
Helping Faculty with Colloquia / Workshops and Related Arrangements

-
-

1)
Book Talk’s Room in the Law Building:


Book room for the dates with the Dean’s office or Doug Myers in Records as soon as possible:  Book the Colloquium room 2448 (old faculty lounge) or, for really small talks, the “Persian room.”
2)
Book accommodation at the UCLA Guest House:

A)
Double check with Christie McIntire at Accounting the recharge number. 
B)
330 Young Drive East, Los Angeles, CA 90095
Phone (310) 825-2923, Fax (310) 825-6108, Reservations (310) 206-3751


When reserving, let the Guest House know that we are going to pay "All Charges" (telephone use by the guest, etc.)

C)
Keep track of the talk series

	Speaker Name
	Dates stayed
	Date of talk
	Guest House Confirmation

	
	
	
	

	
	
	
	

	
	
	
	


3)
Make travel arrangements for the speaker.  See Travel arrangements for a faculty or a guest speaker on page 3
4)
Update Web page for the Talk Series:

A)
In Adobe, distill the paper emailed to the faculty.  Before that, add cover page approved by your faculty.  Sample cover page for guest speaker’s paper. on page 4
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Welcome to the companion site for
David A. Sklansky's

EVIDENCE: CASES, COMMENTARY, AND PROBLEMS
Aspen Publishers, Inc., 2003

This site is designed to accompany Evidence: Cases, Commentary, and Problems.
The expandable Table of Contents shows the book's coverage and contains
hyperlinks to full-text versions of all excerpted cases, as well as to pertinent sites
elsewhere on the web. The Table of Cases lists all cases excerpted or cited in the
casebook and contains hyperlinks to full-text versions of the excerpted cases. The
Problems section contains review questions from the book, organized by chapter.
The Links section lists general web resources related to the study of evidence law,
including full-text versions of the Federal Rules of Evidence, the California Evidence
Code, and other state rules of evidence.

In the future this site will contain updates to the casebook and information about
recent developments in evidence law.

1f you have suggestions for improving this site or know of additional links that

More Informati

About the Book:

A brief description of
the casebook's
approach to evidence
law, an excerpt from
the author's preface, a
Table of Cases, and a
Table of Secondary
Authorities.

About the Author:
Information about
Professor Sklansky and
a list of his other
publications.

Professors:

Please contact me for
‘more information
about the book or to
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B)
Post PDF file on the web page dedicated to the talk series (have Martin Callan set it up): To modify in FrontPage, go to the web page on Internet Explorer, and click on FrontPage icon.  This will get you to the “editing mode” of the page.  Editing a simple web page is easy and intuitive if you are a Word user.  If you still feel you need help, please see Tal.  Sample Web page format--posting information about the talk. on page 2

Posting of the paper should include:
- Professor's name

- Title (double check with professor)

- Law School (double check with professor)

- Draft paper link:
- (Remember to "Import" file.  Press on Folders (on the left).  Then File > Import and import the file.)

- Professor (name) will be presenting "[paper's title]"  

- Expository passage about the paper.

5)
Make copies of the paper and place in mailroom. 

6)
Help with faculty dinner for the speaker
-
Keep record of dinner participants' names:

-
Make dinner reservation
-
Submit reimbursement to Christie McIntire
7)
Arrange for catering for the workshop/meeting
.
 Let Laura Finefrock (Dean’s office) know the date and number of people.  She’ll walk you through the catering ordering process.  She might offer assistance.  Workstudies too can help on it.

-
It's customary for afternoon talks to just have snack--fruits, vegetables, bundt cake, cookies, cracker and cheese--no crunchy foods. 

Sample Web page format--posting information about the talk.
--------------------------------------------------

Date, 2003

Professor's Name

Title (double check with Professor)

Law School (also, double check)

Draft paper link

(Remember to "Import" file.  Press on Folders (on the left).   Double click on "Papers".  Then File > Import and import the file.)

Professor (name) will be presenting "[paper's title]"  

Expository passage about the paper.

--------------------------------------------------

Travel arrangements for a faculty or a guest speaker
UCLA Travel Center

(310) 206-2639

(800) 235-UCLA

travel@finance.ucla.edu

Five steps to making travel arrangements:

	1)
Getting preliminary information from traveler regarding their travel preferences.

2)
Contacting UCLA Travel Center and having them email you a tentative itinerary.

3)
Checking with the traveler for approval / changes in the tentative itinerary.

4)
Emailing Christie McIntire the reservation number email from the Travel Center (that email links to an online itinerary) to process a purchase order to pay for it.

5)
Notifying the traveler that they airfare purchase has been finalized


1)
The traveler will give you the preferred days and times.
2)
Contact UCLA Travel Center.  You can email them as well, but if you prefer calling, try calling before noon time.  It might takes a couple of attempts before you get a hold of a live assistance on the phone.  If you email them, they reply very fast.  You can email them your request in general terms (preferably asking for United Airlines, but other airlines are fine too) including car rental (for which UCLA cover complete insurance, liability and collision damage).
They will eMail you a tentative itinerary
3)
Email the link to the traveler and await their approval.  Changes can be easily made to the flights via an email or a phone call to the Travel Center.  For each change, mention the last name of the person--this is how the Travel Center keeps track of the itineraries.
Note: 
Each new itinerary sent to you supposedly stays in effect for 24 hours and expires if no payment is submitted.  In effect, it stays longer than that.  
4)
Once approved by the traveler, forward the Travel Center’s email to Christie McIntire.  Christie will take  care of the rest (she will contact them with an issued PAC order.
5)
Upon payment the travel center will email you a final itinerary which you can then forward once more to the traveler.

The itinerary will be posted until the date that the travel will occur.  After the travel date, the link will no longer be valid and will not lead back to the itinerary (Be sure to print out extra copies of the itinerary, you might need them for accounting purposes such as reimbursements).
Sample cover page for guest speaker’s paper.
Title of paper
Prof Name
Title

School
NAME OF TALK SERIES
UCLA School of Law

Day, Date Time (Law Building)
Web address where paper is posted
	 SEQ CHAPTER \h \r 1Draft, Date. For UCLA Workshop. Please Don’t Cite Or Quote Without Permission.




