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Theta Tau offers a number of events where you can interact with members from other chapters and experience our organization on a higher level.  From Regional Conferences to national events such as National Convention and Leadership Academy, it’s hard to put a dollar sign on the value you will get out of the skills you will learn and the beneficial interactions and networking you will have at these events.
Regional Conferences are regionally based, 1.5 day events, held on college campuses where members have the opportunity for an abbreviated version of Leadership Academy training, and abbreviated Officer Training and Chapter Operation Education.
National Convention is the biennial legislative meeting for the organization, at which extensive training is also conducted for those attending to update best practices, improve chapter operations, provide officer training, and give our host schools the opportunity to represent their institution before our national organization and among their peers from other engineering schools.
Leadership Academy is a national three-day event to evaluate and augment individual student leadership characteristics.  Training is based on the Kouzes-Posner Leadership Challenge Model and provides engineering students an educational opportunity beneficial as students now and as engineering professionals later; an opportunity most cannot get anywhere else.
As each of these events typically require registration, transportation, and lodging costs, it’s important to plan ahead to determine how much it will cost to attend and how those costs will be funded.
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Between registration, transportation, lodging and personal expenses, it’s important to estimate the total cost per member to attend an event.
Create a similar worksheet with each of these costs:
	 
	Per member

	Registration Cost
	 $                  -   

	Transportation Cost
	 $                  -   

	Lodging Cost
	 $                  -   

	Food Costs
	 $                  -   

	Personal expenses
	 $                  -   

	Other/Miscellaneous
	 $                  -   

	Total cost
	 $                  -   

	(subtract) Amount individuals can contribute themselves
	 $                  -   

	Total needed to fundraise
	 $                  -   
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Who can help?
Now that you have an estimate of your total needed to fundraise, you need to know where to go for help.
· Start with what’s familiar.  Ask locally – see what your family may be willing to contribute.  It may seem uncomfortable to ask your family, but they know you best and may be very willing to support your development and interests.
· Go to your school.  There are a number of options available here, depending on how your university is organized.  
1. Are grants available through the University for student organizations? 
· Is money available through the College of Engineering?  
· It is likely that if your chapter has a good relationship with the College by doing volunteer events for them, they may be more willing to alleviate the burden of costs for professional events for your chapters. 
· Some Colleges do give out money in exchange for help given to them.  This may be an opportunity for your chapter to further develop its relationship with the College or University.
2. Is there an Engineering Student Council that has the ability to grant money for conferences?
· Sometimes these groups are first-come, first-serve.  Get on their agenda as early as possible so you have the best chance of getting help.
3. Do specific departments or even faculty have the ability to help?  
· This is where your faculty advisor can be of great help.  They might know of multiple opportunities for students to get the financial help they need, and all it takes is someone to ask the question.  Some Theta Tau chapters have gone to individual engineering departments with requests for small amounts of money and have been successful.
Get the details on each of these potential sources.  Each most likely has certain rules on how it allots money to student organizations.  Know these ahead of time, so you can best prepare how to propose your chapter’s needs.  
Overall, the better you can prepare to make the request, the more confident, capable, and successful you will be in doing so.
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Methods to ask for help
· Write a letter of request
· A letter of request should first include an introduction of yourself and your chapter.  It may help to include information such as your year, major, leadership role in the chapter, etc.  It should also include some information on Theta Tau in general.  Don’t go into great detail, but make it clear who you are as a representative of your group.
· The letter should also include why you and your chapter want to attend this event.  What activities will occur, what do you hope to get out of it, why is it important that you attend, how will you use your experience at this event in the future?
· Provide some basic information about the event – dates, location, who runs it, who sponsors it, and the basic intent of the event.  Use information and materials available to you from the Central Office and your Regional Directors as resources.
· After asking for financial assistance in general or for a specific amount, include a brief explanation of how the money will be used.  Include information from your cost estimate worksheet from above so they understand the breakdown of costs.  
· Keep your letter of request to one page.  While it may be easy to provide a considerable amount of information, it is best to be clear and concise, realizing that some may not have time to read through a lengthy request.
· It is best to have a follow-up conversation approximately one week after a letter is submitted.  Either a phone conversation or face-to-face discussion can help ensure that the request was received and reviewed, and it gives the opportunity to ask and answer questions for both parties.
· Face-to-face
· Face-to-face requests are often best done when you are familiar with the person you are asking for help.  Often times, family and even faculty members would fall into this group.  
· Set up time with an individual so you can make sure you are prepared and you have their attention.
· As with a letter, follow the outline of information to provide above.  It’s advised to bring along documentation to support your case and use as necessary.  This is also the time to ask any questions you may have for that person.  
· Prepare answers in advance to any questions that they may ask to you.
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FAQs 
· How do you “ask”?
· Be straightforward, but be polite.  Say something along the lines of “We would like to know if you would please sponsor our trip to the Theta Tau Leadership Academy?”  
· Offer something that the chapter would be willing to do in exchange for this support (offer to tutor freshman, clean-up after an event, help with college recruitment, etc.)
· When do you ask?
· It’s best to ask early and preferably after an event where Theta Tau has helped the University/College/department.
· How do you bring up the subject?
· As above, it’s best to ask after Theta Tau has helped with an event.  Talk about what your members got out of that event, how they would like to continue to help, and how your chapter can be helped in return.
· What points do you make?
· Points should include  benefits to :
1. The member
2. The chapter
3. The University/College/Department
4. Community
· It’s very important to make it clear how this event or conference you are planning on attending will further the mission of the group you are asking help from.  For example, “Leadership Academy will develop stronger leaders in Theta Tau.  These same Theta Tau leaders are also involved in ASME, IEEE and SWE, and can share their leadership skills with these groups as well.”
· Another selling point that some chapters have used is to note their attending this event will promote their college to other engineers across the country.  When students think about graduate school, now they know about opportunities at that school.
· Make a list ahead of time – these may change slightly from event to event.  
· Utilize the promotional materials from the Central Office or your Regional Director.
· Poll the brothers that have previously attended these events and ask them for the 3 most important things they got out of it.  Use examples and quotes from these brothers.
· How much do you ask for?
· See what they will offer
· See if they will offer an amount per student who attends
· Be prepared with your breakdown for the cost of each category – show your research on cost for transportation (vehicle rental, plane tickets, etc).
· Come up with a fair amount based on who you are asking.
· Sometimes asking for a group to sponsor a specific number of students can be successful.
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Regardless of if your request was approved or denied, you should immediately send a thank-you letter to that group for taking the time to consider your request - and thanking them for the contribution if it was approved.  Again, be clear and concise in thanking them for each part of the process: considering your request, meeting with you to discuss details, contributing X dollars, and for providing you with a response to your request.  A sincere letter will demonstrate your character and leave the organization with a positive impression of you.
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When you return from your event, again send each contributor a letter briefly telling them about your experience and thanking them for making it possible for you to attend.  This will confirm their decision in investing in your and your chapter, and will build a stronger relationship, making it more likely that they will continue to support you and your chapter in future events.
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