Tau e
Beta -~
o

Reportsto
National Headquarters



Membership Reports

Page| Report Deadline Submit | Fall Winter | Spring
Online
5 | Report of Eligibilityfor Within first 5 weeks of Yes
Undergraduate Students term
10 | Report of Eligibilityfor Within first 5 weeks of Yes
Graduate Students / Alumni| term
Eminent Engineers
12 | Report of Election 2 weeks before initiation | Yes
Catalog Cards / Eards; (4 weeks if want keys and No /
Instructions for Delivery of | certificates by initiation | Yes;
Keys and Certificags ceremony) Yes
20 | Report of Final Action Immediately after Yes
Copy of Roll Book initiation No;
Signatures;
Initiation Fees No
Other Reports
Page| Report Deadline for20102011 Submit | Completed
Online
22 | Convention Delegate Travel | By deadlinein informational letter Yes
Plans received over the summer
24 | Top Portionof Convention Start of conventioii October7 No
Credentials
25 [Conventi on Del Bydeadline onform No
Report (2 weeks after convention)
27 | Fall Officer Information Within 3 weeks of the start of the fall | Yes
Update term
29 | Officer Signatures Octoberl5 (or if change in officers) No
31 | Report of Election of Officers | Within 2 weeks after election of new | Yes
officers
33 | Ratification Ballot April 1 (no extensions) No
35 | Financial Report June 1 Yes
37 | IRS Form 99eN 15" day of the fifth month following the Yes
closeoft he chapterés
(October 15 if fiscal year ends May)31
38 | Chapter Survey June 1 Yes
42 | Project Reports June 1 No
44 | Bottom Portion of Convdion | June 1 No
Credentials




Notes on Reporting to Headquarters

1 Reports should be submitted (online reports) or postmarked (paper reports) by the due
date to beonsideredn time.

1 Call Headquarterbefore shipping reports by overnight delivery to chiéclecessary.

1 Headquartersay request that a report be faxed if the timing becomes critfa@&ports
are faxed, originals must still be mailedHeadquartersvithin two weeks.

1 Chapters may obtain an extension freleadquarterfor all reports excedbor the
RatificationBallot. Call Headquarterfor an extension prior to the report deadlink
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 Malil, etc.:
508 Dougherty Engineering Bldg. i 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 21 3 days.

Online Reporting System Website:
http.//www.tbp.org/TIpPELIG



mailto:tbp@tbp.org
mailto:Rebecca@tbp.org
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Report of Eligibility
Junior and Senior Candidates

Due: Within first five weeks of term
Online: Yes

Used:To report top 1/8 of juniors artop 1/5 of seniors who aetigible to become members of
Tau Beta Pi.

Report Location:Fr om t he A Member shi po button, select

Additional Information: The three report€E(igibility, Election, andrinal Action) originate
from this spreadsheet. The names of eligible candidatesthesentered into the online system
shown on pagés or submitted via a spreadsheeteadquartershown on pagé for processing.
Headquartershecks the spreadsheet for compliance @ibnstitution ArticleVIll, section 2If
everything checks okay{eadquartersesponds with an acknowledgment email, and then you
can move onto thBReport ofElection.

Required By: Bylaw V, 5.03(d)(2) & VI, 6.6(a)

Instructions for the Spreadshee((if your chapter uses this)
Curriculumfor all nonmembers must be included.

Current members can be downloaded into the spreadsheet, and then the onesi@tho are
currently eligible can be delete@his is the better way to do it because if the naanekeyedn

by hand and cilyketyey are oa aud memieerstap records, the system will reject
them as memberdNe 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 juniororsenlof. t he mont h and year of
they should use the generic April or M2911 for seniors an@012 for juniors.

Total numbers must be filled infChe system will do the other calculation.
After Headquartershecls everything and transfethe information into the systerthe

President, Chief Advisor, and District Directdl get a message that the report is in draft status.
Everyone gets this message because a tentative date for themigizwow required



Tau s __HELP |

. Tau Beta Pi
_//—_I/ Report of Eligibility

YOU MUSTINCLUDE CURRENT MEMBERS ON YOUR ELIGIBILITY REPORT
Chapter College or University Semester Year
Wyoming Alpha University of Wyoming Spring 2008

This chapter has no report for the indicated reporting period. Check the | Confirm
box to confirm and click on the No Report button to indicate that no report No Report|| No Report

will be submitted. O
Number of. In School Ratio Eligible

Seniors: REE | ofwhich1/5is: 70

Juniors: 159 of which 1/8is. 20

Total Eligible: 90

27 sets of electees’ materials
27 flat Bent castings @ 4.00 each 108.00
0 paperweight Bent castings @ 9.00 each  0.00

Expected Initiation Date (MM/DD/YY)  04/22/2008

To save changes made to this screen, you must click one of the continue buttons below.

[ Continue to Juniors ] [Continue to Senims] [ Eligibility Menu ]

Starting Screen for the Report of Eligibility
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E?ta 77 Tau Beta Pi
. //’ Report of Eligibility

_/_: Spring 2008

Chapter: WY A College or University: University of Wyoming

It is hereby certified that the following students in the above named institution are scholastically
eligible for membership in this chapter of Tau Beta Pi under the provisions of Constitution Art. VI,

Sec. 2.

JUNIORS
Allais, Anthony - 6/2008 - Mechanical engg -

Bowers, Robert - 62009 - Mechanical engg
Burton, Kathryn - 6/2009 - Mechanical engg
Hamel, Kendra - 6/2008 - Architectural engg
Hawtk, Mitchell Edward - /2009 - Mechanical engg
Henry, Coleman J. - 5/2009 - Chemical engg
Hitshew, Allysa - 5/2010 - Civil engg

Johnson, Rebecca - 6/2009 - Architectural engg
Jones, Caylee - 6/2009 - Electrical engg

Jording, Alexander - 12/2009 - Architectural engg -

Total Eligible: 20
Number Entered: 20

B-VI, 6.04 states that all students in the top 1/5 of the senior class and the top 1/8 of the junior class must be listed on
this report, even if they fall below the chapter gradepoint deadline. If there are other students with the same GPA as the
last student on the list, ALL students with that GPA MUST be listed. This WILL result in more students being listed. In
curricula eligible for Tau Beta Pi membership there are 349 seniors, 1/5 of which is 70, all of whom are listed above; and
159 juniors, 1/8 of which is 20, all of whom are listed above. The chapter point-ratio deadline, if any, is marked on the
list. We expect to elect 20 persons from this list of scholastically eligible candidates. Please send:

m

27 sets of electees’ materials Electees’ materials and castings will be
27 flat Bent castings @ 4.00 each sent only if specifically ordered here.
0 paperweight Bent castings @ 9.00 each

| ViewModify ||  Back |

Example of the Report of Eligibility



Tau s __HELP_|
Beta - Tau Beta Pi

Report of Eligibility
Spring 2008

Chapter: WY A College or University: University of Wyoming

It is hereby certified that the following student in the above named institution is scholastically eligible
for membership in this chapter of Tau Beta Pi under the provisions of Constitution Art. VIll, Sec. 2.

P
RE
E M
Name Check here if |5 B
FPlease list seperately by olasses; MONTH and PREVIOUSLY |EE
juniors, then seniors, including present members. YEAR of CURRICLILLIM ELECTED but |NR
Flease use alphabetical order. Graduation Civil, Elec., etc. not yet initiated | T
JUNIORS
Last: Allais Jun - Mechanical engg  ~ O
First: Anthony 2009 ~
Title: + Trailer: -
(Enter a dash "-" if no first name)
[ Continue ] [ Back ]

Example of Entering the Report of Eligibility Online



REPORT OF ELIGIBILITY

Ta

Tiwe i iering
Hotwee Sochaty

: ALE —_
: Fall E.E'ta [
ea 2008 : Tau Beta Pi
ot st // 1512 Middle Drive
# Eligible Seniors (Top 1/5): 23 —/—' PO Box 2697
# Eligible Juniors (Top 1/8);] 14 Knoxville, TN 37901-2697
Expect to Elect: 25
of electee Steris 25
at Be asting 1.00 ea 25
Pape ght Be astings @ 8.00 ea 1
. B e = = ==
Name of Eligibles °5 °2 | 52 % ZES
(Alphabetically by Class) S = €5 £ 5 Curriculum 2 BIgE
£ .2 s T == Z—|co
35 |28 | 7 & S =
- (=] (=] o
First N\ame [Last Name 0
John Hangen Senior May 2009 Electrical engg
Charles Weber Seniar May 2009 Ciwl engg
Richard Fontes Junior May 2010 Mechanical engg
Charles Head Junior May 2010 Civil engg
Sungmin Kim Junior May 2010 Mechanical engg
Austin Klooster Junior May 2010 Mechanical engg
John Maher Junior May 2010 Mechanical engg
Harun Perez Junior May 2010 Mechanical engg
Stephen Roberts Junior May 2010 Computer engg
Alexander Scruggs Junior May 2010 Mechanical engg
Seiichi Sugawara Junior May 2010 Electrical engg
Daniel Terry Junior May 2010 Civil engg
Jeffrey Wheeler Junior May 2010 Computer engg
Carmen Zirlott Junior May 2010 Mechanical engg
First Name:

Enter the eligible

members first

name (up to 25

characters).

Example of the Report of Eligibility Spreadsheet




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/Sectiankility. pdf)

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

Additional Information: The three report€E(igibility, Election, andrinal Action) originate
from this form. The names of eligible candidasee entered on the papport ofEligibility
and sent tddeadquarterfor processingHeadquartershecks the report for compliance with
Constitution ArticleVIll, sections 3 through. Tf everything checks okayeadquartersploads
the names into thenline system, and tiiReports of Election andifial Action are completed
online.

Required By: Bylaw V, 5.03(d)(2) & VI, 6.6(a)

10


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

o weeka beore i section. THE TAU BETA Pl ASSOCIATION
REPORT OF ELIGIBILITY

(For Graduate Student, Alumnus, and Eminent Engineer Candidates)

Chapter College or University

The following graduste student, alumnus, and eminent enginesr candidates are being considersd for 2lection to membsrship in this chapter of Tau Beta Pi. The Advisory Board
cartifies that they are worthy of membership in the Associafion and will approwve their election if they are judged =ligible under Constitution Art. VI, S=c. 3, 4, 5, or 8 Listed is the
Sechion and Subsection under which this chapier wishes o elect 2ach candidate. (Refer to the Constitution for exact subsection.) Attach the: 1) class rank statement or lether of
recommendation and cerbification that at least 50% of the degres requirement has been completed for 2ach graduate student (Sec. 3); 2) class rank statement and professional
engneerng record for alumni (Secs. 4 or 5) professional engineering record for eminent engineers (S=c. §).

NAME

Sec. 3, Grad. s Sec. 4, Alum. ; Sec. 5 Alum. L

.6, Em.Eng.___
For Sec. 3if, and only if, class rank is unavailable: | recommend for membership in Tau Beta

Pi and certify that the student above has completed at least half of the required course work
including research.

Student's Primary Advisor's Signature
Educational Background:

College Graduation
Institution(s) Dedgree(s) Majar(s) Date(s)
NAME
Sec. 3, Grad___ co 4, Alum._ c Sec. 5Alum__ - Sec 6, Em Eng__

For Sec. 31if, and only If, class rank is unavailable: | recommend for membership in Tau Beta
Pi and certify that the student above has completed at least half of the required course work
including research.

Student's Frimary Advisor's Signature
Educational Background:

College Graduation
Institution(s) Degree(s) Majar(s) Data(s)
NAME
Sec. 3, Grad__ ;Sec. 4 Alum__ : Sec S5Alum__ - Sec 6 Em_ Eng.__

For Sec. 31if, and only If, class rank is unavailable: | recommend for membership in Tau Beta
Pi and certify that the student above has completed at least half of the required course work
including research.

Student's Primary Advisor's Signature

Educational Background:
g Graduation

Data(s)

College

Institution(s) Degree(s) Major(s)

INSTRUCTIONS:

1. Complete ALL information.

2. Aftach required documentation described
below.

3. Mail to Headquarters before election of
members.

4. The reports must be received al least 2
weeks prior to initiation, or it will not be
processed.

5. All educational background and current
degree information must be included.

Eligibility report will NOT be processed unless
educational background is included {including
degree in process if a grad student).

REQUIRED DOCUMENTATION:
Graduate Student (Section 3)

1. Class rank statement showing top 175
standing and

2. Letter from primary advisor stating student
has completed at least half of course work
including research.

If, and only if, class rank statement cannot
e obtained, a letter of recommendation
from the student's primary advisor may be
used. (Primary advisor's signature meets
this requirement.)

Alumnus (Sections 4 & §)

1. Class rank statement showing top 175
standing and

2. Professional engineering record (résumé).

Eminent Engineer {Section 6)

1. Professional engineering record (résumé or
vitag).

Notes: This report, properly & completely filled out with attachments, provides all the eligibility data required by Bylaw VI, Sec. 6.04(a) and

Constitution Art. VI, Sec. 3 for graduate students, and Sec. 7 for alumni and eminent engineers.
Complete and =ign this report and refurn with attachments as soon as possible for permission to held election. Initiation approval cannot be given nor keys
and certificates ordered until the Report of Election is submitted online and Catalog Cards are received.

Signatures:
Chief Advisor Secretary
President Date

11



Report of Election, Catalog Cards, ECards, and
Instructions for Delivery of Keys and Certificates

Due: No later thartwo weeks before initiation, and four weeks if delivery is desired in time for
the initiation ceremony

Online: Yes (originalCatalogCards still need to be filled out and mailed)

Used: The Report ofElection is used to report the results of electiore ChtalogCards 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 (Eeards) ag used to verify the information on the cards mailed to
Headquarters.

Report Location:Fr om t he AMember shipo button, select
Additional Information:

*** |nitiation approval, prior to holding the ceremony, is required by the Constitution***

and ensures uniform application of eligibility standaisample approval email appears on

pagel9. Keys and certificates will not be sent until the origi@atalogCards are received in

the mail. Most schoolsindicat del i very of keys and certificeé
office.

Two CatalogCards must be filled out by each electee. One card is sent to Headquarters, while
the other is retained foryo@h apt er 6 s recor ds. A dat. unradditian a n d
to the hard copy cards, ti@hapter must entereatalog cards online.

Note for initiation: I f y o u knovwaandbhave your mitlates h e r
sign a sheet of paper.

Required By: Bylaw V, 5.03(d)(3) & VI, 6.6(b)

12



Tau s
Efta . 7 Tau Beta Pi

Report of Election
(WY A)

Chapter College or University | Semester | Year
Wyoming Alpha | University of Wyoming | Spring | 2008
Number of. In School Ratio Eligible

Seniors: 349  of which 1/5 is: 70
Juniars: 159  of which 1/8 is: 20
Total Eligible: a0

Graduate Student Eligible: 3

21 sets of electees’ materials
27 flat Bent castings @ 4.00 each 108.00
0 paperweight Bent castings @ 9.00 each 0.00

Continue fo Juniors ] [Cominue to Seniors] [ Continue to Others ] [ Election Menu

Starting Screen for the Report of Election
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Beta Tau Beta Pi

Pi

o/ -
Report of Election

// (WY A)

—/—’ Spring 2008

| HELP I

Chapter: WY A

College or University: University of Wyoming

It is hereby certified that the following students in the above named institution are scholastically eligible for membership
in this chapter of Tau Bet Pi under the provisions of Constitution Art. VI, Sec. 2. Please order keys and cerificates for

those who have been elected and have accepted election.

P M E
Name i c
PREVWIOUSLY |S B Cc
FPlease list seperately by classes; juniors, then seniors, ELECTED EE |REJECTED | T
including present members. butnotyet |NR Select E |ACCEPTED | REFUSED
Flease use slphabetical order. initiated T Reason o ELECTION | ELECTION
JUNIORS
Allais, Anthony Y
Bowers, Robert Y
Burton, Kathryn A2 ~ |0 ] [
Hamel, Kendra Y
Hawk, Mitchell Edward - [
Henry, Coleman J. - [
Hitshew, Allysa - [
Johnson, Rebecca Y
Jones, Caylee Y
Jording, Alexander - [l
Morrison, Andrew Allan - [l
Nachtigal, Max Donald - [l
Peterson, Alexandra Lee - [l
Rasmussen, Ryan Wyatt - [l
Reed, Titus Y

Example of the Report of Election

14



Help Screen for the Report of Election
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