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1. IIE Website Volunteer Tools 
2. Planning 
3. Sponsors (Fund Raising) 
4. Keynote Speakers 
5. IIE Certification 
6. Other Advice 

 
Theme:  The earlier you start the process, 
the more successful and less stressful your 
experience. 



Starting at IIE Homepage 
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Select Volunteer Tools 
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Select Student Chapters 
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Student Chapter Management 
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Scroll Down to 
University 
Regional 

Conferences 
(Organize your 

regional 
conference) 



Select “Organize your regional conference” 
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Website and Volunteer Tools 
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Objectives & 

Eligibility 

Tools 



Volunteer Tools 
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Tools 
 

Some of these tools and 
guidelines are perhaps outdated 
(e.g., it is now recommended that 
you seek sponsorships and make 
reservations a year in advance).   
 
But the premise remains the same. 
 
These tools are updated 
occasionally; thus, when your 
chapter is 1-2 years away from 
hosting – then you should 
reacquaint yourself with the tools 
and process. 



Planning 
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Each university and location is different in terms of hotel and 
conference space.  Also costs will be different in different 
locations. 
 
However, a general suggestion is 1-2 years prior to hosting 
the conference, the following should be planned: 
• Dates 
• Reserve Facilities (e.g., hotel, conference location) 
• Preliminary Budget 
• Plan and implementation for sponsors (fund raising) 
 
Note, often you can negotiate hotel room rates, extra hotel 
space for conference meetings, A/V equipment, etc. if you 
have enough conference-goers and hotel rooms rented.  Ask 
the prior years’ hosts for final counts on number of attendees 
and hotel rooms rented (sometimes the hotel keeps a record 
as well). 



Sponsors 
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Soliciting sponsors for the conference is usually 
the most difficult task for student chapters.  A key 
to this process is to get started early (at least 1 year 
in advance), and to utilize your network. 
 
Addresses and contacts should be solicited from 
the following: 
• Prior years’ sponsors 
• Internship and Co-op employers 
• Career Services Contacts 
• Departmental Contacts 
• Alumni 
• Professional Chapters and members in region 



Sponsors 
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Note, you will need to have a “selling point” (e.g., 
brochure, elevator speech) for these potential sponsors.  
So having an idea of how many students will attend, 
how many universities will be represented, how many 
states, etc. will be helpful.  Also, providing sponsors 
with special access to the students as a “recruiting” 
event for the company. 
 
Many company contacts will need to work this money 
into their future budget; thus, requests will need to be 
sent earlier (sometimes up to a year in advance) rather 
than later.   
 
Oftentimes it is much more effective to make these 
requests in-person (at on-campus career fairs, with a 
brochure about the conference) or via phone. 



A “Menu” for Sponsors 
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It is advised that as the agenda is made for the event, 
that potential sponsorship opportunities are identified; 
consider this a “menu” of opportunities to offer to 
potential sponsors.  For example, 
• Technical Paper Competition (Regional Level) 
• Keynote Speaker(s) 
• Meals 
• Sessions 
• Job Fair 
• Name Tags, etc. 
 
And in exchange for the partnerships the sponsor will 
receive different levels of access to the students and 
attendees.  Essentially, the company will need to view 
this as a recruiting event.  Also, the sponsors will 
expect their logo to be professionally placed during the 
events in which they are sponsoring. 



Keynote Speakers 
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There are a number of ways to solicit Keynote 
speakers.  In some cases these speakers will be 
tied to a sponsor (as part of the sponsorship from a 
company).  Other cases include using departmental 
contacts and alumni. 
 
But it is in the host chapter’s best interest to have 
“back up” plans in case of last minute 
cancellations.  For example, most of the USA 
regional conferences have an IIE Board of Trustees 
member in attendance, and that person could be 
used as a Keynote Speaker.  Perhaps the 
department has a renowned faculty member and/or 
nearby alumnus that would be willing to serve as a 
Keynote Speaker on short notice. 



IIE Certification 

15 

IIE does offer certification in a number of areas.  In the past it has 

been found that White and/or Yellow Belt Training for Six Sigma or 

Lean can be included on the front-end or back-end of the 

university regional conferences.  These training sessions are 1-

day events.   

 

This would need to be planned and scheduled with IIE’s Training 

group (http://www.iienet2.org/iietrainingcenter/default.aspx). 



Other Advice 
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Budgets and Plans: 
Develop a pessimistic budget and plan as well as an 
optimistic budget and plan.  (Again, the prior years’ 
hosts could provide their materials to aid in the 
planning process.) 
 
For example, the pessimistic budget would include 
“pizza and soda” type meals and the optimistic 
budget would include a “served hotel meal.” 
 
A pessimistic plan would include having sessions 
in classrooms, and an optimistic plan would be to 
have sessions in a hotel’s conference center. 



Other Advice 
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Pessimistic: Optimistic: 

Sponsor 

Other areas for budgeting and plans … 

Joe 



Other Advice 
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Volunteers (e.g., Keynote Speakers, Judges, 

Panelists) do not have to be paid, 

compensated, or given an elaborate gift.   

 

Perhaps you can pay for parking, but do not 

feel obligated to pay hotel and travel 

expenses (if this is required, then you may 

need to find a new volunteer). 



Other Advice 

19 

Do not expect everything to be perfect. 
 
You will have to reach out to 100s of 
potential sponsors to get a few financial 
sponsors.  (Another reason to start early.) 
 
Food (especially catered) is expensive (and 
don’t forget the automatic gratuity). 
 
The earlier the better … 



Thank You! 
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IAB YouTube Video Contest:  Deadline Extended to March 15! 
 

Upcoming Webinar:  April 10, 2014 (Thursday); 2PM-3PM (EST) 

“Student Chapter Required Documents Step-by-Step Guide” 
 

Student Chapter Items Due on April 30: 

• Officer Slate (due once per year, default is April 30) 

• Bank, Financial, and Tax (ePostcard) Statements 

• UCAR 

Note:  Faculty Advisor must verify (via email) and do not let 

memberships lapse – particularly for officers/advisors! 
 

Student Chapter Management Website: 

http://www.iienet2.org/Details.aspx?id=10116 
 

Contacts: 

IIE Headquarters:  chapters@iienet.org 

RVPs:  http://www.iienet2.org/Details.aspx?id=334 

Presenter (Joe Wilck, VPSD):  joe.wilck@gmail.com 

Director of Membership (Heather Bradley Story):  hstory@iienet.org 

http://www.iienet2.org/Details.aspx?id=10116
mailto:chapters@iienet.org
http://www.iienet2.org/Details.aspx?id=334

