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MISSION AND CHARTER

• The University Seminars at Columbia University is an 
ongoing community of partnerships each
of which is constituted by scholars from multiple 
academic departments and disciplines, often
including experts from outside academia, and is 
devoted to the study of an institution, practice, or 
issue of theoretical and/or practical importance. The 
University Seminars originated in, and maintains its 
vitality through, spontaneous intellectual initiatives 
and is therefore considered a movement. The mission 
of The University Seminars collectively is to enable 
the intellectual missions of its individual constituent 
seminars.

• Seminars are individual entities, free to determine 
how and when to hold elections, offer membership 
and how to explore their fields of interest. 

• No honoraria; no dues.

• Meetings are by invitation only.



CONDITIONS

• Every seminar includes members from more than one academic department as well as non-Columbia associate 
members who link Columbia with the intellectual resources of surrounding communities.

• Seminars admit their own university affiliates, associate members, and guests by individual invitation.

• Participation is voluntary and unpaid—our charter forbids honoraria from any source.

• Seminars meet a minimum of four times per academic year.

• Minutes and attendance are taken at every meeting.

• Chairs must ensure that the privacy policy is acknowledged at each meeting with the help of the rapporteur.

• All speakers must submit a Speaker Acknowledgement of Privacy Policy Google form.

• Guests and graduate students may be invited to attend meetings.



CHAIR RESPONSIBILITIES



CHAIR RESPONSIBILITIES

• Invite speakers in consultation with seminar members.

• Communicate and work with The University Seminars office.
• New Academic Year Planning Form

• Directory Page EDITS

• Travel Funding Requests

• Know Conditions

• Plan meetings and budget for academic year.

• Hold chair elections.

• Invite membership and update membership lists.

• Hire and work with rapporteur.

• New chairs should meet with the director.



THE GENERAL MEETING FOR CHAIRS

• The General Meeting is the annual event in the fall where chairs are updated on news and 
policies from The University Seminars, take part in voting and communicate their concerns, 
needs and questions to the central office.

• Chairs are required to attend in-person or via an appointed proxy. Rapporteurs are not an 
appropriate proxy.

• The next General Committee Meeting is scheduled for October 30, 2023, 4-6 PM, over 
Zoom.



YEAR-END

• Every spring, Pamela Guardia send chairs a New Academic Year Planning Form. Through this form, chairs 
communicate the incoming chair/s and rapporteur, and their proposed schedule for the year.

• The University Seminars publishes a Directory of Meetings, Speakers and Topics at the close of each 
academic year. Chairs from that academic year are required to submit their Directory page, containing all 
of the past year’s events, even if they are not continuing as chair.

• Membership lists are sent out to chairs at the end of the year. Chairs are responsible for updating their 
lists by adding or discontinuing members. (Memberships on hold until next academic year).

• Travel Funding Request Forms are due by June 30th for the incoming AY and must be submitted by the 
chair.  Travel estimates are expected.  A hotel list with prices is available on The University Seminars’ 
website.

• Chair elections should be held every year. 

• All year-end forms are due by June 30th. Exceptions can be made.

• All forms are available online.



YEAR-END: THE ANNUAL DIRECTORY



WEBSITE & NEWSLETTER

• The University Seminars website contains guidelines within the new Administrative Portal, 
contact information and an individual web page for each seminar.  

• Chairs should read their seminar description for relevance and check that their contact 
information is correct.

• Guidelines for Seminar Chairs are searchable from with in the Portal.

• The University Seminars publishes a Newsletter 2-3 times per year. Remember to send news-
worthy items to Summer Hart for inclusion in the Newsletter.



WEBSITE



ADMINISTRATIVE PORTAL
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The University Seminars Administrative Portal will 
go live in September 2023. 
All guidelines, instructions and forms are organized 
in the portal. 

Through summer 2023, the Guidelines PDF 
booklet remains the best source of information for 
chairs and rapporteurs. 

All forms mentioned throughout the slides are in 
the portal and online on the Guidelines webpage.



RAPPORTEURS



EXPECTATIONS

• Rapporteurs are graduate student workers at Columbia University, hired by The University 
Seminars.

• No student may work more that 20 hours per week for all university employment. Seminar work 
should take no more than 6-10 hours per month. 

• Rapporteurs are not expected to answer emails or take calls on weekends or evenings when a 
seminar is not scheduled to be held. Delayed responses to emails are expected since rapporteurs 
are students first. Rapporteurs are not assistants. 

• Fair, courteous and respectful communication is expected from all members of our community, 
including toward rapporteurs. Chairs must follow and uphold The University Seminars Code of 
Conduct.

• Rapporteurs are asked to submit minutes before the next seminar meeting. Chairs may not hold 
onto nor extensively edit seminar minutes.  All minutes must be submitted by June 30.

• Rapporteurs apply for a seminar directly with the chair and are employees of the university.



RAPPORTEUR RESPONSIBILITIES

• Keep in communication with chair. Understand responsibilities and expectations.

• Maintain an email list of seminar members, associates, & guests.

• Confirm information on the individual seminar website is correct, including schedule.

• Send announcements of seminar meetings. Zoom invitations for virtual meetings.

• Circulate handouts or background papers for presenting guest.

• Meet privacy policy requirements.

• Direct speakers to the "Speaker Acknowledgment" form.

• Record the minutes and collect names and affiliations (include in minutes).

• Handle general administrative duties for the seminar. 

• Submit all minutes and announcements via Submittable and timesheet via Google



RAPPORTEUR COMPENSATION

• Rapporteur responsibilities are limited to the job description in our guidelines. 

• Hourly rates: $25 in first 2 years; $30 in subsequent years.

• If timesheets are consistently over 10 hours per month, the chair will be contacted.



MEETINGS



SCHEDULES & PLANNING

• New Academic Year Planning Form must be submitted by the beginning of the fall semester.

• Schedule updates must be sent to the office to be posted on the seminar webpage. 

• Meetings to be held in the Faculty House are subject to space availability. Contact Pamela 
Guardia with changes to your schedule or programming. 



NEW ACADEMIC YEAR PLANNING

New Academic Year Planning forms are sent out to chairs each 
spring and are expected to be returned by June 30th. 

If a new rapporteur is needed, the seminar will be added to a 
job list. 

Space in the Faculty House is limited.

The form is required even if your seminar will not meet in the 
Faculty House.



VENUES

• Seminars are welcome to meet in their own department, either at Columbia 
or at their own institutions.

• Budgets for outside dinners are always $50 per person, with an additional $40 
for a bottle of wine.

• Even if you meet off-campus or outside of the Faculty House, you must submit 
a completed NAYPF.

• Conferences, Symposia & Special Events may be organized off-campus. If you 
are interested in holding your special event in the FH, submit a Conference 
Planning Worksheet to Pamela Guardia.



FACULTY HOUSE

• Schedules are submitted via the NAYPF by June 30th and confirmed in by the end of the summer.

• Dinners are catered and paid by TUS. Complimentary wine is offered for dinners at the Faculty 
House. Guest speakers, rapporteurs and chairs are guests of The University Seminars.

• Technology needs are arranged with the office.

• Changes to schedule, rapporteur, technology and disability accommodations must be 
communicated to TUS as soon as possible.

• Remember to interact with FH staff and TUS staff with respect and professional courtesy.



TECHNOLOGY

• Remember that the meeting technology, including projectors, screens, televisions, laptops, 
Meeting Owls, PowerPoint advancers, speakers and wires, are all property of The University 
Seminars. 

• The University Seminars provides these items as a courtesy free-of-charge. Our partnership 
with the Faculty House allows us to use our own equipment in the building.

• Our administrative assistant or a hired work-study will help set up.
Once equipment is set up and tested, do not unplug anything. The technology will not 
tolerate the change and will not reconnect.

• Issues with equipment or set up are to be directed to Pamela Guardia.



PRIVACY POLICY

At the start of each meeting (virtual or in-person), rapporteurs read the seminar’s agreed upon 
privacy policy including whether the seminar is “open” or “closed.” All attendees must 
acknowledge the policy in a manner agreed upon by the seminar and this acknowledgment is also 
recorded in the minutes.

At the start of each meeting (virtual or in-person), rapporteurs read the seminar’s agreed upon 
privacy policy including whether the seminar is “open” or “closed.” All attendees must 
acknowledge the policy in a manner agreed upon by the seminar and this acknowledgment is also 
recorded in the minutes.The rapporteur will state whether the meeting is "open" or "closed." If 
the meeting is held in-person, attendees will be asked to raise their hands in acknowledgement. If 
an attendee does not agree with the policy, this is noted in the minutes. If the meeting is held 
virtually, attendees will be asked to acknowledge by virtual hand raise. Attendees may not raise 
hands prior to the policy being read. Rapporteurs will also collect the names and affiliations (N/A if 
unaffiliated) of everyone in attendance.This information will go in the minutes.



PRIVACY POLICY



PRIVACY POLICY

• Meetings are not necessarily recorded, even if they are held on Zoom.

• If a meeting is recorded, the video/audio are for the rapporteur’s use only in taking minutes.

• If a meeting is going to be recorded, everyone in attendance must be made aware of this intention.

• Video will not be saved.

• Audio will not be saved. 

• Zoom recordings may not be shared with anyone—including the speaker.

• Zoom recordings are not included in The University Seminars Archive.

• Minutes may be circulated if a seminar has an open policy.



MEMBERSHIP



MEMBERSHIP

Columbia University affiliate membership is reserved for faculty and other 
experts of Columbia University.  Associate membership may be offered to faculty 
and experts from other academic and non-academic institutions; external 
scholars may also contact the seminar’s chair and ask to apply for associate
membership.

Columbia affiliate and associate members may be nominated to the seminar’s 
roster at any time by the seminar chair.

Memberships are on hold for the current academic year.



MEMBERSHIP

Associate membership is awarded when the following have occurred

1. The seminar’s chair submits a letter of nomination to the director.

2. Nomination is reviewed and the nominee is asked to complete the UNISEM Membership Form 
via Google.

3. The director approves the appointment, following review of the nomination and google form. In 
rare cases, the nomination may be rejected or more information requested before approving 
the appointment.

4. A formal notice of appointment is sent to both the seminar chair and the new member or
associate.



TRAVEL



TRAVEL FUNDS

• Travel funding is not automatic

• TFRFs are submitted to The University Seminars Director, Susan Boynton and 
are due by the first day of the semester.

• The Travel Funding Request Form is found on our website.



YEAR-END: TRAVEL FUNDING



TRAVEL ARRANGEMENTS

• TARFs submitted by rapporteur or by the traveling guest.

• Requests must be submitted with as much advanced notice as possible. 

• Last-minute travel requests can cause the price of trains or flights to exceed 
Columbia University limits. Exceptions will need to made at the provostial level 
for travel that exceeds CU limits by a large amount. 

• If travel exceeds original budget, an email must be sent to the director 
requesting additional funds.



TRAVEL REIMBURSEMENTS

• Reimbursements are avoided as much as possible.

• Reimbursements to university affiliates must be done through the Concur 
Financial System.

• All forms for reimbursement are on our website (affiliates, non-affiliates).



REIMBURSEMENTS: FORMS



REIMBURSEMENTS: FORMS



REIMBURSEMENTS: FORMS



CONFERENCES



CONFERENCE FUNDING

• The University Seminars can provide limited funds toward a conference, 
symposium or special event if the work comes out of the seminar.

• Seminars are encouraged to seek other sources of funding.

• Conference funding requests are made through Submittable.

• Communicate with The University Seminars office for costs and expectations.



SUBMITTABLE



CONFERENCE PLANNING

• Selecting a venue on or off campus

• For events to be held at the FH:

• Submit a Planning Form

• Work with PFG to coordinate



RAPPORTEURS

• Conference work is not a part of regular rapporteur responsibilities

• Up to 20 hours of pay per week permissible by the university

• Remember to keep realistic expectations.

• Rapporteurs can elect to work for a conference or special event. It is not 
required. 

• Other rapporteurs or organizers may be available to help as well. 



PUBLICATIONS



PUBLICATION FUNDING

• The University Seminars offers publication funding for material that has been 
presented at a University Seminar and accepted by a publisher.

• Funds can be used for indexing costs, image usage rights, translations, etc. 

• Publications supported by The University Seminars can be viewed online.



GIFT ACCOUNTS



GIFT ACCOUNTS

• Each seminar may contribute to their own gift account. The funds held here 
can be used to defray some travel or conferences costs, to hold a reception at 
the end of the year or help pay for meals for graduate students who attend the 
seminars.

• To start or check the balance of a gift account, contact Gesenia Alvarez.

• Donations are made online only. Be sure to put your seminar number in the 
notes section.



THE BELO FUND



THE BELO FUND

• The Belo Award aims to increase participation from emerging and independent scholars and non-
tenured professors from underrepresented groups in The University Seminars’ events. The Award may 
be used for expenses associated with attendance, over and above the cost of travel and 
accommodation usually covered by the Seminars Office. Such expenses might include dependent care, 
the cost of food, and other incidentals.To start or check the balance of a gift account, contact Gesenia
Alvarez.

• Below Award requests are accepted on a rolling basis through Submittable.



SPECIAL ANNUAL EVENTS



THE ANNUAL DINNER & 

THE SCHOFF LECTURE SERIES

• The Schoff Lecture Series is a series of three lectures given by an invited speaker on their current or 
recent work in their field. They are held over three consecutive Mondays in the Fall. These lectures are 
free and open to the public.

• The Annual Dinner is held in the spring to celebrate our community, honor a community member and 
hear a single lecture from an invited presenter. These are open to the University Seminar Community. 

• Chairs are expected to circulate notice of these events to their email lists. 



ARCHIVE



ARCHIVE



ARCHIVE
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