IEEE Power & Energy Society (PES)
Distinguished Lecturer Program (DLP)

CHAPTER / SPEAKER CHECKLIST

IMPORTANT:  DLP Chair must approve all speaker visits in advance of the trips.  The Power & Energy Society (PES) reimburses for inter-city travel for approved visits to the Chapters.  Local expenses are to be paid by the local chapters.  Refer to the program procedures below:

	· 
	CHAPTER
	· 
	SPEAKER

	
	
	
	

	Considering a DLP Speaker Visit

	
	Be a PES or student chapter.
	
	Be a speaker listed in the current DLP program.

	Arranging a Visit

	
	Consider speakers from the current DLP only. Inform DLP Chair about your selection.
	
	-----------------------------------------------------

	
	Contact the speaker of your choice to determine compatibility and availability.  Choose a date for the visit.
	
	Accept Chapter invitation and agree on date for the visit.

	
	Receive estimate of inter-city travel expenses from speaker.
	
	Give Chapter estimate of inter-city travel expenses (air travel, ground transportation).

	
	Give estimate of local expenses, to be paid by the Chapter.  Agree with speaker on reimbursable amount.
	
	Get estimate of and agree on local expenses to be paid by Chapter (hotel, ground transportation, meals, registration, other).

	Approval of a Visit

	
	Submit a visit request for review by the DLP Chair Yousu Chen at “pes.chapters.dlp@ieee.org” Complete all areas of the “Speaker Request Form” from the DLP.  Send a copy of the request to the speaker.
	
	Receive copy of Chapter request to the DLP Chair for your speaking engagement.

	
	Receive approval of request from the DLP Chair.
	
	Receive copy of approval for visit from DLP Chair.

	Preparing and On-Site

	
	Confirm date and make all local arrangements.
	
	Confirm date and make travel arrangements.

	
	Provide speaker with details of presentation site, expected attendance, and other arrangements.
	
	Provide Chapter with presentation needs (audiovisual, helpers, material, etc.) and travel arrangements.

	
	Make note of topic, total attendance, and notes on technical content, oral presentation, and overall presentation for follow-up report to PES-DLP.
	
	Prepare a lively presentation that shows excellence in technical content, oral and overall presentation.

	After a Visit

	
	Send a thank you note.
	
	Submit an IEEE expense report for inter-city reimbursement along with all receipts to:

Yousu Chen (Email: yousu.chen@ieee.org)
Pacific Northwest National Laboratory 

       P.O. Box 999, MSIN K1-85 

       Richland, WA 99352 USA

       T: (509) 375-6662 

	
	Reimburse speaker for local expenses.
	
	Submit a cover letter with request for reimbursement along with all receipts to the Chapter for reimbursement of local expenses.

	
	Submit the “Follow-Up Form” to the DLP.
	
	Receive reimbursements from Chapter and DLP.


Note: Rules for DLP need to make clear that those included in the DLP list should not perform such activities with chapters requesting monetary compensation or using the program as advertisement tool.
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