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October 4, 2011

Dear Graduate Students,

To clear up any confusion and to ease the burden on the department accountant, I am writing to outline how student groups will handle the planning and arrangements for their events and activities.

The Planning Stage
Please begin your planning well in advance of when you wish to schedule the event or activity, and be sure to consult the faculty advisor of your group on the design, invited participants, and budget.  If the event or activity costs more than pocket change, you should seek such sources of revenue as SUA grants, other university grants, and unit co-sponsorships in addition to English Department funding.

Requests for Department Funding
1. All requests for department funding need to be submitted to the Chair.
2. The request, in a Word attachment to an email, should include: (a) a brief description of the event or activity, and (b) a line-item budget specifying all revenue sources/amounts and all expenses.
3. If the budget includes speaker airfare, you need to check low-cost options and figure on one of the lowest (as long as it doesn’t inconvenience the speaker with several plane changes).
4. For overnight stays, we use the Radisson Hotel on Washington Avenue.  When you get a quote, please specify that you want the university rate which does not include taxes (because we are a tax-exempt organization).
5. If you have other significant expenses, such as printing or a group reception, you also need to research and list lower-cost estimates.
6. If the Chair has concerns about your funding request, she/he will contact you.  If not, she/he will send an email approving the department funding contribution to Mary Barfield (English accountant), Danielle Behling (CLA accountant), and you.

Publicity
1. To publicize your event on the English website, please send the information to Terri Sutton at sutton@umn.edu.
2. You may use department mailing – letterhead and postage – if you are mailing 20 letters or less.  For mass mailings, which we discourage, you will need to consult the Chair.
3. You may use department colored paper and duplicating for up to 50 fliers.  We encourage you, however, to design a flier that can be sent to English and other units as an email attachment.

Arrangements
You yourselves will not book air travel, hotel, caterers, and other such arrangements involving payments.  Once the Chair has approved your funding request, these arrangements will be made by Karen Frederickson (for MA-PhD events) or Kathleen Glasgow (for MFA events).

You must provide the appropriate staff person with: (a) a copy of your funding request (description and budget), (b) a copy of your Chair approval, and (c) the attached forms on events information and visiting speaker information.  

If your event does not feature visiting speakers but does require other expenses such as food orders or venue fees, please see the attached form Part Three.  The funding request you submit to the Chair needs to itemize food and venue costs and provide evidence that you have considered comparative pricing.

Finally, the student group policies are attached once again.  Please be sure you comply with them.  The department wants to support student group activities, but we need to make sure that they are managed prudently.

Best,

Ellen Messer-Davidow
Professor and Chair
Department of English
