Florida State University

Department of Biological Science

Colloquium Procedures – revised 11/25/08
(for speakers who are not employed by FSU)
Hosting and Related Expenses



A.
Hosts should be sure that Bill Outlaw, Diane Pealor, and Anne Thistle have the speaker's seminar titles.  

B.
Lunch for the speaker and guests will be reimbursed up to a maximum of $60.00.  Usually this lunch is for the speaker and graduate students.  Only one person will be reimbursed and we must have the original receipt in order to reimburse, along with a list of who attended.  Bring the receipt and list to Diane Pealor (2067 KIN) within two weeks of the colloquium date.


C.
Dinner for the speaker and host will be reimbursed up to a maximum of $140.00.  This amount should cover dinner for the speaker, host, and 2-3 additional, invited faculty members.  The host will be reimbursed – again, the original receipt and a list of who attended the dinner should be given to Diane.


NOTE:  A maximum of $200.00 per speaker will be reimbursed to hosts for meals.  This will cover host expenses (restaurant dinners, receptions at someone’s home, and graduate student lunches), of which $60.00 is reserved to defray expenses associated with the graduate student lunches.  If your receipt exceeds the allowable amount, you will be reimbursed for only the allowable amount.  Please ensure that you do not exceed these limits, as we cannot reimburse amounts greater than a total of $200.00 per speaker visit.  

D.
Speaker's Travel Reimbursement:  All travel reimbursement arrangements will be coordinated through Keli Hardee (Unit 1 Room 113A).  The reimbursement check will be mailed to the speaker's home about two weeks after the voucher is submitted.  The voucher will be submitted as soon as we have received all receipts.


E.
Speaker's Itinerary:  It is the responsibility of the host to arrange the speaker's itinerary while he or she is on campus.  



Travel expenses










A.
Airline tickets/travel mileage:  We will prepay airline tickets.  Speakers will be instructed to make their reservations through our travel agent, Glen, at Carlson Travel.  The speaker should call Glen toll-free at 1-800-476-2153 to make the reservation.  Glen will issue an "E" ticket.  If the speaker is driving a personal car, mileage will be reimbursed at a rate of 44.5 cents per mile.

B.
Incidental expenses: Local transportation to airline terminals, parking fees at terminals, tariffs, and other out-of-pocket expenses essential for travel will be reimbursed as long as the speaker sends us receipts for these expenses.

C.
Lodging:  The Department has a direct bill account with the Cabot Lodge on North Monroe Street.
 Unless the Cabot Lodge is sold out for the time period we request, we will make the speaker's reservation there.  

D.
Other meals:  We will pay regular per diem rates of $6.00/breakfast, $11.00/lunch, and $19.00/dinner, for meals that are not covered by the host.  
Honorarium




The honorarium is $200.00.  We must have the seminar title in order to complete the necessary paperwork.  

FOR INTERNATIONAL SPEAKERS – We will need the following information AS SOON AS THE SPEAKER HAS ACCEPTED THE INVITATION:  

Name, home address, birth date, type of Visa they have, date of their arrival in the United States and date of their departure from the United States, their reason for the trip (Colloquium speaker), and social security number (if they have one).  THIS INFORMATION MUST BE RECEIVED BY THE DEPARTMENT AT LEAST 4 MONTHS PRIOR TO THE VIST.  


Please understand that these are INS and University rules and regulations.  If your speaker wants to be paid for his/her travel and receive an honorarium, we MUST have this information.


