
Dear [Speaker Name],
We are delighted to invite you to serve as a guest speaker for our upcoming seminar. Your expertise and insights would be invaluable to our academic community, and we look forward to hosting you.
Travel Funding and Arrangements
You have been awarded travel funding for the following expenses (round-trip or one-way indicated where applicable):
	Airfare:
	

	Amtrak:
	

	Lodging 
(include # of nights):
	

	Car Service:
	

	Regional Bus / Train:
	

	Other Local Transport:
	


Next Steps
For the smoothest experience, we strongly recommend booking travel arrangements through our office rather than seeking reimbursement. We can efficiently handle flight bookings, Amtrak reservations, hotel accommodations, and car service while ensuring compliance with university policies and eliminating reimbursement complications.
1. Submit the Traveler Information Form. Complete this form immediately or at least 30 days before your event. 

Under TSA Secure Flight Rules, we must collect the following passenger information:
· Name (as it appears on government-issued ID)
· Gender and date of birth
· Emergency contact name and phone number
· For international travel: passport number, expiration date, and country of issue 
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2. Our Administrative Assistant, Giran Ceballos (grc2136@columbia.edu), will confirm travel requirements and reserve hotel rooms (if requested) based on your form information.

3. If checking in at a hotel, remember to identify yourself as being with “Columbia University / University Seminars” or provide a confirmation number at hotel check-in.

Special Requests 
Extended stays, broken travel, or travel with an additional guest require additional approval from the University Seminars office. Please notify the seminar rapporteur and chair as soon as possible if you need to make a special request. 
Accommodation Details
We prioritize Butler Hall (located on the Morningside campus, just north of Faculty House) for all guests. If unavailable, we'll arrange accommodations at one of our preferred hotels.
Important Policies
Cancellation Policy 
If you no longer need pre-arranged travel or hotel reservations, notify both Giran Ceballos (grc2136@columbia.edu) and the University Seminars office (univ.seminars@columbia.edu) immediately. The seminar remains responsible for all charges if reservations are not cancelled promptly.
If You Choose Personal Arrangements 
Please note that reimbursement can be complex and time-consuming, requiring:
· Registration in the university payment system
· Submission of tax and personal information
· Compliance with visa or customs requirements (for international speakers)
· Proper documentation and receipts
· Completion of a Guest Reimbursement Form
Coverage Limitations
The University Seminars will not cover or reimburse:
· Lodging beyond the minimum days necessary for the seminar business
· Local transportation (except as pre-arranged)
· Meals or incidental expenses
· Personal travel extensions
· Small out-of-pocket expenses (no per diems are provided)
Additional Resources
· Booking Travel - Step-by-step booking procedures
· Reimbursements - Process and requirements
Contact Information
Please include your seminar date and seminar number/name when corresponding with our office.
· Travel arrangements: Giran Ceballos (grc2136@columbia.edu)
· General information: univ.seminars@columbia.edu
We look forward to your participation and to facilitating a seamless travel experience for your visit.
Warm regards,
[Chair and/or Rapporteur]

