Society of Women Engineers (SWE)

Members at Large (MAL) Outreach Assistance Procedure
One of SWE’s fundamental objectives is to inform young women, their parents, counselors, and the public in general of the opportunities open to women in engineering.  In support of this objective, this program is intended to encourage MALs to provide outreach opportunities in their communities.  Such activities or events include, but are not limited to, classroom presentations to students, presentations to or training of educators or other adult influencers of girls, and after school activities with youth organizations, such as Girl Scouts or Girls Inc.
Total reimbursement to all MALs for this program is limited to the amount allocated in the approved budget.  The MAL treasurer shall notify the MAL executive council if it appears the budgeted amount will likely be expended so that the council can decide whether or not to increase the budget.
A MAL will only be reimbursed for actual and documented outreach-related expenses incurred for an event or activity.  The event or activity may not be co-sponsored by a SWE collegiate or professional section or collegiate affiliate, but the MAL may collaborate with other organizations to deliver the event.

Reimbursement is limited to $100 per activity or event.  An individual may request funding for up to two different projects per fiscal year, provided that the MAL is not part of a proposed section or collegiate affiliate.  Funding for MALs in proposed professional section areas or at institutions where proposed collegiate sections/affiliates are forming are limited to two requests per fiscal year from all MALs located in each of those areas or at those institutions.

The member does not need to obtain pre-approval before an event, but if the MAL requests and receives pre-approval from the MAL treasurer mal_treasurer@swe.org then the member will be ensured that funds will be available to that member when the reimbursement request is submitted.  When requesting pre-approval, the MAL should provide a brief description of the event, including the anticipated date and location (city/state).  Before pre-approving a request, the treasurer will verify that the request is from a MAL in good standing (i.e., dues paid for the fiscal year in which the event will occur) and that the other conditions are met.

The member must submit a reimbursement request, all receipts, and a write-up of the event to the MAL treasurer mal_treasurer@swe.org within 30 days of the conclusion of the event to be reimbursed.  The most recent “MAL Outreach Reimbursement Form” document posted on the MAL website must be used to submit this information.
Once the reimbursement request and supporting documentation is received, the MAL treasurer will promptly:  verify the individual is a MAL in good standing and all other conditions for reimbursement under this program are met; forward the write-up to the MAL officer contact for outreach and newsletter for information and dissemination; verify the mathematical accuracy of the request; obtain approval to reimburse the member; and prepare and send check and donation letter, if applicable, to the member.
The MAL officer contact for the outreach coordinator shall ensure this program is communicated to members of the MAL organization.
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