WNCG Seminar Organization Document

The purpose of this document is to describe the responsibilities of everyone involved in a WNCG Seminar. 

An outline of the roles of each person involved with seminar organization. As an overall note, there are two types of seminars. A WNCG Invited Speaker has all costs covered by the WNCG via the Director’s account. They have been selected by the seminar organizer and have been invited based on interest expressed by several faculty. An Invited Speaker has been invited by a WNCG faculty member call the host. That faculty member is responsible for costs (except for lunch, which the WNCG director’s account covers) as well as daily organization. 
Speaker

1. The speaker will provide a title and abstract as soon as possible, at least two weeks out to ensure sufficient advertising. 
2. The speaker will get directions and a daily agenda at least three days in advance. 

3. The weekly faculty host will meet the speaker the morning and ensure they are well cared for throughout the day. 
4. Speaker will be informed of who his/her weekly faculty host is.
WNCG Seminar Organizer: (WNCG faculty member) 

The seminar organizer maintains overall responsibility for ensuring the smooth operation of the WNCG seminar series during the whole semester. Specific responsibilities include the following. 

1. Solicit the group for WNCG Invited Speakers at least once a semester. There is no limit on the number of WNCG Invited Speakers within the total travel budget per year of $7000. 
2. Make formal invitations to WNCG Invited Speakers. 

3. Maintain control over the WNCG Semester lineup, ensuring as much as possible that the seminars occur at the same time every week. 

4. Inform staff of who the speaker is, who the host is, and what type seminar, as soon as the same is decided. Ideally this information is provided to the staff at the beginning of the semester. If that is not possible then notice is given at least a month in advance for the WNCG Invited Speakers, and as soon as possible for the Invited Speakers. 
5. Inform the Weekly Faculty Host of their responsibilities for Invited Speakers upon receipt of information. 
6. Recruit student co-hosts at the beginning of every semester, and working with/checking on their tasks (mainly making sure titles and abstracts are sent in time and on the website in timely manner).
7. Organize the visit schedule for WNCG Invited Speakers.
8. Notify the staff at least five days in advance if the ENS 637 will not be used, so it can be released for other groups. 
9. Let the local IEEE COMSOC chapter know about our speakers in advance, in case they want to schedule a separate talk. Ideally this is done every month. 
10. Publicize all seminars outside WNCG, including WNCG Invited or just Invited, as appropriate.
Student Co-Hosts:
1. Keep the web page up-to-date. Updates to the web will be made within 24 hours upon receipt of the information. 

2. Contact all speakers (invited or not) to obtain their title / abstract at least one month in advance. 

3. Send out an announcement to the WNCG student mailing list on Monday, Thursday, and Friday morning the week of the talk as a reminder. 
4. On the day of the seminar, make sure the room is open 15 minutes in advance, help speaker with setup etc.
5. Make sure staff has ordered cookies. 
6. Email the Weekly Faculty Host to let them know they are available at least three days prior to the seminar. 
WNCG Staff:

1. Help WNCG Invited Speakers in hotel booking, reimbursement, etc. Payment comes from the WNCG Director Account with total travel expenses not to exceed $1000, exact amount approved by seminar organizer.
2. If asked by the Weekly Faculty Host, help Invited Speakers in hotel booking, reimbursement. Payment comes from the Weekly Faculty Host. 
3. Ensure wireless access is available for all speakers upon arrival. 
4. Coordinate with WNCG Invited Speakers for hotel booking, reimbursement etc. for WNCG Invited Speakers. 

5. Book ENS 637 for every Friday 11am at the beginning of the semester (even if the schedule is not finalized; since ultimately most are used) 

6. Make sure cookies are delivered on time (10:50am in ENS637) on the seminar dates, assuming there is a seminar that week.  
Weekly Faculty Host (for speakers that are not WNCG Invited Speakers)
1. Make up the speaker schedule including lunches and dinners.
2. Connect speakers with staff for local arrangements if desired. 
3. Work with the speaker to arranging hotel etc. as well as reimbursement for the visitor if required. 
4. Send out the schedule to the speaker at least 3 days prior to arrival. 
Other notes:

1. As per college of engineering rules, at most 3 UT Faculty can accompany one speaker for a lunch / dinner. 

Template Schedule (for use by the weekly hosts)
Flight arrival time:

Thursday Dinner: ?? pm. Venue: ?? People: 

Friday:

8:30am – 9:15am : Breakfast meeting : ??

9:15am – 10:00am : ??

10:00am – 10:45am : ??

10:45 – 11:00 : Prep time before seminar

11:00 – 12:00 : Seminar in ENS 637

12:00 – 1:30 : Lunch with ??

1:30 – 2:15 : ??

2:15 – 3:00 : ??

3:00 – 3:45 : ??

3:45 – 4:30 : ??

Visitor flies out: ?? pm

