MUNRO LECTURES CHECKLIST
	
	Date due
	Update 

	Name of Lecturer:  

Date of Lecture: 


	
	

	Name of Sponsor: 

Email and tel no:  


	
	Date

	1
	Letter of invitation emailed by Committee Secretary (inc note on Founder) to lecturer and copy to host (usually once host has confirmed date of lecture)

Letter to include list of questions as per guidance
	
	

	2
	Invitation accepted


	
	

	3
	Date agreed


	
	

	4
	Book lecture theatre as soon as date confirmed  (usually Meadows Lecture Theatre, HCA, 1600-1900, ask Niko Ovenden if that’s ok first then book via timetabling@ed.ac.uk (509267)).  Book St Cecilia’s Hall, 1600-2000, as back up until receive confirmation from timetabling in September – later finish as reception would take place there too.
Venue details: 

	
	

	5
	Book reception room  as soon as date confirmed (usually The McMillan Room, HCA, booked via Niko Ovenden, School Administrator for HCA Niko.Ovenden@ed.ac.uk (503784)) – 1700-2000
Venue details: 


	
	

	6
	Check with host if hotel accommodation required and book 


	
	

	7
	Contact Myra Reid (mbr@chryste.co.uk) and Ann King (Anne.S.King@ed.ac.uk (502006)) to serve refreshments


	
	

	8
	Arrange catering for reception: drinks from Peter Green’s (michaelromer2000@yahoo.co.uk (0131 229 5925)) and canapés from Faking It (ruth@fakingitinedinburgh.co.uk  (07981 77 11 07))
Details:   


	
	

	9
	Lecture title, abstract and details of any AV equipment needed at least 8 weeks before lecture 


	
	

	10
	Update Munro Webpage (hss.web@ed.ac.uk  CHSS Webteam) as soon as information on lecture received

	
	

	11

	Email Kathryn Dunlop, C&M Public Relations Officer (651 5587, kathryn.dunlop@ed.ac.uk) 
photo and abstract along with specific magazines/publications to contact and if lecturer agrees to take interviews with media - 2 months in advance 

	
	

	12
	Liaise with host department regarding reception, seminar, invitations  6 weeks before lecture

	
	

	13
	Publicity: review mailing list; prepare invitation and poster and have them approved by sponsor (include URL)  
5 weeks before lecture
[Guidance: an invitation to the lecture is sent to each School Secretary in the College, which they forward onto to everyone in their Schools; the three separate student societies for History, Classics and Archaeology are also sent the details of the lecture] 
	
	

	14
	Have invitation printed & distribute as per mailing list 4 weeks before lecture

	
	

	15
	Send sponsor 6 copies of poster   4 weeks before lecture

	
	

	16
	Advertise on University news webpage  (Events Diary – jamie.chalmers@ed.ac.uk)  4 weeks before lecture

	
	

	17
	Advertise via EUSA (Niamh.maynard@eusa.ed.ac.uk) & student societies for History (History.Society@ed.ac.uk), Classics (edclassicssoc@gmail.com), and Archaeology (edin.archsoc@gmail.com) 4 weeks before lecture
	
	

	18
	Send an email invitation (PDF attachment) to all the School Secretaries in our College and ask them to forward it on to everyone in their School. Also send the School Secretaries a copy of the poster by email. 4 weeks before lecture

	
	

	19
	Send poster and abstract to Anthea Taylor in the IASH (iash@ed.ac.uk) 
	
	

	20
	For which finance forms are used to pay lecturer and reimburse his/her expenses, see Appendix 1 of Guidance for planning a Munro Lecture.  Send relevant forms to the lecturer.  

If a Foreign Currency Payment Voucher is needed, request the information required for the form rather than sending the form.  Complete the form for the lecturer on pink paper – prevents errors caused by illegible handwriting.  

Explain the need to provide original receipts along with expenses form.  To be handed into the College Office or posted in.  And fees and expenses are paid as 2 separate payments.

1 week before lecture
	
	

	21
	Prepare receipt for catering if required 3 days before lecture and send to Anne King

	
	

	22
	Ask Niko Ovenden (School Administrator for HCA, Niko.Ovenden@ed.ac.uk) to ensure that the McMillan Room and Doorway 4 of the Old Medical School are kept open until 20:30 on day of lecture so members of the public can leave without problems  3 days before lecture

	
	

	23
	Laminate 3 X A3 posters  3 days before lecture

	
	

	24
	Email Peter Green’s and Faking It just to confirm that the orders for drinks and canapés are on and that the time, date and venue they have are correct   3 days before lecture
	
	

	25
	Arrange the reimbursement of the lecturer’s expenses and the payment of the honorarium (these must be two separate payments). After the lecture
	
	

	26
	Arrange the payment of the catering and drinks invoices.  After the lecture
	
	


	Additional notes 
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