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GAINESVILLE GRAND ROUNDS SPEAKER INFORMATION FORM

	Date of Lecture:
	

	Department holding Grand Rounds:
	

	Contact Person (name and phone number):
	

	Speaker Name: (First name) 
	
	(M.I.)
	
	(Last name)
	

	Home Address:
	

	City:
	
	State:
	
	Zip:
	

	Telephone Number:
	
	Fax Number:
	

	Email Address:
	

	Social Security Number or TIN:
	
	Date of Birth:
	


HONORARIUM PAYMENT:

	Honorarium Amount: $
	

	Supported by: 
	
	(LOA must be signed by UF CME and supporter prior to event)


SPEAKERS: 

1. Non-UF Faculty must sign a “Consulting & Professional Services Worksheet.” 

You may print this form at: http://fa.ufl.edu/FORMS/pdf/fa-uts-cpsw.pdf. For non-UF faculty using a tax ID number, a W-9 (http://fa.ufl.edu/forms/pdf/fa-pds-w9.pdf ) and vendor form must be completed (http://fa.ufl.edu/forms/pdf/fa-pds-ufva.pdf ).
2. UF Faculty will be paid through payroll. A “Request for Approval of Additional University Compensation (HR-600)” must be signed by employee and immediate supervisor. Be sure UFID # is on form. Additional signatures / personnel info will be completed by the Gainesville CME office. This must be received a minimum of 2 weeks before the event to ensure all signatures are obtained prior to event as required. 
You may print this form at: http://www.hr.ufl.edu/forms/managers/requestaddcomp.pdf
3. Foreign speakers require more documentation and longer time frame to process. Contact CME (352-733-0064) for the list of initial forms needed. After reviewing these submitted forms, it will determine the additional forms the foreign speaker will need.
All forms need to be signed by the speaker and faxed to the CME Office along with the “Submittal Form”. 
Fax # 352-733-0007 . Originals should be sent in the mail to PO Box 100233.

***After the lecture, e-mail Kim Chircop (kmmitche@ufl.edu) verifying that the speaker gave the presentation. This will begin the payment process. The check will NOT be processed until this verification is received.
TRAVEL:

	Is travel being paid?
	
	Estimate of total travel expense: $  
	


If speaker wants airfare and/or a rental car charged directly to CME Office they must contact Chanel at Lorraine Travel at 1-800-952-4550 or chanel@lorrainetravel.com. This form needs to be submitted to the CME Office prior to booking of flight through Lorraine Travel. Travel reimbursement to be paid per UF Travel Guidelines (available at http://cme.ufl.edu/forms/). Only coach fare can be reimbursed.

CATERING: Contact CME Office (352-733-0064) prior to lecture in order to set up payment method.
SUBMITTAL FORM AND REQUIRED SPEAKER FORMS MUST BE SUBMITTED TO CME OFFICE 

AT LEAST 3 WEEKS BEFORE LECTURE DATE

02/2010

