|NTRODUCTION

The Institute of Electrical and Electronics
Engineers, Inc. (IEEE) was founded in 1884
with Alexander Graham Bell and Thomas
Edison among its charter members. Today,
the IEEE serves over 375,000 members who
are geographically organized into 10 Regions,
over 300 Sections, and 1,156 Student
Branches. The 68,000 student members
worldwide make up 17% of the membership of
the IEEE and are essential to the continued
growth and vitality of the IEEE. Not only is
the IEEE the world's largest technical and
professional society, it is also the largest
publisher of electrotechnology in the world.

The Indtitute’'s worldwide membership is
geographically divided into ten Regions.

Region 7, dso known as the Canadian Region
of the |IEEE (or IEEE Canada) istheregionin
which you reside. These regions are further
subdivided into Sections that serve as the
centres of activity for professona engineers at
the local level. Your Student Branch further
falls under the auspices of your local Section.

This Reference Handbook is designed to help
you run your Student Branch. It talks about
Branch Administration, Branch Operations,
Membership, Fundraising,  Professiona
Awareness Activities, and Time Management.
It is meant to be areference tool and should be
made available to anyone that is interested.

This Handbook began as a workbook tested
at |EEE Canada Student L eadership Training
Workshopsin 1993 and 1994. Y ou should use
this to supplement the IEEE Student Branch
Operations Guide produced by |EEE Student
Services. While most of the information in this
workbook is common to all Student Branches
in the IEEE, there are some sections that are
applicable only to Branches within Canada.

Page 2 lists some important names, addresses,
and phone numbers that you will want to keep
handy. We hope you will put this Handbook
to good use and pass it on to your SUCCessors.

The Handbook is updated and distributed
annually at the IEEE Canada Student
Leadership Workshops. If you have any
comments or ideas on how to improve this
Handbook, please forward them to either your
Regional Student Representative or your
Regional SAC Chair.
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1.1 CoNTACT NAMESAND ADDRESSES

2002-03 |EEE Canada Regional Director
Mohamed El-Hawary

Daltech, Associate Dean of Engn.

1360 Barrington St., Box 1000

Halifax, Nova Scotia B3J 2X4

Tel: (902) 494-6198

Fax: (902) 429-3011

E-Mail: ehawary@dal.ca

2002 |EEE Canada Regional Director-Elect
Bill Kennedy

Bill Kennedy

88 Midvalley Crescent, SE

Calgary, Alberta T2X 1N3

Tel: (403) 705-5231

Fax: (403) 266-2128

Emall: b7kennedy @shaw.ca

Assistant to the Regional Director
Cathie Lowell

18 Robinhood Drive

Dundas, Ontario L9H 4G1
Tel/Fax: (905) 628-9554

E-Mail: c.lowell@ieee.org

2002 Regional SAC Chair
Dominic Rivard

1815 de Longueuil

Trois-Rivieres, Quebec G8Y 1M4
Td: (819) 373-3975

Fax: (819) 298-5561

E-Mall: d.rivard@ieee.org

|EEE Student Services Coordinator
Laura J. Durrett

|EEE Student Services

445 Hoes Lane/P.O. Box 1331
Piscataway, NJ 08855-1331

Tel: (908) 562-5523

Fax: (908) 463-3657

E-Mail: |.durrett@ieee.org

|EEE RAB/SAC/SPAA Chair
Manuel Rodriguez Perazza (Paco)
1616 Cdle Yamil Galib

Paseo Los Robles

Mayaguez, Puerto Rico 00682-7903
Office: (787) 265-3897

Fax: (787) 833-1566

E-Mail: m.perazza@ieee.org

2002 Regional Student Representative
Jorge Aguirre

Department of Electronics

Mackenzie Building, room 5170
Carleton University

1125 Colonel By Drive

Ottawa, Ontario K1S 5B6

Office: (613) 763-8673

Fax: (613) 763-8339

E-Mail: jaguirre@doe.carleton.ca

| EEE Canadian Foundation

c/o Luc C. Matteau

456 Rogers Street

Peterborough, Ontario K9H 1W9
E-Mail: can-foundation@ieee.org
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BRANCH ADMINISTRATION

An |EEE Student Branch is guided by its student
Officers, committee Chairs, and faculty Counsdlor.
Assuring that a viable and meaningful program is
carried out is the responsihility of this core of leaders.
If the leadership is dynamic, innovative, and moti-
vating, a successful program is certain to follow.

The Branch Executive Committeeis responsible for
administering Branch operations and traditionally
consists of the Chair, Vice-Chair, Secretary, and
Treasurer. However, you can increase your support
by including as many people as possible in your
team. Since the Executive Committee is the core of
the Branch, you should make every effort to include
your Counsdlor, Branch Mentor and Committee
Chairs. Thiswill help to improve the interaction and
exchange of information with these important
resources.

You might also include representatives from all
classes - sophomore, junior, senior and the graduate
student leve - on your committee. The Executive
Committee should meet regularly to develop
programs plans, review progress, and maintain the
necessary continuity of operation. Remember, good
communication is a necessity for a successful
operation.

The Annual Plan of Activitiesisareport due at |IEEE
Student Services by November 1 or two months after
the academic year begins. The completion of this
plan assists the Branch in setting its goas and
objectives. Developed in a series of meetings
involving the Executive Committee, Committee
Chairs, and the Counsdlor, it considers the needs and
interests of the Branch members and sets down
specific programs and goals. By working toward
defined goals, your Branch is able to measure and
evaluate its effectiveness during the course of the
year, and again at the end of the academic year when
writing the Annual Report of Activities.

To encourage you to complete the Annual Plan,
|EEE Headquarters provides an incentive rebate of
US$50.00 (US$25.00 if your Branch haslessthan 50
members). Copies of the completed report should be
sent to the |EEE Sudent Services Coordinator, your
Section SAC Chair, and your Regional SAC Chair.

The annua report, if developed before current

Officersleave and new Officers assumethair duties,
provides an excellent means for establishing officer
continuity. If you sit down with the incoming
Executivesto fill out the report, you will help them
out greatly in their planning for next year. The
Annual Report isdue at Student Services May 1.

Once again, to encourage you to fill this out, the
|EEE provides an incentive rebate of US$1.10 per
student member at your Branch (based on your
membership on Dec. 31 of the previous year).

Copies of the report should be sent to the IEEE
Sudent Services Coordinator, your Regional SAC
Chair, and your Regional Sudent Representative.

Y our responsibilities to | EEE Headquarters such as
the Annual Plan, Annual Report and Financial
Satement, and reporting of new Officers, etc., are
noted in the sample Branch Calendar on pages 16-
17. Copiesof theseformsareincluded in Section F
- Sdlected Forms.

Specific responsibilities of Branch Officers and the
Counsdlor are described on the following pages. It
is important to note, however, that an Officer s
responsibility is not limited to points outlined
below. If your Branch isto succeed, it requires that
you be willing to reach beyond the customary roles
defined here.

2.1  Student Branch Officers

The Officers of your Student Branch are the Chair,
Vice-Chair, Treasurer and Secretary. Each Officer
has specific duties, but it is, once again, very
important that you work together as ateam. While
the Student Branch Chair is the Executive Officer of
the Branch, everyone should be treated as an equal .
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2.1.1 Student Branch Chair

Asthe Executive Officer of the Branch, the Chair is
the key to effective student leadership. AsChair, you
are responsible for the overall management of all
Branch affairs. However, in order to be effective,
you must learn and use the skillful art of delegating.

The size and range of activity of your Branch will
dictate how much responsibility you should delegate
to other members of the Executive Committee. Both
the Student Branch Operations Guide and the
L eadership Training Workbook are useful resources
for developing these skills.

The Chair should take every opportunity to promote
the benefits of IEEE membership to fellow students.
Some specific duties of the Branch Chair include:

1. Presideat all meetings of the Branch.

2. Hold regular meetings of the Branch
Executive Committee and serve as Chair.

3. Appoint Program, Publicity and Member-
ship committee Chairs promptly.

4. Prepare the necessary reports for |EEE
Student Services:

Annual Plan - November 1.
Annual Report - May 1.

5. Arrange for the éection of new Officers
annually.

6. Ensure smooth transition of information and
materials to newly elected Officers and
arrange an orderly transfer of Branch
records.

7. Work with and coordinate some activities
with Section and Region Officers.

8. Communicate frequently with other Branch
Officers, particularly during the summer
months when you are not at schoal.

2.1.2 Student Branch Vice-Chair

The Student Branch Vice-Chair is the junior
Executive Officer of the Branch. You should help
the Branch Chair with the workload, oversee some of
the subcommittees, and manage the annual program
of activities.

Since you are an important member of the Executive
Committee, you can do much to motivate Branch

activity. Some of your suggested duties include:

1. Chair the Program and Membership
Committees.

2. Organize field trips or specia events
beyond regular program efforts.

3. Arrange for refreshments at Branch
meetings.

4, Assist the Chair in following up on
assigned committee responsibilities.

5. Peaform all functionsof Chair inthelatter’'s
absence or upon request.

2.1.3 Student Branch Secretary

As many Student Branches have been around for
many years, it is easy to waste time and effort on
projects previoudy proven unsuccessful, when
accurate and informative records are not kept. For
this reason, the Secretary has an important and
exacting task. For alarger Branch, you may wish to
divide the responsibilities between a corresponding
and recording Secretary, or get the Vice-Chair to
help out with the workload. In addition to
maintaining all Branch records and supplies, some
of your specific dutiesinclude:

1. Submit the Newly Elected Sudent Officer
Reporting Formto |EEE Student Services.

2. Keep detailed records of each Branch
meeting.

3. Maintain the Branch membership roster
and committee assignments list.

4. Be responsible for al Branch corre-
spondence.

Post a calendar of events.

Assist the Chair to ensure that Branch
activities are conducted under the provi-
sions of the current Branch Constitution
and Bylaws.

7. Arrange for an orderly transfer of al
Branch records to the incoming Secretary.

2.1.4 Student Branch Treasurer

The Treasurer is responsible for maintaining the
financial accounts of the Branch. Since fina
approval of a project may depend on the finances
available, it is imperative that all records be kept
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current and as accurate as possible. The specific
duties of the Treasurer include:

1. Maintain the appropriate Branch accounts.
Your bank account should be an interest
bearing requiring two signatures.

2. Prepare an annua budget for inclusion inthe
Annual Plan of Activities report.

3. Prepare the fina Financial Statement for
inclusion in the Annual Report of Activities.

Oversee dl fundraising efforts.

5. Arrangefor an orderly transfer of al Branch
financial records to the incoming Treasurer.

2.2  Student Branch Counsdlor

The Branch Counsdlor is a University or College
faculty member, active in the |IEEE, who servesasan
advisor to the Branch and its student Officers. Asthe
Officers usudly change annualy, and sometime more
often (e.g., coop schools), the Counsdor lends a
sense of continuity to Branch affairs. As such, the
Branch Counsdlor is a key individual whose
participation is vital to the success of a Branch.

The Branch Counsdlor is appointed by the local
Section Chair, upon the recommendation of the
Student Members of the Branch and the Regional
SAC Chair (RSAC), and serves with the approval of
the Department Head. The appointment (or re-
appointment) is normally for two years, commencing
July 1.

In addition to a vibrant and good working rapport
with the student Officers, the Counsalor should bein
frequent contact with the Section SAC Chair. Heor
she should act as a liaison with the Section, the
Region and | EEE Headquarters, and should be famil-
iar with all aspects of Branch operations. Some
specific duties of the Counselor include:

1. Ensure that information from |EEE
Headquarters is transmitted to the student
Officers.

2. Attend Executive Committee meetings and
assist Branch Committees.

3. Paticipatein Regiona Activities Committee
meetings.

4, Consult with the Section SAC Chair,
Regional SAC Chair or Region Director
about Branch activities or problems.
Endorse al new student applications.

6. Foster good relations with the local Section

o

and encourage students to establish regular
liaison with the Section SAC Chair.

7. Promote student awareness of awards,
contests and benefits of membership.

8. Edablish industrial contacts for Branch
programs and activities.

9. Interest other faculty members in the
activities of the Branch.

2.3  Student Branch Mentor

The Branch Mentor Program is a new initiative by
SAC, designed to maximize the interaction between
IEEE Student Branches and their local Sections.
Frequent communication between students and
Section membersis important so that students feel
like true IEEE members. The role of the Branch
Mentor is meant to augment the valuable
contributions of the Counselor.

A Branch Mentor is a Section member not
associated with the University who is appointed by
the local Section, in consultation with the Student
Branch members, to be a mentor to a specific IEEE
Student Branch. Each Branch Mentor should be a
member of both the Section Executive Committee
and the Student Branch Executive Committee. He
or she will provide guidance, serve as a liaison
between the Student members and Section
Executive, and encourage new graduates to stay
activeinthe |[EEE. A recent graduate who has some
firsthand experience in Student Branch operations
and Section activities is an ideal candidate for a
Branch Mentor.

Some suggested duties for the Branch mentor
include:
1. Meet with Student Branch members
regularly.
2. Participate in al Section Executive
Committee meetings.
3. Assist the Student Branch in developing
effective programs.
4. Provide a dependable bridge between the
Student Branch and local Section.
5. Work closdly with the Student Branch
Counselor and the Section SAC Chair.

Although this program isa new initiative by IEEE,
some expected benefits are:
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» Increased interaction between Student Branches
and local Sections;

e Improved continuity of Student Branch
Operations;

» Improved retention of recent graduate members;

» Improved student/faculty/industry cooperation;

» Increased young member participation in Section
activities.

If your Branch would like to participate in this
program and would like some help in finding a
Branch Mentor, you should contact your local Section
Chair and the IEEE Student Services Coordinator.
Once you have found a Branch Mentor, you should
register your selection by filling out the Branch
Mentor Appointment Form and returning it to IEEE
Student Services. A blank form can be found in
Section F - Selected Forms.

24  Student Branch Operating
Committees

It is quite seldom that any event you plan will attract
al the members from your Branch. Instead, you must
plan a varied program, based on a cross-section of
interest. Having different operating committees can
help you achieve this goa of a baanced, broad-
reaching program of activities.

By having severa committees, you can aso involve
more of your membersin the planning and leadership
of many activities. A Branch with many active
membersis one that will have a successful program
of activities, aBranch where only afew areinvolved
will soon find itself tired and unenthusiastic.

Before you decide to form a new committee, you
must determine precisdly what function the
committee isto serve and what steps must be taken to
achieve the prescribed goals. Since a committee is
only as productive as its leadership, it is essentia that
your committee Chair either have the necessary
organizational and leadership abilities, or be given
the time to devel op those ahilities.

There are many successful engineersin industry that
will tell you their IEEE Student Branch was the first
place they were given a chance to develop their
leadership skills. Don't worry if your volunteers are
unsure of what to do at first. Guide them dong, give
them some time, and they will develop the skills they
need.

You should keep in mind that not all committees
may exist every year. Some years, you may have an
abundance of volunteers and more activities than
historically normal. Other years, you may find
students unwilling to volunteer their time. If you
have lots of committees and alarge program, that’s
great. You should then try to focus your efforts on
maintaining this new level of participation.

If, however, you find alack of volunteersand avery
small program, don’t be too discouraged. Do your
best to run a scaled-down program. While it may
seem to you that your effort isin vain, don’t forget
that at the sametime, you are developing your own
organizational and leadership skills.

Once again, depending on the size of your Branch,
the number of committees will vary. In a small
Branch, many of the duties may be assumed by the
Executive Committee, or you may find that every
member is an active member. Some key committees
are:

Program Committee - responsible for planning
and running your Branch’s program of activities
for the year. A program of meaningful
activities (both technical and social) can help
increase your membership and participation.

Publicity Committee - responsible for
advertising all Branch activities. Thismay aso
involve public relations with other faculties and
the general public.

Membership Committee - responsible for
planning, organizing, and carrying out Branch
recruitment. Each member of this committee
should have a thorough knowledge of
membership benefits, Branch programs, and be
able to answer questions such as “Why should
| jointhe IEEE?".

Finance Committee - responsible for helping the
Treasurer plan fundraising activities.

Nominating Committee - responsible for setting
the election guidelines and dates prior to the
annua election of Officers. This committee
must ensure that all candidates are Student
members in good standing at the time of their
declaration, and should pay careful attention to
why an individual is running.

2.5 Student Branch Chapters
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A Student Branch Chapter is atechnical subunit of a
Student Branch. It consists of a minimum of twelve
Student members of a particular IEEE Society, and is
established by a petition to the parent Student Branch
and Society concerned. The Branch Chapter extends
the capability of the Branch to provide unique
programs and servicesto a particular cross-section of
students.

The two most popular Branch Chapters are part of
the Computer Society and the Communications
Society. If thereis enough interest at your Branch
(and enough volunteers), you may even establish
several Branch Chapters. Many Branches have one
Chapter, some have two or three, and afew have four
or more.

If your Chapter is large and has a vibrant program,
you may find it necessary to have afull complement
of Officers. On the other hand, if your Chapter is
small, al that may be required is a Chapter Chair that
is part of the Executive Committee. The ultimate
responsibility for the Chapter management still rests
with the Executive Committee.

Like the Student Branch Chair, the Branch Chapter

Chair has some specific duties. These include:

1. Attend all meetings of the Branch.

2. Hold regular meetings of the Chapter if you have
a complement of Officers.

3. Work with the Program, Publicity and
Membership Committee Chairs to promote your
Chapter.

4. Prepare the necessary reports for |IEEE Student
Services:

Annual Plan - November 1.
Annual Report - May 1.

5. Ensure a smooth transition of information and
materialsto newly eected Officer(s) and arrange
an orderly transfer of Chapter records.

Like the Student Branch, your Chapter must file an
Annual Plan of Activities and Annual Report of
Activities each year. The Chapter report may form a
section of the Branch report, or be a completely
separate one. To encourage your Chapter to file an
annua report, |EEE Headquarters has made available
arebate of 70 per member of your Chapter (based

on your membership on Dec. 31).

If you would like more information on how to form
a Student Branch Chapter, contact the |EEE Student
Services Coordinator. Petition forms, along with
completeinstructions are available from |EEE Stu-
dent Services.

2.6  McNaughton Resource
Learning Centre

One activity that has a lasting impact on Branch
operations is the formation (or upgrading) of a
McNaughton Resource Learning Centre. These
Centres are unique to Student Branches within
Canada and are funded largely by the IEEE
Canadian Foundation.

The McNaughton Centre at your school should fill
a perceived need of the Student members in your
Branch. It should also be attractive to prospective
Student members. Any good, properly documented
proposal will be considered. The Centre should
provide alearning facility that may be comprised of
special equipment not normally available to stu-
dents, or be a facility that will significantly con-
tribute to a higher level of capability among Student
members upon graduation. Using the Centre to
promote interaction with local Section membersis
also agood idea.

To give you an idea of the varied types of Centres,
this partial list of past grants is included. You
should note thislist is probably out-of-date as many
Centres have been upgraded. Nevertheless, it may

be helpful.

. the supply of lab equipment and facilities
for satellite tracking;

. equipment and space for an amateur radio
station;

. adedicated mini-computer for use by IEEE
Student members;

. an |EEE library, including a microfiche
reader/printer;

. laboratory equipment for the devel opment

of microprocessor applications;
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Schools that have a McNaughton Centre include the:
Carleton University, Concordia University, Daltech,
Ecole Polytechnique, McGill University, McMaster
University, Memorial University of Newfoundland,
Queen's University, Ryerson Polytechnical,
Université Laval, University of Alberta, U.B.C,,
University of Cagary, U.N.B., University of Ottawa,
Université du Québec a Trois-Riviéres, University of
Regina, University of Saskatchewan, University of
Manitoba, Université de Sherbrooke, University of
Toronto, Univesity of Waterloo, Algonquin College,
St. Clair College of Applied Arts and Technology,
Conestoga College, Niagara College, Red River
Community College, Seneca College, Southern
Alberta Institute of Technology. These Student
Branches would be happy to answer any questions
you may have about their McNaughton Centre.

To apply for a McNaughton Centre grant, your
Student Branch must submit a proposal to the IEEE
Canadian Foundation Board of Directors, with an
information copy to your Regional SAC Chair. This
proposal must have the written approval of your
Student Branch Counselor and Department Head. It
should also have the support of your local |IEEE
Section via an accompanying letter of support. Y our
proposal must outline, in detail, the following:

. the purpose of the facility;

. adescription of the proposed facility;

. the method of operation of the facility;

. the cost of items to be procured, based on
guotations from suppliers;

. a contact name, address, and telephone

number in case the Review Committee
requires additional information. This is
extremely important as the lack of a contact
may hinder the approval of your proposal.

All grants will be limited to a maximum of 75% of
the total cost. Your Student Branch must make
arrangements for the remaining funds. Industry, your
local Section, and school are three sources that may
provide you with additional funds. Payments from
the |EEE Canadian Foundation will be based on the
approved grant or 75% of the submitted bill and
accounts, which ever isless. Itisimportant that you
keep very accurate records of all your accounts and
bills. Please note that any cost over-runs are the sole
responsibility of your Student Branch.

Since the funds are provided by the IEEE Canadian

Foundation, the Board of Directors of the
Foundation reserve the right to reject or modify any
or all proposals. A regected proposa will not be
kept on file but may be resubmitted at afuture date.
Y ou should keep in mind that the funds available
each year are limited, so argection of your proposa
may be due only to alack of funds.

Should you have any questions about McNaughton
Centre grants, you can send an E-Mail message to
can-foundation@ieee.org. When you are ready to
submit a proposal, you should send them a message
to seeif the contact address on page 2 has changed.

Under the guidance of your Branch Counselor, your
Student Branch is responsible for the operation and
maintenance of the McNaughton Centre. Your
Executive Committee should also include a position
for the McNaughton Centre Director. The duties of
thisindividual should include monitoring the use of
the Centre to ensure it is utilized effectively and
preparing a proposal for upgrade of the facility, if
necessary. Your Annual Report of Activities to
|EEE Headquarters must include a detailed state-
ment on the operation of the McNaughton Centre,
with copies sent to the IEEE Canadian Foundation
and your local |EEE Section.

2.7  Student Branches at Coop
Schools

Due to the relative newness and scarcity of
cooperative education (coop), a Student Branch at a
coop school may find difficulties in coordinating
activities and preparing the  necessary
documentation described in this Handbook.

One way to organize your Branch is to have two
streams of Executives that alternate every four
months. Each stream then has the primary
responsibility for the Branch during their academic
terms. One Branch that has done this is the
University of Waterloo. This branch even has
different E-Mail addresses for their two streams,
two Branch codes, and two Branch Counsdors. If
you want to reach Stream A, you send a message to
sh.waterlooa@ieee.org; for Stream B, it's
sh.waterloob@ieee.org.
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This sort of arrangement allows batch messages sent
out by Student Services, your Regional SAC Chair,
and your Regional Student Representative to reach
both streams, and eliminates the possibility that the
current streams reads and discards mail intended for
the next stream.

If your Branch isto adopt this arrangement, itisvery
important that the two streams maintain some level
of communications. Your Branch Counselor will
provide a common contact and should facilitate com-
munications between the two streams when

necessary.

However, you should keep in mind that if every
Branch with a coop program should suddenly decide
to “split” into two Branches, it would create a
nightmare for |EEE Student Services. The best way
is to elect two sets of Executives with overlapping
terms and set up two local E-Mail accounts. It is
probably better if you have only one |EEE dlias for
your Branch as it is often difficult for others to
remember which stream is at school.

It is up to you to decide whether each stream wants
to submit a separate Annual Plan of Activities and
Annual Report of Activities. While IEEE only
requires that you submit one by November 1 and
May 1 respectively, it might help you to submit a
plan at the beginning of each term and a report at
the end of each term. If you would like assistance
on re-organizing your Branch to suit your coop
program, you can contact the | EEE Student Services
Coordinator.

2.8 Student Branch Constitution

Each IEEE Student Branch should have a Branch
Condtitution on file. If you do not have one, you
should sit down with your Executive Committee and
draft one. If you do have one, you might want to sit
down and seeif it needs any updating.

To help you write (or revise) your Branch
Constitution, a sample constitution for the IEEE
Student Branch at the fictitious University of Great
Things is shown in Table 2.1 on the following
pages. A sample Constitution for Student Branches
can also be obtained from the IEEE Sudent
Services Coordinator.
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Articlel:

Sec. 1.

Sec. 2.

Sec. 3.

Articlell:

Sec. 1.

Sec. 2.

Articlelll:

Sec. 1.

Sec. 2.

Sec. 3.

Table 2.1 - Sample Student Branch Constitution

Constitution of the |EEE Student Branch at the University of Great Things

NAME AND PURPOSE

This organization shall be known as the University of Great Things Student Branch of the
Ingtitute of Electrical and Electronics Engineers (IEEE.).

The purpose shall be the dissemination of knowledge of the theory and practice of all aspects of
electrical engineering, computers, e ectronics, radio, alied branches of engineering or the related
arts and sciences, as well as the furtherance of the professional development of members.

The organization and operation of the Branch shall be in accordance with the Constitution and
Bylaws of the IEEE.

MEMBERSHIP

Full Membership shall be limited to undergraduate and graduate students of The University of
Great Things, who are taking at |east 50% of afull-time academic program. Faculty and staff
who are members of the IEEE shall be granted Associate Membership in the Branch.

Membership and participation in Branch activities shall be free from discrimination based on
gender, race, religion, handicap, or sexual orientation.

DUES

The Executive Committee of the Branch shall have the power to levy special assessments upon
endorsement by a two-thirds vote of the membership of the Branch. Associate members will be
exempted from any special assessments levied by the Branch.

Nonpayment of annual |EEE membership fees will automatically result in suspension of
membership in the |IEEE and in the local Branch. Nonpayment of local dues will result in the
loss of voting rights and the right to hold office, but will not result in suspension of membership
inthe |IEEE.

Thelocal dues per semester for members are payable at the beginning of the semester.
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Article I V:

Sec. 1.

Sec. 2.

Sec. 3.

Sec. 4.

ArticleV:
Sec. 1.

Sec. 2.

Article VI:

Sec. 1.

Sec. 2.

Sec. 3.

Sec. 4.

Table 2.1 Cont. - Sample Student Branch Constitution

OFFICERS
The Officers of the Branch shall be a Chair, aVice-Chair, a Treasurer, and a Secretary.

Only Full Membersin good standing shall be digible to hold office. Associate members shall
not be entitled to vote or to hold office.

Theterm of office shall ordinarily be one year and shall begin on May 1 of each year.

Election of Officers for the following year shall be held not later than the second last meeting of
each year. Candidates for the office of Chair must have previously served as an elected Officer
of the Branch. In the event that no candidates meet this requirement, each candidate who
receives the endorsement of both the Department Head and the Branch Counselor will be allowed
to run.

EXECUTIVE COMMITTEE

The management of the affairs of the Branch shall be in the hands of the Executive Committee,
consisting of the duly eected officers of the Branch and the Counsel or appointed by the |EEE.
The Branch Chair shall also chair the Executive Committee. Other committee chairs and
appointed Officers shall be ex-officio members of the Executive Committee.

The Executive Committee shall be the governing body of the Branch and shall transact all
business it deems advisable, including thefilling of vacancies in offices, authorization of
expenditures, etc.

DUTIES OF OFFICERS

The Branch Chair shall preside at al meetings of the Branch, shall appoint all committees,
subject to the approval of the Executive Committee, and shall assume all other executive duties
not otherwise delegated.

The Vice-Chair shall perform all functions of the Branch Chair in the latter s absence or upon
the request of the Chair.

The Branch Secretary shall keep arecord of activities of the Branch and shall record the number
of members at each meeting or activity. The Secretary is responsible for filing the Annual Plan
of Activities and the Annual Report of Activities with IEEE Student Services, in atimely
manner. The Secretary shall carry on all other communications necessary to the activity of the
Branch and ensure that all activities of the Branch are in accordance with this Constitution and
the Bylaws of the |EEE.

The Treasurer shall receive al money and pay all debts of the Branch authorized by the
Executive Committee, and shall keep an exact account of all receipts and expenditures. The
Treasurer shall also complete the year-end Financial Satements for inclusion in the Annual
Report of Activities.
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Table 2.1 Cont. - Sample Student Branch Constitution

Article VII: STANDING COMMITTEES

Sec. 1. The following Standing Committees or their equivalent shall be appointed by the Chair:
Program Committee, Publicity Committee, and Membership Committee.

Sec. 2. The Program Committee shall prepare the programs for all meetings and shall be responsible for
all arrangements for these meetings. The Program Committee shall normally be chaired by the
Student Branch Vice-Chair.

Sec. 3. The Publicity Committee shall be responsible for proper advertisement of each meeting.

Sec. 4. The Membership Committee shall bring the advantages of membership in the Branch, and in the
| EEE, to the attention of all potential Student members.

Sec. 5. In addition to the above standing committees, the Student Branch Chair may appoint other
committees deemed necessary.

Article VIII: MEETINGS

Sec. 1. The Branch shall hold regular and special meetings at such places and time as designated by the
Executive Committee, with aminimum of three meetingsayear. At least one of these meetings
shall be held jointly with the local Section.

Article IX: AMENDMENTS

Sec. 1. The Branch is empowered to adopt Bylaws which are consistent with this Constitution.

Sec. 2. The Constitution may be amended by atwo-thirds vote of members of the Branch present and
voting, provided the amendment have been proposed at least one duly publicized meseting
previous to the time of voting and provided that quorum is met. Such amendments become
effective only upon the approval of the Executive Committee, but such approval shall not be
unduly withheld.

Adopted: January 11, 2003 |.M Aware C. Advi sor

Branch Chair Branch Counselor

Page 12
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BRANCH OPERATIONS

Effective Student Branch operations comes from
knowing how to develop a varied and interesting
program of activities for your Student members, how to
utilize the vast resources at your disposal, and inform-
ing students of the many awards and scholarships that
the IEEE sponsors. The intent of this section is to
provide you with some ideas on how to revitalize your
Branch if it has been inactive, or how to provide new
sarvices to your members if your Branch is alive and
well.

3.1 Branch Program

In planning your activities (or Branch program) for the
year, it is important to keep in mind that you must
design a varied and interesting schedule of events. It
doesn't matter whether your Branch has ten members
or 200 members - students will not give up their
precious free time to attend boring meetings or work on
disorganized projects.

Experience throughout the years has shown that it is
impossible to satisfy the interest of all Student mem-
bers with just one type of activity. Some studentsjoin
solely for the technical benefits, others for the socia
benefits, and still others for a combination of both. One
way to come up with an interesting list of activitiesisto
have a brainstorming session with your Executive
Committee.

Have each person take a different point of view and
compilealist of events. You can then discuss thislist
in greater detail and decide which projects would be
worthwhile to undertake. However, don’t throw away
the list generated during the brainstorming session.
This might come in handy later during the year.

When choosing an event, you should ask yourself

several questionsto evaluate the potential of that event.

Among the things you should consider are:

. Will this event attract new members?

. Isthe event actually feasible? Do you have the
resourcesto carry it through?

. How will it satisfy the needs of existing
members?

. Doesit meet a specific need of your Branch?

. Will you need to undertake a fundraising

effort to hold this event?

Once you have decided on a program of activitiesfor
the year, you need to find the people to help you
organize these activitiess By having a varied
program, you can involve members that are not on
your Executive Committee. These team efforts give
each member the chance for some leadership experi-
ence. By delegating the responsibility and authority,
you not only reduce the workload for yoursdlf, you
also give other members a chance to actively partici-
pate.

The more people you get involved in the planning and
organization of events, the more people you will have
attending those events. If your Branch is viewed as
being “dlitist”, you will quickly find that members
don’'t have the time to help, and your Branch will
gradually become inactive. You should take every
opportunity to involve as many members (and even
non-members) as possible.

Depending on the size of your Branch, you may have
a Program Committee that takes care of al the
events, or a collection of sub-committees for each
event. Either way, if you approach the tasks with the
following attitude, you may help the chances of your
program to succeed:

» always approach the program as a professional —

everyone' stimeis precious;
e establish areasonable timeline and stick to it;

»  keep everyone involved up-to-date with written
or oral reports. If someone fedsleft out, they are
less likely to contribute;

» whenever possible, utilize the special talents of
all your Student members in the committee;

» remember to have fun while you are doing things.

| EEE Canada Student Branch Handbook 2002
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The following is alist of some activities that Student
Branches across Canada have undertaken in past years.
You can dso refer to the IEEE Student Branch
Operations Guide for more information on Branch Pro-
grams. If you don't have a copy of this document on
file, contact the IEEE Sudent Services Coordinator
for the latest version.

. Bringing in speakers on technical or pro-
fessional subjects;

. Entering design competitions (Micromouse,
Canadian Engineering Competition, etc.);

. Holding Student Professional Awareness
Conferences (S-PACs);

. Holding Student Professional Awareness
Ventures (S-PAVes);

. Organizing field trips to Industry;

. Giving tutorials to sophomores and juniors,

. Organizing sales of lab kits, lab manuals,
solved past exams;

. Raising funds for charity or Student Branch
projects,

. Participating in |EEE Videoconferences;

. Publishing a Student Branch newdletter;

. Participating in Engineering awareness
programs,

. Visiting other Student Branches,

. Hosting an annud “Welcome Back” or “End of
Schooal” picnic.

3.2 Program Resources

There is a wealth of resources available to help you
plan and implement your Branch program. Local
agencieslike the Association of Professional Engineers
or the Chamber of Commerce can help you find
technical and non-technical speakers. Loca industry
may aso be willing to provide tours of their facilities or
speakers. Finally, the network of IEEE volunteers is
your biggest asset. Below isapartial list of resources
available:

1. IEEE Computer Society Distinguished Visitors
Program. The Computer Society has established a
list of more than 50 distinguished speskerswho are
funded to speak at Student Branches. A list of
speakers may be obtained from:

|EEE Computer Society
Headquarters Office

1730 Massachusetts Avenue, N.W.
Washington, D.C.

USA 20036-1903

2. Distinguished Visitors Programs sponsored by
other IEEE Societies. A list of these speakers
can be obtained from the IEEE Student Services
Coordinator or found on the IEEE FTP and
GOPHER servers.  This list is continualy
updated as more Societies and speakers join the
program.

3. Faculty members on campus, including thosein
other engineering departments, law, business and
medicine, can also provide interesting speakers.

4. Your Section SAC Chair, Branch Counsdor and
Branch Mentor can help you find speakers,
arrange tours, organize a Student Paper
Competition, and find financial support.

5. The three Council SAC Vice-Chairs, the
Regional SAC Chair, and the Regional Student
Representative can advise you on major projects
or problems.

6. ThelEEE Student Service Coordinator and the
staff at IEEE Service Centre can provide you
with information on the vast resources, grants,
scholarships, and awards that the |EEE sponsors.

7. ThelEEE Program Resource Guide is available
from Student Services. This booklet give ideas
on audio-visual materials, distinguished lecture
contacts, |EEE Videoconferences, and Program
suggestions.

3.2.1 ThelEEE Student Branch Calendar

A useful tool in planning, and in keeping your
Student members up-to-date to is publish a Student
Branch Calendar. Y ou can post a monthly calendar
on the student bulletin board or on the door of your
McNaughton Centre. The calendar should be kept
current by the Student Branch Secretary, and should
list all the award deadlines. To give you ahead start
in making your calendar, Table 3.1 on the following
two pages lists key dates that you should keep in
mind.

3.2.2 Internet Servicesat |EEE

Page 14
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The quickest way to reach other volunteersin the IEEE
is to use E-Mail or the World Wide Web. |EEE
Headquarters is connected to the Internet and many
| EEE volunteers have apersonal E-Mail alias registered
with the IEEE Directory. For example, if you want to
send a message to your Student Activities Chair,
Dominic Rivard, you can reach him a
d.rivard@ieee.org. If your Branch doesn't have an
E-Mail account, talk to your Branch Counselor and see
if he or she can help you obtain one.

To help other branches get in contact with you, your
Branch should register with the IEEE Directory Service.
Your Branch will be assigned a unique E-Mail alias
that smply redirects all mail to your actual address. It
makes it easy for others to remember your Branch
address. The standard naming convention for Student
Branches is sh.name@ieee.org, where name is the
name of your school. For example, the alias for the
IEEE Student Branch at the University of New
Brunswick is sh.unb@ieee.org.

If your Branch already has an |EEE alias, you should
check to ensure that it is pointed to the correct mailbox.

If your Branch doesn’t have one yet, then you should
consult the IEEE E-Mail Guide to find out how to
obtain one. Y ou can obtain the most current version of
this document by sending an E-Mail message to the
| EEE alias email.guide@ieee.org.

You can aso use the |EEE serversto retrieve public
information. The most convenient way is to contact
the IEEE Web server at http://www.ieee.org/ and
sdlect the desired options. Anonymous FTP service
isalso available on ftp.ieee.org. Please do not send
mail asking what is available. Much of what people
would like to see smply cannot be made available
because of security restraints or conflicts with
trademarks or copyrights. A GOPHER Server isaso
available at gopher.ieee.org.

For those who do not have access to either WWW,
FTP or GOPHER services, the files which are
available through these services are also retrievable
via E-Mail. Simply send a message to
fileserver @ieece.org. The FileServer Processor will
take each line of your incoming message as the name
of afile, search for it within the appropriate public
file-trees available via FTP and GOPHER, and send
it back to you via E-Mail. Processing will terminate
when the FileServer encountersthe first blank line or
one containing two leading dashes (as is usual in
.signature lines).

Depending on the extension of the file, the FileServer
will appropriately uuencode most Binary type files
when sending the results back. For more detailed
help, smply send mail to fileserver @ieee.org with
the word HELP on the first (and only) line of your
message.

| EEE Canada Student Branch Handbook 2002
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Table 3.1 - Sample Student Branch Calendar for 2002-03

September 1 Full-year dues cycle begins.
5 Classes start at most schools across Canada. Start membership drive.
16- Student Branch Chairs and Counselors attend Fall Training Workshop in
17  Montreal, Quebec
30 |EEE Headquarters send renewal noticesto all current members. Y ou should
remind these members of the benefits of membership and encourage each of them
to renew their membership.

October 15  Second fall promotional mailing sent to all Branch Counselors by |EEE Student
Services.

November 1 Annual Plan of Activities due to Student Services.

December  *4  Deadlinefor Robert H. Goddard Historical Essay Award.
15  Incentive rebate cheques sent to Student Branches who filed an Annual Plan on
time.
15  All Student applications received by |EEE Headquarters qualify towards the
US$1.00 per member rebate.
31  Student Branch rebate is based on year-end membership.
31  Deadlinefor the Student Branch Library Subscription.

January *15 Deadlinefor Charles Babbage Ingtitute’ s History of Information Processing
Graduate Fellowship.
*15 Deadline for ONR Graduate Fellowship Program.
*31 Deadline for submission of Charles LeGeyt Fortescue Fellowship nominations.
31 Second renewal notice sent to members who have not yet paid their dues.

February *1  Deadlinefor |IEEE Fellowship in Electrical History.
*1  Deadlinefor the IEEE/AESS Judith A. Resnik Fellowship.
*15 Deadline for IEEE Canadian Foundation McNaughton Scholarships.
15  Spring promotional mailing sent to Branch Counselors.
*28 Deadline for Outstanding Counselor and Advisor Award nominations.
28  Third renewal notice sent to members who have not yet paid their dues.

March 1 Half-year dues cycle begins. Start half-price membership drive.
*15 Deadlinefor Larry K. Wilson Regional Student Activities Award.
31 Deadlinefor Pre-Registration Forms for the Regional Student Paper Competition.
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Continued: ~ Table 3.1 - Sample Student Branch Calendar for 2002-03

April *1  Deadline for Communications Society Scholarship.
15  Submit Newly Elected Officer Reporting Formto |EEE Student Services.

May 1 Deadline for submission of Annual Report of Activities.
*1  Deadline for nominations for the Regional Exemplary Student Branch Award.
*15 Deadlinefor Richard E. Merwin Computer Society Scholarship nominations.
*15 Deadline for abstracts for the Oceanic Engineering Society Poster Competition.
*15 Deadline for the IEEE Canada George Armitage Outstanding Student Branch
Award.

June *1  Deadlinefor entriesin the Regional Student Paper Competition.
*1  Deadlinefor Annual International Computer Graphics |mage Contest.
*30 Deadlinefor Jackson Award entries.

August 1 Fall promotional mailing sent to all Branch Counselors by |EEE Student Services.
15  Branch rebate cheques sent if Annual Report was received in May.

* Denotes an award deadline.
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3.23 |EEE Student
Subscription

One resource that is abig benefit to Student members
is an in-house library of all IEEE publications. The
rules regarding this subscription are as follows:

1. The fee for the subscription is US$2,000.00 in
1997. (Hint: Try getting your local Section to
sponsor all or part of thisfee. Regular university
cost is US$14,000 for the package)

2. Your Student Branch must provide an adequate
facility, such asan |EEE room or students' lounge
to store and display the publications. The
publications must be made available to all
interested students for inspection or use.

3. The Branch Library Subscription must not be a
substitution for a regular College or University
library subscription to IEEE Transactions and
Journals.  The Branch Library must be
supplementary to theregular library subscription.

4. Orders must be placed on |EEE Student Branch
stationary, signed by the Branch Counsdlor and
Student Branch Chair, and sent with payment to
the attention of the IEEE Student Services Depart-
ment. Payment must be included with the
written request.

5. Subscriptions are made on a calendar-year basis
and only full-year rates will be accepted. Order
should be recelved between September 1 and
December 31 to ensure afull-year’ s subscription
to al issues. Available back issues will be
shipped upon request.

6. This subscription includes al  Society
Transactions, Journal and Magazines, excluding
the Trandation Journa on Magnetics in Japan and
the Journal of Electronic Materids. The
subscription further includes Spectrum, the
Proceedings of the |EEE, the Technical Activities
Guide, the Current Annua Index to IEEE
Publications, and IEEE POTENTIALS.

7. Publications are sent individualy as published and
are available either in all hard copy or microfiche.
Microfiche versions of all publications, except
the Technical Activities Guide, POTENTIALS,
and the Annual Index are sent Air Mail/First
Class at no extracharge.

8. Be sure to include your school code and the

Branch Library

correct mailing address on your order. Orders
should be sent to the IEEE Student Service
Coordinator.

3.3 Student Awards

One of the benefits of being an IEEE Student
member is the many awards and scholarships that
students are digible for. One of your duties in
providing a well-rounded program to your Branch
members is to ensure that they are informed of the
opportunities available to them.

3.3.1 Student Paper Competition

The I|EEE administers an Institute-wide
undergraduate Student Paper Competition. In
Canada, the arrangements, rules, and policies
governing the competition come from the Regional
SAC Chair. Each January, an extensive package of
information is sent out to each Student Branch.
However, the main details will be repeated here for
your convenience.

The purpose of the IEEE Student Paper Competition
isto offer sudent member s the opportunity to exer-
cise and improve both written and verba
communication skills. Aswe move towards aglobal
community, effective communication skills are
becoming increasingly important. Whether you go
into graduate studies, research and design engi-
neering, sales, or management, you will be required
to write reports and give presentations. Skills that
you develop and use now will give you an edge when
you enter the working world.

Only papers from under gr aduate Student members
are eigible to be entered into the competition. Non-
members may enter only if acompleted membership
application (including full payment of dues) isre-
celved (to Piscataway) at the time of entry. All other
entries must be rgjected. It isnot fair to membersin
good standing if some enters and “promisesto join”
if they win. The Branch Chair and Branch Counsdor
must ensure that only valid entries are accepted.
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Papers entered should cover technical, engineering,
management, or societal aspects of subjects
reasonably within or related to areas with which the
|EEE is concerned. The paper can be one written for
a course project or work term report, and can be co-
authored by up to 4 students. It is not necessary to
write aspecial paper for the competition. However, it
is expected that some work will be put in to ensure
that paper meets the necessary guiddlines.

The Competition isatwo-tiered event. Papersarefirst
submitted to your Student Branch Counselor. The
winning paper from your local competition is then
entered into the Regional Competition. To encourage
participation, |EEE Canada offersthree prizesin each
of the Councils within the Region (Western, Central,
and Eastern):

Life Member Award $400
(Best overall paper)

Hackbusch Award $250
(Best paper by University student)
Palin Award $250

(Best paper by College student)

In addition, the winners from the Regiona
Competition may be invited to present their paper at
an |EEE sponsored conference. In addition to the
prize money, |EEE Canada may provide some addi-
tional funding to attend the conference. However, it
should be noted that this funding is limited, and may
not be available every year. Furthermore, Life
Member Award winners will have their papers
summary published by the IEEE on the IEEE Student
Paper Contest Hall of Fame website.

The deadlines for the local competition will vary from
school to school. Y our Branch Counselor will inform
you of the key datesto keep in mind. Remember, the
Regional deadline is June 1 of each year, SO you
should expect the deadline for your local competition
to be around March or April.

A copy of the paper preparation guidelines and the
pre-registration and registration forms areincluded in
Section F - Selected Forms. Althoughiit is not neces-
sary to submit a pre-registration form, it will help your
SAC Chair to select appropriate judges for the

Regional Competition. A portion of the funding for
prize money is generoudly provided by the |[EEE Life
Member’s Committee.

3.3.2 |EEE Regional Exemplary Student
Branch Award

The purpose of this award is to encourage, through
public recognition, exemplary Student Branch opera-
tion. By providing a list of documentation filed
throughout the previous school year, the Student
Branch demonstrates its exemplary operations.
There is no limit to the number of awards given.
However, the Branch must conform to |EEE Bylaws,
have an active program, and show how it supports
|EEE goals.

The Branch must be nominated by an Officer of the
Branch, on the Exemplary Student Branch Award
Nomination Form. A copy of thisform, dong details
on the application procedure, isincluded in Section F
- Sdected Forms. In Canada, the nomination
deadlineis May 1, and the completed forms should
be sent to the Regional SAC Chair. For more
information on this award, you can contact the |EEE
Student Services Coordinator.

3.33 George Armitage
Student Branch Award

This award, supported by |EEE Canada, is given to

recognize  extreordinary  Student Branch

achievements by Student members engaged in

activities conforming to IEEE objectives and

purposes. These would include, for example:

. significantly improving the vitality of the
Branch with regard to activities, mem-
bership, or finances;

. effective interaction of the Branch with the
local Section or Region, or |EEE technical
societies, e.g., seminars, conferences, S
PACs, S PAVes,

. community involvement that benefits the
school and/or the community, the image of
the IEEE, and the image of engineering in
general.

Outstanding

| EEE Canada Student Branch Handbook 2002
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While the Branch Counselor may have participated in
these activities, the major initiative and effort must
have come from the students. Even if a single
achievement is deemed sufficient to justify the ward,
there will normally be a number of events over a
period of time. All |EEE Student Branchesin Canada
are digible for consideration. A copy of the
nomination form is included in Section F - Selected
Forms. The nomination deadlineis May 15.

Therules governing this award are:

1. All nominationsfor this award shall be submitted
by the Counselors of |IEEE Student Branches in
Canada.

2. The nominations shall be made on the prescribed
form entitled Nomination Form for the George
Armitage Outstanding Student Branch Award.

3. Nominations must be received by the Regional
SAC Chair before May 15, for consideration in
the current year.

4. The sdlection of the award recipient (if any) shall
be made by the Regiona SAC Operating
Committee.

5. Except in the event of atie, the SAC Operating
Committee Chair shall not vote.

6. The name of the Student Branch recommended by
the SAC Operating Committee as the award
recipient shall be forwarded to the Regiona
Director by July 15. The final decision isto be
made not later than August 15.

7. It shall be theresponsibility of the Regional SAC
Chair to advise the Student Branch of their
award.

8. The presentation of the award will normally be
made at one of the Fall Training Workshops, or at
an | EEE Conference within the Region.

9. The award will consist of a plague and a cash
prize of two hundred dollars ($200)

10. The SAC Operating Committee may recommend
that the name of an unsuccessful Student Branch
candidature be considered without renomination
for the Award in the following year.

3.3.4 Outstanding Student Branch

Counselor Award
In 1979, the |EEE Outstanding Branch Counselor and
Advisor Award was established to recognize the
important contributions of the faculty Counselor or
Advisor. Since then, over 100 |EEE Counsdlors and
Advisors have been recognized for their vital efforts

on behalf of the IEEE, its Student members, recent
graduates, and Student activities.

This award is sponsored by the Regional Activities
Board and the Technical Activities Board of the
IEEE. Each year, up to ten outstanding Counselors
and Advisors (one per Region) will receive acash

award in recognition of their contributions. Winners
will be those who, through their work as Counselors
and Advisors, exemplify the IEEE’' s commitment to
the educational, personal, professional, and technical
development of students in |IEEE related fields of
interest.

To nominate your Branch Counselor or Branch
Chapter Advisor for this award, you must submit an
essay (not to exceed 1500 words) on why you fed
he/she has earned the qualifications of Outstanding
Branch Counselor and Advisor for the academic
year. Each November, your Branch will receive a
mailing from | EEE Headquarters that provides more
details on this award and includes a nomination form.
If you need some information before that time, you
can contact the IEEE Sudent Services Coordinator.
The nomination deadline for thisaward is February
28.

3.35 I|EEE Canadian Foundation
M cNaughton Scholar ships

The |EEE Canadian Foundation annually sponsors
anumber of Scholarships. Currently, the maximum
number to be award is 10, with a value of either
$3,500 or $1,750, depending on whether the recipient
is attending a university or acollege.

These scholarships are in memory of General Andrew
G.L. McNaughton, one of Canada’s most
distinguished electrica engineers. The scholarshipis
intended to encourage awareness of and participation
in the educational programs supported by the | EEE.
It is meant to pay a portion of the final year tuition
fees and related academic expenses of a student who:
. has demonstrated a previous commitment to
the McNaughton Centre at hisher Student

Branch and related | EEE activities; and

. indicates a desire to continue this activity.

Within the limitations imposed by course work, the
McNaughton Scholar is expected to work closely
with the |EEE Student Branch Executive, and to be
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active in the McNaughton Centre.

All student members of the IEEE who areregistered in
their penultimate year of acoursein:

1. Electrical, Electronics, Computer Engineering,
Engineering Physics, or equivalent a a
University; or

2. Corresponding Technology programs at a College,

which has an active IEEE Student Branch and an
established IEEE M cNaughton Centre on campus, are
eigibleto apply. Eligible students are invited to write
a report (2 pages maximum, single-spaced, with a
Times Roman 12 point or equivalent font) detailing
their past and planned | EEE and McNaughton Centre
activities. This report must be submitted to your
Branch Counsdlor before February 15.

Y our Branch Counsdor, in consultation with a local
Section representative, will determine the best
candidate (based on their knowledge of McNaughton
Centre and IEEE Student Branch activities and the
submitted reports), and submit aletter of nomination
that must be received by the Foundation before Mar ch
15. A copy of this letter should also be sent to your
Regional SAC Chair. For information on where to
send your completed nomination letter, refer to the
address shown on Page 2, or send an E-Mail message
to them at can-foundation@ieee.org.

The nomination letter must contain the student’s
name, |EEE membership number, student
identification number, and academic program details.
The student’ s report must be attached to thisletter. A
committee of the IEEE Canadian Foundation will
rank the applications and determine the recipients.

Recipients of the scholarship will be notified by the
|IEEE Canadian Foundation normally by June 1.
Each recipient’ s educational institute will be contacted
by IEEE Canada regarding the awarding of the schol-
arship and financial arrangements; payment will be
made directly to the school. A framed certificate will
be presented to the McNaughton Scholar by a
representative of the local Section at a meeting of the
Student Branch.

3.3.6 Larry K. Wilson Regional Student
Activities Award

The purpose of this award isto recognize annually, in
each Region of the |EEE, the student most responsible

for an extraordinary accomplishment associated
with student activities. The value of a pattern of
dedicated, ongoing service to a Branch is certainly
recognized. However, this award is designed to
reward a particular event or product of |EEE
activities.

The student most responsible for a worthy
accomplishment may be nominated by a Branch
Counsealor, Section Chair, or Section SAC Chair.
The nominator(s) must complete a nomination form
and forward it to the Regional SAC Chair.
Nominees must be Student members of the |EEE at
the time of the accomplishment. The incumbent Re-
gional Sudent Representativeisineligible.

The nominations will be judged by a committee
composed of the Regional Director, the Regional
SAC Chair, and the Regional Sudent
Representative, or by an existing Regional Award
and Recognition Committee in consultation with the
above. Thisregiona committee will be responsible
for establishing guidelines for judging while
maintaining fairness, objectivity and high standards.
All student nominees will be judged primarily on the
impact their accomplishment has on the quality of
student activities within the Region and the |IEEE as
awhole. If no nominations of sufficient stature are
made, no award will be given for that year. Only one
award per Region will be presented each year.

This award consists of a plague and three years free
membership in the IEEE. Presentation of the award
will be arranged by the Regional SAC Chair at an
appropriate Regional occasion. The results will also
be published Institute-wide at the earliest oppor-
tunity. You should receive a detailed package,
including a nomination form, from |EEE
Headquarters in November. The deadline for
nominationsisMar ch 15. If you need moreinforma
tion, you can contact the |IEEE Sudent Services
Coordinator. This award is sponsored by the
Regiona Activities Board of the |EEE.

3.3.7 |IEEE Student Branch Web Site
Contest

Each year, |IEEE organizes a world-wide Student

Branch Web Site Contest. In the past few years

prizes of up to US$1,000 have been awarded to the

wining Student Branches. The deadline to submit an

entry isnormally April 1.
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Since the rules of the competition change dightly
every year, we invite you to go to the IEEE Student
Concourse Web Site (at http://www.ieee.org/students)
to view the contest rules for the current year.

3.3.8 |EEE Canada Vehicular Technologies
Bursary

Background - The Vehicular Technologies
Conference '98 generated a surplus. A part of it was
presented to the IEEE Canada Board of Directors with
the stipulation that the funds be administered to the
benefit of students. IEEE Canadawill distribute a part
of the interest of this surplus as the "IEEE Canada
Vehicular Technologies Bursary".

Purpose - To support |EEE student members of
Canadian (IEEE Region 7) Universities or Colleges
who wish to attend and present a paper at aVehicular
Technologies Conference or other IEEE Conference
related to Vehicular Technologies.

Schedule
Call for applications May
Application deadlineNovember 1%
Selection of recipient(s) November
Region ExCom approval December
Recipient notified December

Eligibility - Candidates for this subsidy shall be |EEE
Student Member in good standing in a Canadian
University or College.

Scope - Each travel subsidy will be up to 50% of
actual travel costs, based on submitted receipts in
accordance with the current IEEE Canada Travel
Expenses Guiddines, up to a maximum of $1500 per
student, per calendar year. More than one bursary
could be awarded per year, but the total amount should
not exceed $1500 per year.

Application Package - The application will contain
at aminimum the following:

1. Name of conference or |IEEE Activity

2. Paper title and abstract or detailed explanation of
reason for attending the IEEE activity

3. Proof of acceptance for presentation or attendance
of |IEEE activity

4. Budget of anticipated travel costs

Basis of Selection - Applications will be evaluated
based on the following criteria:

1. Relevancy of the conference/activity with
Vehicular Technologies technical field(s)

2. Sponsorship of the conference/activity by the
|EEE

3. Presentation of a paper accepted by the
conference committee

4, Relevancy of the paper presented to Vehicular
Technologies technical fidld(s)

Submit Applications - Nominations will be directed
to the IEEE Canada (Region 7) Regiona Student
Activities Coordinator.

Award - A letter of congratulation by |EEE Canada
will beissued to all recipients of thisaward aswell as
a cheque upon submission of the expense report with
receipts.

3.39 IEEE Canada Vehicular
Technologies Research Grant

Background - The Vehicular Technologies
Conference '98 generated asurplus. A part of it was
presented to the |IEEE Canada Board of Directors
with the stipulation that the funds be administered to
the benefit of students. IEEE Canada will distribute
a part of the interest of this surplus as the "IEEE
Canada V ehicular Technologies Research Grant".

Purpose - To sponsor research projects related to
Vehicular Technologiesin an institution (University
or College) based in Canada (IEEE Region 7).

Schedule
Cadll for nominationsMay
Nomination deadlineNovember 1%

Selection of recipient(s) November
Region ExCom approval December
Recipient notified December

Scope - One grant will be made to a research group
related to an ingtitution (University or College) based
in Canada, per calendar year.
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Nomination Package - The application will contain
at aminimum the following:

1. Name of the research group and the name of it's
related institution(s)

2. A description of the research groups aims with
regards to ongoing and past research

3. A description of the current research projects
undertaken by the group

4. A detailed description of the proposed research
and why funding is required

5. An approval of the application by the research
group supervisor

Basis of Selection - Applications will be evaluated
based on the following criteria:

1. Relevancy of the proposed research project with
Vehicular Technologies technical field(s)

2. An evauation of the groups research past and
present, with regardsto |EEE goals

3. Practica applications of the groups ongoing
research projects

4. Percentage of the research group that are |IEEE
members

Submit Nominations - Nominations will be directed
to the IEEE Canada (Region 7) Regiona Student
Activities Coordinator.

Award - A letter of congratulation by |IEEE Canada
will beissued to the recipient research group aswell as
a cheque covering the amount of the grant.

3.3.10 Computer Society Richard E. Merwin
Scholar ship

Each year, the IEEE Computer Society offers up to
four scholarships of US$3,000 to recognize and
reward studentswho are active leadersin their Branch
Chapter. The award is for one academic year (9
months) and is paid in three quarterly installments
(September, January, and April). Graduate students,
juniors, and seniorsin eectrical engineering, computer
engineering, computer science, or a well-defined
computer related field of engineering, who are active
members of the Computer Society Sudent Branch
Chapter at their school are dligible to apply.

There is no restriction on the receipt of other awards
or scholarships in conjunction with this scholarship.
However, each applicant must be enrolled as a full-

time student (as defined by his or her school) during
the course of the award, and must have a minimum
GPA of 2.5 over 4.0 for all undergraduate course
work.

To receive acurrent copy of the application form, you
should contact the IEEE Computer Society at:
|EEE Computer Society
Headquarters Office
1730 Massachusetts Avenue, N.W.
Washington, D.C.
USA 20036-1903

Thejudging for this award is carried out by a broad-
based pandl of active Computer Society members.

The primary factors considered are involvement in
Chapter  activities (worth  40%), academic
achievement (worth 30%), a letter of evaluation by
the Branch Chapter Advisor (worth 20%), and
involvement in other extracurricular activities at your
school (worth 10%).

An official copy of your transcript must accompany
your application form. Asacondition of the award,
the winners must submit a brief statement outlining
their accomplishment, especialy those relating to
Branch Chapter activities, during the course of the
award. The application deadline for this award is
generaly around May 15. However, you should
contact the Computer Society for the exact date.

3.3.11 Communications Society Scholar ship

Each year, the Communications Society of the IEEE
provides awards to recognize graduate student teach-
ing assistants who show promise and interest in a
career in communications engineering. Any full-time
student who is, or who will be, pursuing a graduate
degree in an area related to communications, is a
member of the IEEE Communications Society, and
will be either ateaching and/or research assistant (or
holds a graduate fellowship) during their entire
scholarship year, are digible to apply.

A maximum of three (3) awards of up to US $5,000
may be granted for the scholarship year. The
deadline for this award is generaly April 1.
However, you should contact the |IEEE Sudent
Services Coordinator for more information and a
supply of application forms.

The judging for this award is carried out by a
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committee of Communications Society members.
Criteriain the judging include:

a minimum GPA of 3.0 out of 4.0 for all
undergraduate years,

aletter of recommendation from your faculty
supervisor, confirming your areainterest;

a verification letter from your Department
Chair indicating that you have been awarded
ateaching or research assistantship;

a letter of recommendation from either the
Communications Society, Branch Chapter
Advisor, or if your school doesn’t have a
Branch Chapter, another faculty member
familiar with your contributions to the |IEEE
Student Branch;

other supporting evidence.
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3.3.12 Oceanic Engineering Society Student
Poster Competition

In an effort to encourage and foster the participation of
undergraduate and graduate students, the Oceanic
Engineering Society (OES) sponsors a student poster
competition at its annual conference. All students se-
lected will receive an invitation to present their poster
a the conference and the poster abstract will be
published in the conference proceedings. Expenses for
transportation, conference registration, and lodging
will be provided by the OES.

The poster may be on any topic relating to ocean
technology issues including, but not limited to:

. underwater acoustics;

. remote sensing;

. instrumentation and measurement techniques,
. computer and information management;

. undersea vehicles;

. technology advances.

Undergraduate and graduate students enrolled in
degree programs on a full-time basis at an accredited
school are éligible. To enter, students should prepare
an abstract and a brief biographical sketch (one page
or less). The abstract must not exceed 300 words and
should describe the problems and/or questions
addressed, summarize the work performed, and
present results and/or conclusions. The abstract
should be endorsed by the Faculty Advisor and for-
warded to:

Dr. Ferial El-Hawary, P.Eng.

VP for International Activities

| EEE Oceanic Engineering Society

P.O. Box 25041

Halifax, N.S. B3M 4H4

Tel: (902) 443-2400

Fax: (902) 445-5110
The deadline for submissions is generally May 15;
contact Dr. El-Hawary to make sure.

3.3.13 Charles LeGeyt Fortescue Fellowship

The Charles LeGeyt Fortescue Fellowship provides
for a one-year US$24,000 award to a full-time post-
graduate student in the field of electrical engineering,
studying at an engineering school of recognized

standing located in the United States or Canada. The
fellowship, administered by the I|EEE, was
established in 1939 as a memorial to Charles
Fortescue in recognition of his valuable contribution
to the electrical power industry.

To this end, the Westinghouse Electric Corporation,
with which Dr. Fortescue was associated throughout
his professional career, set up atrust fund to provide
graduate fellowships in eectrical engineering. The
fellowship will be awarded only to beginning
graduate students and GRE scores arerequired. The
deadline for thisaward is generally January 31. For
more information, including an application form,
contact:

Secretary of the Fellowship Committee

|EEE Awards Board

345 East 47th Street

New York, NY 10017-2394

Tel: (212) 705-7882

3.3.14 |EEE Fédlowship in Electrical History

The |EEE Fellowship in Electrical History provides
for US$8,500 and up to an additional US$2,000 for
tuition and fees for one year of full-time graduate
work in the history of eectrical engineering and tech-
nology at a college or university of recognized
standing. Identification and description of aresearch
project of value is an important part of the
application procedure.

The fellowship is made possible by a grant from the
|EEE Life Member Fund and is awarded by the IEEE
History Committee. For more information on this
fellowship, including an application form, contact the
|EEE Sudent Services Coordinator.

The deadline for thisaward is generally February 1.
For more information, including an application form,
contact:

Director

|EEE Centre for the History of

Electrical Engineering

Rutgers The State University

39 Union Street

New Brunswick, NJ 08903-5062

Tel: (908) 932-1066
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3.3.15 The Charles Babbage Institute's
History of Information Processing
Graduate Fellowship

This award consists of a US$7,000 stipend to a
graduate student whose dissertation deals with an
historical aspect of information processing. In
addition, up to US$7,000 more to be used for tuition,
fees, travel, and other research expenses, isavailable.
The deadline for thisaward is generally January 15.
For more information, including an application form,
contact:

Charles Babbage Institute

University of Minnesota

104 Walter Library

117 Pleasant Street, SE

Minneapolis, MN 55455

Tel: (612) 624-5050

3.3.16 IEEE/AESS Judith A.
Fellowship

Recipients will be presented with ayear’ s tuition and
a US$9,200 stipend. Candidates will be judged on
academic merit and promise, by a committee of faculty
and one |EEE/AESS representative.  All students
accepted by the Electrical Engineering Department at
the University of Maryland are digible. The deadline
for thisfellowship is generally February 1. For more
information, including an application form, contact
the:

University of Maryland

College of Engineering

College Park, MD 20742

Tel: (301) 405-3681

Resnik

3.3.17 William E. Jackson Award

The Radio Technicd Commission for Aeronautics
annually sponsors the Jackson Award for the one out-
standing student in the field of aviation electronics or
tddecommunications systems.  Consisting of a
US$1,000 honorarium and a personalized plaque, the
award is a memorial to William E. Jackson, an
outstanding pioneer in the development and
implementation of present airways, air traffic control,
and aviation communications systems.

The deadline for this award is generally June 30. For
more information, including an application form,
contact:

William E. Jackson Award Committee

RTCA, Inc.

1140 Connecticut Avenue, NW

Suite 1020
Washington, D.C. 20036
Tel: (202) 833-9339

3.3.18 BEAM Robot Olympics and
Micromouse Competition

The BEAM Robot Olympics and Micromouse
Compestition is a fun design competition that gives
robot enthusiasts a chance to demonstrate their
designsto each other, the press, and the public. Itis
also an open forum for anyone who wants to get
started in the field of robotics. This competition is
sponsored by BEAM Robotics Inc., IEEE Canada,
and the University of Waterloo. A current copy of
the rules and guidelines can be obtained for a cost of
$7.00. For more information, contact:

C. Edward Spike

Dept. of Elec. & Comp. Eng.

University of Waterloo

Waterloo, Ontario N2L 3G1

E-Mail: e.spike@ieee.org

3.3.19 Selected Award and Nomination
Forms

For your convenience, some sdlected award and

nomination forms are included in Section F - Selected

Forms. Where appropriate, regulations concerning a

specific award are also included.
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M EMBERSHIP

Attracting new members is a problem that plagues
many Student Branches. The statistics over the last
couple of years indicate that student membership is
dropping off throughout North America. Each year
you will lose members due to graduation and to
memberships lapsing (arrears).

It isthe responsibility of the Membership Committee
to disseminate accurate information about the benefits
associated with IEEE membership. Take amoment to
reflect on why you joined the |EEE and why you have
remained amember. Not surprisingly, the more active
you are in the |EEE as a Student member, the more
likely you are to remain an |EEE member throughout
your career.

Every prospective member should be informed about
the basics associated with membership. All Student
members receive:

. IEEE Spectrum, an award winning
publication. With a monthly circulation of
over 300,000, Spectrum is the world’s most
widely read electricd and dectronics
magazine. It contains timely articles on the
status of the profession, careers and
education, applications of state-of-the-art
technology, and various historical and tutorial
issues.

. IEEE POTENTIALS, apublication geared
towards student members. POTENTIALS
covers career issues, technical topics, Branch
activities and subjects of general interest to
Student members. It is published six times
per academic year.

. The Ingtitute, a monthly supplement to
Spectrum. This newdetter informs the IEEE
membership about |EEE activities affecting
its members and the profession.

. A substantial discount on IEEE Society
publications. The principal advances in the
various fields are reported in the technical
periodicals of the IEEE Societies. Students
can join the Computer Society,
Communications Society, Oceanic
Engineering Society, or any other of the 35

technical societies at approximately 50% off
the normal member rate. You should take
note that some societies, like the Power
Engineering Society, offer students the
chanceto join their society at no cost for the

first year.
. all local Section publications;
. amembership pin; and
. A membership card.

Y ou should also try to find ways to add value to their
membership at the Student Branch level. For every
event you hold, there should be a member price and
anon-member price. This way, by participating in
more events, students get more value for their money.

One Student Branch in Western Canada usually holds
an annual field trip. This Branch has visited Silicon
Valley, Houston, Boston, Japan, and France.
Although this trip is open to al students, everyone
that participatesisamember. Why? Thereasonis
simple. One of the duties of the Field Trip
Coordinator is to apply for various grants and
subsidies to fund the field trip. This money is then
returned to the participantsin the form of arebate. If
you are amember, you get arebate; if you are not a
member, you don't get one. Usualy, this rebate is
more than $100. How much is membership? About
$35.

Some of the other benefits are less tangible, but
worth mentioning. As shown in Section 3, |IEEE
Student members are eligible for a vast number of
awards and scholarships. Through activities that
your Branch hosts, students may have the chanceto
learn about professional development skills, make
personal contacts with Section membersin industry,
and personally grow by actively participating. When
someone asks you that obvious question, “Why
should | join?’, you should be able to look at your
own experience and give her some reasons why you
joined. When people ask you why they should join,
what they really want to know iswhy you joined and
what you have gained.
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The |IEEE a so has anew program for members, called
the |[EEE Financial Advantage Program. While most
of the benefits are currently available only to members
residing in the United States, |EEE Staff are working
hard to brings these benefits to members worldwide.

Some of the benefits that are currently available
worldwide are:

e Car Rental Discounts - group discounts and
frequent flyer points are available. The vendors
that currently offer discounts to |EEE members
are:

- Alamo 1-800-354-2322
(quote ID# 481739, Rate Code: BX)
- Avis 1-800-331-1212
(quote | D# A606000)
- Budget
(Discount Code | D# X520000)
- Hertz 1-800-654-2200
(quote | D# 61368)

» Kinko'sCopy Services - receive a 10% discount
on al your copying and presentation need (great
for students).

* Quest Hotel and Entertainment Savings - save
on hotel, entertainment, airline, discount coupons
and more. For more details you can call (509)
453-1666 and refer to discount code 2174.

When you are recruiting new members, it isimportant
to consider other faculties and departments other than
electrical or computer engineering. Students in engi-
neering physics, engineering science, biomedica
engineering, computer science, physics, or
mathematics can all benefit from joining the IEEE.

The professional, technical, and social activities that
you can offer usualy transcend the boundaries of
faculties or departments.

To attract members (and non-members) to your
activities, you need a good way of publicizing your
events. You may have a great event planned, but if
nobody hears about it, you will have poor attendance.
Y our Publicity Committee can decide whether they
want to work on the Branch program as awhole, or
on individual events as they come up. Whatever
route your Branch chooses, it is the responsibility of
every member of the Executive Committee to
publicize each and every event.

Someideasthat your Branch might consider using to

promote events are:

- taking out an ad in your school paper or on your
campus radio station;

- making buttons and having Executive Committee
members wear them;

- holding a random draw in one of your larger
classes and giving away one or two freeticketsto
your next event;

- if you operate a vending machines, taping small
flyers to pop cans or stapling them to bags of
chips;

- announcing events at the beginning of each class;
- posting signs on student bulletin boards;

- starting a bi-weekly or monthly Student Branch
E-Mail newdletter.
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FUND RAISING

One of the more important aspects of running an |EEE
Student Branchisfund raising. Asdiscussed in Section
2.4, fund raising falls under the responsihility of the
Finance Subcommittee. The unfortunate truth is that
the rebate money issued by |IEEE Headquarters in
return for submission of your Annual Plan of Activities
and Annual Report of Activities will not go too far.

Without money to hold activities, you will just be a
collection of people who subscribe to the same
technical magazines. Your Branch may have 500
members, but if you don't have an active Branch
program, your members miss out on the other oppor-
tunities an active Branch program provides. Successful
fund raising efforts will generate money for your
Branch, allowing your Branch to host more events.
Believe it or not, an active program of events (both
technical and social) will lead to more members and
more money. More importantly, however, the events
that fund raising will allow you to hold, will help your
Branch develop a meaningful identity.

In the October 1989 issue of IEEE POTENTIALS, Dr.
Gerald Karam gives sometipsin his article, “Running
a Successful Student Branch”. In that article, Dr.
Karam states there are different demands for the timing
of money:

1. Operating money - for itemsthat require payment
on acontinua basis;

2. Seed money - money up front for activities that will
at least break even;

3. Subsidy money - for projects in which the charges
to members are below cost;

4. Capital money - for things to buy.

When planning your fund raisers, you should take these
four demands into consideration. Quite often, a
particularly successful fund raiser will allow you to
hold an immediate event and alocate the remaining
funds towards future endeavours. There are many
different waysto raise funds. It isimportant to realize
something that works for one Student Branch may not
work for another branch. Some suggestions for fund
raising are sponsoring a vending machine in your
engineering building, selling lab manuals, class notes,
or engineering paraphernalia.  The Student Branch
Operations Guide contains a list of 19 fund raising
ideas. While you may not find all those ideas useful at

your particular Branch, they can help you think of
other ideas that will work.

Not all fund raisers have to be targeted at engineering
and computer science students. For example, if your
Engineering or Computer Science department has
good computer equipment, you might be ableto raise
money by hel ping studentsin other faculties spruce up
their term papers and reports (e.g., adding color to the
cover page, scanning in pictures, etc.)

Providing tutorial services on computer lab software
isalso agoodidea. Students are often unfamiliar with
the word processor used by the school’s computing
facilities and would benefit greatly from a short tuto-
rial. One Student Branch in Western Canada has been
holding UNIX Primer Seminars for sophomores in
electrical engineering and computer science. While
this Student Branch has decided not to charge for this
sarvice, that doesn't mean you can't. Remember,
some professionals pay top dollar to have an hour of
instruction on word-processing, spreadsheet, or data-
base software.

When planning your fund raising project, it is
important to ensure that your actions do not tarnish the
image of engineering. While the image of engineering
has been bad in the past, it has improved significantly
in the past years and we do not want to jeopardize any
progressmade. For example, if you decideto sdll silk-
screened T-shirts, the image on the shirt should not be
offensivein any way. You must also be very careful
that the way you advertise an event is not offensivein
any way. Thisis often trickier than you think. At one
|EEE Canada Operating Committee meeting, one of
the members took a dight offense to a project called
“Spend a Day with an Engineer”; many |EEE
members have a background in computer science. Of
course, gender and cultural biaswill not be tolerated.
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STUDENT PROFESSIONAL
AWARENESSACTIVITIES

Through our schooling, we al receive agood grounding
in the technical aspects of the field we have chosen.
However, to be a good engineer or technologist today
requires more than just technical proficiency. We must
be able to communicate effectively, be aware of our
responsibility to society, and be technical experts. To
help students explore the non-technical aspects of their
chosen career, the |EEE has developed two programs
that supplement the technical education gained through
school:

e Student Professional Awareness Conferences (S
PACs)

Introduced in 1979, S-PACs are student organized
conferences that focus on the transfer of non-
technical’ knowledge from successful professionalsto
students. An S-PAC is a one-half day or full day
conference at which speakers discuss their experiences
of professional awareness issue of concern to |IEEE
student members and young engineers and
technologists.

e Student Professiona Awareness Ventures (S
PAVes)

Introduced in 1993, the S-"PAVe is a complementary
program to the S-PACs. It allowsfor activities of any
nature, except those that duplicate an S-PAC. Whereas
an S-PAC does not exceed one day, an S-PAVe can
span days, weeks, or even months. However, it should
not exceed one school quarter or semester.

When planning your activities, you should take note of
thefollowing IEEE Policy. The IEEE does not permit
the payment of fees or honoraria to professional s that
may be involved in our programs. So you can't pay
Workshop Leaders, Facilitators, or others from whom
you are getting what would typically be a“professional
service”  wework on avolunteer basis where Student
members are involved. It is ,however, customary and
simple courtesy to give small giftsto such individuals.
Contact |EEE if you need to know how this affects
your conference or venture.

6.1 Professional Awareness|ssues

In general, al professional awareness issues can be
classified into one of six categories. When planning
an S-PAC or an S-PAVe, you should try to cover a
few of these categories.

A. Career development and maintenance

(Career Growth)

e« Howdol get my P.Eng. or Ing.?

» Can agraduate degree help advance my career?
Should | get an M.Eng., M.A.Sc. or M.B.A.?

e How do | continue my education while | am
working?

» Can engineers make effective managers? If so,
when should | start considering a change?

«  What if | don't want to go into management?
How do | remain atechnical specialist?

o Trade secrets, patents, copyrights, who owns the
intellectual property rightsto inventions | develop
at work? What about inventions on my own time
while | am working for a company?

B. The realities of getting a job and the working
environment (Working)

e If | don't get ajob when companies come to my
school and recruit, how do | go about looking for
one after | graduate?

e How can | find a summer job that will relate to
what I'm studying?

Where can | go to improve my resume writing
skills?

e  Where can | go to learn how to improve my
interviewing skills?

*  Whenlooking for ajob, should | consider alarge
company, asmall company, a consulting firm?

»  What about after | get some experience? How do
| start my own company? How do | go about
finding clients?

»  What about short-term contract work to gain some
experience?

e Where can | go to find a more experienced
working professional to act as my mentor and/or
role model?
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C. Ethica standards and conduct (Professional
Ethics and Societal Responsihility)

. What standard do | apply to my dealings with
colleagues, other employees, clients, and the
public?

*  What should | do if my personal or professional
integrity isin conflict with my company’s policies?

*  Whenisit ok. to “blow the whistle” on others?

What happens if | get sued over something |
designed?

What if | get asked to be an “expert witness’ in a
court case?

*  What is the relationship between technology and
society?

*  What can be done to raise the public's awareness
of the engineering profession?

D. Persona management skill development
(Self-Management)

» How can| learn to manage my time for now and for
the future?

*  Wherecan| learn about financia planning skills?

* Dol needto carry professional liability insurance?
How much do | need to carry?

When should | start planning for my future?
Pensions? RRSP? Investments?

* | can't seem to keep the meetings that | chair on

track. Wheredo | learn some meeting management
skills?

E. Ourrolein shaping and building public palicy (The
Engineer and Public Poalicy)

* What isinvolved in interacting with government
and regulatory agencies?

*  Wherecan| learn about legidation that affects me?

* How come “non-technical” people are making the
rulesthat restrict what | can do?

 What can | do to get involved in influencing or
changing public policy?

*  What about running for office?

F. Thefunction of professional societies, such as the
|EEE, in your career and your profession (Role of
the Professional Society)

*  What isthe benefit of volunteer activities?

*  What do | personaly get out of being involved in
the IEEE?

*  Will active involvement in professional societies
provide me with experience that | would not
normally get from my job? If so, how canthishep
me?

6.2 Student Professonal Awareness

Conferences (S-PACs)

S-PACs are planned, organized, and implemented by
|EEE Student Branches. Presenting an S-PAC alows
students to gain valuable management experience and
sdf-confidence. Theinitial suggestion for an SSPAC
may come from the students themselves or from other
IEEE members (e.g., a professor or a Section
representative). |EEE volunteers can provide counsdl
and encouragement, but the students bear the full re-
sponsihility for all aspects of the S-PAC.

Electrical engineering and technology students are the
primary participantsin S-PACs, although studentsin
other engineering disciplines may beinvited. Students
at nearby schools may also beinvited to participate, in
order to ensure a larger audience. S-PACs permit
students to learn from the varied experience of
successful professionals. Furthermore, they have the
potential to increase student membership and
encourage ongoing participation in the |EEE.

6.2.1 How to Plan and Manage an S-PAC

Y ou should establish a tentative date for your S-PAC
(lead time of six months is recommended) and appoint
a Planning Committee of six to ten people. The
Planning Committee is responsible for organizing the
program, obtaining financia support, making meeting
arrangements, finding the speakers, and promoting the
S-PAC.

Successful S-PAC programs usually include two or
three speakers and a discussion pangl. The Planning
Committee should contact your Regional SAC Chair
who can provide valuable counsdling regarding pro-
gram content and speaker selection. The committee
should estimate the costsinvolved and identify income
sources. Financia contributions may come from the
Student Branch treasury, the school, local industry,
and the local |EEE Section, Council, or Region.

The IEEE normally reimburses the travel and
accommodation expenses of the speakers, if you
cannot find local speakers. However, that does not
mean that you must bring in non-local speakers. In
Region 7, funds for speaker travel come from the
RAB/SAC Subcommittee on Student Professional
Awareness Activities (RAB/SAC/SPAA).  Your
branch may also apply for additional S-PAC funds
through RAB/SAC/SPAA. Y our request for this sub-

| EEE Canada Student Branch Handbook 2002

Page 31



sidy must be accompanied by the Budget Planning
Worksheet at |east six weeks before your S-PAC date.
A completed sample Budget Planning Worksheet can
be found in Section 6.2.5.

Should you need more information on S-PACs than is
provided in this Handbook, you can contact:

Mrs. Laura J. Durrett
OR
J. Patrick Donohoe
(see contact information at front of handbook)

6.2.2 Sample Planning Guide for S-PACs

To help you plan your S-PAC, it is recommended that
you develop atimdine (including alist of milestones)
or use a project management software package. If you
treat the planning of the S-PAC like a project, you will
find that you can gain vauable experience in project
management and financial planning. Table 6.1 shows
asample time-line that you may find useful in planning
your S-PAC.

To help give you ideas in organizing the format of your
S-PAC, Table 6.2 shows four suggested formats you
can use. Of course, you can adapt the program to your
liking or try something completdly different. Keepin
mind, however, that an S-PAC should not last more
than aday and should be in a conference format. Any
other type of program would be classified as an
S-PAVewhichisdescribed in detail in Section 6.3

6.2.3 S-PAC Funding Suggestions

This section should be used by the chair of the S PAC
Finance Committee. It providesinformation on whom
you should contact to request S-PAC funding from the
|EEE, your school, and locd industry. Y ou should note
that not all the instructions may apply to your particular
S-PAC; much depends on the size and location of your
school. This section also includes some sample |etters
that you can tailor to your event. Remember, keep good
written documentation of all your contacts for financial
support and always get financia commitments in
writing.

Should you need some assistance in approaching your
school or local industry for support, thereis a network
of |IEEE volunteersthat can help you. The following
individuals (listed by title only) can provide you with
assi stance depending on your needs:

+ Regional Director

« Regional SAC Chair

+ Regional Student Representative

« Loca Section Chair

» Local Section SAC Chair

« Your Branch Mentor

« Your Branch Counselor

« |EEE Student Services Staff

6.2.3.1 | EEE Funding Sources

In general, there are three levelsin the IEEE hierarchy
that you can approach for funding: Ingtitute levd,
Regional level, and Section level. You may aso
approach the Council in which your school resides
(Western Canada, Central Canada, or Eastern Canada)
but you should kegp in mind that Council funds come
from the Sections within that Council. If your Student
Branch has some funds available, it will help if you
can show that your Branch is also contributing some
of itsreservesinto the S-PAC.

Institute Level: General support funds for your S-
PAC are available through RAB/SAC/SPAA. To
receive this funding, you must submit your completed
S-PAC Budget Planning Workshest to the |IEEE Su-
dent Services Coordinator no later than six weeks
before your S PAC date. Additional funding for
speaker travel expenses is provided by
RAB/SAC/SPAA if your out-of-town speaker has been
approved by |EEE Sudent Services and the
RAB/SAC/SPAA Chair.

Region Level: Contact your Regional SAC Chair for
assistance in applying for Regiona funding. Heor she
will interface for you with the appropriate Regional
Officer.
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Section Level: Contact your Section SAC Chair and
Branch Mentor (if one has been appointed). You
should also try to make a presentation at a monthly
Section Executive meeting so all the local Section
Officias are aware of your S-PAC. Explain why your
school is holding the S-PAC and discuss how the
Section can help you (e.g., financial contribution, help
contact local industry, help promote your S-PAC, etc.).

6.2.3.2 School Funding Sources

Y ou should schedule a meeting with the leader of each
of the following organizations:

EE Dept.: Contact your |IEEE Student Branch
Counselor for assistance or go directly to your EE
Department Head.

Faculty: After clearing it with the EE Department
Head, contact the Dean of the Faculty of Engineering

Student Gov't: Contact your Student Gov't (start with
the Engineering Student’s Society Rep) to determine if
your Student Branch isdligible to receive funding. If it
is, inquire about the requirements and procedures for
submitting a request for funding. Student government
funds may be administered on a school year basis, so
get an early start.

Contact the appropriate secretary, explain the nature

of the proposed meeting, and arrange for a definite

meeting time. At the meseting, explain why you are

holding the S-PAC, mentioning all the positive

benefits, including:

o professiona activitiesare anintegrd part of awdll
rounded education;

» SPAC activities provide professional growth
opportunities to participating students;

» SPACs can bring positive exposure to your EE
Department, Engineering Faculty, and School; and

*  SPACscan help your Department make contacts
with industry that may lead to industrial
sponsored projectsin the future.

When you meet with these individuals, you should
bring a written request and a brief proposal (e.g.,
agenda) for the funding to leave with the person in
case it must be submitted to a higher authority for
approval. When you request is granted, be sure to
write a thank-you letter to the individual with whom
yet met, with a copy sent to your Student Branch
Counsdlor. After your S-PAC has been held, don't
forget to send another thank-you letter, recognizing
their contribution to the success of your S-PAC, and
bringing up the matter of support for future S-PACs.
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Table 6.1 - Sample S-PAC Planning Time-line

WkgMos
ACTION before/after
SPAC Date
Initial S PAC Inquiry and Organization
Obtain support
- Contact IEEE - 6 mos
 |EEE Student Branch Counsdlor
» |EEE Regiona SAC Chair (RSAC)
 |EEE Section SAC Chair (Section SAC)
o |EEE Student Services, if more information is needed
- Contact school Department Head and faculty -6 mos
Organize an S-PAC Planning Committee
- Hold and organizational meeting (review the S-PAC documents -6 mos
from this workbook)
- Elect an S PAC Committee Chair - 6 mos
- Appoint Subcommittee Chairs and recruit Subcommittee members: - 6 mos
» Program Subcommittee
 Finance Subcommittee
* Publicity Subcommittee
* Ticket Sales Subcommittee
» Meeting Facilities Subcommittee
Select an S-PAC date
- Find a date that does not conflict with exams or other school events - 6 mos

Page 34 | EEE Canada Student Branch Handbook 2002



Table 6.1 Cont. - Sample S-PAC Planning Time-line

WkgMos
ACTION before/after
S-PAC Date
S-PAC Committee & Subcommittee Responsibilities
S-PAC Chair
- Tak withthe“IEEE” (RSAC, Section SAC, |EEE Student Services) - 5.5 mos
- Assign tasks and monitor progress (daily/weekly/monthly) continuous
- Keep “IEEE" informed continuous
Program Subcommittee
- Contact “IEEE” to discuss potential topics and speakers - 6 mos
- Select topics for the program - 5.5 mos
- Select speakers - 5.5 mos
- Get |IEEE Student Services approval of desired speakers - 5mos
- Contact approved speakers to determine their availability and -5 mos
confirm their participation
- Send confirmed speakers appropriate information in writing: when
« preliminary programs; available
* exact dates and time;
* lodging arrangements (if necessary);
» campus map showing meeting location and parking;
« other necessary details.
Finance Subcommittee
- Solicit Funds (see Section 6.2.4 - S-PAC Funding Suggestions): - 6 mos
» |EEE
* School
* Industry (including door prizes)
» Others
- Prepare a conference budget - 4 mos
- Submit acompleted S-PAC Budget Planning Worksheet to IEEE -3 mos
Student Services
- Keep all receipts and document income and expenses continuous

| EEE Canada Student Branch Handbook 2002

Page 35



Table 6.1 Cont. - Sample S-PAC Planning Time-line

WkgMos
ACTION before/after
S-PAC Date
Meeting Facilities Subcommittee
- Reserve aroom large enough for the expected attendance - 6 mos
- Arrange for audiovisual equipment based on speaker requirements when info
available
- Make arrangements for meals or refreshments - 6 mos
Ticket Sales Subcommittee
- Coordinate with Publicity Committee - 4 mos
- Hold asales incentive meseting (every |EEE member should be a - 3mos
ticket sal es representative)
- Start ticket sales -2 mos min.
Publicity Subcommittee
- Start in-school advertising: bulletin boards, electronic mail, campus -4 mos
radio and newspapers, classroom announcements
- Start local area advertising: radio, television, newspapers - 4 mos
- Announce S-PAC in loca |EEE Section newdetter -4 mos
Presenting the S-PAC
- Opening remarks by the student Master of Ceremonies and the Dean or a S-PAC
Department Head
- Speaker introductions by IEEE Student Members a S-PAC
- Ask audience to complete S-PAC Feedback Form: a S-PAC
Select one S-PAC Planning Committee member to hand out the form
to every attendee and collect them when they are filled out
Post-Conference Responsibilities
- Send “thank you” lettersto all speakers and sponsors + 1wk
- Submit S-PAC Report Form to | EEE Student Services + 2 wks
- Send S-PAC Feedback Forms (along with a summary) to |EEE Student + 2 wks

Services
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Table 6.2 - Sample S-PAC Formats

Format A - Two Speakers with Panel Discussion
13:00 hrs Welcome by Dean of Engineering or other dignitary
13:15 hrs First Speaker
14:00 hrs Second Speaker
14:45 hrs Refreshment Break
15:00 hrs Panel Discussion:
speakers
recent graduates
local industry
loca |EEE Section members
16:30 hrs Adjournment
Acknowledgements & Thanks
Door prizes, if applicable
Speakers may remain for informal one-on-one discussion
Format B - Three Speakers
11:30 hrs Lunch with speakers
13:00 hrs Welcome by Dean of Engineering or other dignitary
13:15 hrs First Speaker
14:00 hrs Second Speaker
14:45 hrs Refreshment Break
15:00 hrs Third Speaker
15:45 hrs Adjournment
Acknowledgements & Thanks
Door prizes, if applicable
Speakers may remain for informal one-on-one discussion
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Table 6.2 Cont. - Sample S-PAC Formats

Format C - Three Speakers with Pand Discussion

11:30 hrs Lunch with Speakers
13:00 hrs Welcome by Dean of Engineering or other dignitary
13:15 hrs First Speaker
14:00 hrs Second Speaker
14:45 hrs Refreshment Break
15:00 hrs Third Speaker
15:45 hrs Panel Discussion
speakers, recent graduates
local industry, local IEEE Section members
16:45 hrs Adjournment
17:00 hrs Dinner (Speaker optional)
Acknowledgements & Thanks
Door Prizes, if applicable
Informal Discussion

Format D - Four Speakerswith Pandl Discussion

11:30 hrs Lunch with Speakers
13:00 hrs Welcome by Dean of Engineering or other dignitary
13:15 hrs First Speaker
14:00 hrs Second Speaker
14:45 hrs Refreshment Break
15:00 hrs Third Speaker
15:45 hrs Fourth Speaker
16:30 hrs Adjournment
17:00 hrs Dinner
Panel Discussion:
speakers recent graduates
local industry, local IEEE Section members
Acknowledgements & Thanks
Door Prizes, if applicable
Informal Discussion
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In the past, many schools have expressed an interest
in inviting students from other engineering
disciplines. While this is encouraged for the
conference itsalf, you should remember that the
|EEE subsidizes only its Student members and new
member applicants. |f students from other disci-
plines are interested in attending, they must pay the
full cost, or they can be subsidized by their own
Department or professional societies (e.g. ACM,
SAE, etc.).

6.2.3.3 Industry Funding Sources

Industry contacts may be made by phone or in
person, if you know the appropriate person to
contact. However, letters are more appropriate
when canvassing agroup of companies, or when you
don’'t know the appropriate person. In either case,
if you are successful in securing funding or other
support, be sure to follow up with athank-you letter
confirming their support. You can offer the
industrial contacts varying levels of support (e.g.,
Sponsor, Co-sponsor, Patron, Donor, etc.) and
provide them with differing levels of advertising
(e.g. company logo on your brochure, mentioning
the company in al advertising, etc.).

Industry contacts will vary from school to school,
but this is definitely a source of income and/or
services that should not be overlooked. Support
may be accessed through some of the following
channels:

o directly from loca engineering firms and
businesses (including SMALL businesses —
don’'t assume that they’re not interested);

» faculty members,
e |EEE Section Executive Members;
» employersof |IEEE Student members;

o recent graduates (especialy past Student
Branch Executives);

e Chamber of Commerce.

The type of support that industry can provide
includes, but is not limited to:

» dollar funding;
» sarvices such as photocopying or printing;
» facilities such as an auditorium (if your school

does not have alarge enough facility);
e door prizes.

Whatever you decide, just remember that the S-
PAC is not a forum for recruiting, and you
should not allow companiesto use the S-PAC as
ajob fair. Aswith al the other sponsors, you
should send a thank-you letter as soon as the
support has been promised, and a second thank-
you letter after you have held the S-PAC. The
second letter should acknowledge their part in the
success of your S-PAC and open the door for
support for future S-PACs at your school.

6.2.34 Sample Letters

To help you in writing the various | etters needed
for your S-PAC, Figures 6.1t0 6.5 are examples
of letters used by our friends at the University of
Great Things. The different types of letters you
may want to use include:

e Canvassing Letter: The canvassing letter
provides information on the event you are
planning and the reasons why a person might
want to sponsor it.

* Acknowledgment Letter: An
acknowledgment letter should be sent after a
commitment is received for funding or other
support.

 Thank-you Letter: A thank-you letter
should be sent immediately after payment or
other contributions (e.g., door prizes) have
been received. This letter also serves to
inform the sponsors that your received their
support.

o After SPAC Thank-you Letter: Thisletter
should be sent to all speakers and sponsors
no later than one week after your S-PAC. It
should thank each one for his or her
important contribution to the success of your
S-PAC, and in the case of sponsor, open the
door for future support.

6.2.4 Planning Your S-PAC Budget
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To help you plan your S-PAC Budget, the |IEEE has
developed an S-PAC Budget Planning Worksheet.
The purpose of the worksheet isto guide you, step-
by-step, through the data items and calculations
necessary to plan your budget, to figure out your
ticket prices, and to determine the level of subsidy
that you may request from RAB (the RAB Subsidy).
It consolidates key values from your worksheet and
presents them as a balance of income and expenses.
It also requires a summary of the program you
intend to present.

The worksheet seems long, but it is ssimple to use.

Each dataitem is either a number or cost that you
must supply, or some value that is computed from
other data on the worksheet. Important data items
have a reference code; for example, N.11 is the
estimated tota number of attendees. All
calculations are expressed as simple formulas using
the reference codes; e.g., Total Incomeisgiven by
theformula=1.1+1.2+1.3, wherel.1,1.2,and .3
are reference codes.

6.24.1 What’sin the Worksheet?
The worksheet has seven sections;

(1) Program Description, (2) Attendance
Estimates, (3) Expense Estimates,

(4) Income Estimates, (5) Cost Analysis,

(6) Ticket Revenue Analysis, and (7) Budget
Summary. These should be completed in the order
that they appear. Sections 2-6 have a series of notes
that clarify individual data items. Of particular
importance is the Cost Analysis section. Thistells
you the actual cost per person of your SSPAC. You
determine your ticket prices and ticket revenue by
using thisinformation. After al, how would know
what to charge, unless you know what the cost is
(assuming that you don’'t want to |oose money).

6.2.4.2 What and How Much isthe RAB
Subsidy?

The RAB Subsidy is money provided by RAB to
subsidize IEEE student members for S-PAC
expenses. The maximum request is calculated in
Section 6 on the basis of projected attendance. You
may receive approval for either this amount, or
some value lower, depending on available funds, the
extent to which you have sought other funding
sources, and your use of redistic attendance
estimates.

Regardless, you must submit your request in
advance of your S-PAC, in order to have your
request considered for approval. After the S
PAC, the amount of pre-approved funds (or less
depending your end results) will be released after
submission of your final report. Y ou cannot use
the RAB Subsidy to generate a profit.

6.2.4.3 When and Where do | submit
my budget?

The budget worksheet and summary should be
submitted 6 weeks in advance of your planned S-
PAC date. If you are still unsure about some
numbers (they are tentative or you are awaiting
final confirmation), don’t hold up the system.
Just add a note indicating what you are unsure of
and send in the forms. If you are late with the
forms, till send them in anyway. However, don't
start asking for money after you have held your
SPAC! Mail or fax your completed formsto the
IEEE Student Services Coordinator (refer to
Section 6.2.1 for the address).

If you have questions regarding your budget, and
particularly the RAB Subsidy, please contact
either the IEEE Student Services Coordinator or
the RAB/SAC/SPAA Chair. (refer to Section
6.2.1 for the addresses).

6.2.4.4 Funding for Speaker Travel

You should also contact your Regional SAC
Chair; if you don’t know who this is, you can
contact the |EEE Sudent Services Coordinator.
Some Regions may aso have aRegional S PAC
Coordinator. RAB will fund the expenses of
Speaker Travel for these regions. We limit the
number of non-local speakersto one. For larger
S-PACswe may permit two non-local speakers.
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UGT IEEE Student Branch
Dept. of Elec. & Comp. Eng.
University of Great Things
Techtown, CANADA A1A 2B2

January 15, 2003

Ms. C. Leader
President & C.E.O.
Engineering Associates
123 Main Street
Techtown, CANADA
A2A 2A2

Dear Ms. Leader

The Student Branch of the Institute of Electrical and Electronics Engineers (IEEE) at the University of
Great Thingsis holding a Student Professional Awareness Conference (S-PAC). All electrical and
computer engineering students will be invited.

An S-PAC isahalf-day seminar at which national and local engineering professionals speak about the
professional issues facing engineers and technol ogists in today's workplace. The purpose of the event isto
expose students and young engineersto these issues. Thetopicsat our S-PAC will include: “Being
Wonderful at Work”, “Great Grad School”, and “Managing Stress”.

To help cover the cost of the S-PAC, we are soliciting donations from area companies and manufacturers
that employ electrical/electronics engineers and technologists. Y our support as a sponsor, patron, donor,
or contributor will be acknowledged in the S-PAC program which all S-PAC participants will receive, and
inal S-PAC advertising materials.

In order to meet our program publication deadline of March 1, please send your donation with the enclosed
form to my attention at the address above. If you have any questions regarding the S-PAC, please contact
[.M. Aware at 555-1234.

We thank you for your support.
Sincerdly,
J. Fiscdl, Chair

Finance Committee
UGT Student Professional Awareness Conference

Figure 6.1 - Sample Canvassing L etter
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| EEE Student Branch

University of Great Things

Student Professional Awar eness Conference

March 25, 2003
- $250 Sponsor - $150 Patron
- $100 Donor - $50  Contributor
Your record of contribution
CUT HERE
______________________ |EEE Student Branch
University of Great Things

Student Professional Awar eness Conference

March 25, 2003

- $250 Sponsor - $150 Patron

- $100 Donor - $50 Contributor

Y our Company Name:
Address:

Please make cheque payable to the UGT IEEE Student Branch and return it with this portion to the address
indicated by March 1.

Figure 6.1 Cont. - Sample Enclosure for Canvassing L etter
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UGT IEEE Student Branch
Dept. of Elec. & Comp. Eng.
University of Great Things
Techtown, CANADA A1A 2B2

February 1, 2003

Ms. C. Leader
President & C.E.O.
Engineering Associates
123 Main Street
Techtown, CANADA
A2A 2A2

Dear Ms. Leader,

Pursuant to our conversation of yesterday, this letter acknowledges that Engineering Associates has agreed
to sponsor our Student Professional Awareness Conference (S-PAC) on March 25, 2003 with a contri-
bution of $150. Please make your cheque payable to the UGT IEEE Student Branch and send it to J.
Fiscal at the above address.

For your information, the speakers scheduled to give presentations at our S-PAC are:
Mr. Truly Wonderful, “Being Wonderful at Work”
Ms. Grad School, “Great Grad School”
Mr. Great Shrink, “Managing Stress’

The |EEE Student Branch appreciates Engineering Associates’ generous contribution in supporting our
professional awareness activities.

Sincerdly,
.M Aware

I.M. Aware
Chair
Student Professional Awareness Conference

Figure 6.2 - Sample Acknowledgment L etter

| EEE Canada Student Branch Handbook 2002 Page 43



UGT IEEE Student Branch
Dept. of Elec. & Comp. Eng.
University of Great Things
Techtown, CANADA A1A 2B2

March 8, 2003

Ms. C. Leader
President & C.E.O.
Engineering Associates
123 Main Street
Techtown, CANADA
A2A 2A2

Dear Ms. Leader,

The Student Branch of the Institute of Electrical and Electronics Engineers (IEEE) at the University of
Great Things thanks you for your donation of $150 to help defray the costs of a Student Professional
Awareness Conference on March 25.

Enclosed is acopy of the S-PAC Program, in which you will note that Engineering Associates generous
contribution is acknowledged. Our |EEE Student Branch appreciates your support of our professional
awareness activities. | invite you to come and join usat our S-PAC.

Sincerdly,
.M. Aware
I.M. Aware

Chair
Student Professional Awareness Conference

Figure 6.3 - Sample Thank-you L etter
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UGT IEEE Student Branch
Dept. of Elec. & Comp. Eng.
University of Great Things
Techtown, CANADA A1A 2B2

March 29, 2003

Ms. C. Leader
President & C.E.O.
Engineering Associates
123 Main Street
Techtown, CANADA
A2A 2A2

Dear Ms. Leader,

The Student Branch of the Institute of Electrical and Electronics Engineers (IEEE) at the University of
Great Thingswould like to thank you once again for your generous contribution that helped make our
recent Student Professional Awareness Conference a success. Without your support, this conference
would not have been possible.

The conference attendees were given some good advice on the working life by Mr. Truly Wonderful, life as
agraduate student by Ms. Grad School, and managing stress by Mr. Great Shrink.

Once again. thank you for your generous contribution. | hope that we can count on your support for future
professional awareness activities that the |IEEE Student Branch at UGT may hold.

Sincerdly,

.M Aware J. Fiscal

.M. Aware J. Fiscd

Chair Chair, Finance Committee

Student Professional Awareness Conference Student Professional Awareness Conference

Figure 6.4 - Sample Post S-PAC Letter to Sponsors
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UGT IEEE Student Branch
Dept. of Elec. & Comp. Eng.
University of Great Things
Techtown, CANADA A1A 2B2

March 29, 2003

Mr. Great Shrink
Management Consultant
Stress Busters

123 Broadway
Speakersville, CANADA
B3B 4B4

Dear Mr. Shrink

The |EEE Student Branch at the University of Great Things would like to thank you for participating in
our recent Student Professional Awareness Conference (S-PAC). Your talk on managing stress was both
very timely and enjoyable.

We appreciate your participation in our panel discussion, and the time that you took afterwards to speak to
students on an informal basis. We thank you for taking time out of your busy schedule to come and talk to
us.

Aswe discussed after the S-PAC, upon receipt of your Expense Claim Form, all your expenses will be
reimbursed directly from |EEE Headquarters. Inthe unlikely event that you should encounter some
difficulties, please do not hesitate to contact me. Once again, thank you for awonderful talk.

Sincerdly,
.M Aware

I.M. Aware
Chair
Student Professional Awareness Conference

Figure 6.5 - Sample Post S-PAC Letter to Speakers
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Legitimate expenses for non-local speakers are
governed by |EEE Travel Regulations, but to give you
someidea: economy or cheaper air travd, train or bus;
private automobile, 1-2 nights hotel accommodation
as necessary; meals (that are not provided by the S-
PAC). For loca speakers we will fund loca
transportation costs. Upon receipt of an travel
expense report, RAB directly reimburses Speakers for
allowable expenses; you will not be handling this
money.

The Budget Summary form has a place for you to
indicate the estimated Speaker Travel expenses. This
is to give us an idea of approximately how much
money is involved. If you have questions about
Speaker Travel, please contact the |IEEE Student
Services Coordinator. RAB reserves the right not
to fund speaker travel that hasnot been previousy
approved. So don t just go and invite anyone you
like without consulting with us first. For example, if
you livein Canada and want to invite a Speaker from
the Netherlands, chances are that RAB would not
approve thistravel.

Also, just because RAB can fund travel for non-local
speakers, there is no reason that you must bring in
non-local speakers. Many schools, especialy thosein
large cities, have excdllent speakers of awide variety
of subjectsall within local travel distance.

6.2.4.5 What about other Professional
Societies?

A lot of schools have student organizations from other
professional engineering or like societies. AsS-PAC
subjects are relevant to students outside of eectrical
engineering, you might consider involving students
from the other societies in your effort, beyond just
allowing them to buy tickets at non-member prices. If
you want to give them a price break, this is okay if
their societies are providing funds to help out with the
SPACcosts |EEE isputting alot of money into this
effort - money for IEEE Student members! If you
wish to do something like this, then please contact ei-
ther the |EEE Student Services Coordinator, or the
RAB/SAC/SPAA Chair.

6.2.5 Sample Budget Planning Wor ksheet

To hdp you complete your Budget Planning
Worksheset, the next seven pages are an example from
our friends at the University of Great Things. This

example was developed by the RAB/SAC/SPAA
Chair and the USAB/SPAC Chair. It isintended to
be asredlistic as possible.

6.26 Post SPAC Reports

Within two weeks of holding your S-PAC, you must
submit your SPAC Review Form and your S-PAC
Feedback Forms (filled out by your attendees) to
|EEE Student Services. Your previously approved
RAB Subsidy will not be released until you file these
forms. A blank copy of the Review Formisincluded
in Section F  Selected Forms.
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Pagelof 7

I nstitute of Electrical and Electronics Engineers, Inc.
Student Professional Awareness Conference (S-PAC)
Budget Planning Workshest

Please complete the general information below. Failure to provide complete information may slow down
processing of your request.

School Name: University of Great Things
S-PAC Date: April 2, 2003
SPAC Chair: Name |.M.Aware Other Committee Chairs:
Addr  Dept. of Elec. & Comp. Eng. Finance J. Fisca
University of Great Things Publicity I. Promote
Techtown, CANADA A1A 2B2 Facilities D. Finder
Te (555) 555-1234 Program B. Helper
Fax  (555) 555-2345 Ticket Sdes G. Sdller

E-Mail sh.ugt@ieee.org
We will assume that the S PAC Chair will be our primary contact for this budget.

Alternate Contact: Name J. Fisca
Addr Room 23A - Residence Hall
University of Great Things
Techtown, CANADA A1A 2B2
Te (555) 555-9884
Branch Counselor Name Professor C. Advisor
Te (555) 555-1233
Department Chair Name Professor M. Head
Te (555) 555-1200
Please send/fax your completed package 6 weeks in advance of your S-PAC date to:
|EEE Student Services Coordinator
445 Hoes Lane/ PO Box 1331
Piscataway, NJ
USA 08855-1331
Fax: (908) 463-3657
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Section 1. Program Description Page2of 7

1. Pleaseoutlineyour S-PAC format below.
(e.g., number of speakers, afternoon, morning, all day, meal included etc.)

Three speakers & discussion group before dinner.

After dinner remarks by Section Chair and Student MC.

Presentation of awards after dinner.

Discussion group includes 2 speakers from the Section as well asthe 3 speakers.
S-PAC to start after lunch; dinner and refreshments are included.

(Conference only ticket option also available).

Cash bar before dinner.

2. Program Summary

Speakers Name Topic
M/C I. Promote Not Applicable
Speaker #1 Mr. Truly Wonderful “Being Wonderful at Work”
Speaker #2 Ms. Grad School “Great Grad School”
Speaker #3 Mr. Great Shrink “Managing Stress’

AND
Speaker #4

OR

Discussion Pand: Topic? “The Tough Job Market”

| EEE Canada Student Branch Handbook 2002 Page 49



Section 2. Attendance Estimates Page3of 7

Item Description Subtotals Totals

Number of paying attendees“incl. meal” [note A]

|EEE Student Members 60 N.1
New | EEE Student Members 20 N.2
Non-lEEE St. members[note B] 30 N.3
Sub-Total 110 N.4

Number of paying attendees “ conf. only” [note A]

|EEE Student Members 20 N.5
New |EEE Student Members 0 N.6
Non-IEEE St. members[note B] 25 N.7
Sub-Total 45 N.8
Total number of paying attendees[= N.4 + N.8] 155 N.9
Complimentary “incl. meal” [note C] 15 N.10
Complimentary “conf. only” [note C] 0 N.11
Total number of complimentary attendees[= N.10 + N.11] 15 N.12

In the space below, please explain approximately how you arrived at your attendance estimates [note A].

We have 140 membersin the branch. The 20 + 60 assumes a bit more than one-half turn out. We have expected
interest from some non-members in other departments. We have 250 E.E. students in the school, so we expect
at least afew non-members.

The 15 complimentary tickets are: 3 speakers, 2 Section people for discussion pandl, Section Chair, student MC,
Branch Counsdlor, 6 S-PAC Committee Members, and E.E. Department Head.

Notes:

[A] Beredligticin your attendance estimates. Use past S-PAC experienceif it isavailable, and keep in mind your
current and potential membership. Talk to your Regional SAC Chair or Branch Counselor about potential
attendance.

[B] Non-IEEE Student Members include: faculty members, section people, spouses, other students, et cetera. If
other professional societies (like ASME or CSME) want to get involved and can contribute to funding, you
might treat them as a separate class of attendees; for more information and help contact the RAB/SAC/SPAA
Chair or IEEE Student Services.

[C] Usually the following are guests (complimentary - do not need tickets): University Officials (such as the
President of the University, Engineering Dean, EE Department Head), IEEE Branch Counselor, and the
Speakers.
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Section 3. Expense Estimates

Page 4 of 7

Item Description Subtotals Totals

Meal Cost (per_person) [notes A,B] $_ 1250 E1

Refreshment Cost (per_person) [notes A,C] $_ 225 E2

Pre/Post Conference M eal with Speakers[notes A,D] $_120.00 E.3

Complimentary Guest Costs $ 22120 EA4

=E.1xN.10+E.2x N.12
LectureHall and Audio/Video [note E] $ 3500 E5
Miscellaneous: [notes F,G]

Printing and Programs $_55.00

Advertising and Promotion $_28.00

Door Prizes $_ 75.00

Sub-Total Miscellaneous $_158.00 E6

Other 1 monogrammed mech. pencil per attendee $_ 60.00 E.7

Fixed expenses per person $_ 3834 ES8

=(E3+E4+E5+E.6+E.7)+N.9

Total expenses per person (“incl. meal”) $ 18584 E9

=E.1+E2+E.S8

Total expenses per person (“conf. only”) $_6.084 E.10

=E2+E.S8

Total expenses (“incl. meal”) $_2044.23 E.11

=E9XxN.4

Total expenses (“ conf. only”) $_273.78 E.12

=E.10x N.8

Total expenses $ 231801 E.13

=E.11+E.12

Notes:

[A] Inall expense quotes, please include all taxes and gratuities.

[B] When planning ameal, keep the price reasonable; e.g., try for under $15 per person (taxes and gratuities
included).

[C] Keepyour meeting refreshments costs low; e.g., try for under $2 per person (taxes and gratuitiesincluded).
This amount may be alittle higher (say $5 per person) if you are not planning any meal.

[D] Often you might take speakers out for aluncheon or breakfast before an S-PAC (if breakfast or lunch are
not part of the S-PAC already) or maybe dinner after an S-PAC (if the S-PAC did not include dinner). Do
not count meals that are part of the S-PAC.

[E] Try to get thelecture hal and A/V equipment at no charge from the University.

[F] Tryto get companiesto donate the door prizes; e.g., acalculator or gift certificate. Y ou might also be able
to get other miscellaneous items donated, such as printing.

[G] Do notlist contributed items as expenses; for example, if acompany donates a $100 gift certificate as adoor

prize, do not list the door prize as an expense.
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Section 4. Income Estimates Page5 of 7

Item Description Subtotals Totals
School:
Branch $_200.00
Department $_150.00 .
Faculty $ 0
University $ 0o .
Student Gover nment $_300.00 .
Other $ 0
Sub-Total for School Income $_650.00 1.1
|EEE (not including RAB):
Section (name S. Chair/Yes ) $_400.00
Council (name None ) $ 0o
Region (name RSAC/Yes ) $_200.00
PACE (name N/A ) $ 0o .
Sub-Total for IEEE Income [note A] $_600.00 1.2
Other Cash Income (who? how much?)
Small Consultants Inc. $100.00
Engineering Associates  $150.00
Sub-Total for Other Income [note B] $_250.00 1.3
Total Income $1500.00 1.4
=1.1+1.2+1.3
Total Income per person (“meal incl.”) $ 1203 15
=(1.4X E.11+ E.13) = N.4
Total Income per person (“conf. only”) $ 3934 16

=(l.4xE.12+E.13) + N.8
Notes: [A] RAB expects you to seek out all available funding from |EEE entities. Y ou should contact your local
Section for Section funding. Contact your Regional SAC Chair for Regional funding. Please indicate the name
of the contact, and whether or not they have confirmed funding (yes/no).
[B] Do NOT list non-cash donations asincome. Only list cash that is provided for you to spend as necessary. For
example, if a company donates a $100 gift certificate as a door prize then do not list this as an income
(because you can't spend it!).

Section 5. Cost Analysis

Item Description Totals

Total Cost per person (“meal incl.”) $_6.56 Cil
=E9-15

Total Cost per person (“ conf. only”) $_2.15 C2
=E.10-1.6

Total Cost $_818.00 C.3

=(C.1xN.4) +(C.2x N.8)
Usethe Cost per person (C.1, C.2) to help you determineticket prices.

Page 52 | EEE Canada Student Branch Handbook 2002



Section 6. Ticket Revenue Analysis Page6 of 7

Item Description Subtotals Totals

|EEE Student Member Revenue [note A]

Meal Incl.N.1x$_5.00 = $_300.00

Conf.OnlyN5x$_1.00 = $_20.00

Sub-Total $_320.00 R1
New | EEE Student Member Revenue [note B]

Meal Incl.N2x$__ 0 = $_0

Conf.OnlyN.6x$__ 0 = $_0

Sub-Total $_ 0 R.2

Non-Member Revenue[note C]

Meal Incl. N.3x$__7.00 = $_210.00
Conf.OnlyN.7x$_ 200 = $_ 50.00
Sub-Total $ _260.00 R.3

RAB Subsidy Request
|EEE Student Members (“meal incl.”)
First 100 attendees (up to $4/p)  $_238.00
Next 100 attendees (upto$2/p) $_ 0
|EEE Student Members (“conf. only”)
First 100 attendees(upto$2/p) $__ 0
Next 100 attendees (upto$l/p) $__ O
New | EEE Student Members (“meal incl.”)
First 50 attendees (up to $8/p) $_ 0
Next 50 attendees (up to $4/p) $_ 0
New | EEE Student Members (“ conf. only”)
First 50 attendees (up to $4/p) $_ 0
Next 50 attendees (up to $2/p) $_ 0
Sub-Total [note D] $ 23800 R4

Total Revenue (including RAB Subsidy) $ 81800 R5
=R.1+R2+R3+R4
(Thisshould equal Total Cost, C.3)

Notes:

[A] There must be adifferentia between IEEE Student Member prices and Non-member prices. The RAB Subsidy
is designed to support |EEE Student Members only. As aguess, for IEEE Student Memberstry $6 for mea

incl., or $1 or $2 for conf. only.

[B] Try to plan ticket prices so that New | EEE Student members do not pay, or that they pay the lowest price of

all. The RAB Subsidy is designed to encourage new student member participation.

[C] Non-member pricesmust at least cover the Cost per person (C.1 or C.2, whichever is appropriate); you might
further enhance your revenue from non-members by rounding up ticket prices; e.g., if cost is $8.25 per person
(“meal incl.”), you could charge $10. The extra money would alow you to charge less for IEEE Student

Members (or new members).
[D] WARNING: YOU MAY NOT USE RAB SUBSIDIES TO MAKE A PROFIT.
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Section 7. S PAC Budget Summary Page7 of 7

Expense Estimate:

Total Meal Cost (E.1x N.4) $_1375.00

Total Refreshment Cost (E.2 x N.9) $_348.75

Pre or Post Conference Meal with Speakers (E.3) $_120.00

Complimentary Guest Costs (E.4) $_221.25

LectureHall and Audio/Visual (E.5) $_ 35.00

Miscellaneous (E.6) $_ 158.00

Other (E.7) $__ 60.00

Total $_2318.00
Income Estimate:

School (1.1) $_ 650.00

|EEE (do not include RAB Subsidy) (1.2) $_ 600.00

Other Cash Income (1.3) $_ 250.00

RAB Subsidy Request (R.4) $_ 238.00

Ticket Revenue (R.1+R.2+R.3) $_ 580.00

Total $_2318.00
Balance: Expense Estimate - Income Estimate $ 0
PLEASE NOTE: RAB Subsidy may not be used to create a profit.

Speaker Travel Expense Estimate

Speaker Name: Mr. Truly Wonderful Traveling From: __ Toronto $_450.00
Speaker Name: _Ms. Grad School Traveling From: __ Locd $ 0
Speaker Name: _Mr. Great Shrink Traveling From: __ Loca $ 0
Speaker Name: Traveling From: $
Total Travel Expense Estimate $_450.00
Note: RAB normally funds non-local travel for only two Speakers.
If thisisaproblem, please contact RAB/SAC/SPAA Chair or IEEE Student Services.
Compiled By: .M Aware Date: _Feb. 3/97
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6.3 Student Professional Awareness
Ventures (S PAVE'S)

The IEEE RAB/SAC Subcommittee on Sudent
Professional Awareness Activities (RAB/SAC/SPAA)
and the |EEE United States Activities Board/Sudent
Professional Awareness Committee (USAB/SPAC) ad-
minister a program that funds |EEE Student Branches
in al ten Regions for student professional awareness
ventures (projects). These ventures can be of any
natur e except those that duplicate the Student Pro-
fessional Awareness Conference (S-PAC) program,
for which thereis separate funding.

Your venture must address the goals of the SSPAVe

program, which are:

1. To develop prototype activities or materials that
would enhance the awareness of |IEEE Student
members to issues concerned with professionalism.
Y ou may select topics from the summary of issues
in Section 6.1, or propose new topicsthat deal with
non-technical issues.

2. To increase |IEEE Student membership, with a
particular focus on non-graduating students (i.e.
first, second, or third year undergraduates, new
graduate students)

3. To provide new services to the Student Branch
Membership

4. To provide |[EEE Student Branches in experience
in project planning and organization.

Your proposed venture may lead to an activity that

spans days, weeks or months, but should not generally

exceed one school semester. It may involve one or

more |EEE Student Branches (in fact, we encourage

| EEE Student Branches to work together).

6.3.1 S-PAVeldeas

The |IEEE isinterested in al manner of ventures, so if
you don’'t see aformat or idea here that fits with what
you want to do, don't discard it. The main
requirements from |EEE are:

1. that thetopic ison professional awareness - it
must be non-technical, and

2. thatitisnot aconference of speakers.

Some ideas that might help your creative juices start
flowing are:

6.3.1.1 Providing a Service

Typically, in a venture that provides a service, you
provide information or assistance to your members that
will enhance their professional skills, or perhaps you
will provide a service to the non-engineering public so
as to enhance the public awareness of the profession.
This may be an ongoing service (such as working with
pre-teen kids on weekends to introduce them to therole

of engineering in society), but usualy it will be much
shorter (such as a resume writing service for a few
weekends before job applications are submitted for
summer or permanent jobs).

The key to asuccessful serviceisto makeit affordable
(wherethisis appropriate or necessary) and to deliver
aservice that is genuinely desired. This will require
you to “understand your marketplace”.

6.3.1.2 The Workshop

In aworkshop format some skill is usually taught by
a Workshop Leader to a group of participants who
then break into smaller groupsto exercise and develop
the skill under the direction of Facilitators. This
format is good because it enables the participants to
get a higher degree of specialized attention, and a
chance to practice immediatedly what they have
learned.

The workshop may have severa plenary sessions
(where the entire group gets together), and break-out
sessions (where they work in smaller groups). There
are lots of good skills that can be taught this way: (a)
how to handle a job interview; (b) how to run a
meeting; (¢) how to give a presentation or talk to
large groups; (d) how to deal with customer
complaints.

The workshop format is also a good to help build
awareness about some topic, without really teaching a
skill. For example, discussing engineering ethics, the
role of the engineer in some specific current event, and
so on. The keys to a successful workshop are: (a)
planning, so that logistics don't get in theway of the
work’ and (b) agood workshop leader and facilitators
(normally drawn from your local |EEE Section).

If you want to try the workshop format, please speak
with IEEE volunteers who can give you sound advice
on what to do, and what not to do! Aswell they may
be able to recommend specific Workshop Leaders or
Facilitators.

6.3.1.3 The Video

Making avideo isagood way to get alot of members
involved and produce something that is lasting,
creative, and gets a message across. The video may
communicate an idea or skill; its audience may be
other |IEEE Student members, or maybe it is the
generd student population or even the public-at-large.
You pick the topic, the audience, the players, the
script, and have fun. You might involve some
students from outside of your Branch who might be
able to give you production ideas (e.g., film,
journalism, or mass communications students).

Videos can be expensive if you try to create arealy

| EEE Canada Student Branch Handbook 2002

Page 55



polished product. Chances are, a smple but well
thought out video will be just as useful. Remember, if
you try to produce a polished video, then people will
judgeit asif it were supposed to be polished, and that
isapretty high standard. If it looks more amateur, they
will be less critical and are more likely to see “the
message” rather than be distracted by “expected”
production value.

Some video ideasinclude: (a) depicting and debating
ethical dilemmasin engineering, (b) how to give oral
presentations, and (c) re-enactment of situations
depicting job stress and how to handleit. Humour
isan excdlent vehicle for getting an idea across, but be
careful not to use it in dtuations where it is
inappropriate, or embarrassing to the profession.

6.3.14 Role Playing/Simulation

A venture that involvesrole playing or smulationisan
excellent way for participants to gain knowledge of
someidea, issue, or skill by playing an active role, and
yet not risk anything if they make mistakes as they
learn. Often a role playing exercise is part of a
workshop format, so you might see these two
functioning together.

For example, in a“mock interview” aparticipant gets
interviewed by someone who normally is involved in
the hiring process for acompany, and consequently gets
an appreciation for what a job interview is like, and
what may be expected. The“interviewer” usualy gives
advice on how the participant can improve for the next
time. The “mock interview” might be combined with an
“interview” workshop where the students learn how to
handle an interview, and then in “mock interviews’ get
to practice.

Another example is a courtroom simulation of an
engineer as “expert witness’ that might have some
participants playing the jury, and then have adiscussion
period afterwards. Another simulation, the “€etiquette
dinner” would give participants tips and practice on
how to conduct themselves at business functions that
involve lunch or dinner.

6.3.1.5 Resource Materials

A venture that produces resource materiasis producing
something “physical” for itsaudience. Thismay bea
document or report describing some skill or idea. But
it may also include items such as software (try using a
hypertext package) that may be used to convey
information interactively.

For example, programs that provide self-evaluation for
“Total Quality Management”, “Do You Have
Symptoms of Stress’, or “Steps to Starting Your
Own Business’, and “How Engineers Serve the

Public”. As with the video (which is a form of
resource material), pick your audience, and use
accurate information sources.

6.3.2 The S-PAVe Proposal

Your completed venture proposal must have the
following items:

1. Venture Summary Form - this provides us with
a basic synopsis of your proposal, including
contact information and a venture summary.

2a. Venture Description - this should outline what
you plan to do and it must address the following
p0| nts (as specific headings):

Meeting S-PAVe goals - how you plan to
meet the goals

* Venture Risk - what do you think are the
risky areas of your proposal (e.g., some
equipment you need is no longer available, or
islatein being delivered?)

» Management - how do you plan to manage
your venture (e.g., how will you organize
people to work on the venture? how will you
identify problems in completing tasks on
time? how will you control spending of the

money?)
» Expected Outcome - what are the tangible
and intangible outputs of your venture?

2b. MilestoneList - thisshould provide atime line of
the major milestones of your venture from the
moment you start it until it is completed.
Remember that milestones indicate what you
expect to have accomplished (e.g., completed
outline of video tape) and at what date (e.g., a the
end of month 3). The following are required
milestones:

. Interim Report - a one or two page report
submitted to IEEE Student Services midway
through your venture, outlining progress to date,
any problems encountered, and any necessary
revisionsto your expected results.

. Final Report - submitted to IEEE Student
Services indicating what happened in your
venture. Y ou should include copies of materials
produced during the venture.

The venture description and milestone list should not
exceed six typewritten (single spacedina 12 pt Times
Roman font, or equivalent). So be succinct.

3. Proposed Budget - provide a one or two page
budget showing income sources and expenditures
and explain all items. Please note that generally,
you may not request funds for computer
equipment. We provide a base amount of funds
for your projects (up to US$200.00) and addi-
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tional funds on a matching basis (up to a
maximum total of US$500.00). The matching
funds will be provided for every dollar that you
have secured from other sources (such as your
IEEE Section, companies, or even your own
Branch funds).

For example, suppose you have secured
US$175.00 from your IEEE Section. You can
request US$375.00 from the S-PAVe funds
(US$200.00 in base funding and US$175.00 in
matching funds). Thus, thetotal amount of money
you would plan to spend is US$550.00. If funded,
you may receive al, or only part of your request.
Thus, you should try to plan your budget so that
your venture can dtill succeed (perhaps on a
reduced scale) if you don’'t get all the money you
request. Remember, the maximum amount of any
S-PAVeaward is US$500.00.

The SPAVe funds will be provided to your
Branch once your venture has been approved for
funding.

4. Lettersof Support - these letters should indicate
that the individual has read your proposal, believes
it to be workable, has a reasonable chance for
success, and supports your branch’sinvolvement in
this venture. Also, if they are providing funding,
then they should indicate the amount of their
commitment. You should have letters of support
from the following individuals:

» the Student Branch Counselor from each |IEEE
Student Branch involved in the venture:

e your Section Chair;

» your Regional SAC Chair (RSAC);

» your Regional S-PAC Coordinator (right now,
this does not apply to Region 7).

5. Lettersof Financial Support - these letters should
indicate that the individual has read your proposal,
and clearly indicate the amount of the financia
commitment. You should have financial support
from some of the following individuals:

. the individuals listed above;
. your school department;

. some local companies,

. your branch treasurer.

6.3.3 S-PAVe Submission

Dates/Review
Proposals should be submitted to the IEEE Student
Services Coordinator at the address shown below (and
repeated on the sample Venture Summary Form).
Proposals may be submitted at any time. They will be
reviewed and awarded funds on the following criteria:

1. the degree to which the venture achieves S-
PAVegoals,

2. thelikelihood of success;
3. origindity; and
4, availablefunds.

Each proposal is evaluated on its own merit thisis

not a contest.

Thereview is performed by a committee of three:
1. RABJ/SAC/SPAA Chair;
2. RAB/SAC Chair; and
3. USAB/SPAC Chair

For more information or advice on S-PAVe planning,
funding, and policies, you can contact the |IEEE
RAB/SAC/ SPAA Chair listed on page 2.

Your completed Venture Summary Form should be
sent to:

Mrs. Laura J. Durrett
see contact list at front of handbook

6.3.4 SPAVeVenture Summary Form

The key to a successful S-PAVe is proper planning
and preparation. To help you plan your S-PAVe, the
| EEE has developed the Venture Summary Form. The
following two pages contains a sample Venture
Summary Form for our friends from |IEEE Student
Branch at the University of Great Things. This
sample was aso developed by the RAB/SAC/SPAA
Chair and isintended to be asrealistic as possible.
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6.4 S-PAC and S-PAVe
Documents

For your convenience, the following S-PAC and S
PAV e worksheets are included in Section F - Selected
Forms:

» SPAC Budget Planning Worksheset

* SPACReview Form

e S PAVeVenture Summary Form

All S-PAC and S-PAVe worksheets are also available
via anonymous FTP. The dite address is
ftp.sce.carleton.ca. You will find the documents in
directory pub/ieee-spaa. All files are in compressed
postscript format.

You will find the following documents in the sub-
directories shown:

S-PAC _non_USA only:
budg-wo.ps.Z  budget preparation package for non-

USA regions

spac-wo.ps.Z  information about S-PACs for non-
USA regions

spacfndg.ps.Z funding information for non-USA

regions

spacform.ps.Z S-PAC formatsfor non-USA regions

spacplan.ps.Z S-PAC planning guide for non-USA
regions

revw-wo.ps.Z S-PAC review form package for non-
USA regions

S-PAVe non_USA only:

information about S-PACs for non-
USA regions

Spav-wo.ps.Z

spavp-wo.ps.Z proposal, ideas, and sample package
for non-USA regions

This entire section on Student Professional Awareness
Activities was compiled from the documents shown
above. The documents are periodically updated by the
RAB/SAC/SPAA Chair and the USAB/SPAC Chair, so
you might want to download the latest version to see
if anything has changed.
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I nstitute of Electrical and Electronics Engineers
Student Professional Awareness Venture (S-PAVe)

Venture Summary Form

Please complete the general information below.

1. School Name: University of Great Things

2. VentureTitle: Workshop on How to Conduct a Successful Meeting

3. Time Duration of Venture (from start to end): 4 monthsto plan, 2 daysto hold
4. Amount requested from S-PAVefunds: $_ 370.00

5. Total expenses of your venture: $_4,000.00

6. SSPAVe Student: Name [|.M.Aware
Contact
Addr |EEE Student Branch, University of Great Things

Dept. of Electrical & Computer Engineering
Techtown, CANADA A1A 2B2

Te (555) 555-1234

Fax  (555) 555-2345

E-Mail sh.ugt@ieee.org

We will assume that the S-PAVe student contact will be our primary contact for this proposal.
Please allow 2-3 weeks for processing.

7. Submission

Please send your completed packageto: Mrs. LauraJ. Durrett
|EEE Student Services Coordinator
Regional Activities Department
|EEE Service Centre
445 Hoes Lane/P.O. Box 1331
Piscataway, New Jersey
U.SA. 08855-1331
Fax: (908) 463-3657
E-Mail: |.durrett@ieee.org
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Page 2 of 2
8. Please summarizeyour venture below.

As practicing engineers, much time will be spent in meetings with clients, management, peers, customers,
suppliers, and even volunteer committees of various kinds. The quality of the meeting is a function of both the
people attending it, and the person (or in some cases persons) running it. The proposed workshop will bring
students and those experience with conducting meetings together into an environment where we can learn these
skills, and have an opportunity to try them out, in a positive and helpful environment. The workshop has organized
training into sessions that combine tutorial segments and the simulated or mock meetings, to illustrate the main
points of the tutorial. Student participants will break into small groups for the simulated meetings. There will be
four tutoria subjects/smulated meetings. Thesewill be over asingle day, 2 in the morning and 2 in the afternoon
(aSaturday). Thetwo morning sessionswill berunin parallel aswill the two afternoon sessions. The previous
day (aFriday), the individuals who will provide the tutorials and facilitate the meetings, will gather to get oriented
for the following day’ s sessions. Following, will be areception for al of the student participants. At the reception
(which also includes workshop registration), the student participants will have achance to meet the presenters and
facilitators, get orientation on the next day’s activities, and get their workshop materials. We will be providing
break refreshments and lunch on the day of the seminar.

9. Support List. List names of individuals that are providing letters of support.
Position Name
Branch Counselor Professor C. Advisor

Regional S-PAC Coord.
(Regions 1-6 only)

Section Chair |.S. Engineer (financial support? Y / N)
E& CE Dept. Professor C. Advisor (financial support? Y / N))
XYZ Corp. A.B. President (financial support? Y / N)
GUI Corp. C.C. Easy (financial support? Y / N))

10. Proposal Checklist. The following items should be appended to this form:
(1) Your Venture Description and Milestone List
(2) Your Proposed Budget
(3) All letters of support or financial support

11. Signature

S-PAVe Student Contact: I.M Aware Date: Sept. 12, 2003
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TIME MANAGEMENT

Time management isaskill that everybody wishesthey
could master. Everyone knows several people that
always complain about alack of time yet never seemto
accomplish anything. Everyone also knows others who
always seem to have lots of free time yet seem to
accomplish everything. Most of us are somewherein
themiddle. If wedidn’'t complain about alack of time,
especially during midterms and fina's, we wouldn’t be
students - and engineering students at that. Learning
how to manage your time effectively will not only help
you in your studies, it will make your involvement in
the IEEE more productive and more fun.

Perhaps Seneca (4 BC - 65 AD), a Roman statesman,
author, and Stoic philosopher said it best when he said:

“We all of us complain of the shortness of
time and yet have much more than we know
what to do with. We are always complaining
that the days are few, and acting as though
there would be no end to them.”

7.1  Step 1- Taking Stock

Most time management books and articles seem to start
with the same thing. Before you can decide how you
are going to spend your time, you have to discover how
you are aready spending it. Y ou need to sit down and
take stock of what your daily routine is. Some books
advocate keeping a journal for one week and jotting
down what you did in one-half hour intervals. Others
suggest that you sit down at the end of a day and write
down everything you did, including how long you spent
doing each thing. There is no right or wrong answer.
However you decide to do it, you need to find out
where your time goes. Y ou may be surprised to learn
where it does go. The one hour break between classes
in the morning, or the two hour lunch that you sched-
uled - where does dll that time go?

After you have discovered where your time goes, you
need to spend some time analyzing why is goes where
it does. If you find yoursdlf spending al your breaksin
the coffee shop or arcade, you need to ask yourself why.

Do you hang out there to chat with all your friends?

Do you find that such times of “relaxing”

helps you cope with the stress of school? Whatever the
case may be, you need to decide if you are satisfied with
how you spend your time. Ask yoursalf the tough
guestions and be honest with yoursdlf. If you find you
don’t have the time to accomplish everything you want,
yet you are satisfied with how you spend your time,
something iswrong. Either your goals are too lofty or
you aren't being honest with yoursdlf.

7.2  Step 2 - Setting Your Goals

Now that you have discovered where al your time
goes, you have to decide what you really want to do
with your time. Perhaps you don't need to spend all
that time in the coffee shop. Maybe that time would
be better spent in thelibrary or the laboratory. Onthe
other hand, perhaps that time in the coffee shop is
what keeps you sane in the hectic life of an
engineering student. When you set your goals, you
need to keep four rulesin mind:

. Be specific - if you are having trouble with
your Electromagnetics course, it is not good
enough to say that you will spend moretime
reading the text and solving practice prob-
lems. You need to say, “I will spend an extra
5 hours each week reading the textbook and
doing practice problems.” Y ou can even be
more specific and decide when you are going
to spend those extra 5 hours.

. Berealistic —don't set godsfor yourself that
are unattainable. Clearly, deciding that you
are going to spend an extra 5 hours each night
on electromagnetics is not a realistic goal.
Y ou should decide what you want to do, when
you are going to do it, and how you are going
todoit. Youmight say, “I will spend my one
hour break, starting at 10:30 AM each
weekday, on reading the electromagnetics text
and solving practice problems.” Suddenly,
the time you used to spend in the coffee shop
is now being spent on achieving one of your
goals.

. Be positive - instead of looking at your new
goals as trying to “kick bad habits’ or to
“stop wasting time”, try to put a positive tone
to your goals. Don't say to yoursdlf, “If |
don't spend the extra time on
electromagnetics, | will fail the course.”
Rephrase it in a more positive way or attach
some sort of reward to the goal. Let's say
you have some money saved up and having
been thinking about buying a Personal Digital
Assistant. Think of the extratime you spend
on electromagnetics as “working” for your
PDA. If yougeta B or higher, then you
will buy one. If you turn your goals into
positive goals, you will be more likely to
succeed.
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. Be flexible — don’t make your goals so rigid
that you set yoursdlf up to fail. Build in some
allowances for unforeseen events. Let's say
that one day at 10:25 AM you are on your way
to the library to spend your one hour on elec-
tromagnetics. You run into a friend who
would like to know something about the IEEE
and asks you to join her for coffee. Do you
turn her down because you have set this time
aside for electromagnetics? Of course not!
OK, perhaps not. You need to have a con-
tingency plan in case something comes up and
you can't spend the time you set aside. You
might want to add to your goal of spending one
hour each weekday the contingency that “If by
Friday night | haven't spent the 5 extra hours
on dectromagnetics, then | will get up at 9:00
AM on Saturday morning and finish it.”

7.3 Step 3 - Organizing Your Day

Now that you have sdlected your goals, you need to
organize how you spend your time each day. Thefirst
thing you need to do is buy (or make) aday timer. You
may think that only business people are important
enough to use a day timer. That couldn’t be farther
from the truth. Many brilliant people have relied on
daytimers to get through their university days. You
could use that day timer to list al your lectures,
tutorials, labs, and seminars, and to prioritize your
assignments. Although it may seem alittle pompous to
say “I'll have to check my day timer” when someone
asks you about your schedule, they will respect you for
that. An organized person is one who get things
accomplished. They know that and you know that too.

The second tool you can useisadaily Things To

Do list. This lists the things that you need to
accomplish during that day, in the order of importance.
There is a certain satisfaction to crossing off the last
thing on along Things To Do list. Sometimes, you
may find that you can’t finish everything on your list.
That'sfine, just transfer it to the list for the next day.
However, you shouldn’t get into the habit of simply

moving things from one list to another. Mark Twain
once said, “Why put off ‘till tomorrow that which can
be put off ‘till the day after tomorrow?’. Getting into
the habit of putting things off will almost guarantee that

you don’t meet your goals. Mark Twain might have
been a good writer, but it sure doesn't seem like he
had a good sense of time management skills.

If you find that you are having trouble getting started
on your Things To Do ligt, then re-arrange the order of
your list. Try to complete the easy tasks first. You
will find that accomplishing something small will give
you the motivation to tackle a larger task. For
instance, when programmers have a large software
program to write, they try to break it down into many
small modules. Then they tackle the easiest modules
first, leaving the complicated parts for the end. This
not only helps them to finish the program, it helps
them to finish the program on time.

If you try to tackle the tough parts first, you may quite
often get discouraged and eventually give up. But, if
you start with the easy partsfirgt, you will be reluctant
to give up because by the time you get to the hard
parts, the program is 90% complete. Then, you will
be willing to spend the extra effort to ensure the
program is finished, otherwise the time you spent on
the first 90% of the program will be atotal waste.

7.4  Step 4 - Learning to Delegate

Y ou will find throughout the course of the year that if
you don't learn to delegate, you won't have enough
timefor all the projects you undertake. Thefirst thing
you need to realize is that |EEE activities are ateam
effort. Not only does doing thingsin ateam take less
time —it'salso more fun. Nobody likes to do things
by themselves. In a wel-run Student Branch,
everyone works together as a team. Although each
person may have a different task, different level of
authority, or different level responsihility, everyoneis
working towards the same goal. Everyone wants to
see a successful conclusion to each project.

Ddegating isn't giving al the menial and boring tasks
to others. If fact, you may find that as the Student
Branch Chair, you are |eft with all the menial tasks. |If
that happens, don’t get too upset. Try to think of
yourself as a member of the team; the other students
will appreciate that. When you are delegating, try to
keep these thingsin mind:
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- Alwaysask for help, don’'t demand it. Otherwise,
you will quickly find yoursalf doing everything.
The other members of your Executive Committee
will appreciate that fact that you asked them to
help out and didn’t demand that they help out.

- Givethe person dl the information and support he
needs to complete the task. You should make
yoursdlf available to answer questions and find
more help if needed. If you get asked a question
you can’'t answer, don't just dismiss it. Spend
some time with him and try to find the answer
together.

- Be sure to clearly define the purpose of the
delegated work and the results you expect to see.
You should also set a reasonable timeline for
completing the task, keeping in mind that people
have other things to do.

- When you delegate the work, also delegate the
authority and responsibility. For example, if
someone volunteers to design some posters for an
S-PAC you are planning, give her al the creative
freedom. Give her the authority and responsibility
for selecting (or designing) something that is
suitable. Let her know what you expect and trust
her from that point on.

- If youfed ajob isbeing done poorly or incorrectly,
don't criticize. Provide sometraining, if necessary.

Do your best to help out and encourage. A dis-
couraged volunteer is one that may get the job done
but will never volunteer to help out again. Try to
find out what the problems or barriers are and see
if you can’t break down these barriers together.

- Alwaysgivepraisefor ajob well done. Y ou should
never forget to credit the people who helped out. If
you listen to a recording artists who have won a
Grammy, they will usually have a long list of
people to thank. You should develop the same
attitude. Every project isateam effort and all team
members deserve to be recognized for their efforts.

7.5 Project Management

You may find project management skills useful for
major Branch undertakings. If you are planning an S
PAC or an S-PAVe, organizing a major fundraising
drive, or any other large project, it may run more
smoothly if you appoint a project manager. In
industry today, every firm has a project management
department. There are software programs available
that can help you keep tasks on track and on schedule.
The concept of atimeline or gantt chart can also be
useful for planning purposes and for charting your
progress. Your loca library will have some good
books on project management. As an aternative, you
could have someone from industry come to your Stu-
dent Branch and give you a talk. Remember, skills
that you develop at the Student Branch will help you
when you are looking for ajob.

7.6  Further Reading

If you would like to do some more reading on time
management, there are many good books in the library
that you can reference. Three books that seem quite
popular and helpful are:

Bittdl, Lester R., Right on Time! The Complete Guide
for Time-Pressured Managers, McGraw-Hill, New
York, 1991.

Mayer, Jeffrey J., If you haven't got thetimeto do it
right, when will you find the time to do it over?,
Fireside, New Y ork, 1990.

McRae, Bradley C., Practical Time Management,
Self-Counsal Press, Vancouver, B.C. 1992,

| EEE Canada Student Branch Handbook 2002

Page 63



SELECTED FORMS

The following blank forms are included here for your convenience.

1. Annua Plan of Activities

2. Annual Report of Activities

3. Newly Elected Officer Reporting Form

4. Counselor Nomination Form

5. Branch Mentor Appointment Form

6. Student Paper Pre-registration and Registration Forms (including Student Paper Preparation Guidelines)
7. |EEE Regiona Exemplary Student Branch Award (including instructions)

8. Nomination Form for the George Armitage Outstanding Student Branch Award
9. S-PAC Budget Planning Worksheet (including instructions)

10. S-PAC Review Form

11. S PAVeVenture Summary Form
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Page 1 of 2
|IEEE STUDENT BRANCH
ANNUAL PLAN OF ACTIVITIES
ACADEMIC YEAR

DUE DATE: NOVEMBER 1t

SCHOOL NAME: SCHOOL CODE:

ADDRESS:

City State/Country Postal/Zip Code

BRANCH E-MAIL ADDRESS:

DEPT. NAME REPORTING TO DEAN OF

DEPT.TEL: () DEPT.FAX: ()

DEPT. HEAD DEAN'SNAME

DEGREES OFFERED: Elec. Eng. Comp. Eng.  Bio. Eng. Eng. Science Elec. Tech.  Other
2_Y%r H-Ograrn *kkkkkkkk *kkkkkkk *kkkkkkkk
4-Y ear Program:
Graduate:

Other:
Accredited by:

* Attach explanation as necessary describing degrees offered.

BRANCH EXECUTIVE COMMITTEE
20 thru 20 Academic Year

Chair Member Number Tel: ()
Vice-Chair Member Number Tel: ()
Secretary Member Number Tel: ()
Treasurer Member Number Tel: ()
Counselor Member Number Tel: ()
Branch Mentor Member Number Tel: ()

We have reviewed this Plan and found this information to be accurate and complete:
Branch Chair: Date:
Branch Counselor: Date:
DISTRIBUTION

This plan shall be received by the |EEE Manager of Student Services no later than 1 November. Please send additional
copies of thisPlan to the:

1. Section Student Activities Committee Chair Date Mailed:
2. Regiona Student Activities Committee Chair Date Mailed:

3. Regional Student Representative Date Mailed:
4. Maintained in the Branch files as permanent record

Please note: Use thisformto plan and outline your branch activities for the upcoming year. Contingent upon timely
receipt of this plan, your Branch is entitled to an allotment of 25.00$ (for branches with less than 49 members) or
50.00% (for branches with 50 members or more) based upon membership statistics as of 31 December.

*| EEE Student Services, 445 Hoes Lane, PO Box 1331, Piscataway, NJUSA 08855-1331
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Page 2 of 2
PLANNED MEETINGS AND ACTIVITIES

INDICATE THE
NUMBER

OF MEETINGS FOR
EACH MONTH JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

BUSINESS - Genera

BUSINESS - ExCom

PROFESSIONAL

TECHNICAL - Speaker

TECHNICAL - Tour

TECHNICAL - FIm

SOCIAL

INDICATE THE MONTH

FOR WHICH YOU PLAN
THESE ACTIVITIES JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

PAPER CONTEST

FUND RAISING

BRANCH PROJECTS

ELECTIONS

MEMBERSHIP

PROMOTION

JOINT SECTION/

BRANCH ACTIVITIES

On a separate sheet of paper, please answer each question below as concisdly and specifically asyou can. This
information will also help you outline a strong Branch Program for the coming year.

1. What is the primary purpose of your Branch as a student organization?
2. What are the specific goals of the Branch for the coming year?

3. What problems do you anticipate needing to overcome to successfully run the Branch? (What
were some of last year's problems?)

4. Have you prepared a budget anticipating your expenses and income for the coming year? If
yes, please attach it to your plan; if no, prepare one now and include it with thing planning.

5. Do you have a Branch Chapter? If yes, please list the Societies for which you have Chapters.

Prepared and submitted by:

Secretary Date
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IEEE IEEE STUDENT BRANCH
\ ANNUAL REPORT OF ACTIVITIES
@ 20 ACADEMIC YEAR
DUE DATE:MAY 1st
SCHOOL NAME: SCHOOL CODE:
ADDRESS:
City State/Country Postal/Zip Code

BRANCH E-MAIL ADDRESS:

BRANCH ORGANIZATION: CURRENT YEAR NEXT YEAR

From To From To

Branch Chairperson

Telephone

Other Officers

(includetitles)

Student Branch Counselor

Telephone

FAX Number

E-MAIL Address

Branch Mentor

SCHOOL OFFICIALS: (Please Print or Type Full Names and Titles)

Department Chair

Dean

DISTRIBUTION:

This report isto be submitted to | EEE Student Services* and to your Region and Section Student Activities Committee Chairs no later
than May 1. Additional copies of the Report shall be maintained in Branch files as permanent records.

Date Filed: Date Mailed:

TRANSMITTAL:
We have examined this Report and to the best of our knowledge believe it to be true, complete and correct.

Prepared by: Branch Office Held Date

Received and approved by:

Student Branch Counselor/Date Student Branch Chair/Date

PLEASE NOTE: Contingent upon timely receipt of thisreport, your Branch isentitled to a $1.00 per member rebate based on
member ship statistics as of December 31.

*| EEE Student Services/445 Hoes Lane/PO Box 1331/Piscataway, NJ 08855-1331
E-Mail: student-services@ieee.org: Fax: (732) 463-3657
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Page 2 of 4
BRANCH ACTIVITIES REPORT

Describe bel ow activities sponsored by your Student Branch. Include activities such as technical meetings, special tours, panel
discussions or speakers, S-PAC’s and other professiona activities, social meetings and fundraising events. The information you provide
will enable both Headquarters and the Regional Student Activities Chair to gain valuable insight into your Student Branch and its
progress. Thisrecord of your activities will aso be of use to succeeding officersin organizing their programs. Please provide the total
number of meetings in each category in the space provided below. Describe events briefly. (Use additiona sheets as needed.)

MEETINGS
(1) TECHNICAL (including Speakers, Panel Discussions and Plant Tours)

TOTAL
(2) PROFESSIONAL (including S-PACs and/or S-PAVes)

TOTAL
(3) SOCIAL ACTIVITIES (fundraising events, pizza parties, dances, etc.)

TOTAL

(4) ACTIVITIESHELD JOINTLY WITH LOCAL SECTION (mentor programs, day with an engineer, sponsored dinners, etc.)

TOTAL

(5) OTHER ACTIVITIES (projects like Careers Day, Bendix project, Student Paper Contest, etc.)

TOTAL

SUMMARY': Please provide the total number of meetings in the following categories: (1) technical meetings,

(2) professiondl, (3) social, (4) joint activities, (5) Other, etc. sponsored by your Branch. Do not include Department-sponsored seminars
or talks, or business and planning meetings.

TOTALS @) %) ©) (4) (%)

Average number of Student participants Total Branch Membership
(ref. 12/31 HQ printout)
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STUDENT BRANCH ASSESSMENT:

Future Plans  Isyour Branch planning technical or professional activities, setting up a Branch E-Mail address, sponsoring any
Section/Branch joint activities? Provide detalls:

RECOMMENDATIONS:

Have you received assistance or information from these sources? (Please identify and explain)

Student Branch Counselor: (Y /N)

Department Chair: (Y /N)

Section: (Y /N)

Regional Student ActivitiesChair: (Y /N)

Regional Student Representative: (Y /N)

Regional Director: (Y /N)

Student Services at Headquarters: (Y /N)

S-PAC Committee: (Y /N)

How can we help you to improve?
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FINANCIAL STATEMENT (Dates given conform with |EEE calendar fiscal year policy.)

TOTAL FUNDSON HAND - JANUARY 1,20 $

INCOME RECEIVED DURING 20

Headquarters Rebate $
Headquarters Allotment $
All other Receipts* (itemize below) $

Total Receipts $

* |temize All Receipts (Use additional sheetsif necessary)

$
Sub-total $
EXPENSES PAID DURING 200
Meeting Expenses $
Publication Expenses $
All other Expenses** (itemize below) $
Total Expenses $
** |temize All Expenses (Use additional sheetsif necessary)
$
Sub-total $
EXCESS (OR DEFICIT) INCOME RECEIVED OVER EXPENSES PAID $
TOTAL CASH AND OTHER ASSETS - DECEMBER 31, 20 $
Student Branch Chair Date
Student Branch Counselor Date
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\ THE INSTITUTE OF ELECTRICAL
AND ELECTRONICSENGINEERS, INC.

NEWLY ELECTED
STUDENT OFFICER
REPORTING FORM

Please note the following Student members have been elected as Branch Officers at:

Student Branch

School Code

HENEN

OFFICE

NAME

NUMBER

Chair

Vice-Chair

Secretary

Treasurer

Branch Mentor

Term Of Office

Effective [/ |/ Expiration

I

Endorsed by
|EEE Counselor Signature

Date

Printed Name

Department Head Signature

Date

Printed Name

File this formwith the IEEE Student Services. 445 Hoes Lane, PO Box 1331, Piscataway, NJ, USA 08855-1331; E-
Mail: student-services@ieee.org; fax: (732) 463-3657 and send copiesto: (1) Regional SAC Chair; (2) Regional
Sudent Representative; (3) Section Chair; and (4) Section SAC Chair within 4 weeks of the election.

PLEASE TYPE OR PRINT LEGIBLY IN INK.

FOR OFFICE USE

Date
Processed by
School Code e 4
TRC udent Branch Cot ar MY
Student Branch Chair MMYY
Department Head MMYY
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COUNSELOR APPOINTMENT NOMINATION FORM

To befiled every two years upon selection of a Branch Counselor by |EEE Student Branch members.

Please note that the following individual has been recommended by the members of the Student Branch to serve
as Branch Counselor at thisinstitution.

Name of Counselor: Member Number:
Term of Office (not to exceed 2 years): EffectiveDate: _ / /| ExpirationDate: /[
Name of Institution: School Code:

Counselor’s Mailing Address:

Counselor’s E-Mail Address:
Counselor’'s Telephone: (office) (home)
(fax)

Nominated By:

Branch Chair: Date:
Printed Name:

Endor sed By:

Section Chair or SAC: Date:
Printed Name:

Department Head or Dean: Date:
Printed Name:

Accepted By:

New Counselor: Date:

|EEE Bylaw 407.3 reads as follows:
At each Student Branch there shall be a Branch Counselor who shall be an |EEE member teaching in | EEE designated
fields. The appropriate Section Chairman, based upon the recommendation of the Student members of the Branch,
and in accordance with the practices of the establishment of other student organizations at the educational ingtitution
involved, shall appoint the Counselor. The appointment or reappointment shall normally be for two years. Each
Counsdlor is charged with promoting the welfare of the IEEE at the institution, particularly in matters relating to
Student activities.

Every two years, obtain all required signatures, mail nomination formto *|EEE Student Services, and mail copies of the
original to: (1) Regional SAC Chair; (2) Regional Student Representative;
(3) Section SAC Chair; and (4) Regional Director.

*| EEE Student Services/445 Hoes Lane/PO Box 1331/Piscataway, NJ 08855-1331; Fax: (908) 463-3657
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|EEE Student Branch Mentor Appointment Form

Theindividual listed below has been appointed at the Branch Mentor to the Student Branches

Branch Mentor Name:

Company:

Home Telephone:
Fax:
Appointment endor sed by:
Representative of Section:
Representative of the Student Branch(
Name:
Name:
Name School:
Date:

Send completed appointment form to: LauraJ. Durrett, |EEE Student Services Coordinator
445 Hoes Lane/P.O. Box 1331/Piscataway, NJ 08855-1331

Fax: (908) 463-3657 E-Mail: |.durrett@ieee.org OR student.services@ieee.org
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1

2.

3.

2003 IEEE REGION 7 STUDENT PAPER COMPETITION
STUDENT PAPER PREPARATION GUIDELINES

Submission of Papers

Each paper submitted for judging must be securely fastened in an individual folder

Subject Matter

Papers should cover technical, engineering, management, or societal aspects of subjects reasonably within or
related to areas with which the IEEE is concerned. The paper can be one written for a course project or work
term report, and can be co-authored by up to 4 students. 1t isNOT necessary to write aspecia paper for this
Compstition.

Written Preparation

3.1 All papers must be typewritten, double-spaced, single-sided on 8 %" x 11" paper. An equation or symbol
that cannot be typed may be writtenin.

3.2 The pages of the paper must be numbered consecutively. The overall length of the paper, which includes
the introduction, body, conclusions, references, appendices, tables and diagrams, should not exceed
approximately 30 pages.

3.3 Ingenerd, the contents of a student paper shall be organized as follows:

3.3.1 Removablefly-leaf page: Sincethe judges must handle the papers without knowing the identity
of the author(s) or author’s school, the paper itself cannot contain any identification other
than the title. Thetitle, name of the author(s), |EEE membership number(s), school name, and
Branch Counselor’ s name must be shown on afly-leaf which can be removed.

3.3.2 TitlePage: Onthetitle page, only thetitle of the paper should appear. Thetitle should consist
of the minimum number of words necessary to accurately portray the contents of the paper.
Reader interest is stimulated by awell-chosen title. The author’s name should not appear on the
title page, nor should any other names of persons or schools.

3.3.3 Tahleof Contents: Thetable of contents should consist of alist of the parts of the paper, and the
page numbers, in the order in which they occur.

3.34 Abstract: The abstract should not describe the paper, but should give, in brief, the essential facts
of its contents. The abstract should not exceed 150 words.

3.3.5 Introduction: The introduction should lead to the development of the subject so that the reader
may obtain a clear understanding of the significance of the paper.
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33.6 Body

should be restricted to a singe removable fly-leaf page. Thus, no mention of the author’s name
or school should be made in the body of the paper (see 3.3.1). Any refer
school should read “the university” or “the college’ without giving the actual name.

The main argument of the subject is carried out in the body of the paper, com

data. The argument should proceed in alogical sequence according to a prepared outline. The
writing should bein third person. Support data and results can be pre

curves, charts, or tables.

337 . The conclusions are often considered the most important part of a paper. They
should be stated concisaly in a separate section at the end of the paper.

Tables. Tables should be numbered consecutively using Roman numerals: Tablel, Tablell, etc.

should be distributed logically throughout the paper, but it is permissible to bind them together
at the end.

Figures: Figures should be numbered consecutively using Arabic numeras: Figure 1, Figure 2,
oscillograms, and line drawings. If afigure

does not fit within the text of the body, it should be placed on a sepa

distributed logically throughout the paper, but it is permissible to bind them together at the end.

Appendices. Detailed mathematical proofs, development of equations, and examples which are

argument, should be treated in the appendices. Any equations, figures, or tables should be
numbered consecutively following the numbers used for the equations, figures, and tablesin the

3.3.11 References
preparation of the paper, a suitable reference list should be appended. References should be

For aperiodical: R.N. Hall, “Power Rectifiers and Transformers’, in Proc. , Val. 40, pp.
1512-1518, November 1952.

Edson, Vacuum Tube Oscillators
York, pp. 170-171, 1948.

3.3.12
complete dues payment must be received by Piscataway when the paper is submitted for judging.
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2003 IEEE REGION 7

STUDENT PAPER COMPETITION
PRE-REGISTRATION FORM

Competition: (Hackbusch or Palin)

School

Name; Member Number:

Counselor:

Telephone: ()

Tentative Title:

Brief Content Description:

The paper will bewrittenin  ENGLISH or FRENCH
Please mail this form to your respective SAC Chair.

Deadline: April 1%, 2003
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STUDENT PAPER COMPETITION

REGISTRATION FORM

June 1st, 2003

Papers received after that date be accepted for judging.
Paper Title:

Author’ s Name(s): Number:
NOTE:

Addressfor all correspondence (at any time of the year):

Address;

School:
Counselor:

under graduate Student member of the |[EEE in good standing, or isfrom

certify that this entry conformsto the |EEE Canada Student Paper Preparation Guidelines.”

Branch Counselor Date

three copies of your paper to your respective SAC Chair.
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|EEE REGIONAL EXEMPLARY STUDENT BRANCH AWARD

New, Improved and Easier to Participate
PURPOSE

SCHEDULE
The awards are to be determined annually, prior to or at, an appropriate Student Conference or mesting, based on

Regional Student Activities Committee Chairman (RSAC) no later than one calendar month before the first day
of the conference.

An award will be presented annually to each quaifying Student Branch in the Region, without numerical limit. To
qualify for the award a Branch must conform to |EEE Bylaws, have an active program, and support |EEE goals.

NOMINATIONS

A Student Branch must be nominated for this award, by an officer of the Branch, on the Exemplary Student Branch
Award Nomination form (attached). The nomination must be accompanied by supporting documentation to
illustrate that the nominated Branch is deserving of the award, and the certifying endorsement of the Branch
Counsdlor.

BASIS OF SELECTION

Awards will be presented to those Student Branches that are found to be operated in a manner consistent with the
goasaf the IEEE. A branch will be considered to have met this criterion if it hasfurnished dl itemsin List 1 and
at least 12 itemsin List 2 of the Documentation. Verification and/or documentation of the items checked in list 2
should be available upon request.

AWARD

PRESENTATION

normally be presented at a meeting of the Section within which the Branch is|ocated.

The selection committee isto consist of the RSR, the RSAC (or designated representative), and a representative

chairman.

Regional Student Activities Committee Chairman (RSAC) or Student Services Manager.
Telephone:

ATTN: Student Services Manager (908) 463-3657
E-Mail:

PO Box 1331

Piscataway, NJ 08855-1331 USA
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|EEE REGIONAL EXEMPLARY STUDENT BRANCH AWARD
NOMINATION FORM
Nomination of the IEEE Student Branch at

(SCHOOL NAME)

as an exemplary Student Branch for the

/ academic year

The following documentation is attached (check each item submitted in List 1)

List 1. Documentation that must be provided:

Copy of Branch Annual Plan

Copy of Branch Annual Report

Copy of Branch Counselor Nomination
Reporting Form

Copy of Newly Elected Student Officer -
Reporting Form

Copy of last page of previous-year-end -
membership roster (must have at least 10
members)

Details of Branch technical meetings (at
least 2)

= TOTAL FORLIST 1 (6 REQUIRED) _

List 2. List 2. Elective documentation in the

form of evidence of the items listed below. -
Please put a check mark in the space provided to

indicate that your branch is adhering to or
participating in the item or program _listed.
Veification and/or documentation should be

available upon request.

Adoption of Branch Bylaws

Appointment of subcommittees by the
Branch officers

Attendance at Section functions

Branch e-mail address

Fund raisers

Membership drive(s)

Minutes published for all Branch officer
meetings

Signature of Nominator

Newdletter or smilar promotional efforts
Realistic Budget

Timely meeting notices

Other notable Branch activities (eg.
Engineers Day, National Engineers
Week)

Applications by Branch members for
other IEEE Awards (eg. Scholarships)
Branch entry in the Region Student Paper
Competition

Branch entry in the Region Hardware
Design Contest, if applicable

Hosting an S-PAC or submittingan S
PAVe entry

Nomination for Larry K. Wilson Award
Nomination for Outstanding Branch
Counselor

One or more student members attending
the Region Student Conference, if
applicable

Representative attending the Region
Branch Chairman's Workshop
Appointing and working with a Branch
Mentor

Existence of a World Wide Web home
page

Other |IEEE activities (eg. successful
Branch Chapter, distinguished lecturer
participant, formed a new Branch
Chapter)

___ TOTAL FORLIST 2 (12 REQUIRED)

Date

Branch Office held by Nominator
Endorsement of Branch Counselor

Date

Send complete nomination to Regional Student Activities Committee Chairman (RSAC) no later than one month

before the first day of your Region's student conference or meeting.
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I[EEE CANADA

Nomination Form for the
Armitage Outstanding Student Branch Award

For recognition of outstanding Student Branch achievements

Name of Student Branch:

Name of Counsealor:

Mailing Address:

Telephone Number:

Fax Number:

E-Mail address;

7. Describe the
benefitted from each activity (add an extra sheet of paper if necessary).

Date:

Please submit this form to your Regional SAC Chair no later than
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I nstitute of Electrical and Electronics Engineers
Regional Activities Board (RAB)
Student Professional Awareness Conference (S-PAC)
Planning Your S-PAC Budget
Regions 7-10 Only

What'sin Here?

This package contains an S-PAC Budget Planning Worksheet. The purpose of the worksheet isto guide you, step-
by-step, through the data items and cal culations necessary to plan your budget, to figure out your ticket prices, and
to determine the level of subsidy that you may request from RAB (the RAB Subsidy). It consolidates key values
from your worksheet and presents them as a balance of income and expenses. It aso requires asummary of the
program you intend to present. By the way, if are already confused by the acronyms, check the Glossary.

It lookslong, but...

The worksheet seemslong, but itissimpleto use. Each dataitem is either anumber or cost that you must supply,
or some value that is computed from other data on the worksheet. Important dataitems have a reference code; for
example, N.11 isthe estimated total number of attendees. All calculations are expressed as simple formulas using
the reference codes; e.g., Total Incomeisgiven by theformula=1.1+1.2 +1.3, wherel.1, 1.2, and |.3 are reference
codes.

What'sin the Worksheet?

The worksheet has seven sections: (1) Program Description, (2) Attendance Estimates, (3) Expense Estimates,
(4) Income Estimates, (5) Cost Analysis, (6) Ticket Revenue Analysis, and (7) Budget Summary. These should
be completed in the order that they appear. Sections 2-6 have a series of notes that clarify individual dataitems.
Of particular importance is the Cost Analysis section. Thistells you the actual cost per person of your S-PAC.
Y ou determine your ticket prices and ticket revenue by using thisinformation. After all, how would know what
to charge, unless you know what the cost is (assuming that you don't want to loose money).

What and How Much isthe RAB Subsidy?

The RAB Subsidy is money provided by RAB to subsidize |EEE student members for S PAC expenses. The
maximum request is calculated in Section 6 on the basis of projected attendance. Y ou may receive approval for
either this amount, or some value lower, depending on available funds, the extent to which you have sought other
funding sources, and your use of realistic attendance estimates. Regardless, you must submit your request in
advance of your S-PAC, in order to have your request considered for approval. After the S-PAC, the amount of
pre-approved funds (or less depending your end results) will be released after submission of your final report. Y OU
CANNOT USE THE RAB SUBSIDY TO GENERATE A PROFIT.

When and Wheredo | submit my budget?

The budget worksheet and summary should be submitted 6 weeks in advance of your planned S-PAC date. If you
are still unsure about some numbers (they are tentative or you are awaiting final confirmation), don't hold up the
system. Just add a note indicating what you are unsure of and then send in the forms.  If you are late with the
forms, still send them in anyway. However, don't start asking for money after you have held your S-PAC! Mail or
fax your completed forms to the |EEE Sudent Services Coordinator listed on the last page.

Wheredo | go for Help?

If you have questions regarding your budget, and particularly the RAB Subsidy, please contact either the IEEE
Student Services Coordinator or the RAB/SAC/SPAA Chair
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Y ou should a'so contact your Regional SAC Chair (RSAC) |EEE
Sudent Services Coordinator Regional S PAC Coordinator. RAB the
expenses of Speaker Trave for theseregions. We limit the number of non-local speakersto at most one. For larger

L egitimate expenses for non-local speakers are governed by |EEE Travel Regulations, but to give you someidea:
economy or cheaper air travd, train or bus; private automobile, 1-2 nights hotel accommodation as necessary; meals
(that are not provided by the SSPAC). For loca speakerswe will fund local transportation costs. Upon receipt of
atravel expense report, RAB directly reimburses Speakers for allowable expenses; you will not be handling this
money.

The Budget Summary form has aplace for you to indicate the estimated Speaker Travel expenses. Thisisto give
us an idea of approximately how much money isinvolved. If you have questions about Speaker Trave, please
contact the |EEE Sudent Services Coordinator. RAB RESERVESTHE RIGHT NOT TO FUND SPEAKER
TRAVEL THAT WE HAVE NOT APPROVED. Sodon't just go and invite anyone you like without consulting
with usfirst. For example, if you live in Canada and want to invite a Speaker from the Netherlands, chances are
that RAB would not approve thistravel.

Also, just because RAB can fund travel for non-local speakers, thereis no reason that you must bring in non-local
speakers. Many schools, especially those in large cities, have excellent speakers of awide variety of subjectsall
within local travel distance.

What about other Professional Societies?

A lot of schools have student organizations from other professional engineering or like societies. As S-PAC
subjects are relevant to students outside of electrical engineering, you might consider involving students from the
other societiesin your effort, beyond just allowing them to buy tickets at non-member prices. If you want to give
them a price break, thisis okay if their societies are providing funds to help out with the S-PAC costs - IEEE is
putting alot of money into this effort, and its money for IEEE Student members! If you wish to do something like
this, then please contact either the IEEE Student Services Coordinator, or the RAB/SAC/SPAA Chair.
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I nstitute of Electrical and Electronics Engineers
Student Professional Awareness Conference (S-PAC)

Please complete the general information below. Failure to provide complete information may sow down processing
of your request.

S-PAC Date:
S-PAC Chair: Name Other Committee Chairs:
Finance
Publicity
Facilities
Td
Fax Ticket Sales
E-Mail

We will assume that the S-PAC Chair

Alternate Contact: Name
Addr

Branch Counsdlor:

Te

Department Chair:

Te

Please send/fax your completed package 6 weeks in advance of your S-PAC date to:
| EEE Student Services Coordinator

Piscataway, NJ
USA 08855-1331
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1. Pleaseoutlineyour S-PAC format below.

Section 1. Program Description Page2of 7

(e.g., number of speakers, afternoon, morning, all day, meal included etc.)

2. Program Summary
Speakers Name

M/C

Speaker

Topic

Not Applicable

Speaker

Speaker

Speaker

AND

Discussion Pandl:

Topic?

OR
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Section 2. Attendance Estimates

Item Description Subtotals
Number of paying attendees“incl. meal” [note A]

N.1
New | EEE Student Members
Non-IEEE St. members[note B]
Sub-Total N.4

[note A]
|EEE Student Members N.5
New | EEE Student Members
Non-IEEE St. members[note B]
Sub-Total N.8

N.9
=N.4 N8

Complimentary “incl. meal” N.10
Complimentary “conf. only” N.11

Total number of complimentary attendees
=N.10+

In the space below, please explain approximately how you arrived at your attendance estimates [note A].

Notes:
Beredligtic in your attendance estimates. Use past S-PAC experienceif it is available, and keep in mind your

potential attendance.

[B] aculty members, section people, spouses, other students, et cetera. If
other professional societies (like ASME or CSME) want to get involved and can contribute to funding, you

Chair or IEEE Student Services.

[C]
President of the University, Engineering Dean, EE Department Head), IEEE Branch Counselor, and the
Speakers.
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Section 3. Expense Estimates Page 4 of 7

Item Description Subtotals Totals

Meal Cost (per_person) [notes A,B] $ E.l

Refreshment Cost (per_person) [note A,C] $ E.2

Pre/Post Conference M eal with Speakers[notes A,D] $ E.3

Complimentary Guest Costs $ E.4
=E.1xN.10+E.2x N.12

LectureHall and Audio/Video [note E] $ E.5

Miscellaneous: [notes F,G]
Printing and Programs $
Advertising and Promotion $
Door Prizes $

Sub-Total Miscellaneous $ E.6

Other $ E.7

Fixed expenses per person $ E.8
=(E3+E4+E5+E.6+E.7)xN.9

Total expenses per person (“incl. meal”) $ E.9
=E.1+E2+E.S8

Total expenses per person (“conf. only”) $ E.10
=E2+E.S8

Total expenses (“incl. meal”) $ E.11
=E9XxNA4

Total expenses (“conf. only”) $ E.12
=E.10x N.8

Total expenses $ E.13
=E.11+E.12

Notes:

[A] Inall expense quotes, please include all taxes and gratuities.

[B] When planning a meal, keep the price reasonable; e.g., try for under $15 per person (taxes and gratuities
included).

[C] Keep your meeting refreshments costs low; e.g., try for under $2 per person (taxes and gratuitiesincluded). This
amount may be alittle higher (say $5 per person) if you are not planning any meal.

[D] Often you might take speakers out for aluncheon or breakfast before an S-PAC (if breakfast or lunch are not
part of the S-PAC dready) or maybe dinner after an S-PAC (if the SSPAC did not include dinner). Do not count
mealsthat are part of the S-PAC.

[E] Try to get the lecture hall and A/V equipment at no charge from the University.

[F] Try to get companies to donate the door prizes; e.g., acalculator or gift certificate. Y ou might also be ableto
get other miscellaneous items donated, such as printing.

[G] Do not list contributed items as expenses; for example, if acompany donates a $100 gift certificate as a door
prize, do not list the door prize as an expense.
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Page5 of 7

Item Description Totals
School:
$
Department
Faculty $
$
Student Gover nment
Other $
$ 1.1
|EEE (not including RAB):
$
Region (name )
Other |EEE (name ) $
[note A] $ 1.2
[note B] $ 1.3
$ 1.4
=11 1.2+
Total Income per person (“meal incl.”) $ 1.5
xE.1ll E.13)+
Total Income per person (“conf. only”) $ 1.6
xE.12 E.13)+
Notes:
[A] ut available funding from |EEE entities. Y ou should contact your local Section for

Section funding. Contact your Regional SAC Chair for Regional funding. Please indicate the name of the
[B] Do NOT list non-cash donations as income. Only list cash that is provided for you to spend as necessary. For
you can't spend it!).

Section 5. Cost Analysis

Total Cost per person (“meal incl.”) $ C1l
Total Cost per person (“ conf. only”) $ C2
Total Cost $ C.3

XxN.4) +(C.2 N.8)

Usethe Cost per person (C.1, C.2) to help you determineticket prices.
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Section 6. Ticket Revenue Analysis Page6 of 7

Item Description Subtotals Totals
|EEE Student Member Revenue [note A]

Meal Incl. N.1x $ = $

Conf.Only N.5x $ = $

Sub-Total $ R.1
New | EEE Student Member Revenue [note B]

Meal Incl. N.2x $ = $

Conf.Only N.6x $ = $

Sub-Total $ R.2

Non-Member Revenue[note C]
Meal Incl. N.3x $
Conf.Only N.7x $
Sub-Total $ R.3

RAB Subsidy Request

|EEE Student Members (“meal incl.”)

First 100 attendees (upto$4/p)  $
Next 100 attendees(upto $2/p)  $
|EEE Student Members (“conf. only”)
First 100 attendees (upto$2/p)  $
Next 100 attendees(upto$1/p)  $

New | EEE Student Members (“meal incl.”)
First 50 attendees (up to $8/p) $
Next 50 attendees (up to $4/p) $

New | EEE Student Members (“ conf. only”)
First 50 attendees (up to $4/p) $
Next 50 attendees (up to $2/p) $

Sub-Total [note D] $ = R4

@~ B

Total Revenue (including RAB Subsidy) $ R.5
=R1+R2+R3+RA4
(Thisshould equal Total Cost, C.3)

Notes:

[A] There must be adifferential between |EEE Student Member prices and Non-member prices. The RAB Subsidy
is designed to support |EEE Student Members only. As a guess, for IEEE Student Members try $6 for meal
incl., or $1 or $2 for conf. only.

[B] Try to plan ticket prices so that New |EEE Student members do not pay, or that they pay the lowest price of
all. The RAB Subsidy is designed to encourage new student member participation.

[C] Non-member prices must at least cover the Cost per person (C.1 or C.2, whichever is appropriate); you might
further enhance your revenue from non-members by rounding up ticket prices; e.g., if cost is $8.25 per person
(“meal incl.”), you could charge $10. The extra money would allow you to charge less for IEEE Student
Members (or new members).

[DJWARNING: YOU MAY NOT USE RAB SUBSIDIESTO MAKE A PROFIT
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Page7 of 7
Expense Estimate:
X N.4)

Total Refreshment Cost (E.2 x $
Pre or Post Conference Meal with Speakers (E.3)

Complimentary Guest Costs (E.4) $
Miscellaneous (E.6) ®
Other (E.7) $
$
Income Estimate:
$
|EEE (do not include RAB Subsidy) (1.2)
Other Cash Income(1.3) $
Ticket Revenue(R.1 R.2+ i
Total
Balance: $
PLEASE NOTE: RAB Subsidy may not be used to create a profit.
Speaker Name: Traveling From: $
Speaker Name: Traveling From: $

Speaker Name: Traveling From:

Total Travel Expense Estimate

Note: RAB normally funds travel for only one Speaker.
If thisis aproblem, please contact RAB/SAC/SPAA Chair or |IEEE Student Services

Date:
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Pagelof 5

I nstitute of Electrical and Electronics Engineers
Student Professional Awareness Conference (S-PAC)
S-PAC Review Form

Please complete the general information below. Failure to provide complete information may sow down processing
of your RAB subsidy.

School Name:

S-PAC Date:

S-PAC Student: Name

Contact
Addr
Te
Fax
E-Mail

Please mail or fax your completed package as soon as possible after your S-PAC date (preferably within 2 weeks).
Y ou are expected to submit it, even if you do not need a RAB subsidy.

Don't forget to mail in your S-PAC feedback sheets!

Previously approved speaker travel expenses should be submitted directly by the speakersto the IEEE
Student Services Coor dinator.

MAIL OR FAX TO:

Mrs. Laura J. Durrett
| EEE Student Services Coordinator
Regional Activities Department
|EEE Service Center
445 Hoes L ane/PO Box 1331
Piscataway, New Jer sey,
U.S.A. 08855-1331
fax. (908) 463-3657
E-Mail. l.durrett@ieee.org
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Page 2 of 5
In this section, where an appraisal isrequested, please use a scale of 1-5 (1 poor, 5 excellent).

Please outline your S-PAC format below.

Appraisal (1-5): Format of Conference?

Organization of Conference?

2. Program Summary

Appraisal Name

(1-5)

Speaker

Speaker

AND

OR

Appraisal?
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Section 2. Comments Page3of 5

1. Highlightsfrom students’ evaluations:

2. In what way was the confer ence useful ?

3. What would you have done differently?

4. Suggestionsto future S-PAC organizers:

Use additional pagesif necessary. If a separate report was also written, then please attach a copy.

NOTE: Your commentson the conference are appreciated. Speaker evaluationsareimportant to the
ongoing success of the S-PAC program.

Prepared By: Date:
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Section 3. Attendance Results Page 4 of 5

Item Description Subtotals Totals
Number of paying attendees“incl. meal”

|EEE Student Members N.1

New | EEE Student Members N.2

Non-lEEE St. members N.3
Sub-Total N.4

Number of paying attendees “ conf. only”

|EEE Student Members N.5
New |EEE Student Members N.6
Non-lEEE St. members N.7

Sub-Total N.8

Total number of paying attendees N.9
=N.4+N.8

Complimentary “incl. meal” N.10

Complimentary “ conf. only” N.11

Total number of complimentary attendees N.12
=N.10 + N.11

Section 4. Expenses

Item Description Subtotals Totals
Meal Cost $ E.1l
Refreshment Cost $ E.2
Pre/Post Conference Meal with Speakers $ E.3
LectureHall and Audio/Video $ E.4
Miscellaneous:
Printing and Programs $
Advertising and Promotion $
Door Prizes $
Sub-Total Miscellaneous $ E.5
Other $ E.6
Total expenses $ E.7

=E1+E2+E3+E4+E5+EG6
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Section 5. Income Page5 of 5

Item Description Subtotals Totals
School:

Branch

Department

Faculty

University

Student Gover nment

Other
Sub-Total for School Income $ 1.1
|EEE (not including RAB):

Section (name )

PACE (name )

Other (name )
Sub-Total for IEEE Income $ 1.2
Other Cash Income (who? how much?)

AR R e i

@ B B

Sub-Total for Other Income $ 1.3
Total Income $ 1.4
=1.1+1.2+1.3

Section 6. Ticket Revenue
Item Description Subtotals Totals
|EEE Student Member Revenue
Meal Incl.N.1 $ =
Conf.Only N5 $ =
Sub-Total $ R.1
New |EEE Student Member Revenue
Meal Incl.N.2 $ =
Conf.OnlyN.6 $ =
Sub-Total $ R.2
Non-Member Revenue
Meal Incl.N.3 $ =
Conf.OnlyN.7 $ =
Sub-Total
RAB Subsidy Request

@ B @~ B

@~ B

R.3
R.4

@~ B

Total Revenue (including RAB Subsidy) $ R.5
=R.1+R2+R3+R4

BALANCE: (Total Revenue+ Total Income) - Total Expenses $
=(R5+1.4)-E7

Previously approved RAB Subsidy fundswill bereleased contingent upon receipt of this completed form
and copies of bills paid and receipts.
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Page 1 of 2

Student Professional Awareness Venture (S-PAVe)

Please complete the general information below.

1. School Name:

2. VentureTitle

3. Time Duration of Venture (from start to end):

PAVefunds: $

6. S Name

$

Addr

Te

Fax
E-Mail

Wewill assumethat the S
Please allow 2-3 weeks for processing.

Submission

Please send your completed package to:

will be our primary contact for this proposal.

Durrett
|EEE Student Services Coordinator

|EEE Service Centre
445 Hoes Lane/P.O. Box 1331

U.SA. 08855-1331

E-Mail: |.durrett@ieee.org
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Page 2 of 2
8. Please summarizeyour venture below.

9. Support List. List names of individuals that are providing letters of support.

Position Name

Branch Counsdllor

Regional S-PAC Coord.
(Regions 1-6 only)

(financial support? Y /N)

(financial support? Y /N)

(financial support? Y /N)

(financial support? Y /N)

10. Proposal Checklist. The following items should be appended to this form:
(1) Your Venture Description and Milestone List
(2) Your Proposed Budget
(3) All letters of support or financial support

11. Signature

S-PAVe Student Contact: Date:
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L OSSARY

IEEE

TAB

SPAC
S-PAVe

RAB/SAC

USAB/SPAC

RSAC

WCC
CcCcC

ECC

s, Inc.

|EEE Technica Activities Board

United States Activities Board

RAB Student Activities Committee
Student Activities Committee

RAB/SAC Subcommittee on Student Professional Awareness Activities

Regional SAC Chair

Regional Student Representative

Cen

Eastern Canada Council
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| EEE Code of Ethics

We, the members of the | EEE,
in recognition of the importance of our
technologies in affecting the quality of life throughout the world, and in accepting a
personal obligation to our profession, its members and the communities we serve, do
hereby commit ourselves to the highest ethical and professional conduct and agree:

1. to accept responsibility in making engineering decisions consistent with the safety,
health, and welfare of the public, and to disclose promptly factors that might
endanger the public or the environment;

2. tovoicereal or perceived conflicts of interest wherever possible, and to disclose
them to affected parties when they do exist;

3. to behonest and realistic in stating claims or estimates based on available data;
4. toregect briberyinall itsforms,

5. to improve the understanding of technology, its appropriate applications, and
potential consequences,

6. to maintain and improve our technical competence and to undertake technological
tasks for others only if qualified by training or experience, or after full disclosure
of pertinent limitations.

7. to seek, accept, and offer honest criticism of technical work, to acknowledge and
correct errors, and to credit properly the contributions of others;

8. totreat fairly all persons regardless of such factors asrace, religion, gender,
disability, age, or national origin;

9. toavoid injuring others, their property, reputation, or employment by false or
malicious action,

10. to assist colleagues and co-workersin their professional development and to
support themin following this code of ethics.
Approved by the |IEEE Board of Directors August
1990
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