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Your Single Point of Contact Team! ieee‐mce@ieee.org      

Promote CFP 
and

exhibit 
prospectus

at current year's
conference,
if applicable

Review and
reconfirm hotel,
meeting space
and room block

CONFERENCE TIMELINE

Submit Conference Proceedings/Content
(Xplore CD and other media types) per LOA

PRE ‐ CONFERENCE POST ‐ CONFERENCE

Secure W‐8 and/or W‐9 forms for tax reporting

Request and obtain loan from OU, if needed
Initial, Pre‐and Post Conference forecasts [Submit Pre‐ and Post‐ Conference forecasts by November 30th of each calendar year for accrual purposes.]

1099 & 1042 Schedule of Payments [No later than January 10th of each year for all payments made in the previous calendar year.]
Submit annual report on foreign bank accounts to IEEE Tax Dept. [No later than January 10th of each year for all payments made in the previous calendar year.]

Timeline Key:                                                                    
Financial Actions                                              
Technical Program Actions                                            
Conference Publications Actions                   
Boldfaced = Required*NOTE: This timeline is illustrative and for planning purposes only. Each conference 
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material. 
Audit required 
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total is >50% 
and budgeted 
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expenses > 
USD$250K 
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HOLD
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