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Every student chapter will be required to leave the

following documents to the next year's executive committee

· Minutes

· ALL of the chapter's minutes will serve as a guide to how keep organized

· Also include the Template Meeting Minutes Documents

· E-mails

· A document with all the professional e-mails that have been sent on behalf of IEEE

· Agenda

· A tentative agenda for the upcoming chapter to follow

· Everything Else

· This document will include tips/advices on how to run the branch.

· Written/Edited by the past USF Student Branch FOR the next USF Student Brnach

· Annual Budget

· A copy of the annual budget submitted to SG will be of great help

· Alcohol Policy

· Used for Senior Banquet

· Constitution

· For record keeping, a constitution must be officially passed down to the next years' EXCOMM

· Executive Committee Positions

E-MAILS

SUBJECT: IEEE SPAC Conference Spring 2011


WHO: ALL MAJORS are invited!

WHAT: IEEE USF Spring 2011 Student Professional Awareness Conference (S-PAC)

WHERE: Marshall Student Center, Room 3707

WHEN: 11:30 a.m. - 2:00 p.m. on Wednesday, April 6th

The S-PAC is an annual conference held by the Institute of Electrical and Electronics Engineers (IEEE) USF Student Chapter. It is an opportunity for students to explore the non-technical aspects of a career in engineering, along with other topics that students from all majors might find useful. This year we will have three speakers covering similar topics:

Dr. Richard Pollenz - GRADUATE SCHOOL: HOW DO I GET THERE?


Associate Dean of the Graduate School, 
University of South Florida

· Dr. Jim Anderson - THE PATHS OF AN UNDERGRAD


Sr. Manager, Verizon Business

· Vishnu Pandey, MS - PROFESSIONAL SOCIETIES AND PROFESSIONAL SOCCER


Senior Unix Administrator, Philips 
Lifeline

There is no cost to attend and there will be FREE LUNCH (pizza, sandwiches, chips, and drinks) provided! Please register online at http://ieee-ee.eng.usf.edu so we will have enough food for everyone.

Thank you and we look forward to seeing you there!!!

Victor Basantes

Vice-Chair, IEEE USF Student Chapter

vbasante@mail.usf.edu

SUBJECT: IEEE USF Joint Meeting

Hello Everyone!

My name is Victor Basantes and I am the IEEE USF 2010 Vice-President.

We want to invite EVERYONE to come join us this Thursday, October 28th from 5pm-6pm in ENB 313 for our first Joint Meeting of the semester.

This will be a great opportunity for you to network with members of IEEE-CS, ACM and LogikLabs and be informed of their upcoming projects and events.

The speaker for the day will be Dr. Palmer, and he will be covering various aspects of the field of robotics. 

Food and refreshments will be served. Please come support your IEEE Student Chapter!!!

Hope to see you there!

Victor Basantes

Vice-Chair, IEEE USF Student Chapter

vbasante@mail.usf.edu
SUBJECT: IEEE General Meeting TOMORROW!

Hey Everyone,

The IEEE Student Branch is going to hold a general meeting TOMORROW!

What: IEEE Student Branch General Meeting

Who: All Members and Interested Students

When: Thursday, Feb 4th 5:00PM

Where: CUTR Room 102

We will have a representative from the IEEE Power and Energy Society there to promote student attendance at the Transmission and Distribution Conference and Expo. We will also be discussing our plans for the semester, preferred meeting times, and how you can get more involved in the student branch, among other things.

Thanks,

Alexander J. Dunbar

Chair - IEEE Student Branch

University of South Florida

AlexDunbar@ieee.org
SUBJECT: IEEE Senior Banquet Flyer

Irene,

The IEEE student branch has been preparing for the banquet. We have reserved the room, setup the invoice with Aramark, and have designed a flyer to send to the graduating seniors and faculty.

Could you please send the attached flyer to the graduating seniors, and staff?

Thank you so much,

Victor Basantes
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A chapter tradition with food,
music and an open bar®
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Date: Friday, April 22nd, 2011%
Time: 6:00pm - 8:00pm

Graduatingb Seniors FREE
Additional guests $15





SUBJECT: IEEE- USF SPAC details

Dear SPAC Speakers,

First, I would like to offer you my sincerest gratitude for participating in this year's SPAC. We truly appreciate the time and knowledge that you are giving to our students.


This is our description for the SPAC 2011:


"SPAC is our Student Professional Awareness Conference. This is our annual event where we have various speakers come in and educate our students who are all not necessarily engineers, on professional and non-technical issues. The event will focus on informing students about the process of applying to graduate school, deciding on a career after graduation and the importance of professional societies in professional education."


The event will take place on Wednesday, April 6th in the Marschall Student Center (MSC 3707) from 11:30 a.m. to 2:00 p.m.

I also wanted to remind you that we will be providing the equipment necessary for the presentations. You could bring a flash drive/laptop with your presentation, we would also appreciate if you could send your file in advance to have a copy in case we have any technical difficulties.

The agenda, along with the speakers and their topics, is as follow:

11:30pm to 12:00pm - Introduction/Social-Lunch.

12:00pm to 12:40pm - Dr. Richard Pollenz, Desmitifying graduate school

12:40pm to 1:20pm - Vishnu Pandey, MS, Professional societies and professional soccer

1:20pm to 2:00pm - Dr James Anderson, The paths of an undergrad

Directions to get to campus and a visitor map are attached to this e-mail.

More information is available on the IEEE website at http://ieee-ee.eng.usf.edu. Any questions feel free to contact me either by e-mail or phone (813-384-1189)

Thank you in advance for being a part of the event,

Alexandra Oliveros

Doctoral Candidate – USF SiC Group 

EVERYTHING 

ELSE

First Week of the Fall Semester Checklist

· Agenda

· All student branches will be required to leave a tentative agenda for next academic year's officers.

· Use it and modify it as you see fit. This is just an idea of the events you can have. Be innovative!

· Accountable User Form

· This is a form you need to fill for SG to have access to request rooms.

· HYPE Form

· Student Organizations are given many different printing services for FREE

· Posters

· Banners

· Balloons

· Buttons

· Copies

· Services offered through HYPE are great. Use them for your printing needs.

· Reserve ALL rooms

· Don't wait two weeks before the event. This is a very, very bad idea! Look under “Room Reservations”

· Treasurer

· In order for you to order food, your treasurer needs to have read the Treasurer Handbook provided by Student Government.

· Treasurer also needs to take an exam in order to put in Purchase Orders. 

· IEEE Student Branch Reports

· Report all new officers into the IEEE system

· Report all planned branch activities

· This is a very important step for all officers to get national recognition on their memberships

Most Important Resources:

· FWCS (Florida West Coast Section)

· MAKE SURE that you have a strong connection with everyone in the FWCS. They are critical to your success as a Student Branch 

· Send at least two representatives to all the monthly FWCS EXCOMM meetings

· Note: EXCOMM stands for Executive Committee.

· Website: http://ewh.ieee.org/r3/floridawc/cms/
· Electrical Engineering Department

· Without the support of the E.E. Department, it would be almost impossible to go through all the events that we hold.

· Make sure to always keep in touch, and don't be afraid to ask questions. They have been working there for many years and can be a great resource to figure out any last-minute questions

Marketing:

· Allow yourself at least 3 weeks to start marketing the event. This is crucial to your event's success

· ProGo is a service offered by USF Student Government to help student organizations advertise for their events. 

· It is available at: http://msc.usf.edu/progo/
· Advertises your event through:

· Note-a-Bull Newsletter

· Student Events e-calendar

· Weekends@USF E-calendar

· USF Calendar of Events

· Community E-calendars

· MSC Digital Screens

· Flyers are a great way to advertise. 

· Post them around the Engineering building.

· In order for you to put up flyerd around the building, you need a permission stamp. Get it from the Administrative Office

· A-Board/Easel

· This is a great way to advertise for your event in the fishbowl

· Classes

· Ask all officers to ask their teachers if they can announce the event at the beginning of the class

· This WILL attract some of your classmates and will make your event more successful

· Electrical Engineering Department E-mail

· Remember that IEEE answers directly to the Engineering Department. This being, they are more than glad to send e-mails to the entire department, both faculty and students, about our events.

· College of Engineering E-mail/Blackboard Announcement

· Another great way to advertise is to send an e-mail to the entire College of Engineering

· If you go ask the Advising Office, you will find out who sends those e-mail

Room Reservations:

· Make sure to have ALL rooms confirmed by the first week of the semester

· The system used to reserve the rooms is called Virtual EMS

· Available at: http://msc.usf.edu/VirtualEMS/
· You need an account to reserve rooms.

· Request one as soon as the semester starts

· For events with food, you must go through an Event Review 

· Once you send a reservation, an EMS representative will contact you

· Schedule an appointment with him.

· Your appointment needs to be at least 2 weeks before the event

· For any questions about the room reservations, go to the 4th Floor of the Marshall Student Center.

IEEE FWCS/USF Mentorship Program

Purpose: To increase student involvement by providing students the opportunity to create a professional relationship with a member of the IEEE Florida West Coast Section

Demand: Students need a reason to be engaged in the Student Branch. This will inspire them to see how professional engineers have benefited from IEEE

Procedure:

· A database will be created of volunteer FWCS members that wish to participate in this program

· Up to 3 students will be paired with a mentor working in their field of interest.

· There must be at least 1 monthly meeting from each group (3 meetings a semester)

· Meeting time/location will be arranged by the mentor and his students.

· All meetings will be recorded by the Student Branch

IEEE CONSTITUTION

INSTITUTE OF ELECTRICAL AND ELECTRONICS ENGINEERS AT USF

· Name

· This organization shall be called the Institute of Electrical and Electronics Engineers at USF.

· This organization shall also be referred to as IEEE or IEEE Student Branch.

· Purpose

· The purpose of this organization shall be the dissemination of knowledge of the theory and practice of all aspects of electrical, electronic, and allied branches of engineering or the related arts and sciences as well as the professional development of the students.

· IEEE at USF is affiliated with the national IEEE association, but does not hold the national organization’s Bylaws and Constitution above its own local Bylaws and Constitution.

· Membership

· Membership shall consist of any USF student interested in any aspect of electrical engineering.

· An active member is any member that attends three consecutive meetings.

· 100% of active membership must be USF Students.  Associate membership may be granted to non-students under special circumstances.  These associate members shall not be given the rights and privileges of active USF students.

· The Student Branch of the IEEE shall not deny or withhold membership to any enrolled student at USF.

· A member shall remain a member from the moment they join until they are no longer a USF student.  They need not renew their membership in the IEEE Student Branch as long as they are still a USF student.  All non-students shall be terminated from IEEE at USF immediately following their classification as a non-student.

· Members who violate the IEEE at USF Constitution and/or USF rules and policies including the Student Handbook shall be considered for removal or impeachment.

· Removal of any member shall take place as described in Section XVI of this Constitution.

· All members that are active USF students shall have voting rights; non-USF-students may not have voting rights.

· Dues

· The Student Branch of the Institute of Electrical and Electronics Engineers shall not collect or levy any dues to active, non-active, or associate members.

· Quorum

· A quorum for the purpose of conducting business at a meeting shall consist of fifty percent plus one of the voting members present at the meeting.

· Officers

· The officers of the Branch, at minimum, shall consist of a Chairperson, a Vice-Chairperson, Treasurer, and a Secretary.

· All officers shall term of office of one academic year, at which time an election will be held in which they can run for any position, including the officer position previously held by them.

· Duties of Officers

· The Chairperson shall preside at all meetings of the Branch.  He/she shall perform executive duties and organize all the events.  He/she shall also assume all other executive duties not otherwise delegated.

· The Vice-Chairperson shall perform all functions of the Chairpersons in the latter’s absence or at the Chairperson’s request.

· The Secretary shall keep a record of all activities of the Branch including a record of the names of members in attendance at the meetings.  The Secretary shall carry on all other communications necessary to the activities of the Branch.

· The Treasurer shall receive all money, and pay all debts of the Branch authorized by the Executive Council, and shall keep an exact account of all receipts and expenditures.

· A complete annual report shall be submitted by the Chairperson and the Treasurer at the last regular meeting of the year and be certified by the Branch Advisor.

· Additional Officers may be created by the Executive Council to service the needs of the Organization.  The duties and titles of these Officers will be created and established in organizational bylaws.

· Election of Officers

· To be eligible for office, a candidate must be a member of IEEE at USF and must carry at least 50% of a normal full-time academic program as a registered undergraduate or graduate student, and must maintain a minimum 2.2 overall G.P.A.

· Election of Officers for the following year shall be held no later than the last meeting of the current year.

· Vacancies in any office shall be filed by majority vote of the Executive Council.  Any officer so appointed shall serve until the next annual election meeting.

· The term of Office shall ordinarily be one academic year.

· A special meeting for the election of officers shall take place at least one week, if not earlier, before the end of the term of the current officers.  This meeting shall be publicized to all IEEE at USF members and those interested at least one week before the meeting takes place.  

· Officers shall be elected by majority vote of quorum at the special meeting for the election of officer.

· Removal of Officers

· Any person who is an active member in good standing of the IEEE at USF may petition for the removal of any officer.  An officer shall be considered for removal for reasons including, but not limited to neglect of duties, irresponsibility, violation of this Constitution, and/or violation of the USF Student Handbook.  The removal of an officer shall take place as described in Section XVI of this Constitution.

· Student Organization Advisor(s)

· Advisor(s) must be College of Engineering Professors at USF, shall be approved by the Executive Council, and can be recommended by any IEEE at USF member, USF professor, or USF student.

· The minimum number of advisors shall be one and the maximum number of advisors shall be three.

· Advisors will not have voting rights, but can express their opinion in order to guide the student branch in a manor in accordance with this Constitution.  Their purpose is to provide direction and continuity to the Executive Council regarding departmental issues, USF policies, and the student branch as a whole.

· Executive Council

· The management of the affairs of the Branch shall be in the hands of the Executive Council, consisting of the duly elected Officers of the Branch and the Branch Advisor.  The Chairperson of the Branch shall be the Chairperson for the Executive Council.

· The executive Council shall be the governing body of the Branch and shall transact all business it deems advisable.

· Meetings

· The branch shall hold regular and special meetings at such places and times as designated by the Executive Council.

· A general meeting shall consist of all officers and members of IEEE at USF and shall take place a minimum of two times a year, excluding the elections meeting.

· Executive Council meetings shall take place a minimum of three times a year.

· Notice of all meetings and activities must be given one week in advance of that meeting or activity by posting or displaying such notices in a reasonably conspicuous manner.

· The Executive Council has the right to call special or more frequent meetings at their discretion provided that they give notice at least one week in advance of the meeting if a general meeting is being called.

· An officer transition meeting shall take place no later than 2 weeks following the election of new officers.

· Rules of Order

· Any rules or procedures, which are not addressed in this Constitution or its associated Bylaws, shall be followed as stated in the current edition of Robert’s Rules of Order.

· Amendments

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

· The Constitution may be amended by a two-thirds vote of active members of the Branch present, providing the amendment shall have been proposed and publicized at least one week prior to the vote.

· Amendments and revisions to the constitution must be reviewed by the Center of Student Involvement once adopted by the organization.

· Anti-Hazing Clause

· This organization prohibits its members, both individually and collectively from committing any acts of hazing as defined herein: 

· “Hazing" as defined by §1006.63, Florida Statutes, means any action or situation that recklessly or intentionally endangers the mental or physical health or safety of a student for purposes including, but not limited to, initiation or admission into or affiliation with any organization operating under the sanction of a postsecondary institution, regardless of a person’s willingness to participate. 

· "Hazing" includes, but is not limited to, pressuring or coercing the student into violating state or federal law; any brutality of a physical nature, such as whipping, beating, branding, exposure to the elements, forced consumption of any food, liquor, drug, or other substance; or other forced physical activity that could adversely affect the physical health or safety of the student; and also includes any activity that would subject the student to extreme mental stress, such as sleep deprivation, forced exclusion from social contact, forced conduct that could result in extreme embarrassment, or other forced activity that could adversely affect the mental health or dignity of the student. 

· Hazing does not include customary athletic events or other similar contests or competitions or any activity or conduct that furthers a legal and legitimate objective.

· In addition to Florida Statutes §1006.63, hazing as defined by the USF system also includes, but is not limited to, the forced use of alcohol; morally degrading or humiliating games and activities; physical and psychological shocks; deception; verbal abuse; personal servitude; kidnapping; deprivation of privileges granted to others in the organization by use of force or duress; and any other activities which are contrary to academic achievement, the stated purpose of the local and/or (inter)national organization, and/or the mission, policies or regulations of the USF system or applicable state law.”

· Impeachment

· Any Officer or Executive of any committee may be removed by a two-thirds vote of all IEEE at USF members voting in a special recall vote.

· A petition by one-fifth of all active members of the student branch, approved by the Advisor, will cause a special recall vote for the purpose of removing an officer or executive at the next regular or special meeting after one week of notice to the members.

· Organization Agreement

· Organization agrees to abide by Florida State Statute #1006.63 regarding hazing. Furthermore, agrees to abide by all Office of Student Organizations policies as outlined in the student handbook, to check the organization’s mailbox regularly, to communicate via email upon request, and to update the organization’s records whenever there is a change.

Agenda 

2011 - 2012

FALL 2011



1st General Body Meeting - What is IEEE?


Thursday, September 1st


Speaker - FWCS Jim Howard



Topic: Introduction to the organization, and its benefits




IEEE USF Mentorship Program



 JOINT MEETING with IEEE-CS



2011 SPAW - Soft Skills





Wednesday, September 14th



Networking for the Career You Want

Research shows that first impressions not only count but they are very hard to change. Make sure you are consistently and carefully creating the image you want to be known by within your organization. This session will focus on learning how to create a more powerful and positive first impression, defining and communicating your “elevator” speech, controlling what you can in how others perceive you and tips for practicing your networking skills.   



Personal Positioning for Engineers

An overview of career options that will be available in the 21st century. Your success will be determined by your ability to position yourself to take advantage of opportunity.   



Interviewing Skills For Engineers


2nd General Body Meeting





Thursday, September 29th


Topic: SouthEastCon 2012 





Fall 2011 Picnic






Saturday, October 15th



3rd General Body Meeting





Thursday, October 27th


Topic: Something Technical?


PI Your Professor






Wednesday, November 9th



4th General Body Meeting





Friday, November 25th



Topic: Engineering EXPO 2012


Conference/Trip 






Monday, December 12th

SPRING 2012


4th General Body Meeting





Thursday, January 26th




2012 SPAC - Career Growth




Wednesday, February 8th 



Engineering EXPO 






Friday, February 18th  TBA


5th General Body Meeting





Thursday, March 1st



Conference/Trip (SouthEastCon 2012)             
Thursday, March 15th- Sunday 18th


5th General Body Meeting





Thursday, March 29th 


Spring 2012 Picnic






Saturday, April 14th 



Senior Banquet/STEP with GOLD




Friday, April 20th


Year-Round Programs:


IEEE Competitions



Hardware Competitions



Software Competitions


IEEE FWCS/USF Mentorship Program




Monster Session

Executive Committee Positions


IEEE USF Executive Committee Positions


Chair:

As the Executive Officer of the Branch, the Chair is the key to effective student leadership. As Chair, 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. The Chair should take every opportunity to promote the benefits of IEEE membership to fellow students. Some specific duties of the Branch Chair include:

· Preside at all meetings of the Branch.

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

· Appoint Program, Publicity and Membership committee Chairs promptly.

· Prepare the necessary reports for IEEE Student Services:

- Annual Plan - 1 November

- Annual Report - 1 May

- As elections are held, new officers should be reported online (view online reporting site)

· Arrange for the election of new Officers annually.

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

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

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


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:

· Chair the Program and Membership Committees.

· Organize field trips or special events beyond regular program efforts.

· Arrange for refreshments at Branch meetings.

· Assist the Chair in following up on assigned committee responsibilities.

· Perform all functions of Chair in the latter's absence or upon request.


Secretary: 

As many Student Branches have been around for many years, it is easy to waste time and effort on projects previously proven unsuccessful, when accurate and informative records are not kept. For this reason, the Secretary has an important and exacting task. For a larger 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 duties include:

· Report new officers online as elections are held.

· Keep detailed records of each Branch meeting.

· Maintain the Branch membership roster and committee assignments on the Branch web site.

· Be responsible for all Branch correspondence.

· Post a calendar of events.

· Assist the Chair to ensure that Branch activities are conducted under the provisions of the current Branch Constitution and Bylaws.

· Arrange for an orderly transfer of all Branch records to the incoming Secretary.


Treasurer:

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

Read all the documents provided by Student Government and get access to the system

Fill out PO's to fund all of the Branch's events

Maintain the appropriate Branch accounts. Your bank account should be an interest bearing requiring two signatures, the faculty counselor should always be one of those signatures.

Prepare an annual budget for inclusion in the Annual Plan of Activities report.

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

Oversee all fundraising efforts.

Arrange for an orderly transfer of all Branch financial records to the incoming Treasurer.

Marketing Chair: 

The Marketing Chair is among one of the most valuable roles in the Student Branch. Duties include:

1. Send e-mails to the Student Branch and the College of Engineering to advertise the Branch's events

2. Keep a list of all the students that attend the events

3. Take photos at all events 

4. Maintain a Facebook page, and keeping it updated.

5. Organize officers to visit different classes to increase student membership

Graphics Administrator:

This position is one of the most straightforward positions in the chapter. Responsible for:

1. Designing flyers and any other marketing material needed for the organization's events

2. Design a design for the Branch's yearly t-shirts

3. Design an IEEE USF Student Chapter logo

4. Communicate with the Marketing Chair to provide all these materials

SPAC/SPAW Chair:

The SPAC/SPAW Chair's is responsible for working throughout the academic year to organize two events: 

· Student Professional Awareness Conference

· Student Professional Awareness Workshop

This position includes responsibilities such as:

1. Filling out paperwork

2. Overseeing the reservation of thee venue and the food 

3. Contacting sponsors 

4. Working with the Chair and Vice-Chair to coordinate all activities.

EXPO Chair:

The EXPO Chair is responsible for working thorough the academic year to organize our annual participation at the USF Engineering Expo. This includes, but it is not limited to:

1. Contacting Laser Show sponsors

2. Coordinating an agenda and schedule for the event

3. Being the MC throughout the entire two days

Freshmen Liaison Chair

This officer will be in charge of encouraging freshmen to be involved in the Student Branch. Main duties include:

1. Attend freshmen classes such as Physics, or Circuits I to promote IEEE

2. Participate in ALL Monster Sessions done by the College of Engineering
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