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DOW LECTURE CHECKLIST 

Seminar held on Mondays, 4:00 P.M., 147 Noyes 

Speaker___________________________ Seminar Date_________________________ 

 DUE COMPLETED 
After the Dow Seminar Chairman confirms the Dow Lecture 
Speaker--Make Hotel Reservations at the Athenaeum 
 

  

E-mail speaker confirming seminar date(s) and accommodation 
details—the Dow Lecture Speaker spends 2-3 days at Caltech 
 

  

Enter speaker information on the Master Calendar 
 

  

Within a few days of confirming seminar date, send a formal letter to 
the speaker along with materials (including W-9 for Honoraria) to 
assist in planning his or her visit.  Speakers are within the US. 
 

  

After you receive the W-9 Form from the speaker, prepare a Payment 
Request for the Honoraria (at least one month before seminar).  Note 
on the form that you want to receive a check in the amount (net) so 
taxes are not deducted.  Ask them to call when the check is ready.  
Check will be presented at the Dow Lecture Dinner. 
 

  

Send an email request to the faculty host asking for a student/postdoc 
host (months in advance) 
 

  

After the faculty host provides the name of the student/postdoc host, 
send an email to the student/postdoc host (months in advance) with 
instructions on setting up appointment schedule. 
 

  

Send an email to the speaker requesting lecture title (months in 
advance).  When you receive the lecture title enter information on the 
Master Calendar. 
 

  

Prepare flyer (PDF) and post on Division seminar calendar at least 2 
weeks in advance 
 

  

Make lunch reservation(s) at the Athenaeum for ~4-5 people 
 

  

Coordinate Dow Lecture Dinner and any other event(s) 
 

  

•Prepare and email the tentative schedule to the student/postdoc host 
for perusal.   
•At least 2 days before seminar date, email final appointment 
schedule to everyone on the schedule (including projectionists and 
administrative assistants).  
•At least 2 days before seminar date, email a cover 
memo/appointment schedule to student/postdoc host, faculty host, 
administrative assistant and seminar speaker. 
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IES CHECKLIST 

Seminar held on Mondays, 4:00 P.M., 147 Noyes 

Speaker___________________________ Seminar Date_________________________ 

 DUE COMPLETED 
Make Hotel Reservations 
at Athenaeum 
 

  

E-mail speaker (coordinate seminar visit with other universities when 
necessary) confirming seminar date and accommodation details 
 

  

Enter speaker information on the Master Calendar 
 

  

Within a few days of confirming seminar date, send a formal letter to 
the speaker along with materials to assist in planning his/her visit 
 

  

Send an email request to the faculty host asking for a student/postdoc 
host (months in advance) 
 

  

After the faculty host provides the name of the student/postdoc host, 
send an email to the student/postdoc host (months in advance) with 
instructions on setting up appointment schedule. 
 

  

Send an email to the speaker requesting lecture title (months in 
advance).  When you receive the lecture title enter information on the 
Master Calendar. 
 

  

Prepare flyer (PDF) and post on Division seminar calendar at least 2 
weeks in advance 
 

  

Make lunch reservations at the Athenaeum for ~4-5 people 
 

  

Dinner Reservations usually handled by Faculty Host 
 

  

•Prepare and email the tentative schedule to the student/postdoc host 
for perusal.   
•At least 2 days before seminar date, email final appointment 
schedule to everyone on the schedule (including projectionists and 
administrative assistants).  
•At least 2 days before seminar date, email a cover 
memo/appointment schedule to student/postdoc host, faculty host, 
administrative assistant and seminar speaker. 
 

  

Prepare Payment Request for Seminar Speaker Dinner reimbursement 
list the names of everyone that attended the dinner.  Use expenditure 
account “Entertainment”. Have the IES Seminar Chairman and Liz 
Callihan sign.  Submit Payment Request to Payment Services 
Department, MC 103-6 
 

  

Follow-up with speaker regarding travel expenses 
 

  

•Prepare a Non-Employee Form 
•Setup Speaker in CardQuest by going to https://help.caltech.edu and 
log in with your access.caltech username and password.  Attach the 
Non-Employee Form and Invitation Letter (takes 1-2 days for setup) 
•Prepare a travel expense report in CardQuest, make PDF and email 
the expense report to the speaker for his/her signature.  When you 
receive the signed form, have the IES Seminar Chairman sign—then 
upload the signature page on the first expense item and submit 
 

  

Keep IES Seminar Chairman updated on speakers  
 

  

Updated 2/18/16 
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IOS CHECKLIST 

Seminar held on Fridays, 4:00 P.M., 147 Noyes 

Speaker___________________________ Seminar Date_________________________ 

DUE COMPLETED 

Around August 1 send an e-mail to the IOS Coordinators asking if 
they are willing to serve for another term.  If they decide not to serve 
another term, ask them to provide the names of the new IOS 
Coordinators.   

After the IOS Coordinators provide the Student/Postdoc speaker list, 
enter the speaker information on the Master Calendar.  

Send an e-mail to each speaker requesting his/her talk title (months in 
advance).  Send additional reminders if you do not get a response 

When you receive the talk title enter the information on the Master 
Calendar 

Prepare flyer (PDF) and post on Division seminar calendar at least 2 
weeks in advance 

A few days after the IOS Seminar, the student/postdoc seminar 
speaker will provide receipts for reimbursement.  Ask the 
student/postdoc speaker for their UID Number and Home Address 
prior to preparing the Payment Request Form.  Use expenditure type 
“Supplies-Unallocable” since there are approximately 35-40 people in 
attendance and we do not provide attendees names.  IOS Seminar 
Chairman and Liz Callihan sign the Payment Request Form.  Form is 
submitted to the Payment Services Department, 103-6. 

Periodically do fundraising for the IOS Seminar Series.  Ask each 
participating professor (who’s student/postdoc are speakers) to 
provide a PTA from their discretionary funds to support the IOS 
Seminar Series.  The professor usually email the PTA Number 
directly to Liz Callihan 

IOS Seminar Chairman oversees funds 
Updated 2/18/16 
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SWIFT LECTURE CHECKLIST 

Seminar held on a Monday, 4:00 P.M., 22 Gates (once or twice/year) 

Speaker___________________________ Seminar Date_________________________ 

DUE COMPLETED 
After the Swift Seminar Chairman provides the name of the Swift 
Lecturer--Make Hotel Reservations at the Athenaeum 

Reserve 22 Gates with Teresita U. (Tess) Legaspi (Registrar’s 
Office), Ext. 6297, tessib@caltech.edu (ASAP) 

E-mail Swift Lecturer confirming seminar date(s) and 
accommodation details.  The Swift Lecturer and his/her spouse will 
spend 3-4 days at Caltech. 

Enter speaker information on the Master Calendar 

•Within a few days of confirming seminar date, send a formal letter to
the speaker along with materials to assist in planning their visit.  Send 
the following forms:  W-9, if domestic; Foreign National Data Form, 
W8BEN, or Form 8233 (Statement of Tax Treaty Exemption), if 
international.  Also ask speaker to provide a copy of their passport 
and visa/I-94. 
•When you receive the forms, prepare a Payment Request Form for
the Honoraria (at least one month before the Swift Lecture).  In the 
cover memo indicate that you want to receive a check in the amount 
(net) so taxes are not deducted.  Ask them to call when the check is 
ready.  Check will be presented by the Division Chair at the Swift 
Lecture Dinner. 

Send an email request to the faculty host asking for a student/postdoc 
host (months in advance) 

After the faculty host provides the name of the student/postdoc 
host(s), send an email to the student/postdoc host (s) (months in 
advance) with instructions on setting up the appointment schedule(s). 

•Send an email to the speaker requesting lecture title and travel
details (months in advance).  As soon as you receive the talk title e-
mail it to the Faculty Host and Rick Jackson for the formal invitation. 
•When you receive the speaker’s travel details, arrange to have the
Caltech Driver take the speaker and spouse to/from airport. 

Send an e-mail to Maria Delgado requesting Tables and Trash Cans 
for Refreshments  (at least a month before) 
Send an e-mail to Jaime Reyes, reyes@caltech.edu and Jonathan 
Webster, jwebster requesting refreshments (at least a month before). 
Followup with reminders 

Prepare flyer (PDF) and post on Division seminar calendar at least 2 
weeks in advance 

Make Student/Postdoc lunch reservation(s) at the Athenaeum for ~4-
5 people 
Make Faculty lunch reservation at the Athenaeum 

21



 
•Rick Jackson coordinates the Swift Dinner, Invitations, Menu, etc. 
•Coordinate Student/Postdoc Dinner and Faculty Dinner Reservations  
 

  

•Prepare and email the tentative schedule to the student/postdoc host 
(s) for perusal.   
•At least 2 days before seminar date, email final appointment 
schedule to everyone on the schedule (including projectionists and 
administrative assistants).  
•At least 2 days before seminar date, email a cover 
memo/appointment schedule to student/postdoc host(s), faculty host, 
administrative assistant and seminar speaker. 
 

  

Prepare Payment Request for Seminar Speaker Dinner reimbursement 
list the names of everyone that attended the dinner.  Use expenditure 
account “Entertainment”. Have the Swift Seminar Chairman and Liz 
Callihan sign.  Submit Payment Request to Payment Services 
Department, MC 103-6 
 

  

Follow-up with speaker regarding travel expenses 
 
 

  

•Prepare a Non-Employee Form 
•Setup Speaker in CardQuest by going to https://help.caltech.edu and 
log in with your access.caltech username and password.  Attach the 
Non-Employee Form and Invitation Letter (takes 1-2 days for setup) 
•Prepare a travel expense report in CardQuest, make PDF and email 
the expense report to the speaker for his/her signature.  When you 
receive the signed form, have the Swift Seminar Chairman sign—
then upload the signature page on the first expense item and submit 
Note:  Speaker and spouse’s travel expenses will be paid for. 
 

  

Rick Jackson  has a separate checklist for his part. 

Updated 2/18/16 
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Prepare Payment Request for Seminar Speaker Dinner reimbursement 
list the names of everyone that attended the dinner.  Use expenditure 
account “Entertainment”. Have the Dow Seminar Chairman and Liz 
Callihan sign.  Submit Payment Request to Payment Services 
Department, MC 103-6 

Follow-up with speaker regarding travel expenses 

•Prepare a Non-Employee Form
•Setup Speaker in CardQuest by going to https://help.caltech.edu and
log in with your access.caltech username and password.  Attach the 
Non-Employee Form and Invitation Letter (takes 1-2 days for setup) 
•Prepare a travel expense report in CardQuest, make PDF and email
the expense report to the speaker for his/her signature.  When you 
receive the signed form, have the IES Seminar Chairman sign—then 
upload the signature page on the first expense item and submit 

Keep Dow Seminar Chairman updated on speakers 

Updated 2/18/16 
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CHECKLIST	  FOR	  PLANNING	  NAMED	  LECTURESHIPS	  -	  SAMPLE	  

Lectureship	  Name:	  ________________________________________________________	   Account	  #:	  ____________________________	  

Date:	  _______________________________________________	  

Be	  very	  careful	  to	  use	  the	  full	  correct	  title	  for	  the	  lecture	  on	  all	  correspondence	  and	  announcements.	  

□ Host	  sets	  date	  with	  speaker—checking	  with	  Division	  Office	  to	  see	  whether	  Chair	  will	  be	  available
and	  that	  there	  will	  be	  no	  conflicts	  with	  events	  already	  scheduled.	  

PUBLICITY	  
□ Host	  notifies	  CCE	  faculty	  by	  memo	  to	  save	  the	  date
□ As	  soon	  as	  the	  date	  is	  set,
Send	  Seminar	  Notification	  Form	  to	  the	  Division	  Seminar	  List	  coordinator	  in	  the	  Division	  Office.	  
You	  will	  need:	  

• Date
• Exact	  name	  and	  spelling	  of	  speaker's	  name	  and	  professional	  title	  (ask	  for	  phone,	  fax,	  email

information	  as	  well)
• Lecture	  Room	  (reserve	  the	  room	  immediately);	  usually	  use	  22	  Gates	  for	  special	  seminars.	  The

reservation	  for	  22	  Gates	  is	  made	  through	  the	  Registrar's	  Office.
• Seminar	  Title

□ If	  invitations	  or	  announcements	  are	  to	  be	  sent	  out,
• Check	  to	  be	  sure	  the	  mailing	  list	  is	  up-‐to-‐date
• Find	  out	  who	  will	  prepare	  the	  text	  for	  the	  invitation	  and	  arrange	  for	  the	  printing	  (allow	  time!),

addressing,	  and	  mailing
□ Send	  Notice	  Form	  with	  information	  about	  the	  seminar	  to	  the	  Caltech	  Weekly	  Calendar	  in	  Public
Relations	  Office	  
□ Send	  Notice	  Form	  to	  the	  Institute	  Master	  Calendar
□ Plan	  and	  Prepare	  any	  written	  program	  if	  one	  is	  to	  be	  used	  at	  the	  event

SPEAKER	  ARRANGEMENTS	  
□ Arrange	  for	  any	  Honorarium	  or	  Travel	  Reimbursement	  that	  shall	  be	  provided	  (note	  that	  special	  preparations
are	  necessary	  for	  foreign	  speakers;	  it	  may	  be	  necessary	  to	  provide	  them	  with	  a	  visa.	  Allow	  2	  months	  lead	  time)	  
□ Arrange	  for	  Housing
□ Arrange	  for	  Transportation	  to	  and	  from	  airport	  and	  notify	  speaker	  regarding	  details
□ Set	  up	  appointment	  and	  meal	  schedule

LECTURE	  EVENT	  
□ Ask	  speaker	  well	  in	  advance	  what	  audio	  visual	  equipment	  is	  needed;	  if	  it's	  not	  available	  in	  the	  department,
make	  arrangements	  with	  campus	  Audio-‐Visual.	  
□ Arrange	  for	  Projectionist,	  if	  needed.	  Ask	  one	  of	  the	  students	  who	  does	  it	  regularly	  for	  seminars;	  the	  Fiscal
Office	  or	  Seminar	  Secretaries	  should	  be	  able	  to	  give	  you	  some	  names.	  The	  projectionists	  are	  paid	  for	  their	  services	  
so	  give	  them	  the	  account	  number	  to	  which	  to	  charge	  their	  time.	  
□ Arrange	  for	  physical	  set	  up	  of	  room	  (projector,	  comfortable	  temperature,	  beverage	  for	  speaker)
□ Arrange	  for	  Refreshments	  if	  they	  are	  to	  be	  served	  	  	  (easy	  to	  order	  from	  FoodToGo,	  order	  for
~150-‐175-‐about	  15	  dozen	  large	  cookies,	  6	  gal	  coffee,	  6	  gal	  lemonade;	  request	  tablecloths	  if	  you	  want	  them.	  May	  
need	  to	  request	  a	  set-‐up	  table	  &	  trash	  container	  from	  cafeteria	  for	  the	  refreshments	  and	  arrange	  for	  
transportation	  to	  deliver	  and	  return	  them)	  
□ Make	  arrangements	  for	  any	  reception,	  special	  banquet	  or	  dinner	  that	  may	  follow	  the	  lecture,	  (location,
attendees,	  invitations,	  menu,	  flowers,	  place	  cards,	  etc.)	  
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