Checklist and Suggested Schedule 
for Completing a Plagiarism Investigation

Plagiarism complaints are received from original authors, Xplore users, and even sometimes from the plagiarizing author.  Plagiarism can be caught during the review of a manuscript, or long after a paper has been published.  In all cases, the complaint must be investigated and resolved.  It is important that all complaints be handled quickly, with care and impartiality. Each step below includes a suggested time (in business days) to complete the step.  Following the steps and schedule will bring the complaint to a speedy resolution.
Initial Communications
These steps ensure that a complainant knows that his/her concerns are being addressed, and that the offending author has an opportunity to respond to the allegations.  Total time for this stage should be about 15 to 20 business days.
Acknowledge complainant.  Request additional information if warranted. (1-2 days)
Complainant must provide:
Name and address of complainant.
Copies of any non-IEEE papers, if available.
Detailed description of offending portion of text and corresponding original source, or marked copies of papers.
Forward complaint, documentation to Editor. (5 days)
Editor notifies offending author of complaint, requests a response. (10 days)
Committee Investigation
These steps will ensure the committee selection and their investigation is handled promptly and according to the IEEE Plagiarism Guidelines, and that appropriate corrective actions will be applied. Total time for this stage should be about 60 business days.
Editor forms ad hoc committee. (15 days)
Ad hoc committee: 

Should be comprised of approximately three members.
Should have expertise in the topic of the paper.
Must not be associated with original or offending authors.

Must not have any conflict of interest.
Must be kept anonymous to authors.

Editor provides committee with complaint, Guidelines, relevant papers, author response. (1-2 days)
Ad hoc committee recommends misconduct level and corrective actions to EIC. (15 days)
Editor provides final decision to IPR Office. (1-2 days)
Level 1 or 2 misconduct only 
Editor completes Case Summary Form. (5 days)
Editor forwards CSF and relevant documents to PSPB VP. (1-2 days)
PSPB VP approves decision. (10 days)
IPR Office drafts Notice for Editor approval. (5 days after notifying authors.  See below)
IPR Office adds author(s) names to Prohibited Authors List. (1-2 days after notifying authors. See below)
Editor notifies offending author and complainant of decision and any corrective actions. (5 days)
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