
Student Branch Annual Plan Reporting
Guidelines and walkthrough



Focus Areas

› What is the Student Branch Annual Plan Reporting?

› Benefits of Student Branch Annual Plan Reporting

› Where to submit my Student Branch Annual Plan

› How to submit my Student Branch Annual Plan



What is the Student Branch Annual Plan Reporting?

▸ One of the most crucial processes to be taken up and completed before the 1st 
of February (or earlier) of every year is the Student Branch (SB) Annual Plan 
Reporting.

▸ Within the SB annual report, you will need to give an event and month wise
break up of the different activities scheduled for the concerned year. These
activities may include and are not limited to: administrative meetings, technical
talks, social meetings, bootcamps and social events.



What is the Student Branch Annual Plan Reporting?

▸ This report will help you keep track of all activities and events planned for the 
given year and record the yearly financial statements at the beginning of the 
year. It will also serve for a valuable tracker whether for you, IEEE headquarters
or Regional SAC chair to constantly monitor your SB progress.

▸ Reporting your annual plan is mandatory for keeping your student branch
considered as active. In case of lacking your report, your Student Branch is listed 
in the probation list. If the probation continues for a second year in a row, your 
Student Branch shall be dissolved.



Benefits of Student Branch Annual Plan reporting

▸ IEEE Student Branches are supported through a specific amount of money which
is called Rebate.

▸ Upon the timely receipt of your Student Branch Annual Plan and for the 
maintainance of your Student Branch, IEEE will transfer the rebate to your
Section’s bank account for the use of your Student Branch.



Benefits of Student Branch Annual Plan reporting

▸ This amount can be calculated using the following formula:

▪ Two dollars (US$2.00) per SB member and an additional US$1.00 per SB Chapter member 
based on membership count as of December 31st.

▪ If your SB has fifty (50) members plus, an amount of one-hundred dollars (US$100.00) will be
added to the previous amount.

▪ If your SB has less than fifty (50) members, an amount of fifty dollars (US$50.00) will be added
to the previous amount.



Where to submit my Student Branch Annual Plan

sbr.vtools.ieee.org
You must be signed in and 

reported as an officer within the 

board of your SB 

(officers.vtools.ieee.org) to be able 

to submit an annual report for the 

SB



Where to submit my Student Branch Annual Plan

Select “New Plan” to open 

new plan form. 

Click on ‘Saved Plans’ to 

edit plans that have been 

saved and not submitted. 

Click on ‘Submitted Plans’ 

to view and download PDF 

version. 

sbr.vtools.ieee.org



How to submit my student branch annual plan

▸ We will be guiding you through these six categories that you should click and fill
one by one.

sbr.vtools.ieee.org



How to submit my student branch annual plan
sbr.vtools.ieee.org

Type your Student

Branch name and 

select it from the drop-

down list

Type the name and 

email of the SB Chair

Type the URL and 

email of your student

branch.

(You might use your

SB Social Media page 

in case you don’t have 

a website)



How to submit my student branch annual plan
sbr.vtools.ieee.org

In this field, you can mention some of the below information:
• Total funds on hand at the beginning of the year
• How you obtain your funding
• Management best practices
• Total income recieved during the year



How to submit my student branch annual plan

You will need to mention how many
activities does your SB count to 
organize per month.

▸ Technical activities may include
panel discussions and technical
workshops.

▸ Non-technical activities may
include Educational and 
Professional activities

▸ Administrative activities may
inclulde executive board meetings

▸ Other activities may include Social 
meetings

sbr.vtools.ieee.org

Don’t forget that you need to organize at least 4 events or meetings per year to be
considered as an active Student Branch. 



How to submit my student branch annual plan

Describe briefly the goals and objectives you will be trying to achieve in the planning year. 

sbr.vtools.ieee.org



How to submit my student branch annual plan
sbr.vtools.ieee.org

Type the email of the listed
officers



How to submit my student branch annual plan
sbr.vtools.ieee.org

Type a name for your annual plan and then click on the « Submit » button.
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