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COLLOQUIUM SPEAKER INFORMATION SHEET
DATE OF PRESENTATION  ____________________
PRESENTATION TITLE  __________________________________________________________________________
NAME OF SPEAKER (as shown on soc sec card) ___________________________________________
       Social Security # _____________________________ 
COMPLETE HOME ADDRESS:   ________________________________________




________________________________________

PHONE:    _____________________   EMAIL ADDRESS _________________________________________
COUNTRY OF CITIZENSHIP   _____ USA citizen    ____Other/Country ______________________
(If not US citizen, must present valid passport & visa/green card upon arrival)

Date of Arrival _________________            Date of Departure____________________
____ Lodging required on these nights:  __________________________________________________________
____ Speaker will purchase airfare, OR
____ Dept purchases the following ticket:    Airline___________ Flight#__________ Date___________
                                                                  Airline___________ Flight#__________ Date___________
Special Requests:____________________________________________________________________________

************************************************************************************************************************
	OFFICE USE ONLY
	
	

	
	ESTIMATED COST
	ACTUAL COST

	Honorarium
	
	

	   Claims tax exemption?  Y   N
	
	

	Lodging
	
	

	Airfare
	
	

	Taxi
	
	

	Parking
	
	

	Other
	
	

	Reception
	
	

	Lunch/Dinner
	
	

	                                 TOTALS
	
	


408 Smith     Box 353550    Seattle, WA 98195-3550

office 206.543.5843    fax 206.543.3313    geog@u.washington.edu    depts.washington.edu/geog/index.html
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XYZ policy



Date issued:01-01-2002
Revised: 01-01-2003
Authorized by: xxx
Next scheduled review: 01-01-2004


Introduction


Xxx

Section

Xxx


Scope

This policy applies to all employees, contractors, consultants, temporaries, and other users at [insert organization name], including those users affiliated with third parties whose work necessitates the use of the Internet while performing work at [insert organization name] or using any company-owned or affiliated data communication systems.


Violations


Violations will be reviewed on a case-by-case basis. If it is determined that a user has violated one or more of the above use regulations, that user will receive a reprimand from his or her supervisor and his or her future use will be closely monitored. If a gross violation has occurred, management will take immediate action. Such action may result in losing Internet and/or e-mail privileges, severe reprimand, or termination of employment at [this organization].


Agreement


Your signature indicates that you have read [insert organization name]'s Streaming Media Policy. Signing this document does not mean that you agree with each and every provision of the policy. However, your signature indicates you will abide by the regulations set forth in the Streaming Media Policy.


By signing below, I agree to the following terms:


I have received and read a copy of the [insert organization name] Streaming Media Policy.


I understand the provisions contained within the [insert organization name] Streaming Media Policy.


I agree that I will adhere to the regulations set forth in the [insert organization name] Streaming Media Policy.


Printed Name:


Signature:

Date:
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