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IEEE Pune Section
Section Operation Guide-Lines (Manual)
PREAMBLE

This preamble is not a part of operational guidelines of IEEE Pune section, but it is only an
informative note abstracted from website for easy understanding of operational guidelines.

1. |EEE, the not-for-profit organisation:

a.

IEEE:

The institute of electrical and electronics engineers (IEEE) is incorporated under
New York State not-for-profit corporation law on 1% January 1963, by
amalgamating American Institute of Electrical Engineers (AIEE) and Institute of
Radio Engineers.

Mission of IEEE:

Mission of |IEEE is to Forster, Technological Innovation and Excellence for the
Benefit of Humanity. The IEEE logo briefs it as "Advancing Technology for
Humanity.

Vision of IEEE:

IEEE will be essential to the global technical community and technical
professionals everywhere and will be university recognised for contributions of
technology and of technical professionals, improving global conditions. Thus,
IEEE focus is on development of technology and professionals.

Members of IEEE:

The membership is open to individuals who by education or experience give
evidence of competence in an |IEEE designated field. The designated fields of
IEEE are;

Engineering

Computer science and information technology

Physical sciences

Biological and medical sciences

Mathematics

Technical communication

Education

Management

Law and policy

Members are categorised in the grades, Fellow, Senior member, Member,
Graduate student member, Associate and Student member. Special category of
members is life members, young professional members and society affiliates. The
details of the membership and grades are available on website.
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The members are not differentiated on the basis of race, religion, sex or nationality.
All members of a category have the same privileges.

e. Technical communities:
The members can connect with other members globally to share their technical
interest in specific field by joining technical groups, called technical societies.
There are such 39 societies working indifferent specific fields. These societies
have their separate organisational set up within IEEE organisation. The
members need to pay society fees in addition to membership fee, if they want
to join a society. Non-IEEE members can also join society as society affiliates by
paying society fees but they cannot participate in society organisation as voting
members.
Societies conduct symposia, conferences, resource centres and other technical
activities. Societies have separate publications. The members of society in a
geographic operating unit can form a chapter of society under the operating
unit.

f. Geographic communities:
The IEEE has global presence on line and through corporate office and seven
offices spread in the world. The members can connect with IEEE through local
geographic operational unit or units called sections. There are 340+ sections in
the world. Section is the basic operating organisational unit established by IEEE,
as geographic community, living or working in relatively close proximity to
interact with each other and conduct activities to meet the local needs of
technical community.
The territory of IEEE (whole world) is divided in 10 geographic areas, called
regions for the convenience of management and administration. The region
director directs the activities of region and section within the region to confirm
with the MGA operations manual.
Region 10 covers the area Asia pacific. Pune Section comes under region 10 and
is attached to Global IEEE India, Office at Bangalore for administrative matters
and to Asia Pacific R-10 Office at Singapore for technical activities in region 10.

2. Member and Geographic Activities Board (MGA Board):

Monitoring and management of IEEE geographic operational units (Regions, Sections,
and Councils) rests with the MGA Board. The MGA Board is responsible for monitoring
the operations of the geographic units for adherence to the non-profit corporation law
of the state of New York, the IEEE certificate of incorporation, IEEE constitution, IEEE by
laws and IEEE policies. The MGA Operations Manual gives guidelines to Sections and
Chapters for operations in its manual. All geographic unit leaders (Officers) under the
guidance of regional director are responsible for handling compliance with the MGA
Manual. The authority to act as an officer of geographic unit may be suspended by the
Region Director if;

a. There is material violation of the MGA Operations Manual

b. Non- Compliance with MGA Operations Manual
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c. Not meeting minimum reporting requirements for at least one year

The regional director may appoint an officer to serve for interim period until election will
be held.

3. IEEE Pune Section:

IEEE Pune Section is local geographic unit of IEEE and hence guidelines of MGA are
binding on it. IEEE Pune section is also registered as society under society registration
act, 1860 of Bombay, Now Maharashtra, and wide registration number 1291/2015,
dated 30.09.2015.

IEEE Pune section is also registered as not for profit charitable organisation/trust under
government of India. Public trust act, 1950 registration number F 46297, dated
28/01/2016.

Memorandum of association submitted to assistant registrar of societies and to public
trust registration office and approved by them. It describes various operational
procedures. The provisions of society & trust acts and the memorandum submitted and
approved by authority are binding on I[EEE Pune section.

It appears that registration of society as non-profit organisation with income tax
department under section 12 A and 35 under income tax act 1961 is pending.

The annual activity reports, office bearer election results (changes), income-
expenditure statements have not been submitted to charity commissioner office,
society registrar office and income tax department. There is possibility that registration
might have been cancelled. There is heavy a penalty for non-submission of annual
returns to charity commissioner/society registrar. The income tax department may
impose heavy penalty and recover income tax with interest for total amount received
from GIEEE office for last seven years.

4. Local operating procedure of section:
MGA manual encourages formation of section by-laws /operating procedure manual
(Guidelines) to meet the requirements of local laws without violating the provisions in
MGA operation manual. Such by-laws or operating procedure has to be submitted for
review to region director who will then forward it to MGA staff for review and obtaining
legal department’s approval before submitting to MGA Board for final approval.
The section operating procedure documents shall not contain any exceptions
(deviations from) to MGA Operation Manual. Any deviations to MGA Manual shall be
submitted to region director for review and submission to MGA Board.
In view of these provisions the interim operational guidelines of Pune Section are
prepared considering present guidelines of MGA Manual and requirements of society
and trust act. After initial experience of one-year final operational procedure (by-laws)
be prepared and sent to region director and to MGA.
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1.0

2.0

3.0

IEEE Pune Section Operation Guide-Lines (Manual)

|IEEE Pune Section:

1.1 IEEE Pune Section is the local basic operating organizational unit of IEEE, established
in 2010 with the approval of the IEEE MGA Board and hence governed by the IEEE
Constitution, IEEE By laws, MGA Operation Manual and Region 10 by laws.

Any deviation from the provisions in MGA Operation Manual needs to be got
approved from Director of region 10 and MGA.

1.2 IEEE Pune Section is registered as not—for—profit society organisation under
Bombay Society Act 1860 and Public Trust Act 1950 of Govt. of India. As such,
provisions of these two acts and the memorandum of association are binding on
the section.

Any deviation in memorandum of association and provisions of society act and
Public Trust Act needs to be got approved from Registrar of Societies and Charity
Commissioner.

1.3 As per MGA operation manual, the section can prepare its Section Operation
Manual prescribing guidelines for section operation to meet the requirements of
IEEE MGA Operation Manual, Society Act, Public Trust Act & Approved
Memorandum of Association. This section operation manual needs to be sent to R-
10 Director for review and to MGA board for approval.

1.4 The proposal under 1.1, 1.2 & 1.3 above, the Executive Committee (ExCom) has to
prepare the proposal, get it approved from General Body of the section and send it
to respective authorities for approval.

1.5 Any subsequent modification in the section operation manual and rules &
regulations in the memorandum of association of society needs to be approved by
the General Body and sent to region director and society registrar for information
and approval.

Registered Office of IEEE Pune Section:

The registered office of the society should be in the state of Maharashtra. At present it
is A214, PICT, and S.No. 27, Dhankawadi, Pune Satara Road, Pune 411043. This can be
changed by executive committee from time to time, with the consent of General Body
and information to Society Registrar and Charity Commissioner.

Mission, Vision and Objectives:

The mission of IEEE Pune Section is the same as IEEE, "To Foster Technological
Innovation and excellence for the benefit of Humanity"

The Vision of Pune Section is to focus on the development, research, innovation and
spread of this knowledge amongst existing professional members and budding
professional students.

For this, following objectives defined in the Rules & Regulations of society will be
followed.

IEEE Pune Section Operational Manual 7



Objectives of the Society:

a) To advance the theory and practice of electrical, electronics, communications and
computer engineering, computer science, the allied branches of engineering and
the related arts and sciences by way of publications of papers and circulation of
works of literature, science and art pertaining thereto.

b) To conduct and organize technical talks, lectures, discussions, seminars,
workshops, conferences and other professional activities aimed at improving
members knowledge and competence and overall professional development in the
fields mentioned under ‘a’.

c) To strive towards advancement of the standing of the members of the professions
it serves by means of conducting and publication of surveys and reports on the
matters of professional concerns to the members of such professions,
collaborations with public bodies with other societies for the benefits of
engineering professions as a whole and the general public and the promotion of
ethical conduct.

d) To enhance the quality of life for all people through the constructive application of
technology by promoting, understanding of the influence of such technology on
the public welfare, spreading the education by the way of interacting with student
community and by way of arranging seminars, colloquiums, distinguished lecture
series, tutorials and other professional and educational activities which will benefit
the society at large.

4.0 Jurisdiction of Pune Section:
a) For Membership:

Pune section is the basic operating organizational unit of IEEE, established for the easy
interaction of members living or working in close proximity to meet the local needs of
technical community. MGA has decided jurisdiction for attachment of a member to
Pune section as area covered by postal PIN code starting with 411. However, it is
possible for an individual member from contiguous (adjacent) section, to opt for
attachment to Pune Section.

The society rules accept all members, attached to IEEE Pune Section, as its members.
b) For Activities:

As per society act rules the activities can be conducted anywhere in India. As per IEEE
norms normally the activities will be in the jurisdiction of section defined for
membership attachment. However, the activities can be carried out in the jurisdiction
of other IEEE sections, with information to local section.

Section can also collaborate with other sections from India Council or from R-10 or
other regions.
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5.0 Membership:

A person who is a member of IEEE and has preferred mailing address in the jurisdiction
approved by MGA for Pune Section, at present it is postal districts starting with 411, will
be member of Pune Section, except where a member requests membership in a
contiguous section. A member from contiguous section can request for membership in
Pune section, if approved by MGA he will be attached to Pune section.

The territory of the section is approved by the MGA Board and may be enlarged, reduced
or altered by the MGA Board at any time in accordance with IEEE Bye Laws. The section
will have to make proposal for alteration of territory of section with full justification to R10
director and MGA Board.

The voting members of Pune Section include;
a. Fellow members
b. Senior members
c. Members

d. Graduate Student Members
(a, b and c include Life Members)

The non-voting members of Pune Section include IEEE Associate, Society Affiliates and
Student members. All [EEE members attached to IEEE Pune Section will automatically
become members of IEEE Pune Section Society. The section will maintain a register of
members year-wise.

6.0 Management of Pune Section:

As per MGA manual, and society act the Section affairs shall be managed by an executive
committee (ExCom).

6.1 Executive Committee (ExCom):

The Members of ExCom will consist of elected members and appointed members as
voting members and coopted members as non-voting members as detailed bellow.

6.1.1 Voting Members:
A. Elected members:
a. Section officers:
i. Chair
i. Vice- Chair
iii. Secretary
iv. Treasurer

v. Immediate Past-Chair
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b. Chapter chairs:
Elected by respective chapter members following usual election procedure of IEEE.
c. Affinity group chairs:
Elected by members of affinity group.
d. Subsection Chairs:
Elected by Subsection members.
e. Section Student Activities Chair (SSAC)
Selected by ExCom from active graduate student members or above grade.
f. Section Student Representatives (SSR)

Selected by ExCom from active graduate student members or student members from
student branches of section.

B. Appointed Members:
i) Special group convenors
ii) Event Convenors
iii) Other active volunteers
iv) Past Chairs

All voting members of ExCom will be IEEE members of Graduate Student Members,
Members, Senior Members, or Fellow Members except SSR.

The number of elected voting members should be at least one more than appointed
voting members.

6.1.2 Non-voting Members:

IEEE Associates, volunteers, event coordinators, invited for specific period or co-opted
members from year to year will be non-voting members.

6.1.3 Limit on Voting ExCom Members:

The IEEE Pune Section Society rule specifies following ExCom Constitution:

Chair — 1
Vice Chair — 1
Secretary — 1
Treasurer - 1
Members — 3to 17
Total — 7to21
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Thus, society act limits voting members to 21. The section will have to restrict voting
members to 21 by limiting group chairs/ Chapter Chairs. All other appointed or co-opted
members shall be non-voting members appointed on year-to-year basis. Alternatively, the
Pune section society rule-11 should be modified and get approved from Registrar.

All the office bearers shall hand over all the records to next office bearers after conclusion
of term.

6.2 Tenure of ExCom Members:

The tenure of elected members shall be two years as specified in MGA Manual and
Society Act. Hence it will be considered to be two years for all voting members of ExCom.
However, the present committee members will continue till the new members take over.
The consecutive period in any one office of an individual shall not exceed two tenures
i.e., four years.

The General Body in AGM shall approve updated Executive Committee every year. Any
vacancy occurring during the year shall be filled up by ExCom by majority of votes in an
administrative meeting.

6.3 Cessation of Membership of ExCom:
An officer or a member of ExCom shall cease to be the member of ExCom if;
a) Member resigns
b) Member ceases to be the member of IEEE
c) Member commits any offence involving moral turpitude

d) Member remains absent continuously for three or more meetings without prier-
intimation

e) An appointed member is removed from office with cause in consultation with section
chair and region director.

f) An elected member is removed from office with cause in same manner as was elected
by conducting recall-election, held on petition by two third of voting members of
ExCom or 15% of voting members of section to Chair/Region Director.

6.4 Meetings of ExCom:
a) ExCom shall meet at least 5 times in a Financial Year.

b) The meeting shall be convened with 7 days notice to the members in advance, except
in case of emergency meeting, which shall be convened giving 3 days notice.

¢) The ExCom shall meet in a special meeting at the request of more than 2/3rd voting
members of the ExCom to transact any special agenda in the interest of IEEE Pune
Section. In such meeting, only notified special agenda will be discussed.

d) A notice on website and mail sent on the members registered e-mail id shall amount
to notice of meeting.
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e) The notice shall include agenda, venue and time of meeting.

f) Quorum of the meeting shall be 2/3rd voting members of ExCom. If there is no
required quorum at the declared time of meeting, the meeting shall stand adjourned
for half an hour and will be held at the same venue after half an hour for which
quorum shall be members present.

g) The secretary shall maintain Minute Books for ExCom and General Body meetings,
notices of meetings, resolutions of decisions arrived at in the meetings, record of
presence of members and leave of absence.

h) The minutes of the ExCom meeting shall be circulated within 7 days after meeting. The
minutes shall be confirmed and signed by the chair in the next meeting.

6.5 Powers and Duties of the Executive Committee (ExCom):

a) To make or amend rules from time to time and get them duly approved by
General Body.

b) To delegate any of the powers of the ExCom to any office bearer of the committee.

c) Toamend, modify or make the rules for election of the ExCom, Gen. Body and get
them duly approved by general body and respective authorities.

d) To appoint any Adhoc Committees (consisting wholly or partly of members of their
own body and / or others) as they think fit and may delegate any of their powers for
some period to them.

e) To appoint fixed duration committees, boards, sub-committees for conducting

events, generating funds, creating infrastructure, membership drive, etc.

f) To bid for International and National events of IEEE or conduct International and
National events, co-sponsor International and National events being conducted by
IEEE Societies and other operational units of IEEE.

g) To solicit sponsorship and donations from Government, Industry, other
professional organizations and Individuals.

h) Torecommend appointment of an auditor to the general body and get it ratified at
the AGBM.

i) To facilitate the establishment of Chapters, Student Branches, and to provide
administrative and financial support to them.

j) To undertake activities jointly with other professional bodies who have similar
interest to promote objectives and for purposes of the Association.

k) To institute awards and other prizes for specific technical activities and
achievements.

[) To do all such acts, incidental and conducive to the attainment of the powers laid
down here in above and also conducive to the objects specified in the
Memorandumof Association.

m) The committee may delegate any of its powers to a subcommittee as they may
thinkfit, and they may, from time to time, revoke and discharge any such sub-
committee, either wholly or in part and either as to persons or purposes.

n) The committee may, if it thinks fit, accept, reject or modify any report, finding,
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o)

and/or recommendation of the sub-committee.

A resolution passed by a majority of the members of the Committee without any
meeting of the Committee and evidenced under the signatures of all members
of the Committee present, a circular resolution, shall be as valid and effective as a
resolution passed at a meeting of the Committee duly called and held, only after
the said resolution is duly ratified and minuted.

6.6 Duties of the office bearers and members of ExCom:

a.

Vi.

Vii.

b.
i.

Chair: Powers and Responsibilities:

The Chair shall preside over all the ExCom Meetings, General Body Meetingsand
Special General Body Meeting.

S/he shall be the Chief Executive of the association.

S/he shall do the overall supervision of the association.

S/he shall be Ex. Office member of all sub-committees as and when appointed
except nomination committee and tailor committee.

The Chair may call a meeting in case of the Secretary’s default to call a meeting
of the ExCom or of general body.

Any decision of the general meeting shall be taken by a majority of votes. In case
of equality of votes, the chair shall have a casting vote.

The Chair of the meeting shall have the power to adjourn, any meeting from time
to time and from place to place.

VICE CHAIR: Power and duties
The Vice -Chair shall share the duties of the Chair in the working of the General
course of works and shall be working in close co-ordination with him/ her. S/he
will preside the meeting in absence of the Chair.
S/he will coordinate between operational units like chapters, affinity groups,
student branches, SAC in consultation with chair.
Any other work assigned by the chair.

SECRETARY: Powers and Responsibilities:

S/he shall have superintendence of the day-to-day administration and
coordination of activities of the Pune Section and implementation of its policies
and programs.

S/he shall be in-charge of the administration of the section and correspondence
with the members, IEEE officers, MGA, Registrar of Society Office and Charity
Commissioner.

S/he shall prepare the agenda; fix venue, time and date for ExCom and General
Body Meeting and Special General Body Meeting in consultation with the Chair.
S/He shall call record and maintain minutes of such meeting and within 2 weeks
circulate to ExCom members

S/e shall prepare in consultation with Chair submit meeting reports to India
Council/ R-10/ MGA or IEEE Headquarters.

Perform any other duties that are entrusted to him by the ExCom.
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Vi.

Vii.

viii.

Vi.

Vii.

viii.

Maintain records of movable and immovable properties, Membership register
and any other registers / records as may be required by the Pune Section from
time to time.

S/he will do the officer reporting through Vtools in stipulated time.

S/he will prepare MoU documents in consultation with chair and arrange for
meeting for signing and execution of MoUs.

TREASURER: Powers and Responsibilities:

The Treasurer shall be responsible for the day-to-day maintenance of accounts,
monitoring of funds and other transaction.

S/he shall make financial procedures and get approved from ExCom/General Body
as the case may be.

S/he shall liaise with the auditors to ensure compliance with the law and
regulations.

S/he shall prepare, submit and seek approval of the budget in the ExCom and in
Annual General Body Meeting for the ensuing financial year.

S/he shall be responsible for preparation of annual accounts, the income and
expenditure and the Statement of Affairs in consultation with Chair and Secretary.
S/he shall be responsible for issue of receipts in respect of all income, donation,
revenues and other receipts and for incurring any expenditure andpreparation of
vouchers on behalf of the association.

S/he is authorized to keep not more than a maximum amount of Rs.5000/- (Rs.
Five Thousand only) in cash in his/her custody in the office under his/her control
at any time.

S/he shall place monthly accounts before the ExCom for approval.

S/he shall submit budget and accounts and audit reports for filling Income Tax
Returns and submission to charity commissioner and registrar office.

S/he will submit the financial operational reports of section to IEEE.

EXECUTIVE COMMITTEE (EXCOM) MEMBER: Powers and Responsibilities:

S/he shall attend all the Committee Meetings and shall actively participate in
deliberations as agenda.

S/he shall assist, advise, suggest, guide and co-operate with other membersof
the committee for proper discharge of their duties jointly and severally.

It shall be his duty to work in the interest of the Pune Section and to achievethe
aims and objects of the association.

S/he shall be bound to offer any service to the betterment and uplift of the
association.

All the office bearers shall hand over all the records to next office bearers after
conclusion of their term.
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7.0 Section Election Process:

The election of officers and other elected members of ExCom will be held following
guide- lines given below:

7.1 The section ExCom shall appoint a Elections Committee under the chairship of
immediate past chair, consisting of 3 to 5 additional members, with not more than
one member from current officers. The members can be preferably past chairs or
officers who are not the voting members of present ExCom, except immediate past
chair.

Proposed composition of Committee

1. Chair
2. Teller and vTools lead
3. Member/s

The Teller will be the member to receive the ballot results following the close of the
ballot in vTools.

The Election Committee should ensure a fair and transparent election taking into
account all the policies and procedures set by MGA Operations Manual, the IEEE
Policies and section Operational manual. The Election Committee shall prepare a
slate of candidates recommended for the officer positions for section and submit for
approval by the Section ExCom.

7.2 A member of election committee shall not be eligible for nomination for any office
unless he resigns from the committee.

7.3 The duties of the section election committee shall include preparation of slate of
candidates for offices of section and other members of section elected at large for
approval by section ExCom.

7.4 The election committee shall respond on behalf of the section to calls for elected
positions for Councils and Regions as appropriate. The nominations for such
positions shall be submitted to the section ExCom for ratification and final decision.

7.5 The section election committee shall be responsible for the annual solicitation within
the section of names of potential candidates to be considered for positions on the
section ExCom.

7.6 The section election committee may help the ExCom in selecting Section Student
Activity Chair (SSAC), Section Student Representative (SSR) and any other position of
ExCom if requested by ExCom.

7.7 The committee may notify for different officer positions expected exposure of
candidate to IEEE working, provisions of MGA manual, Bombay Society Act, Govt. of
India Public Trust Act, Income Tax Act, Contribution as IEEE Volunteer etc.

7.8 Six months prior to the date of election of officers, the Nominating/election
Committee Chair shall conduct a meeting of the committee and finalize election
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schedule and notice of call for nominations for all office positions. S/he will then
issue the notice to all voting members with the assistance of secretary, through
appropriate medium i.e., website, email etc. The notification shall include schedule
of election, duties of office positions expected exposer to IEEE working, format of
nomination etc.

7.9 The members shall submit nominations along with necessary information in the
prescribed format within 30 days from the notice of call for nominations by email or
on line as notified in the notice.

7.10 The election Committee shall verify the candidate’s membership status, eligibility,
willingness to work, biography and prepare a slate from all such submissions,
recommending at least two(2) up to three candidates for each position and submit
the slate to ExCom for ratification.

7.11 Any position where a single candidate is selected shall be brought the notice of
section Chair and Region Director for approval. No single candidate slate shall
proceed without obtaining Region Director prior approval. The single candidate
slate requests for approval shall be accompanied by written explanation of reasons
for submitting such slate.

7.12 The ExCom on approval of slate arrange to circulate slate to all voting members of
the section not less than six weeks prior to the date of election. In addition,
provision shall be made for petition candidates.

7.13 In addition to the candidates recommended by section election committee,
individual voting members who had submitted nominations to election committee
earlier but were not included in the slate or who were not nominated earlier may
be nominated as petition candidates.

The number of signatures required on the petition shall be 2% of the voting
members of the section. The nominating/election committee shall notify this
number in the communication of slate, the last date of submission of petition and
mode of filing petition.

The petition process is recommended to remain open for petitioners and members
signing the petition for a minimum of 20 days.

Upon application, all candidates shall submit a biography, position statement, and
photo and attest to their willingness to serve, if elected. All candidate materials
shall be submitted in a confidential manner and should not be edited once
submitted.

7.14 The election committee shall verify the eligibility of the petition candidates and
members signing the petition. Members signing a petition must be a member of
the section, have provided either their member number or member mailing
address, and must provide their signature. The committee shall include or reject
the petition, giving reasons for rejection. The modified slate including petition
candidates, if any shall be submitted to ExCom for ratification. This procedure shall
be completed at least 28 days before the date of election.
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7.15 The final entire slate shall be communicated to voting members of the section not
less than two weeks prior to the date of election.

7.16 Preparation of the Ballot:

The teller shall prepare the ballot within vTools voting once the final candidates are
identified. The following information is needed to prepare the ballot:

e Opening date and time of the election

e Closing date and time of the election

* Position names being elected

e Candidate information (name, biography, position statement, photo)
7.17 Distribution of Final Slate:

Once the final slate is approved, it is to be recommunicated to all active Geographic
Unit members. This communication should also include the following information
regarding the election:

¢ Opening date and time of the election
¢ Closing date and time of the election

e Eligibility of voters (active and of a minimum of Graduate Student Member Grade
as of 30 June)

e Candidate information
¢ Link to ballot in vTools

7.18 All voting in Geographic Unit elections should be electronic via secret ballot within
vTools, and each ballot shall remain open for a minimum of two (2) weeks. If
electronic voting is not possible, the Geographic Unit chair shall be notified. The
Geographic Unit ExCom along with the Elections Committee shall provide an
alternate means of voting. All cases where voting electronically is not being
pursued shall be reported to the Region Director.

7.19 Announcing the results:

Once the election closes, the teller will receive the results from within vTools. Once
results are available, candidates shall be notified.

7.20 Once all candidates are notified, the Geographic Unit membership shall be informed
of the results.

7.21 The entire election process may take about 5 months time. It is suggested that the
process should start with call for nomination in the month of July.

The suggested sample election schedule is given bellow for guidance;

a) Call for nominations 15th July

b) Last date of submission of nominations-----15th August
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(1 month from call for nomination)
¢) Submission of slate to ExCom for ratification---31st August

(About two weeks from last date of nomination)

d) Ratification of slate by ExCom 15th September
(Within two weeks from receiving slate)

e) Communication of slate to voting members and call for petition candidates ---22nd
September (about one week from d above)

f) Last date of submitting petition nominations 21th October

(About 20-30 days from e above)

g) Circulating modified entire slate to voting members 31th October
(In about 10 days from f above)

h) Date of start of e-voting on line 10th November

(About two weeks from g above)

i) Last date of e-voting on line 25th November

(About two weeks from h above)

j) Date if in person voting 30th November
k) Date of declaration of result to candidates 1st December
[) Circulation of results to members 5th December

8.0 General Body:

The concept of General Body is more relevant to the Bombay Society Act 1860. The
General Body is the supreme authority governing the IEEE Pune Section Society and can
override any decision of ExCom. Its decisions shall be in line with provisions of Society Act
1860, Public Trust Act 1950, Rules and Regulations made there under, the bye-laws of IEEE
incorporation and R-10 and Guide-lines in MGA Operating Manual.

8.1 Members of General Body:

An individual who is a voting member of IEEE Pune Section will be the voting member of

General Body. The IEEE associates and society affiliates may have non-voting
representation on General Body.

8.2 Meetings of General Body:

The financial year of IEEE is calendar year i.e. 1st January to 31st December. The term of
ExCom members is two calendar years. Hence change of officers is in the month of
December or January. The last date of submitting change report and account statement
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to R-10 & IEEE is February end. This demands for completion of audit /election process
and General Body meeting by end of December or first week of January.

The financial year of Bombay Society Act, Public Trust Act & Income Tax Act of India is from
1st April to 31st March. The last date of filing Income Tax Returns after statutory audit is
September end. Filing reports of activities, income expenditure statement, balance sheet
and auditors report duly approved by General Body to Registrar of Societies and
Commissioner Public Trust is within 20 days from Annual General Body Meeting. This can
be done only if Annual General Body Meeting is held in the first week of September.

It is therefore recommended that two general meetings be held. One Annual General Body
Meeting (AGBM) in September for Indian act requirements and second Annual General
Meeting (AGM) in December/January every year, with agendas as follows.

8.2.1 Annual General Body Meeting (AGBM):

a) To be held preferably in the first week of September every year. Only voting members
of General Body shall attend the meeting.

b) The meeting shall be convened with 21 days notice to the members in advance.

c) A notice on website and sent by e-mail on registered e-mail address of member shall
amount to notice to members.

d) The notice shall include agenda, venue, date and time of meeting and reference to
relevant papers available on website.

e) Quorum of the meeting shall be 2/3rd members of IEEE Pune Section members on roll
or 50 members whichever is lower. If there is no required quorum at the declared time
of Meeting, the meeting shall stand adjourned for half an hour and will be held at the
same venue after half an hour for which quorum shall be members present.

f) The agenda for the AGBM shall be as follows:
i) To confirm minutes of the last meeting of AGBM
ii) To approve and adopt the report of activities from 1st April to 31st March

iii) To review the activity report in the light of OBJECTS of IEEE Pune Section Society &
Trust and to issue directives for future activities

iv) To consider and approve the audited accounts and statutory auditor's report
v) To approve budget for the following financial year
vi) To appoint Auditor for the following financial year and fix their remuneration

vii) To consider any other point, for which due notice has been given and to issue
directions to ExCom if any. If this point contains any amendment in Rules &
Regulations, Changes in the Objects of Society, Changes in the Operating Guidelines
of Section, the resolution shall be passed with 2/3rd majority of members present.

To reduce discussion time in the meeting, it is suggested that an internal audit
committee be constituted by ExCom /GB and its report be considered along with
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statutory auditor report. The activity report, accounts, auditor report, be made
available to members on the section website in advance.

The minutes of the meeting be recorded clearly showing attendance, resolutions
passed if any along with proposer and seconder names.

8.2.2 Annual General Meeting (AGM):

a) To be held preferably in the first week of January every year. Voting and non-voting
members of General Body can attend the meeting. The invited Guests can be included.
However, if there is any point of dispute only voting members will vote.

b) The meeting shall be convened with 21 days notice to the members in advance.

c) A notice on website and sent by e-mail on registered e-mail address of member shall
amount to notice to members.

d) The notice shall include agenda, venue, date and time of meeting and relevant papers
shall be available on website.

e) Quorum of the meeting shall be 2/3rd members of IEEE Pune Section members on roll
or 50 members whichever is lower. If there is no required quorum at the declared time
of meeting, the meeting shall stand adjourned for half an hour and will be held at the
same venue after half an hour for which quorum shall be members present.

f) The agenda for the AGM shall be as follows:
i) To confirm minutes of the last meeting of AGM

ii) To approve and adopt the report of activities from 1st January to 31st December
(calendar year as financial year of IEEE)

iii) To review the report in the light of OBJECTS of IEEE Pune Section Society, Trust &
IEEE mission and issue directives for future activities

iv) To consider and approve the audited accounts and statutory auditor's report
presented by the treasurer

v) To review financial position and budget for remaining part of financial year ending
31st March

vi) To approve ExCom of the New Year considering results of election if held, appointed
members on yearly basis and other members included as per rules

vii) Annual Prize distribution function

viii) Any other point with the permission of chair

8.2.3 Special General Body Meeting :( SGBM)

The ExCom of the Section ,on receipt of a request in writing from not less than 1/3rd
members on the register or 2/3rd members of ExCom ,shall convene a special general
body meeting. The meeting shall be called by giving a minimum 7 days notice, including
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special agenda for which meeting is called. No other point except the agenda for which
meeting is called shall be discussed in this meeting.

The quorum for the meeting shall be 2/3rd members of section or 50 whichever is
lower. If there is no quorum, the meeting will be adjourned and held after half an hour
for which quorum shall be members present.

8.3 Power and Duties of General Body:
The powers of general body include but not limited to the following.

a) To direct activities of section to confirm with the objectives of the section as society,
the provisions of IEEE bye-laws, the guidelines of MGA manual, Public Trust Act and
provisions of Income Tax Act.

b) To direct ExCom to make maximum expenditure on the Object of Society and Trust to
claim Income Tax Exemption and to get 80 G Certification.

c¢) Sanction budge for the following Financial Year

d) To appoint Internal Audit Committee & Statutory auditor for monitoring funds and
expenditure.

e) To elect/appoint/recall ExCom members as per provisions of society Rules and MGA
manual.

f) Toamend rules/regulations, section operating manual by special resolutions and get them
approved from the respective authorities.

g) To consider any other proposal /resolution for which due notice has been given and give
directions to ExCom on any issue.

9.0 Subunits of Section

The subsection (if any), chapters / Jt. Chapters of IEEE Section / societies, Affinity Groups,
Special Interest Groups and Student Branches are the subunits of section. These subunits
shall be established by the section with the approval from MGA Board, following provisions
in MGA manual.

The subsection is a geographic subunit of section established for the convenience of
members distantly located from main part of area of section. Pune section has limited area
at present and hence has no subsections.

9.1 Chapters /Joint Chapters:
e ThelEEE Society chapters or multiple IEEE societies Joint Chapters are the technical
subunits of section,
e The IEEE Technical society chapters/ Joint Chapters shall conduct activities within
the scope of the field of sponsoring technical society /societies.
e The chapter / Jt. chapter shall comprise of a minimum twelve (12) IEEE voting
members of Pune Section and sponsoring technical society/societies.
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e |EEE members of Graduate student member, member, senior member or Fellow
member grade who are members of Pune Section and also sponsoring IEEE
Society/Societies, will be the voting members of the chapter.

e A chapter/Jt. Chapter functionsin a manner similar to that of a committee of the
section.

e [t will have its own chapter -executive committee consisting of minimum chair, vice
chair, secretary, treasurer and some co-opted members from chapter members.
The office of secretary and Treasurer can be combined into secretary cum
Treasurer.

e Thetenure of officer of chapter shall be same as officers of Pune Section and shall
be elected by the chapter voting members by following procedure described for
section ExCom election. The officers/committee members shall be reported to
society, MGA Board through section within 20days from the elections as change
of office bearers.

e The responsibility for chapter management shall rest with the Pune Section, which
shall have control of all financial and other assets and activities of the chapter.

e The chapter shall maintain its own accounts with a ledger account in section
accounts register.

9.2 Affinity Groups (AG):

e An Affinity Group shall be a non- technical subunit of Pune Section.

e An Affinity Group shall comprise of minimum six (6), voting members, who are voting
members of the Pune Section, and of the respective Affinity Group.

e The Affinity Group shall be established by petition to MGA Board and Parent
Organizational unit/units (committee) acknowledged by MGA Board.
At present following Parent Organisational Units have been acknowledged by MGA
Board

a) Consultants Networks

b) IEEE Young Professionals Committee

c) IEEE Life members Committee

d) IEEE Women in Engineering Committee

e The Affinity Group shall function in a manner similar to that of Section Committee
and follow procedure, described for section operation in local operational manual.

e The section shall be responsible for the management of Affinity Group and shall have
control of all financial and other assets and activities of the Group.

e The Affinity Group shall have Chair, Vice Chair, Secretary and Treasurer or Secretary
cum Treasurer as officers and few voting members. The election, tenure etc.
described for the section operation will also be applicable for the Affinity Group
Committee.

e The officers and committee members be reported to MGA Board and parent
organisational unit through section ExCom within 20 days from the date of Election
/ co-option.

e The group can maintain its own account with a ledger account in Section Accounts
Register.
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9.3 Special Interest Group (SIG):

The section may establish Special Interest Group by petition to MGA and its
approval. The section ExCom shall decide the operational procedure for SIG Group.
A separate ledger account will be maintained in the section accounting register.

10.0 Minimum Requirements and Reporting

10.1 Minimum Requirements:

10.1.1 Membership:

The section is required to maintain not fewer than twenty-five (25) IEEE members
of Graduate Student Member, Member, Senior Member or Fellow Grade.

A chapter is required to maintain not fewer than Ten (10) IEEE members of above
grade from Pune Section who are also members of respective society/societies.

An Affinity group is required to maintain not fewer than six (6) members of above
grade from Pune Section who are also members of respective affinity group
category.

10.1.2 Meetings:

The section is required to hold minimum five (5) technical meetings per year,
including chapter and affinity group meetings if any. The section shall hold at least
one General Body meeting per year called Annual General Meeting (AGM).

A chapter is required to hold minimum two (2) technical meetings per year. The
chapter may hold chapter general body meeting preferably on the day of section GB
meeting or on the day of its technical meeting.

An affinity group is required to hold minimum two (2) group interest meetings per
year. The group may hold group GB Meeting preferably on the day of section GB
meeting or on one of the group interest meetings.

The minimum meeting requirement of special interest group shall be decided by the
section ExCom.

10.2 Reporting:

10.2.1 Change of Office Bearers/Committee Members:

The chapters / affinity groups shall hold elections if necessary and report new office
bearers and committee members to section secretary before 15™ December every
year for approval of ExCom. The chapter — secretary should report officer change to
their respective society, after approval of ExCom.

The section ExCom shall arrange for elections if necessary for electing office bearers
of section every year following guide lines in this operating manual. The section
committee, including newly elected officers of section and subunits if any be put up
for approval to GB in the month of December. On approval by GB, the section
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secretary will report change of section officers to R-10 Director, GIEEE and MGA Staff
every year.

e The section secretary, shall also report change of officers and ExCom members,
along with election procedure followed, documents of election, date of approval by
GB to charity commissioner office, Dy. Registrar office of cooperative societies in the
prescribed format within 30 days from approved by GB.

10.2.2 Report of Activities / Meetings:

e The chapter/Affinity Groups shall submit report on activities and meetings held
during the year (Jan to Dec) to secretary, Pune Section, to their IEEE society and to
MGA staff by end of second week of January of following year.

e The section secretary shall submit annual report of meetings and activities along with
the roster of officers to R-10 Director, GIEEE and MGA Department staff by the end
of dead line prescribed in the Rebate schedule to claim bonus of 10% (Third Friday
of February) every year. Late submission may attract penalty.

e The section secretary shall also submit annual activity report along with officer
change if any to charity commissioner and Dy. Registrar of societies, Pune, indicating
activities carried out as per objectives of society.

10.2.3 Annual Financial Report:

The Pune Section, subunits (chapters/AG/SIG) shall submit annual financial statements
for the period 1% Jan to 31°% Dec of past year to section treasurer in the first week of
January.

The subunits shall also submit annual financial statements for the period 15t April to 31°
March as per Indian Financial year, to section treasurer in the first week of April.

The section treasurer will prepare financial statements (accounts) of the section,
incorporating subunit statements to prepare balance sheet and income- expenditure
statements for the period 1° Jan to 31% Dec of previous year and 1% April to 315t March
of current Indian financial year.

The section Treasurer/Secretary shall submit respective annual audited financial reports
to GIEEE, R-10 Director & MGA Staff before third Friday in February every year.

The section Treasurer/Secretary shall also submit audited Income Expenditure
statements, balance sheets in the prescribed format to charity commissioner and Dy.
Registrar Society within 30 days from GB meeting for financial year April to March.

The secretary shall file income tax returns before due date prescribed by IT Department.

11.0 Society Not for Personal Profit/Benefit:

The society 'lEEE Pune Section' exists solely for philanthropic purposes and not for the
purposes of profit.
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An individual IEEE member or IEEE Associate or society Associate or event sponsoring
organization shall not derive any monitory benefits or promote their business through
IEEE Pune section Society. Provided however that nothing contained in the
memorandum of association shall prevent the members from reimbursing themselves
out of the trust funds all bonafide expenses that may be incurred by them in the
execution of the society purposes and other reasonable expenses for the purposes of the
society.

12.0 Dissolution of Association or Section:

An IEEE Section may be dissolved by MGA Board for not full filling the requirements of
Annual Reporting, Minimum Activities, Minimum Membership etc. as per MGA manual.
The funds & assets of the section then will be distributed to IEEE sections to which
members are transferred.

As per Society Act, the association is irrevocable and cannot be dissolved by paying back
membership contribution of members. Under no circumstances, the funds or assets of
the society be transferred or distributed to the members of the society. The decision of
dissolution of society shall be taken by 3/5™ majority of members present for the Special
General Body Meeting ,called for the purpose or by the District Court of Pune under Rule
29 of memorandum of association. On winding up of society (association), after payment
of debts and liabilities, if there remains any property, funds or assets, the same shall be
transferred to other charitable association/s, working for the same or similar objects as
those of association, as provided in section 13 & 14 of society registration act 1860 &
registered u/s 12A of Income Tax Act 1961.

If IEEE Pune Section is decided to be dissolved by MGA Board or General Body of Section
as society or by District Court of Pune, the following winding process will be followed.

(a) The dues, bills, payments etc. should be settled within two weeks from the decision
of dissolution.

(b) The assets, including bank balance, FDs, Cash in hand be transferred to adjacent IEEE
Section/s in Maharashtra to which members of Pune section will be transferred in
approximately the proportion of transfer of members. This may be done within one
month of decision of dissolution.

(c) The bank accounts be closed and bank balance transferred as b above.

(d) The copies of records of activities, accounts, returns filed, officer change etc. of
current year up to date of closure of section and previous record of last seven years
be handed over to adjacent sections to which members are transferred.

(e) The information be submitted to MGA board, R10 Director, Registrar of society,
Commissioner of Public Trust, Income tax department and last tax returns be filed by

Chair & Secretary. The closure report be sent to all Pune Section IEEE Members.
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PART I
Financial Management & Accounting

13.0 Funds and accounting

13.1 Financial Year:
As per MGA guidelines lines the financial year of All IEEE Units is calendar year i.e. 1st
January to 31st December.
As per Indian Income Tax Act and Trust Act, the financial year is 1st April to 31st March.
It is therefore necessary to prepare Balance sheet and Income Expenditure statements
for two periods of respective finance year for submitting to respective authorities, with
audit report and General body approval.

13.2 Sources of Funds:
The IEEE Pune section receives funds from following sources.

e Rebate from IEEE USA through GIEEE Bangalore

e Donations, Grants, Gifts

e Income from Organizing technical, cultural and entertainment programs as approved
in the General Body or ExCom meeting from time to time.

e Any other sources as approved by the General Body from time to time and executed by
ExCom.

The rebate funds from IEEE are categorized as follows:

a) Section Operating Funds

b) Section Operating Funds based on member count at the rate decided by MGA.
c) Chapter Funds

d) Joint Chapter Funds

e) Affinity Groups Funds

f) Activity Bonus for Chapters, Activity Groups (AG), Special Interest Groups (SIG)
g) Student Branch Operating Funds

h) Other Funds as decided by IEEE MGA or R-10

The Pune Section shall distributee above funds to its Chapters, Affinity Groups (AG),
Special Interest Groups (SIG) and Student Branches in accordance with a stated set of
objectives and a plan of distribution, which shall be in accordance with the missions of
the IEEE, MGA, and Technical Activities.

13.3 Categorization of Funds for Accounting:

MGA proposes reserved fund of nearly half the normal budget of section or unit. The
Trust Act expects Corpus Fund as back up fixed fund, remaining funds are operating
funds.

Thus, section has Operating Funds and Reserved or Corpus Fund.
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The operating funds will come from sources defined in 2.0 above.

The corpus or reserved fund be generated by donations, technical activities by section
or its sub units. The reserved fund or corpus fund may be used for section operation for
short time pending rebate funds from IEEE, with special resolution by GB or ExCom.

13.4 Utilization of Funds:

The funds within the section including its sub units (chapters, AGs, SIGs, Student
Branches etc.), from whatever sources derived are the property of IEEE and shall not be
used for purposes other than normal operations of the section or its sub units as defined
in IEEE Bylaws & IEEE Policy, without prior authorization of the MGA board and/or IEEE
Board of Directors, unless otherwise provided.

The funds/donations received for specific purpose or objective will be utilized fully for
that purpose only.

The Indian Income Tax/Public Trust acts demand use of funds for the object of trust only.
If any fund remains unutilized during the financial year it will be taxed, unless certified
for use in the next year for the same purpose.

The rebate funds received from the members dues shall not be used for scholarships,
fellowships, and other education awards. The awards activities shall be supported by
funds from activities all or in part specifically directed to such usage. Contributions may
be accepted for such use and donor ship should be encouraged by the use of tax-exempt
mechanisms.

The section shall have the right to obligate the funds for all purposes necessary to
promote their objectives, except that no section or its subunits or any officer or
representative thereof shall have any authority to contract debts for, pledge the credit
of, or in any way bind IEEE for those activities specifically prohibited in the governing
documents of IEEE or published interpretation of policy.

The section may serve non-members or groups wishing to receive meeting
announcements and other Section publications.

The Section may accept local voluntary financial contributions.

13.5 No Provision for Loan/Debt:

The section or its subunits or any officer or representative thereof shall not have any
authority to contract debts for, pledge the credit of, or in any way bind IEEE for those
activities specifically prohibited in the governing documents of IEEE or published
interpretation of policy.

The section will not take any loan or deposit or pledge its assets.
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13.6 Creating Immovable Assets:

The section will not create any immovable property or assets since all funds belong to
IEEE. However, it may hire an office or hall for its activities for specific period.

13.7 Section Subunit Funds:

The chapters, Affinity Groups, Special Interest Groups are the subunits of section. The
chapter and affinity group funds provided to the section through the annual rebate are
intended for the support of these subunits .The section will distribute these funds to
subunits.
Besides these funds, IEEE Pune Section will allocate additional budget based on the
previous years performance of the chapter/subunit and funds available with section.
Chapters/subunits are entitled to receive the funds generated by their own activities,
registration fees including dues rebates (earned during the preceding year as computed
by the dues rebate formula).
Such funds shall remain the designated assets of the Chapter/subunit.

a. Funds within the Chapter/subunit, from whatever source derived, are the property of
I[EEE, and shall not be used for purposes other than the normal operations of the
Chapter/subunit as defined in IEEE Bylaws or published interpretation of policy, without
prior authorization of the MGA Board and TAB, unless otherwise provided.

b. Funds derived from member dues shall not be used for scholarships, fellowships, and
other education awards. The awards activities shall be supported by funds from
activities all or in part specifically directed to such usage. Contributions may be
accepted for such use and donor ship should be encouraged by the use of tax-exempt
mechanisms.

c. Chapters/units shall have the right to obligate their funds for all purposes necessary to
promote their objectives, except that no Chapter/subunit or any officer or
representative thereof shall have any authority to contract debts for, pledge the credit
of, or in any way bind IEEE for those activities specifically prohibited in the governing
documents of IEEE or published interpretation of policy.

d. The Chapter/subunit may serve non-members or groups wishing to receive meeting
announcements and other publications. Chapters/subunits may accept local voluntary
financial contributions. Such contributions shall be reported to the section and
accepted through section bank account.

e. All unit funds management must adhere to a fiscal year 1 January - 31 December and
1 April-31 March.

f. The section ExCom will decide the procedure for receiving funds and expenditure
statement from Chapters/subunits.

13.8 Student Branch Reporting and Funds:

I[EEE Student Branches and Joint Student Branches shall have the right to obligate their
funds for all purposes necessary to promote their objectives, except that no IEEE
Student Branch, Joint Student Branch, or any officer or representative thereof, shall
have any authority to contract debts for, pledge the credit of, or in any way bind IEEE
for those activities specifically prohibited in the Student Branch constitution or in the
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Student Branch operations guide. Funds within the geographic unit, from whatever
source derived, are the property of IEEE, and should not be used for purposes other
than the normal operations of the geographic unit as defined in IEEE Bylaws or
published interpretation of policy, without prior authorization of the MGA Board and/or
the IEEE Board of Directors, unless otherwise provided.

For maintenance of an IEEE Student Branch, Section Student Branch, or Joint Student
Branch, upon timely receipt of the Student Branch Officer Reporting Form and the
Student Branch Annual Plan, IEEE shall issue to each such Branch, for one calendar year,
fifty dollars (US$50.00) for Branches with fewer than fifty (50) IEEE Student Branch
members and one-hundred dollars (US$100.00) for Branches with fifty (50) or more
IEEE Student Branch members or as decided by MGA.

A Student Branch shall be required to hold not less than four (4) activities per year.
Upon timely receipt of the required Student Branch Activity reports, IEEE shall rebate
to each such Branch, in good standing, US$2.00 per Student Branch member and an
additional US$1.00 per Student Branch Chapter member based on membership count
as of 31 December each year, this membership count shall include those students who
joined and upgraded during the calendar year.

The total amount of the rebate plus the allotment is payable by 15 May. In the case of
a Section Student Branch, this amount shall be paid to the Section sponsoring the
Branch.

13.9 Bank Accounts:

In order to arrange financial transactions, the Pune Section shall open and operate a
Saving Bank / Current Account with any nationalized/ Scheduled / Co-operative bank
convenient and in the interest of the section.

The accounts so opened will be operated jointly by Chairman, Secretary and Hon.
Treasurer or any two of them, as decided by section ExCom.

Any change in the joint signatories shall be intimated to the concerned bank(s) and all
necessary documents to these effects should be executed well in time in order to
avoid any hindrance in the smooth functioning of the operation of such accounts(s).
No cheques shall be prepared and handed over unless all documentation in
connection therewith is in place.

The accounts will be written in format acceptable to IEEE and Income Tax/Trust Acts.
A separate ledger page be provided for each subunit.

XXXXXXX
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