilities is to make up individual cash boxes with adequate
small change for each registratti clerk, to check cash boxes in and out, to distribute
meal tickets to appropriate clerks, to disburse petty cash on the authority of the
Treasurer and to keep accurate current financial records of each account.

Provision for processing esite registratbn, badges, messages, assignment lists of relief
personnel; arrangements for messenger service.

Details of some of these functions are given in subsequent sections.

Registration Form

The most difficult and important task to be accomplished early orhbyRegistration Committee, and

the task that requires the most interaction with other committees, is the development and design of the
registration form. The deadline for the production of the registration form forces all other committees
with input to the form to define, schedule, and price events that will take place at the conference. The
Program committee has input regarding technical events. The Local Arrangements Committee has
obvious input regarding all the social events that are availabtedstants. The Publicity Committee is
responsible for the dissemination of the form, and its schedule in part determines the deadline for
production of the form. It is advisable that the entire committee proofread the form very carefully, as
small errors cannpve timeconsuming and costly. The items below should appear on the registration

form:

Conference Title, Dates & Location
Purpose of Content

Sponsorship & IEEE Logo

Contact Information (Home/Business)
Prefix: (Prof., Dr., Mrs., Ms., Mr.)
Last Name (Family Name/Surname)
First Name, Middle Initial

Affiliation (Organization/Institution/Company)
Mailing Address

Address 1

Address 2

City

State/Province

Zip/Postal Code

Country

Email Address (home/business)
Telephone (home/business)

Fax (home/business)
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e Emergency Contact & Telephone
¢ Name for Badge

e |EEE Member Number

e Registration Fees

e Member/Nonrmember

¢ Advanced/OrSite

¢ Life Members/Retired/Students

e Guests

e Workshops
e Tutorials

e Exhibits

e Tours (information & fees)

e Social Events

e Hotel Information

e Transportation

e Special Air Fare Arrangements

e G{LISOAIfT DbSSR&¢ 2y ADARQIreMENY (2 O2YLIX & 6AGK

Some guidelines for the form design

. . Note: Under no circumstances should you have your
Separating firsind last name character boxes greatly reduce  pank information posted anywhere on the

the possibility of transposing first and last name, also reducii  conference website. If you accept wire transfers

the likelihood of printing an incorrect name badge. An have the attendee contact a committee memberfor
incorrectly inputted name in the computer causes delays at

the registration desk oite, because the registration packet

will not be easily found, and the attendee will rightfully request that his name badge be reprinted with
his correct name. Most fields have a reason for being formatted in the way they are formatted, and
should not be altezd. It is recommended that all published registration forms be identical (the only
exception to this is the osite registration form from which the early registration rates should be
deleted), and coded to identify soureethat is, early publicity, vavus publications, the advance
program. Interaction with the publicity committee is required.

All events and items on the form that require payment should be priced in round currency units. This
makes calculations simpler and precludes the need for caingglthe conference.

Payment Method and Currency

At most conferences, cash, checks and credit cards are accepted. The IEEE accepts American Express,
Visa, MasterCard, Discover and Diner's Club. Although a fee must be paid to a credit card company, it is
strongly recommended that some credit cards be accepted by the conference, for the convenience of
the registrants An attendee may faxtenail their registration and payment only with a credit card.

It isrequired by the Societthat the conference ensusethat the 3rd party processor (includes software
used by the conference) is compliant with the new payment card industry security stafized.

Name Badges

The name badge for any conference should be&ilgaeadable, with letters large enough to read without
squinting. Although this seems an obvious point, badges are rarely printed in this way. The badge itself
should be large enough to accommodate the logo of the conference (which should NOT take up a
significant portion of the badge), a bold and lafgétered name (24 pt. size), under which should be
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printed the individual's company name (in 12 pt. bold). The lHegered name is a great help to many
registrantswho only see colleagues infrequenthnd to exhibitors who wish to address an attendee.

Samples of Badge Data Layout:

First Name Full Name Full Name
Full Name Organization Organization
Organization City, State, Country

City, State, Country

Clear plastic cljpn badge holders are the most commonly used type, and can be used by both men and
women. However, a few pin back holders should be available for those people who may not be wearing
a jacket or lapelled blouse or dress. Both types of éidanust, of course, fit the size of the badge.

If identifying ribbons are to be used, the different colors and categories must be decided early in the
planning phase. Coordination with other committee members on the types of ribbons required is
essential. It is recommended that the quantities orderdatach type of ribbon be greater than the
anticipated need, particularly if the ribbons are not being supplied locally.

Assembly of Registration Packets

Assembling the registration packets is a very labtensive task. To avoid rushing this process ted
concomitant paper cuts on workers' hands; it is essential to plan for this workload well in advance.
Workers must be scheduled and prepared to stuff many empty manila envelopes. Fregstered

registrant? LJ O1 S & &K2 dz R adbldcheekadiagaingdt thedorigh& ptd TA SR | YR
registration form to catch any problems prior to the conference. This takes a great deal of time but the
results are worth the extra effort. If it is done, there will be very few problems encountered with
misspellechame badges or incorrect tickets with the piegisteredregistrants

Invariably, there will be material from other committees that will need to be stuffed in the pre
registrants packets, and in some cases in the packets of tist@mnegistrants. Deailes for submission
of material from other committees should be communicated well in advance so as to avoid an extra
round of stuffing envelopes. Items such as Spouse's Hospitality information, Speakers' Breakfast
information, and various invitations cam@should be prepared well in advance and not given to the
Registration Committee at the last minute.

It is important that the name of the attendee appear in the upper right corner of the packet, so that
when the packets are assembled in cartons or béasi{y transportable to the conference site), the
name will be easily readable. Packets should be arranged alphabetically.

Supplies

Computers, printers and office supplies such as scissors, paper clips, staplers, pens and pencils will be
needed at the pe-and onsite registration stations. Other items that must be transported to the
conference site are:

Final programs

PreRegistration packets

Binders with advance registration forms
Committee meeting schedules
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e Credit card imprinters and charge forms &éfuired)

e Ticket and badge card stock, badge holders, and ribbons

e Paper for reports

e Telephones (for credit verification)

¢ Internet Connection for Web Registration (telephone lines/Broadband)
¢ Blank registration forms

e Other printed material for distribution

Assignments Carried Out During Conference

The Registration Chair or assistant(s) should be on hand at all times to answer questions and resolve
problems that may arise during the conference. Approval of the Registration Chair is always required for
issuane of session badges for the working press, which should be furnished, without charge, on
presentation of credentials. Also, the Conference Chair should approve the list of names of any VIP
registrants who are to receive badges without payment of a fee.

The registration system must be tested, the registration personnel trained, and the registration
materials doublechecked by the time registration opens, preferably one day prior to opening day of the
conference. The registration area must be organized &seeof access, and a mock +imough carried

out to see how well flows behind the registration desk traffic. The registration packets and other
materials should be arranged in such a way as to facilitate movement and access.

The advance registration areauld have several queues, alphabetically separated. Appropriate
registration packets should be located at each queue position. Trstemegistration desk may have
one queue, as in a bank, to allow the registrant to proceed to the next availakdieostation.

A special information desk should be set up in the registration area, and be highly visible, and preferably
be situated in such a way that the attendee sees this desk before the registration desk. If this is not
possible, questions about sess® tours, the social events and the like can be referred to the

information desk by the registration staff. This will lessen the amount of time it takes to process each
registrant.

The screeners should roam the lines to assist and answer any questaamedistrantsmay have, and
to ensure that the attendee is waiting in the right line. A printout ofedjistrantsby last name, first
name, and company should be given to the screeners, who can check namgsstants

The busiest times at the registration desk are the opening evening and the following morning, with a
sharp dropoff after that. It is critical that the desk is fully staffed at both times. When the area is busy,
the screeners and other registration persahishould be advised to politely ask registrants whose needs
are not immediate (name changes, refunds) to return when it is less busy.

Evaluation Form s

The registration package should includecmference evaluation forrar directions for accessing an
online evaluation This would help the sponsoring entity to make improvements based on attendee's
feedback.

Assignments Carried Out after Conference

Registration lists and tabulations should be prepared as requested by the sponsoring entities. These lists
should show if each attendee is a member of IEEE and/or a member of any of the sponsoring
organization. Copies of registration lists should be fimmisto the Conference General Chair for

inclusion in the Final Report.
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Finance Chair

TheFinanceChair is responsible for the coordination of tireancesfor the conference. TheFinance
Chair should be competent in handling financial matters includarnking, auditing and grant writing.

Key Responsibilities:

e Bank Accounts
¢ Insurance and Bonding

e Budget

e Cash Flow
e Income

e Expenses
e Auditing

e Records

e Cash Handling

¢ Financial Reports

e ConferenceClosing
e Final Report

e 1099 Request Form

Determine Preli  minary Budgets

Conferencebudgets should be set to a minimum surplus of 20% over projected expenses.

Contact the Signal Processing SocietpnferenceCompliance and Budgefgiministrator[CCBAjor the
budget template.

The Signal Processing Society hamiguebudget template. Failure to submit tHeéonferencebudget in
the approved format will result idelayed approvabf the Conferenceby Signal ProcessingA
Conference Organizer should expect the budget form to take a few days to complete.

The folbwing information is required on the Budget:

e Advertising Expenses

e Committee Expenses

e Meeting Expenses

e Travel

e Stationary

¢ Business Services (i.e. photocopying, administrative support, etc.)
e Communications (i.e. conference callsnEetings, etc.)

e Operatingexpenses

e Bank Fees

e Registration Management fees

e Onsite Registration costs (i.e. staff, computers, Internet, workstations, etc.)
e Credit Cargrocessingees

e Conference Management Services fees

e Site Selection Travel and Expenses

¢ Production of Conference maials (i.e. design, printing, mailing, etc.)
e Shipping costs of materials

e Audio Visual equipment and labor
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e Show Office equipment (i.e. computers, Internet, furniture, etc.)

e Security

e Awards and Plaques

e Giveaway items and tote bags

e Gratuities

e Honorariums

e Praceedings for allegistrants(i.e. CDFlash Driveetc.)

e Meeting Space Rental

e Music Licensing Fee paid to ASCAP and®BMat is the music license fee?)

¢ Registration fee collection services

e Cancellation Insurance if required

e Auditor Fees

e Contingency

e Signal Processing Society Administrative Meetings (ICASSP and ICIP)

e Signal Processing Society Administrative Services

0 This entry allows the SPS to recover the cost of supporting Conferences that are
not otherwise recovered. Thesests include but are not limited to accounting
services, processing forms, final reporting, answering volunteer inquiries,
negotiating contracts, attending administrative and committee meetings,
maintaining Conference schedule, Conference insurance viaggbroblems,
and closing the books.
0 This entry is required and should be 14%. Should this beSpQ@asored

meeting the fee will be split among all the-sponsors based upon their
sponsorship percentage.

IEEE Conference Budget Requirements

e Prepare abudget indicating estimated income and expenses forabeference

e Submit at least 12 months in advance of ttenference

¢ Accompanied by writteiSPS Conference Boadproval and forwarded to
sps.conferences@ieee.ofgr approval

Sponsoring Entities App roval of Budgets

Conferencebudgets must first be approved by the sponsoring entity prior to submission to IEEE
IEEE cannot acceptanferencebudget unless it is accompanied by written approval of the sponsors
Pr oject Budget Surplus or Deficit

IEEE Ry stipulates that altonferencebudgets that are submitted for IEEE approval must be based on
non-deficit expectations$ Conferenceébudgets should be set to generate a minimum surplus of 20%
over projected expenses.

Preparation of Budget

The initialconferencebudget should be prepared on the fornpmovided by SPS Sthaff

Budget Revisions

If necessary, the Finance Committee may submit a revised budget to IEEE for approval.

If significant changes are made to the budget, e.g., decisioartoat an exhibition otonference
proceeding publication, it is incumbent upon the Finance Committee to resubroif@rencebudget
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to the sponsoring entity and to IEEE accompanied by written approval from the sponSairad
Processindor IEEE approvarhe same forms as used for the initial budget are used in preparing the
revised budget.

Organizing Committee S

It is the general policy of the IEEE that no member@baferenceBoard or Committee or his/her
immediate family shall receive monetary pagnt for services. This does not include awards or other
honoraria that may be granted under IEEE Awards provisions as defined in IEEE Policies, Section 4.0.
Immediate family is defined as spouse, domestic partner, brother, sister, children, mother, fatiter
in-laws.$

Conference  Registration

Conference  Registration Fee

The Finance Committee, with the concurrence of @rganizing Committeand each sponsoring entity,
establishes theonferenceregistration fee.

Conferencebudgets should be set to gerate a minimum surplus of 20% over projected expenses.

Other anticipated sources of revenue, such as exhibition sales and income from the saiéeoénce
Proceedings/Digests, should also be taken into consideration when setting registration feess for t
conference

Signal Processing Society bases the registration fees on the total expense budget for the conference
divided by the expected number of attendees plus 20%. The total expense must include the cost of
producing and disseminating the proceedplgs 20¢ 25% margin. Starting with this base number the
fees are adjusted for the following registrant categories: IEEE Membe#iNonber, Students, Retired,
and Life Members.

IEEE Member/Non  -Member

IEEE Policy requires that registration fees for-mmmbers at IEEE sponsoreshference be at least
20% above the IEEE member fee, the exact amount being set byDegahizing Committeés

Conference may establish a registration fee lower than the IEEE member fee for sponSimyirad
Processind YSYo0oSNA®

At the discretion of thédrganizing Committeghe IEEE member registration rates may apply to
members of noAEEE c@ponsoring, cooperating organizations, or sister societies.

IEEE members are entitled to member fees at Founding Saciatyrences.

Non -Member Fee Differential towards |EEE Membership

The Finance Committee, with the approval of theyanizing Committeand the sponsoring entity, may
allow application of the fee differential paid by nomembers at theconferenceto be applia toward
IEEE membership enrollment.

If it is decided to allow the fee differential to be applied toward IEEE membership, the IEEE Membership
Services Department should be consulted in advance to arrange for smooth processing and to avoid
misunderstanding between the new member and IEEE.

If this activity is to be done at a meeting, then adequateferencepublicity must be done to make it
successful.
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Students, Retired, Life Members

IEEE Policy permits reduced conference registration fees for studemas)ployed IEEE members,

retired and Life members and special VIP guests, at the discretion @frfanizing Committeand
sponsoring entity. Unless otherwise stipulated, the registration fee for retired and Life members should
be no more than the registtion fee for students$

These reduced registration fees may exclude meal functions, Conference Proceedings and other side
activities.

Advance Registration

The advance registration fee is generally set lower than thei@registration fee in ordermtstimulate
advance registration.

Refunds

The Finance Committee, with the concurrence of @rganizing Committeestablishes a specific policy
with regard to refunds.

Notice regarding the conditions for refunds with specific-cfitdates for the accepnce of refund
requests should be included in the Advar@enferenceand other related promotional material.

Financial Management

At mostconference cash, checks and credit cards are acceptable. An attendee mayfan/eneir
registration and payment only with a credit card. The IEEE accepts American Express, Visa, MasterCard,
Discover and Diner's Club.

Bank Accounts

Establish &onferenceBank Acount for receipt and disbursement obnferencefunds (IEEE
Concentration Bankinig strongly recommended)

Account ldentification

IRS regulations require that atbnferen@ bank accounts in Regionsslbe opened as "The Institute of
Electrical & Electronics Engineers, Inc., and d/b/a YearGa&ErenceTitle.

e Accounts must never be in an individual's name

e IRS Tax Identification Number

¢ |EEEONference sponsored by erites, other than Sections or Regions, holding funds
outside the IEEE treasury is-1856633

e Section or Regicaponsoredconference have been assigned a uniform identification
number of 136117748

Signatory Powers for Bank Accounts

Require that altonferencebank accounts have alternate signature designated. The minimum signatures
for an account are:

e One volunteer from th&@rganizing Committeaisually the Finance Chair (or Treasurer).

e One volunteer alternate from th®rganizing Committeaisually theConferenceChair.

e The IEEE Staff Director Financial Services or desigiteenate signatory arrangements
may be necessary for ndd.S.conference.
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IEEE Requiremertdt is the responsibility of th€onferencelreasurer to report to |IEEat the end of
each calendar year, indicating:

e Principal Amount
e Annual Accrued Interest
e Account Number, Name and Address of any financial institution at which any open
conferenceaccount exists.
The Institute requires this information for its IRS miation Return.

Closing of Bank Accounts

IRS regulations require that all IEEeBEference close their accounts and submit a Final Financial Report
to the appropriate IEESignal Processifg) within six months from the close of thenference IRS
regultions stipulate that all surplus funds from thenferencefirst be deposited in the sponsoring

entity's IEEE Headquarters account before they can be withdrawn for use as advance funds for a future
conference

If an IEEE Region is acting as a singlesspimiy entity, alconferencesurplus funds must first be
deposited in the established Region account before withdrawal for further use, i.e., distribution to
Sections.

It is the responsibility of th€onferencd~inance Chair to ensure that this procedisestrictly followed
in order to protect IEEE's ndéar-profit tax status.

Conference  Loan Request

Conferencdoans may be requested from tl&ignal Processiranytime during the planning cycl@he
Signal Processingill approve the loan and contagour CMS or PC® process the request.

Conferencdoans are required to be repaid within one (1) month after toaference
Insurance and Bonding

Conferencansurance and bondinig automatically purchased when a Conference is approved and
recorded.

It is recommended that cancellation insurance also be purchased for all meeting overdg@fitants
and /or having over 100 exhibits booths.

This is necessary to minimize financial exposure to sponsor, if the meeting must be canceled at the last
minute.

Miscellaneous Financial Activities

Petty Cash
e Cashier
e General
e Duties
e Security

e Cash Boxes
Travel Expenses for Participants

Explicit policies must be established in advance regarding the payment of travel expenses for
participants.
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These travel expense payments should be incorporated ircdinéerencebudget.

IEEE Policy prohibits payments of honoraria for the presentation of a papeoaterence except for a
lecture or other educational activity for which a tuition fee is cleat

Exhibits

Treasurer is responsible for the receipt and deposit of all funds from exhibitors.

Credit Cards

Credit Cards areevy helpful for registration, especially for registrants from outside the U.S.
Qredit card procedures and machines may be obtained by contactingM&iEEPOC.

All transactions should be verified in a timely fashion, and the credit card slips should be sent to IEEE
without delay.

Government Grants

e All grantproposals must be appred by thelEEE Development Office
e All grantproposalanust be ggned by aconferencerepresentative serving as the
Principalinvestigatoror an aithorized IEEE staff person.
e Mail the original grant proposal with theonferenceNB LINB & Sy i I (tv:@EEER & aA 3y
Development Office, 445 Hoes Lane, P.O. Box 1331, Piscataway, Nx1B885Attn:
Development Operations Manager, retaining a copy forabeferencerecords.
The Development Operations Manager will review the grant proposal for compliance gotlernment
agency's requirements, obtain the necessary IEEE authorizing signature, and submit the appropriate
number of copies of the grant proposal with a cover letter to the government agency.

How to Obtain Government Grant

Conference  Final Financial Reporting

Financial Reporting Workbook incldgjeting, Summary, Revenue and Expense detail 8ris

General

e Prepare a final report by completing the Summary Financial Report form

e Report should be filed no later than six months aftenferencedate Y

e Repay all Loans

o DistributeConferencesurplus (acording to prearranged policies)

e Confirm that all physical assets have been distributed Ganferenceproceedings or
digest)

e Close theconferencebank account
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Audit of Financial Records

Conference

Conference

Requirements for auditing @onference as
approved by the IEEE Board of Directors (
Section 9.5.55 $

Determination of Surplus, Dispds# Physical
Assets and Loan Repayment

Sale oftonferenceProceedings to the TAB
ProductsConferenceProceedings

Final Financial Report

Copies of the completed report to each
sponsor and to the IEEE within six months of
the end of the conference

IEEE Financial Web F@® to submit
financial data related to youwronference Be
sure to have theonferencerecord number
assigned when you completed the
Information Schedule.

Bank Account

Should be closed at the time the Final
Financial Reports are prepared

Assuring that audits of conference financial reports
are completed is the responsibility of the Conference
Treasurer and may be arranged for through the IEEE
Operations Audit Department directly with an

outside accounting firm or other professional
indeperdent outside source. They will be conducted
for each IEEE sponsored conference with a revenue
or expense budget in excess of $100,000.

Conferences, where IEEE is not the lead sponsor, ere
encouraged to have their reports and records

audited. Conferencerith a revenue or expense

budget of less than $100,000 will be audited on a
rotational basis.

The audit must be reviewed and approved by the
General Chair and Finance Chair. Once approved a
copy of the audit must be sent to the Signal
Processing SociegBonference Services

Manager.$

No funds will be applied as partial surplus until all obligations (loans) have been met
Before issuing the Final Repo@ipnferencelreasurer should

o0 Perform a final bank statement recoifiation

0 Ask the bank to issue a cashier's check payable to IEEE in the amount of the

reconciled bank balance

Final bank balance should agree with the amount shown as surplus on the Final
Financial Reports minus any amounts that have been prepaid t8dloaty accounts as

partial surplus

The following notation should appear on the payment advice portion of the check
0 "To close the checking account of the 20XX IEEEXXOOHXence!
A This will provide documentation that there is no balance left in account

Financial Record Retention

Supporting documentation associated with@hnferencefinancial transactions should be retained by
the appropriate sponsoring society for anpd of seven years following tleenference Records that
should be retained includeaid invoices, expense vouchers, hotel agreements, printing and A/V
contracts, registration summary reports, exhibitor summary reports, bank stésrand canceled

cheds, etc.

World -Wide Tax Compliance Alert

All Conference must contact the IEEE Tax Compliance Department regarding tax and business
registration requirements. The laws for doing business in each state, province and country vary
therefore specific tax andusiness registrations may be requiredcaxferenceshould never make
contact with any Tax Authorities without first contacting the IEEE Tax Compliance Department for
instructions, +1 732 562 5334 or 5351.
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VAT and GST Informatiorcurrent as of 2#ebruary 2008

VAT (Value Added Tax) and GST (Goods and Services Tax) are typital, sonsumption taxes

imposed on sales of goods by businesses at each stage of production and distribution, and on sales of
services as they are rendered. For purpasithe VAT or GST tax, the term "business" includes any
activity carried on, whether feprofit or not-for-profit, that involves or is intended to involve the sale of
property or services. VAT and GST is a tax on consumer expenditures and in theoryehfalilén

business activities. This is achieved by the input/output system. When a business operating in a VAT/GST
country buys goods or services it pays tax to the supplier, which is called an input tax. When the same
business sells goods or servicebgther to another business or to a final consumer, it is required to
charge tax, which is called an output tax. The business then must periodically total the input tax and
deduct it from the output tax, paying the excess output tax to the government agesppnsible for
collecting it.

IEEE, in most cases, is not subject to these taxes, but in situations where IEEE is sponsoring an IEEE
conferencein a VAT/GST assessing country, they are required to register to collect VAT/GST on sales of
conferenceadmis$ons and other product sales. Again, the tax that they collect is called an output tax,

but any of the VAT/GST tax that they paid to vendors in that country (input tax) can be deducted from
the output tax owed to the governmental agency. In a country teguires registration for IEEE

conferences, the determination if you have to register is based on where the services are performed. If
the services are performed in the VAT/GST country, regardless if the registration fees are collected in
the U.S., then te conferences required to register and collect these taxes.

Non-European Country

IEEEonference are required to register and collect VAT/GST, must also have a periodic reporting of
the tax to the government. MangonferenceTreasurers an@rganizing Gamittees use VAT/GST tax
vendors to administer the process, for which they charge a flat fee or a percentage of the tax collected.
You can obtain VAT/GST vendors from locabumtry directories or accounting firms. In the event one
cannot be found, pleascontact the IEEE tax department for a referral.

European Country

In the event aconferences hel in Europe, in 2009, all suclenference will be required to use the new

VAT Reporting System that has been designed by theQaEfErencesGroup, the IEEEax Dept. and

Deloitte and Touche, CPAGonferenceactivities in Europe must be processed through the newly
organized Limited Liability Company, IEEE International LLC, which is currently being registered for VAT
in most European Countries, If you amganizing aonferencein Europe, please contact the Meeting

and Conferencesroup for more information on this subject.

Please contact the IEEE Tax Department for current updated information when planningzanopean
IEEEConferenceor other event thatmay require the registration of VAT/GST taxas:
compliance@ieee.org

Tax Information foConference

Independent Contractor Procedures

Independent Contractors vs. Employees & IRS Form-M8€9Reporting Requirements
Use of thel099 Request ForifAlternate to W9 Form)
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Post Conference  Responsibiliies

(General Chair &rganizing Committel

e  WrapUp Session

e Preparation of Final Report

¢ Financial Accouing, including return of loans, surplus and audit

e Letters of Appreciation

e ConferencéArticle

e ConferenceStatistics
The postconferenceactivities include the completion of the financial and administrative commitments
of the conference production of theFinal Report, and notification to the sponsoring entity of the final
resultswithin a reasonable time.

The Final Report and all supporting materials must be sent to the Signal Processing Societoffice.

not send them directly to IEEE Conference Firan8PS Staff will make sure that all the required

forms are complete and the necessary information in included. Should any time be missing or
incomplete the SPS Staff will contact the General Chair and/or Finance Chair to complete the forms and
acquirecomplete information.

Wrap -Up Session

The first official "postonferencé activity which occurs is the wrayp session. It is traditionally held
during the afternoon of the last day of tlwenference At the wrapup, an abbreviated version of the
conferenceactivities should be presented so that attending futeenferencechairs can get an overall
picture ofconferenceactivities with the attendant caveats.

Letters of Appreciation

As soon as possible following the close of¢bhaference the General Chair ardrganizing Committee
should send out letters of appreciation to all who have contributed to the success obttierence
Here are some people that the letters should be written to:

o Workers
¢ Volunteer Groups
e Supervisors of indiguals who have made significant contributions

e Speakers

e Exhibitors

e Patrons

e Sessiororganizers
o Etc

Conference  Article

As soon as possible after thenference the Publicity committee should have available for publication

in IEEE Magazines an article and related photos. Much of the article may be written in advance of the
conference and statistics added after thmonferencecloses. Reference should be maddhie dates

and location of the nextonference
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Repay Loans within 30 days after Conference

NOTE:Conferencs are not allowed to transfer loans from one yeadsferenceto the next.
When repaying loans and distribution of surpliease identify cheks by indicating the name and
dates of theconference

Submit a Detailed Final Financial Report

This should be filed no later than six months after toaferencedate.

IEEE Financial Web Fotorsubmit financial data related to youronference Be sure to have the
conferencerecord number assigned when you completed the Information Schedule.

Financial Reporting Workbook incl. Budgeting, Summary, Revenue and Expense detail forms

Distribute surplus/loss

When repaying loans and distribution of surphRease identify checks by indicating:

e ConferenceName
e Dates ofConference

Close Bank Accounts

IRS regulations require that all IEteference close their accounts and submit a Final Financial Report
to the appropriate IEESignal Processifg) within six months from the close of thenference IRS
regulations stipulate that &burplus funds from theonferencefirst be deposited in the sponsoring

entity's IEEE Headquarters account before they can be withdrawn for use as advance funds for a future
conference

IEEE Policy 10.1.1équires allconferenceto close their financials within 6 months. If not closed by the
13th month after being held, a penalty fee will be acces$ed.

Concentration Banking
IEEE PolicyConferencs (10.1.8%

IEEEConference Organization ManualSection 9

Requirements for Audits of Conference  Financial

Activates

IEEEConference, Workshops and Meetings are required to hamendependent Audit of their financial
FOGAGAGASEAS AF (GKS YSSGAYy3IQa NBOSALIIA 2N SELISyasSa
meeting is greater than 50% (51% or ovelrhe IEEE Operations (Internal) Audit Department or an
independentoui A RS | OO02dzytAy3a FANY YI & O2YLI SGS (GKS WI 3NJ
YSSGAYIQA T AY Thedea forithe Gperdatibrs X&liyDepamment to complete the audit is

.006 of the greater of totatonferencereceipts or totalconferenceexpensesnot to exceed $6,000.

Contact Information:IEEE Operations (Internal) Audit Departmeht732 562 6371 or 6533

ConferenceAudit Méerial Checklis(MS, 1KB)

Areas to be tested i€onference-inancial Audits
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General AudiConferencesteps for Audits of IEEE®nference

Suggested Procedures for the Audit Committee

IEEEConference Organization ManualSection 9.5.3 (Audit of Financial Records)

IEEEConference Organization ManualSection 10 (Tdé Audit Committee)
IEEE PolicyConferencs (10.1.10%
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CONFERENCE ORGANIZERANDBOOK 2009

Glossary Conference Organizing Terms

Attrition

A specific provision in a contract that has been agreed upon in writing by the hotel and the SPS; provides for payment of
damages by SPS to the hotel when @mnferencdails to fulfill its specified percentage of contracted room nights or its
specified prcentage of food and beverage or both.

Banquet Event Ord¢BEO]

Detailed instructions for a particular event prepared by the facility; also known as a résumé sheet or function shest; includ
detailed instructions related to room setups, food and beverddese are crucial to the Hotel internal process and must be
scrutinized by th€onferenc®rganizer anddr POC and signed to confirm all set ups and costs.

Califor PaperdCFP]

An invitation to submit topic ideas for tleenferencedocument containig detailed instructions for submission of papers for
assessment and selection by a review committee; often referred to as "abstract forms"

Certificate of InsurancfClO]

A document to prove that IEEE is carrying sufficient insurance coverage as reqaittbitdparty; or vice versa.

Concentrated BankingB]

A Concentration Banking Account is a checking acdouanindividualConferencehat is set up by the committee to make the
paying of invoices and collection of funds more simple and immediate.

Conference

Aconferences a technical meeting in which expected attendance will exceedegifirants

CoSponsorshifCS]

The SPS shares the financial and legal liabilities according to the percentage of sponsorship. All assets, tangibgilaled inta
shall be the property of the sponsors in proportion to their respective share of the meeting sponsorship. The financial
commitment must be stated in the steering committee charter and on €&RBPOSAlecause advance loans and any surplus
or loss must be shared in proportion to the commitment.

Food & Beverage Guarantees

The hotel oconferencecenter will require an estimatef the number of persons to be served for each meal function or food
service such as coffee and water servitbese guarantees are usually due724hours in advance depending on the type of
function and the terms of the contract. The guarantee is th@mum number of persons or minimum quantity that will be
billed by the hotel even if actual attendance or consumption is less. Almost every hotel will set and prepare for 5% over the
guaranteed number or amount. If no guarantee is given to the hotel, geting will be charged for the original number of
persons or quantities specified on the catering order or hotel contract. The original number could be significantigMeigher (
charged) or lower (not enough food or beverages served) than the actualenwhpersons served.

Inclusivevs. Exclusive

Food & Beverage, Hotel and mabgnferenceervices are quoted in either inclusive or exclusive terms. Inclusive pricing
includes all the tax, fees and gratuity that will be charged. Exclusive does ndeittodutax, fees, or gratuity. It is important to
budget for the inclusive price. Often hotels @aodferencecenters quote their rates in exclusive terms with a notation about the
current tax rate, flat fees and percent gratuity. These additional ewst$ypically nomegotiable and may change before your
Conference

International

¢KS GSNY GLYGSNYylLGA2Yylté YIed 068 dzaSR Ay G(G(KS GAdGtES 2H® (KS YSS
a significant degree. Ordinarily this would require an active participation of the tecigahizing Committeef members

from at least two national (three nations in the case of U.S. or Canadian meetings) and a reasonable expectation that the
technicalConferencavill include a significant number of papers from at least one other nation.

Invited Papers

Invited papers are re@ived from persons specifically requested from-kmtiwn authorities.

Master Account

A Master Account is th@onferenc@a | 002 dzy (i canferericecdnter K Bhis &cEoun alldws the hotel to consolidate
the billing for services and send one inedit theConferenc@rganizer or POC. Typically the following items are charged to the
Master Account: Meal Functions, AV, Meeting Room Rental, Staff Guest Rmofesencd@usiness Center fees, Attrition
Penalties, etc.

National

¢ KS (SN)Y d&Hdndthedised ih the tilefoRaddEEE sponsored meeting

Open Call Papers

Open call papers are received in response to the Call for Papers [CFP] and are reviewed for acceptance.

Operational Unit

Operational Unit (OU) is defined asaciety, division or gup within the IEEE organization.

PreCon Meeting
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CONFERENCE ORGANIZERANDBOOK 2009

This is a critical meeting that must take place two to three days prior to the stai€oherence This meeting ensures that all
parties have an understanding of the plan, expectations and eiraommand for onsite decisiemaking.
Proceedings
The proceedings for ar§onferenceonsist of some or all of the following materials: Approved Papers, Video or Audio
Recordings of presentations, Slides shown in presentations, Transcripts of presentations, Posters, Exhibitor Guide, all
copyrighted materials, Tutorial Notes, Reprirets,.
Request for Proposal [RFP]
[Also calledRequest for Quotes (RFQ) and Request for Information (RFI)]
A Request for Proposal (RFP) is a request for any type of business that will be conffimcteMeeting Planner, RFPs most
often go out to hotels flospecific events. It includes the preferred and/or alternate dates needed for a meeting, the meeting
space requirements, the food and beverage requirements, attendee needs, and usually a list of desired concessiofd. It is help
to include more detailsthelp the vendor prepare a proposal that most fits the needs of the Buyer. An RFP should include
information about your organization and project as well as questions that elicit differences among competing companies.
Question types should include both $ié0" responses as well as opended text questions.
Besides Hotels, RFPs can be for anything from Convention Center space to a dinner meeting to Decorator Services.
Write an RFQ instead of an RFP. A request for proposal invites a supplier to fosusarkéting pitch. A Request for Quote
(RFQ), on the other hand, is a statement of need from a company that mandates suppliers to focus on pricing, service levels,
deliverables, and contract terms they can offer to meet the needs described. The RFQeshbudded in precise but supplier
neutral language, with requirements clearly separated from optional components and/or niceties. Be sure to identifynthe prici
range budgeted for that supply, in doing so, you will save time for everyone.
A Request fomformation (RFI) is a standard businpsscess whose purpose is to collect general written information about the
capabilities of various suppliers.
Run of House [ROH]
Run of House rooms are sleeping rooms of different Room types such as Single King Bed, Double Double Bed, etc.. The hotel
GeLAOrtte KFa FAINBSR G2 2FFSNIFEt awdzy 2F 1 2dzaSé¢ NBR2Ya ||
any category of room can be offered to the guests.
Solicited Papers
Solicited papers or Stimulated Papers, are those received in response to requests by members to groups or individuals working
a particular area of interest.
Surplus
All Signal Processing&ety sponsored meetings MUST budget for a 20% surplus. A surplus is calculated as follows:

(Expenses + Loa)(Revenuet Loan) = Surplués)

Surplus + Expenses = Surplus (%)

Symposium
A symposium is a technical meeting in which expected attendanexeaied 100egistrantsbut not exceed 308egistrants
Technical G&ponsorship [TCS]
A Conferencé¢hat does not request financial s
{2YS ¢/ { Q& AyOfdzRS |
Tutorial
Tutorials are offered to allow a group of several persons with similar interests to hear a presentation by a noted stiject ma
expert. A tutorial is not necessarily associated with an accepted paper.
Workshop
A workshop is a technical meeting in which expected attendance will not exceeegifitants
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Glossary of Acronyms

AA
ADA
AP
ARR
AV
BEO
BoD
CA

CB
CCBA
CFP
CMS
(o{0]]
CSM
CvB
DEP
DMC
DSP/SPE
EIC
ExCom
F&B
FinCom
FP
GENSIPS
ICASSP
ICIP
ICME
ISBI
ISPN
ISSPIT
LOA
MLSP
MMSP
MOU
OA

ou
RFP
SAM
SIG
SiPS
SLT
SPAWC
SPS
TAB

TC
TCS

Advance Announcement

Americans with Disabilities Act

Advarce Conference

Arrival

Audio Visual

Banquet Event Order

Board of Directors

Contract Administration

Concentration Banking

Conference Compliance and Budgets Administrator

Call for Papers

Conference Management Services

Certificate of Insurance

Conference Services Manager

Convention and Visitor Bureau

Departure

Destination Management Company

Digital Signal Processing and Signal Processing Education Workshop
Editor in Chief

Executive Comrtiee

Food and Beverage

Finance Committee

Final Conference

International Workshop on Genomic Signal Processing and Statistics
International Conference on Acoustics, Speech, and Signal Processing
International Conference olmage Processing

International Conference on Multimedia & Expo

International Symposium on Biomedical Imaging

International Symposium on Information Processing in Sensor Networks
International Symposium of Signal Processing and Infooma echnology
Letter of Agreement

Workshop on Machine Learning for Signal Processing

Workshop on Multimedia Signal Processing

Memorandum of Understanding

Operations Audit

Operational Unit

Request for Proposal

Sensor Arragnd Multichannel Signal Processing Workshop

Special Interest Groups

Conference on Signal Processing Systems

Spoken Language Technology Workshop

Workshop on Signal Processing Advances in Wireless Communications
Signal Processirfgpciety

Technical Activities Board

Technical Committee

Technical G&ponsorship
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Music Licensing

What is the music licensing fee?

Conferences that play recorded or live music at any function, whether held in the U.S. or not, are
required by U.Scopyright law to pay royalty fedhat pertainto the two major music licensing
organizations, the American Society of Composers, Authors and Publishers (ASCAP), and Broadcast
Music, Inc. (BMI). These organizations hold most of the licenses for pebljgisighted musical
compositions. According to United States copyright law, public performance of copyrighted music
requires permission from the copyright owner or licensing agent (i.e. ASCAP and BMI).

Obtaining permission requires paying afeetobotAory AT | G A2y & @ {AyO0S SI OK 2NJ
different, and no copyrighted music appears in both, fee must be paid to both. The Signal Processing
Society has a license agreement with both organizations and files quarterly reports on conferences.

Americans with Disabiliies Act (ADA)

What is ADA and how does it affect my Conference?

The Americans with Disabilities Act (ADA) became U.S. Law in January 1992. The intent of the law is to
ensure that persons with disabilities are not discriminated asfathe ADA has significant implications
for SPS Conferences.

The ADA requires that any activity or service open to the public, such as workshops and conferences, be
LIKeaAOlfte | O0SaarofsS (2 LISNE2YyA oaprdideRtbaskisi At AGAS
persons with disabilities to actively take part in the conference. Auxiliary aids such as qualified

interpreters, Braille materials, and large print materials must be provided.

It is generally thought that the conference facilitiee aesponsible for making modifications to its

building and otherwise eliminating physical barriers to access, while conference sponsors are

responsible for providing any necessary auxiliary aids. However, the courts have interpreted the ADA

law to hold oth the facility and conference sponsors responsible for meeting its legal requirements.
CKSNBT2NBE: (GKS YSSGAy3a FLrOAtAGE O2yGNY OG0 akKz2dzZ R I
GKS YSSiAy3a FILrOAtAGEO® ¢ OrBaing tRipkoGgiod.Qa adl yYRFNR K2

To comply with the ADA choose a site that is structurally ADA compliant, include the above mentioned
LINE GAAA2Y AY G(GKS O2y(iNYOGXZ YR NBIdzSSald GaLISOAlLt y

Americans with Disabilities Act Compliandeéhe Hotel shall be responsible for complying with the public accommodations requirements of the

I YSNAOIYya 6AGK 5AaloAfAGASE | Ol o0a! 5YED NRAf &RAKSNG AGKSO | i K2 Od NUSIF
oF NNASNBE (G2 |00Saa (2 (GKS YSSiAy3a NeB2Ya 6Soadr & LI&KdgSestausantd, S | Fz
restrooms, and public telephones); (i) tmevision of auxiliary aids and services where necessary to ensure that no disabled individual is treated
differently by the Hotel the other individuals (e.g. Braille room service menus or reader); and (jii) the modificaior2afitief Qa Lisanti OA S& 2
procedures applicable to all guests and/or Group as necessary to provide goods and services to disabled individuaieeypesaedures and

policy of holding accessible rooms for hearing and mobility impaired open for disabled until alhgnoaims are occupied).
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