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 Event Coordinators: Faculty Organizers: 

Financial Provide assistance with the financial details.   
1. Create and provide a chart string to be used for all expenses; 
2. Submit faculty/staff receipts (Dartmouth corporate card or for 

reimbursement); 
3. Process honoraria; 
4. Process guest reimbursements; 
5. Monitor the budget; 
6. Confirm the transfer of funds from funding sources. 

1. Establish the budget and are responsible for keeping expenses within 
budget. 

2. Communicate with funding providers to ensure the transfer of the funds. 
  

Hotel Reservations  
Make individual hotel reservations. 

 
Make and manage block hotel room reservations. 

Air Travel Connect visiting guests with the College Travel Office for flight 
arrangements. 

 

Ground Travel Arrange ground transportation for visiting guests.  

Venue 
Arrangements 

Make reservations, schedule technical support, and request logistical 
arrangements for spaces that can be reserved via Dartmouth’s Virtual EMS 
reservation system and/or with the assistance of Dartmouth’s Conferences 
and Events staff. 

Book and manage reservations, logistical details and technical requirements for 
venues that cannot be secured via Dartmouth’s Virtual EMS room reservation 
system and/or coordinated with Dartmouth Conferences & Events staff. 
 
Perform all event set-up and clean-up for which arrangements were not made 
in conjunction with the venue reservation. 

Promotional and 
Other Print and 

Electronic Materials 

Event promotion in Dartmouth’s Vox daily messages, the “D”, and the 
Dartmouth Events Calendar. 
 
Coordinate printing of promotional and event materials with Dartmouth 
Printing & Mailing Services. Event Coordinators do not personally print 
promotional or other event materials. 
 
Event Coordinators do not create or maintain an event-related website. 

Event promotion other than in VOX daily messages, the “D”, and the Dartmouth 
Events Calendar. 
 
Arrange for and manage the design of print promotional or other materials, 
including posters, schedules, programs and presentations. 
 
 
If an event website is needed, will make arrangements for the creation and 
management of the website. 

Independent 
contractors 

Event Coordinators do not serve as intermediaries between faculty 
organizers and photographers or videographers. 

Hire, communicate with and manage photographers and videographers. 

   

   

   

 Event Coordinators: Faculty Organizers: 

Film 
screening/music/ 

performance rights 

  
Communicate regarding, organize, and manage film 
screening/music/performance rights. 
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Hiring guest 
speakers or 
performers 

 Communicate regarding, manage, and are responsible for hiring guest speakers 
or performers, and perform and manage all activity related to contracts and 
agreements. 
 

Guest 
communication 

Communicate with guests verbally and in writing regarding travel 
arrangements, reimbursements and honoraria. 

Communicate with guests verbally and in writing regarding everything other 
than travel arrangements and details related to reimbursements and honoraria. 

Supplies and 
Errands 

Purchase supplies online as requested by the organizer(s) with sufficient 
lead time.   
 
Event Coordinators do not run errands or shop for supplies. 

Purchase or arrange for the purchase of supplies from sources other than online 
vendors. 
 
Run errands or arrange for someone to run needed errands. 

Event Management Event Coordinators do not attend the events in a supportive role. Attend and manage events. 

Additional 
Administrative 

Support  

Communicate with additional support staff regarding work to be done, but 
do not serve as the supervisor of additional support staff hired by the 
faculty organizers.   
 
Event Coordinators will provide administrative support as described in this 
document, but do not provide ad hoc administrative support before or 
during the event(s), and do not provide any hands-on logistical support, nor 
do they serve as the intermediary between faculty organizers and any 
additional support staff that is hired regarding their work performance, 
status, or employment. 
 

Hire, supervise and serve as the manager of any needed additional support staff 
(student or other). 
 
 
Arrange for additional staff if there will be a need for administrative assistance 
beyond the support provided by the Event Coordinators, and/or for logistical 
support before and/or throughout the event(s).   
 
 
 
 
 

Guest Special Needs  Address and manage the accommodation of guest or participant special needs. 

 
 
 
  


