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Membership Reports  
Page Report Deadline Submit 

Online 

Fall Winter  Spring 

5 Report of Eligibility for 

Undergraduate Students 

Within first 5 weeks of 

term 

Yes    

10 Report of Eligibility for 

Graduate Students / Alumni / 

Eminent Engineers 

Within first 5 weeks of 

term 

Yes    

12 Report of Election; 

Catalog Cards / E-Cards; 

Instructions for Delivery of 

Keys and Certificates 

2 weeks before initiation 

(4 weeks if want keys and 

certificates by initiation 

ceremony) 

Yes; 

No / 

Yes; 

Yes 

   

20 Report of Final Action; 

Copy of Roll Book 

Signatures; 

Initiation Fees 

Immediately after 

initiation 

Yes; 

No; 

 

No 

   

Other Reports  
Page Report Deadline for 2010-2011 Submit 

Online 

Completed 

22 Convention Delegate Travel 

Plans 

By deadline in informational letter 

received over the summer 

Yes  

24 Top Portion of Convention 

Credentials 

Start of convention ï October 7 No  

25 Convention Delegateôs Expense 

Report 

By deadline on form 

(2 weeks after convention) 

No  

27 Fall Officer Information 

Update 

Within 3 weeks of the start of the fall 

term 

Yes  

29 Officer Signatures October 15 (or if change in officers) No  

31 Report of Election of Officers Within 2 weeks after election of new 

officers 

Yes  

33 Ratification Ballot April 1 (no extensions) No  

35 Financial Report June 1 Yes  

37 IRS Form 990-N 15
th
 day of the fifth month following the 

close of the chapterôs fiscal year 

(October 15 if fiscal year ends May 31) 

Yes  

38 Chapter Survey June 1 Yes  

42 Project Reports June 1 No  

44 Bottom Portion of Convention 

Credentials 

June 1 No  
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Notes on Reporting to Headquarters 
 

¶ Reports should be submitted (online reports) or postmarked (paper reports) by the due 

date to be considered on time. 

¶ Call Headquarters before shipping reports by overnight delivery to check if necessary. 

¶ Headquarters may request that a report be faxed if the timing becomes critical.  If reports 

are faxed, originals must still be mailed to Headquarters within two weeks. 

¶ Chapters may obtain an extension from Headquarters for all reports except for the 

Ratification Ballot.  Call Headquarters for an extension prior to the report deadline ï 1-

800-TAU-BETA. 

 

Contact Information for Headquarters:  

 Phone: 1-800-TAU-BETA 

 Fax: (865) 546-4579  

 Email: tbp@tbp.org (but Rebecca@tbp.org will be faster) 
  

 First Class and Priority Mail (Do not use for express delivery!)  

PO Box 2697  
Knoxville, TN 37901-2697  

 FedEx, UPS, Express Mail, etc.:  

508 Dougherty Engineering Bldg. ï UTK 
1512 Middle Drive 
Knoxville, TN 37996 
 

Notes: 

Do not use PO Box address to send Express Mail via the Postal Service. 

Use the 508 Dougherty address. Using PO Box will delay delivery by as much as 2 ï 3 days. 

 

 

Online Reporting System Website:  
 

http://www.tbp.org/TbpELIG 

mailto:tbp@tbp.org
mailto:Rebecca@tbp.org


 

 
 

 

Membership Reports 



5 

 

Report of Eligibility  
 

Junior and Senior Candidates 

 
Due: Within first five weeks of term 

 

Online: Yes 

 

Used: To report top 1/8 of juniors and top 1/5 of seniors who are eligible to become members of 

Tau Beta Pi.  

 

Report Location: From the ñMembershipò button, select ñEligibilityò. 

 

Additional Information:  The three reports (Eligibility, Election, and Final Action) originate 

from this spreadsheet. The names of eligible candidates are either entered into the online system 

shown on page 6 or submitted via a spreadsheet to Headquarters shown on page 9 for processing. 

Headquarters checks the spreadsheet for compliance with Constitution Article VIII, section 2. If 

everything checks okay, Headquarters responds with an acknowledgment email, and then you 

can move onto the Report of Election. 

 

Required By: Bylaw V, 5.03(d)(2) & VI, 6.05(a) 

 

 

 

Instructions for the Spreadsheet (if your chapter uses this): 

 

Curriculum for all non-members must be included.   

 

Current members can be downloaded into the spreadsheet, and then the ones who are not 

currently eligible can be deleted.  This is the better way to do it because if the names are keyed in 

by hand and they arenôt exactly like they are on our membership records, the system will reject 

them as members.  We had to do that because if there was more than one person with the same 

last name, they were marking the wrong person as a member and the system was accepting it.   

 

Everyone must be designated junior or senior.  If the month and year of graduation arenôt known, 

they should use the generic April or May 2011 for seniors and 2012 for juniors. 

 

Total numbers must be filled in.  The system will do the other calculation. 

 

Af ter Headquarters checks everything and transfers the information into the system, the 

President, Chief Advisor, and District Director all get a message that the report is in draft status.  

Everyone gets this message because a tentative date for the initiation is now required. 
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Report of Eligibility  
 

Graduate Student, Alumnus, and 

Eminent Engineer Candidates 

 
Due: Within first five weeks of term 

 

Online: No (can be downloaded at 

http://www.tbp.org/Chapters/Reports/Paper/SectionEligibility.pdf) 

 

Used: To process reports of eligible graduate student, alumnus, and eminent engineer candidates.  

 

Additional Information:  The three reports (Eligibility, Election, and Final Action) originate 

from this form. The names of eligible candidates are entered on the paper Report of Eligibility 

and sent to Headquarters for processing. Headquarters checks the report for compliance with 

Constitution Article VIII, sections 3 through 7. If everything checks okay, Headquarters uploads 

the names into the online system, and the Reports of Election and Final Action are completed 

online. 

 

Required By: Bylaw V, 5.03(d)(2) & VI, 6.05(a) 

 

 

 

 

http://www.tbp.org/Chapters/Reports/Paper/SectionEligibility.pdf
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Report of Election, Catalog Cards, E-Cards, and 

Instructions for Delivery of Keys and Certificates 

 
Due: No later than two weeks before initiation, and four weeks if delivery is desired in time for 

the initiation ceremony 

 

Online: Yes (original Catalog Cards still need to be filled out and mailed) 

 

Used: The Report of Election is used to report the results of election. The Catalog Cards are used 

to order keys and certificates and to add new members to the national records. The instructions 

for delivery are used to specify when and where (must not be P.O. box) to deliver keys and 

certificates.  Electronic cards (E-cards) are used to verify the information on the cards mailed to 

Headquarters. 

 

Report Location: From the ñMembershipò button, select ñElectionò. 

 

Additional Information:  

 

*** Initiation approval, prior to holding the ceremony, is required by the Constitution ***  
and ensures uniform application of eligibility standards. A sample approval email appears on 

page 19.  Keys and certificates will not be sent until the original Catalog Cards are received in 

the mail.  Most schools indicate delivery of keys and certificates to the chief advisorôs faculty 

office.  

 

Two Catalog Cards must be filled out by each electee.  One card is sent to Headquarters, while 

the other is retained for your Chapterôs records.  Accurate and legible cards are vital.  In addition 

to the hard copy cards, the Chapter must enter e-catalog cards online. 

 

Note for initiation: If you canôt find the roll book, let Headquarters know and have your initiates 

sign a sheet of paper. 

 

Required By: Bylaw V, 5.03(d)(3) & VI, 6.05(b) 
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