UTM Snider Lecture Committee 
Support for Public Lectures at UTM

[adapted from the University of Wisconsin at Madison University Lectures Committee Policies and Guidelines) http://wiscinfo.doit.wisc.edu/secfac/lectures/lectcomm/PoliciesAndGuidelines.htm ]
In addition to its annual Snider Lecture and Dinner, the UTM Snider Lecture Committee will review applications from official university groups to support public lectures by distinguished speakers that enrich the general intellectual and cultural life at UTM. 

The committee will review applications on an ongoing basis, but should receive them at least 45 days before the proposed lecture date. Funding requests will be accepted for consideration as long as funds are available. The committee is able to provide up to $1,000 per lecture (for travel, accommodation, hospitality and/or honorarium expenses) for approved requests. The committee will fund a maximum of one lecture request per school year from each eligible group.


I. ELIGIBILITY FOR LECTURE SUPPORT

Units at UTM eligible to request funding are: 
1) academic departments;
2) officially recognized interdepartmental programs, centres, and institutes that have an identifiable student constituency; and 
3) UTMSU student organizations

· Registered student organizations are eligible for committee support only when their lecture request is endorsed and co-sponsored by an academic department. 

· No unit will receive support for more than one lecture in a school year (Sept-April)

· Commitment by the requesting unit to provide partial financial support for the lecture will strengthen the request.

· All lectures supported by the committee must be readily accessible to the university community, open to the public and free of charge.


II. SUBJECTS OF LECTURES

· The committee will support lectures of general interest for members of the university community.

· Since undergraduate students compose the majority of the UTM community, we urge requesting units to choose lecture topics and speakers that are likely to be of considerable interest to undergraduates. 

· Subjects chosen should appeal to persons outside, as well as those inside, the requesting unit(s). 

· In all cases, the subject of the lecture should be consistent with the professional standing of the proposed lecturer.

· The committee is interested in how the proposed lecture will contribute to the general intellectual and/or cultural life of the university community.
III.  STATURE OF LECTURERS

· The committee supports bringing speakers of distinction to the UTM campus. 

· Requests for support must include evidence of the lecturer’s qualifications and professional standing. 

· Such evidence should state the lecturer's educational background and cite specific examples of authored publications, exhibitions, films, awards received, or other pertinent works or achievements. 

· This may take the form of: an abbreviated curriculum vitae; a resume; a biographical sketch; or any similar documentation in which the professional credentials of the proposed lecturer are readily apparent.

· Evidence of the proposed lecturer’s qualifications and professional standing should not exceed 2 pages in length. 

IV.  LECTURE SCHEDULING

· The lecture must be held at a location on campus. The lecture must be open to the public and without charge.
· The scheduling of a lecture should attempt to maximize attendance by the diverse university community, especially undergraduates, as well as by the public audience.

· The committee will accept applications for lectures scheduled to occur during the Fall and Spring semesters. 

· When selecting a lecture date, careful consideration should be given to cycles in the university's academic calendar. Lectures proposed during or near vacations, during or near examination periods, or on a major religious holiday will not be approved unless compelling justification is provided.


V.  SUBMITTING REQUESTS


· In its attempt to distribute funding equitably to the various groups across the campus, the committee will fund a maximum of one lecture request per year (September to April) from each eligible unit.

· Numerous departments, programs and/or student groups on campus have significant shared interests. We encourage these groups to collaborate.
· Completed applications must be received by the committee no later than 45 days before the proposed lecture date.

· Lecture requests will be accepted for consideration as long as funds are available. 

· As funds are limited, applicants are urged to submit requests as soon as possible and well in advance of the date of the proposed lecture. 

VI. FUNDING

The committee strives to maximize the number of lectures it supports in a given year. Thus, the committee prefers requests in which evidence of partial financial support from the requesting unit(s) exists.
The UTM Snider Lecture Fund is the source through which the committee provides financial support for lectures. The level of funding is subject to change annually. Consequently, financial support of lectures is always contingent upon the committee's annual budget.

The maximum total support from the committee is $1,000 per lecture. This figure includes travel, accommodation, per diem and honorarium expenses. 

A. TRAVEL EXPENSES: Requested airfare should be firm estimates. Fares should be based on economy class, 30-day advance purchase. The committee urges applicants to exhaust every effort to obtain special fares. Travel by car should be calculated using the University of Toronto rate (currently $0.40/km).


B. ACCOMMODATION: The committee has a general policy of granting a maximum of $150 for accommodation.

C. HOSPITALITY: The committee has a general policy of covering up to $100 in reasonable food and hospitality expenses. 

D. HONORARIUM: The committee will consider requests for an honorarium of up to $300 per lecture. Honorarium evaluation criteria include: 1) the extent to which the proposed lecture addresses a topic of general interest; 2) the level of interdisciplinary support for the lecture; 3) the audience size realistically anticipated; and 4) the stature of the speaker. Evidence speaking to each of these points should be included in the lecture request for the committee’s review.


E. OTHER LECTURE EXPENSES: All other lecture expenses (e.g., room rental, receptions, incidentals, etc.) are the responsibility of the requesting unit. 

VI. RESPONSIBILITIES OF THE REQUESTING UNIT(S)
A. The primary requesting unit is responsible for making all local arrangements for bringing the speaker to the campus and for the lecture itself (room booking, A/V requests, publicity, etc.).

B. The requesting unit is responsible for all publicity. Consider using departmental and other specialized electronic mailing lists to advertise the lecture as these can be highly effective means of attracting potential audience participants. The support of the UTM Snider Lecture Committee should be recognized in all publicity (e.g. "with the assistance of the UTM Snider Lecture Committee")

C. The requesting unit is responsible for having the visitor submit all receipts for reimbursement (including the incoming boarding pass if applicable). The requesting unit is responsible for completing a University of Toronto “Expense Report” form (signed by the visiting lecturer during her/his visit, even if all receipts have not been submitted) and submitting it to the Committee.

D. If the Committee is funding an honorarium, the requesting unit must ensure that lecturer fill out and sign a “UTM Human Resources T4A Payment” form, and submit this to the Committee.


VII. COLLABORATIVE APPLICATIONS FROM MULTIPLE UNITS
A. GENERAL INFORMATION

· Units that submit funding requests are encouraged to secure the support of at least one other department, program, or student organization to assure wider publicity and to make the best use of limited resources. 

· The lecture funding request must include a supporting letter signed by the chair (or equivalent) of each collaborating unit. Letters should document the nature of any monetary or in-kind support that the collaborating unit(s) will provide.

· The committee encourages such efforts as they may result in increased student interest and attendance at the lecture—such as inviting a student organization to co-apply for funding.

B. LECTURES SPONSORED BY REGISTERED STUDENT ORGANIZATIONS

· Like departments and programs, registered student organizations may propose one lecture each year to be sponsored by the committee, but student organizations must obtain co-apply with an academic department or program. 

· The committee encourages departments to give full consideration to proposals that student groups may bring to them for support.

· The chair of a department acting as a co-applicant with student organizations must write a letter endorsing the request from the student organization. 

· That department will be responsible for handling the financial disbursements of the lecture expenses (i.e., accommodation, per diem, and travel). 

· As in other cases of collaboration, a department supporting a request by a student organization will still be eligible to request funding as a primary applicant for another lecture.


VIII  SUGGESTIONS
The Snider Lecture Committee invites suggestions from interested individuals regarding ways to improve its support of public lectures at the UTM campus. They can be communicated to the committee chair or to any committee member.
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