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This document is an excerpt of Appendix C from the full GDPR guide.  

 
This document communicates general information only, and serves as a starting point in your 

understanding of issues relating to GDPR. This document is not legal advice, nor does it convey legal facts 

or opinions.  Do not rely on the content of this document for any particular situation, and always consult 

IEEE’s regulatory expert at ​privacy@ieee.org​ to discuss your specific legal, compliance, and GDPR-related 

issues. 
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Adding IEEE Privacy Policy and IEEE Event Terms and Conditions to the Registration Form 

1. Locate your form within Google Forms 
2. On the bottom of the first section, add a few spaces and enter the following text: “This form 

collects your personal information so that we can manage your preferences for attendance at the 
meeting. Please refer to IEEE's Privacy Policy and IEEE’s Event Terms and Conditions for full 
details on how we protect and manage your data.” 

 
3. Add a “New Session” from the right navigation 
4. In the description section, add: “Acceptance of IEEE policies are required to register for this event. 

By submitting your registration details, you acknowledge that:” 
5. Add “New Question” from the right side navigation 

a. Change the right hand drop-down to “Checkboxes” 
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b. In the “Question” field, enter: “You have read and are in agreement with IEEE's Privacy 

Policy. (​https://www.ieee.org/security-privacy.html​)”  
c. In the “Option 1” field, enter: “I accept the IEEE Privacy Policy” 
d. Mark the question as “required” 

6. Add “New Question” from the right side navigation 
a. Change the right hand drop-down to “Checkboxes” 
b. In the “Question” field, enter: “You have read and are in agreement with IEEE's Event 

Terms and Conditions. 
(​https://www.ieee.org/conferences/event-terms-and-conditions.html​)”  

c. In the “Option 1” field, enter: “I accept the Event Terms and Conditions” 
d. Mark the question as “required” 

 
7. Add a “New Section” from the right navigation 
8. Add in any additional questions you would like to ask here 
9. Preview your Form and start a registration 
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10. Select the “Next” button 
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11. Verify that the “IEEE Privacy Policy” link opens to the page below in a new tab within the current 

browser. It should link to: ​https://www.ieee.org/security-privacy.html 
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12. Verify that the “Event Terms and Conditions” link  opens to the page below in a new tab within the 

current browser. It should link to: 
https://www.ieee.org/conferences/event-terms-and-conditions.html 
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13.  Make sure both questions are mandatory on the registration form. 
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