SAMPLE E-MAIL FOR GUEST SPEAKERS

***COPY AND PASTE INTO A NEW MESSAGE BEFORE EDITING******

DRAFT FOR GUEST SPEAKER ARRANGEMENTS----  PICK AND CHOSE PARAGRAPHS AS NEEDED

Make changes as needed to class details, dollar amounts, etc.

Use as subject line:  (GUEST FIRST NAME LAST NAME)/ (DATE) TRIP TO EASTMAN

Attach W-9 to e-mail, available on the ALP website at http://www.esm.rochester.edu/iml/alp/faculty.php



Dear (Title) (last name):

I'm following up on an e-mail that (instructor name) sent to you regarding a request to speak in (his/her) Arts Leadership Program (ALP) class at the Eastman School of Music on (date).  The class meets from (start time to end time) in the Eastman main building, Room (room).  I am happy to assist you with the details of your trip.  It is our practice to provide guest speakers in our Arts Leadership Program courses with their honoraria and reimbursement for their expenses after their trip has been made.

Honoraria -- You will receive an honoraria of $XXX, plus reimbursement for any travel expenses associated with the trip.  I am attaching an electronic copy of a W-9 form.  If you can't retrieve this as an attachment, please let me know a number where I can fax to you and I'll be glad to do so.  This must be completed and returned to my attention at the address listed below along with any original receipts for expenses.

Airfare (other than NYC) -- We will reimburse you for your roundtrip coach airfare.  We would need original receipts for any costs.  It is normally easiest if guests make their own airline reservations, but ask that you work with us in keeping to a reasonable cost.   Current fare is approximately $xxx based on (List airline and flight details).

Airfare (NYC) -- We will reimburse you for a roundtrip fare on JetBlue or a not to exceed equivalent to the JetBlue fare for another airline or mileage.  We would need original receipts for any costs.  JetBlue requires that you make your airline reservations directly -- they are available via the web at http://www.jetblue.com/ or at 800-538-2583.   Class times would require you to take the 9:30 am flight from JFK, arriving in Rochester 10:45; depart 5:15 p.m. or 8:20 p.m. (JFK return 6:35 or 9:45 pm).  Current fare is approximately $105 one way.

Travel/ Other -- We will reimburse you for any taxi, tolls, tips, parking and meal expenses incurred on your travel day.  We would need original receipts for any costs.  Since you are arriving and departing on the same day, there will be no hotel expenses.  Please take a taxi from the Rochester airport to the Eastman School.

Travel/Other -- We will reimburse you for actual mileage ($0.5xx/mile), tolls, hotel and meal expenses.  We would need original receipts for any costs and a report of actual miles.  We would be happy to make hotel arrangements for you if you would just let us know for which night and if you have any special needs.  The hotel closest to the school and the one that our guests normally use is the Strathallan  http://www.strathallan.com/  Their website provides directions to the hotel.  Please let me know if you would prefer to stay elsewhere.

Directions to Eastman -- Please see directions to the school at  http://www.esm.rochester.edu/concerts/parking.php 

Audio Visual Requirements -- Please let me know if you have any special audio visual requirements (overhead projector, computer projector, etc.)  at least 3 weeks prior to your scheduled visit.  We also need to know if you need internet access or audio output (speakers). 

Bio/ Photo -- We will be advertising your talk to the Eastman community.  To assist us in developing posters and advertisements, would you please provide us with (1) a short bio (one paragraph), (2) a photograph (high resolution electronic image at 300 dpi sent via e-mail is preferable), and (3) a title for your presentation along with a short paragraph further detailing your topic.  These should be forwarded to my attention by (date) if possible.

Thanks so much for your help, and please let me know if you have any questions.  I look forward to hearing from you.

Sincerely,

