Attachment-2


(SOP for INAE Local Chapters)

GUIDELINES FOR INAE SEMINARS/WORKSHOPS

1. A proposal on the stipulated format (placed at Annexure) will be sent to INAE by the proposer of the Seminar/Workshop/Round Table, which will be first discussed in the Steering Committee meeting and then approved by the Governing Council.
2. In case of joint workshops/seminars between INAE and other organizations, the same should be termed as INAE-<Name of Concerned Organization> Seminar, e.g. INAE-ICC Seminar on “Commercial Successes of Technology Generated in Indian Laboratories”. The flyer/brochure for the event must include a brief about INAE.
3. The President, INAE shall normally be a Chairman of the Advisory Committee and preside over the Inaugural Function. 

4. Most of the activities related to the planning and conduct of the Seminars/Workshops; (constituting the Advisory Committee, Local Organizing Committee and Technical Programme Committee, publication and dispatch of Brochures, inviting papers from the relevant speakers and planning the detailed conduct of the event etc.) should be undertaken by the Conference/Symposium/Seminar Chair.  In case, the chosen Conference/Symposium/Seminar Chair does not have an organizational support, the Steering Committee may identify suitable person, having adequate organizational support, to assist him.

5. The conference Chair/coordinator should necessarily be an INAE fellow. The venue of the conference should be so chosen such that it must have adequate presence of INAE fellows. The INAE fellows in the organization must be involved in coordinating the event.
6. Finalization of invited speakers, topics and sessions, inviting papers, “peer” review of papers etc. to be ensured well in advance.  In case of International Seminar/Workshop, clearance will be obtained from the appropriate authorities from Nodal Ministry/Ministry of External/Home Affairs.

7. Funding: All Seminars/Workshops to be self-sustaining.  The revenue/sponsorships raised by the Organizing Committee from various Government Departments/Industry, should be adequate to meet all expenditure. Suitable seed money will be provided by INAE as an advance prior to the event.  The surplus income over expenditure will be sent to INAE at the end of the event. 
8. Seminar Account: Separate Statement of Accounts for the concerned Seminar/Workshop will be maintained by the Conference/Symposium/Seminar Chair. Detailed statement of Accounts containing all income and expenditure along with original bills and vouchers, duly audited through local audit team and counter signed by the Head of the organization will be submitted to INAE within a month.

9. Registration Fee: No registration fee will be charged from INAE Fellows. For others, an appropriate Registration Fee to be charged be specified by the Conference/Symposium/Seminar Chair separately for the categories:

Participants from Abroad:

Indian Delegates (from Academia and R&D Organizations)

Indian Delegates (From Industry)

Registration Fee for students including Research Scholars/Fellows 

10. Administrative Arrangements: Organizing Committee shall be responsible for all local administrative arrangements like catering, accommodation, transport, banners, audio/video arrangements and distribution of delegate material. The anticipated expenditure under various heads will be discussed and approved by the Organizing Committee under intimation to INAE.
11. Publication of Volume Proceedings –For all events, the post proceedings highlighting the salient deliberations during the event will be published. The compilation of the volume proceedings will be coordinated by the Conference Chair.
12. Travel Reimbursement: Travel expenditure to the invited speakers, as recommended by the Conference/Symposium/Seminar Chair, will be reimbursed by INAE against the Budget of respective chapter activity. The air tickets, if required shall be booked through INAE in suitable Air India flight using services of Balmer & Lawrie & Co. against the Budget of respective chapter activity.  
13. Policy Recommendations to be finalized within one months of the conduct of the Seminar/Workshop for follow up action by various agencies (DST/concerned Government Department(s) etc.)

