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Graduate Event Assistance Request (GEAR) Guidelines
OBJECTIVE

The objective of the Graduate Event Assistance Request (GEAR) is to supplement Chapter events that support the mission of SHPE and within the following graduate membership context:
(1) To foster interaction between graduate students 
(2) To increase avenues for interaction between graduate students and undergraduate students towards a mentorship relationship and discussion on graduate school, research, and/or academics
(3) To encourage interaction between graduate and professional members in the realm of professional development and networking
(4) To promote the involvement of faculty members and members of the scientific community with SHPE
GEAR FUNDS
GEAR funding will serve as matching funds for those planned or already raised by the chapter. For example, if your event will cost $150, your chapter will need to plan on raising $75 and can ask for up to $75 from GEAR funding. For spring 2011, chapters are limited in their requests to one (1) with a maximum matching of $100.
GEAR FORMS

In order to obtain access to GEAR funds, chapters and/or Graduate Ambassadors must submit the GEAR Form with all relevant information.

GEAR Forms must be submitted to graduate@shpe.org at least 3 weeks before the Event Date(s). Any GEAR Forms submitted after the 3 week deadline will be denied.
By submitting a GEAR Form, the chapter and/or Graduate Ambassador agrees that if funding is approved, they will be responsible for submitting the following after event completion:
· All original receipts and invoices (within the scope of the allotted funds)

· CFF Form, as defined within the NRP guidelines, summarizing the event with relevant graduate statistics
· Quality pictures that can be potentially used for the Graduate Newsletter and/or Website

NOTIFICATION
Funding notification will be emailed to the Contact Person as listed in the GEAR Form within 2 weeks after the form has been submitted.

FUNDS DISBURSEMENT

Once the GEAR Conclusion Report is submitted along with supporting documentation (receipts, pictures, etc.), a check will be sent in the Chapter’s Name to the Address provided in the GEAR Conclusion Report.
Graduate Event Assistance Request (GEAR) Form
Chapter/University: _______________________________________________________________
Region: _____

Event Name: _______________________________________________________________________________________

Event Date(s): _______________________
Event Venue: _______________________________________________

Event Description: __________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

Event Purpose: _____________________________________________________________________________________
__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

Estimated Attendance:

Graduate Students: _____

Undergraduate Students: _____


Faculty: _____

Professional Members: _____

Other: _____

Total Estimated (Explained) Costs and Budget:

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

Contact Person:____________________________________
Position: ______________________________________

Email: __________________________________________

Telephone: _____________________________

Continuous Feedback Form (CFF) Template
This is a sample template for CFFs. Chapters can choose to modify it if they choose. However it must contain the same items shown below.

GENERAL:

Event Category: (Professional Development, etc…)
Name of Event:
Contact Person:

Email Address:

Location:

Date(s):
PURPOSE OF ACTIVITY: Explain why your chapter is holding this event. What is the goal you are trying to achieve?

HISTORY: Please tell us how long the event has been held and what has been the previous outcome or if this is a new event for you, please let us know.

STATISTICS:
Graduate Students: _____

Undergraduate Students: _____


Faculty: _____

Professional Members: _____

Other: _____

COST OF ACTVITIY:
Total Cost and Breakdown:

Sources of Funding:

Please indicate if this event was sponsored by chapter funds, fundraising, sponsorship, etc.

DESCRIPTION OF ACTIVITY: Please briefly discuss your agenda, speakers, activities and overall information that you feel will make your event stand out. 1 to 2 paragraphs needed

EVALUATION: Please let us know the outcome of the event. Was it positive or negative? Do you feel it was a success? What where your challenges or barriers and what are your lessons learned.

Note: CFFs are to be limited to one page

SHPE is The Source for Quality Hispanic Engineers and Technical Talent


