
The Unofficial Czar Handbook

Congratulations!  You’re a new SASS Czar.  You’re one of the few, the proud, the brave.  Now for some nitty-gritty tips to help you survive the next six months.  

1) Important people.  There are several people who can make your life as a Czar easier.  

a. Ryan Auer.  Ryan works in the Budget Office at SLAC and can reimburse you for food purchases.  His office is on the second floor of Building 41B at SLAC.  New czars need to have signing authority transferred over to them. 
b. John Skinner.  He’s the KIPAC building superintendent and makes reservations for the 2nd and 3rd floor conference rooms.  Contact him early to book the needed rooms for the full 6 months (or the full year if possible).  Usually we prefer the 3rd floor as our first choice (since it’s larger), the 2nd floor as backup, and the Sierra Conference Room (Central Lab) when all else fails or we’re having pizza (no served hot food is allowed in the Kipac building).  

c. Lois M. White via RT <unix-admin@slac.stanford.edu>.  You should probably email unix-admin@ with questions, but Lois may be the one to respond. 

2) Room Reservations

a. We have a standing reservation for the 3rd Floor Conference Room of the Kavli Building.

b. John Skinner.  He’s the KIPAC building superintendent and makes reservations for the 2nd and 3rd floor conference rooms; he’s located in the Kavli Building in the basement.  Introduce yourselves to him as the new SASS Czars and let him know that you would like him to give you a call if for whatever reason our standing reservation in Kavli is cancelled.

c. If you haven’t done so already, get a Microsoft Outlook account through SLAC computing (Building 50) so you can both make and check room reservations online.  Each week, one of the two Czars should check that the reservation of the 3rd Floor Room in Kavli has not been overridden by a conference, summer school, administrative meeting, etc.  If in doubt, call John Skinner at extension 2906.  It’s nice to know the status of our room reservation at least by the Friday before a scheduled talk, but be aware that our reservations can unfortunately be cancelled at the last minute by higher operatives within the SLAC organizational tree.

d. Checking Room Reservations using Citrix.  You can check the availability and booking of each room using Citrix.  After obtaining a Outlook account through SLAC computing, log into Citrix at citrix.slac.stanford.edu.


In Outlook, on the left hand bottom, click the calendar tab.

Then, under "Actions" (on the top bar), select "New Meeting Request".  A new window will open.


In this new window, select “Scheduling Assistant”.  The window will now display a specific date (typically the current date) divided by hour.  Next select “Address Book”.  Scroll down to find the room whose reservation you want to view.  Typically this will be Room 51 Kavli 3rd Floor Conference Room. Double click the room name to place it in the "Required" field, and hit “okay”. On the calendar will appear all the reservations made for that room on the given day.  There is a monthly calendar on the right side if you want to see other dates.

In case you need to make a room reservation for another room, look up the room on the “Address Book” and find the name of the person to the right of the room you want to reserve.  Email this person (you can find the email by looking up their name in the SLAC website) and ask them to reserve the room.

d. It is extremely likely that during the Summer months our standing reservation of the 3rd Floor Conference Room in Kavli will be overridden.  In this case, try and book the 2nd Floor Conference Room in Kavli.  If this also fails, you should try one of the rooms in Building 40, for example the Sierra Room, or one of Conference Rooms in Building 137 (SSRL).

4)   Reimbursements.  

a.  Congratulations!  You’ve bought treats (fruit/cookies) for a SASS meeting.  Now you need to get reimbursed.  As of Fall 2010, SASS has an account at SLAC.  The account began as a discretionary fund of the then-SLAC Director, Persis Drell.  As of 2014, there should still be plenty of money in the account.  If the account runs low, try petitioning the current SLAC Director, Chi-Chang Kao (ckao@slac.stanford.edu), directly.
b. To get reimbursed, you will need the receipts from the purchases.  In addition, you will also need the account number (PTA), a list of SASS meeting attendees and a reimbursement slip.  The SASS PTA is 1027833-11-AABNQ.

The form for reimbursement is here:  https://www-internal.slac.stanford.edu/ocfo/bu/forms/Stanford%20Cash%20or%20Check%20Request.pdf

c. With these in hand, head over to Building 41, room 208.  Near the entrance to this room, in the hallway, is a window with a sign above it that reads “Petty Cash”.  Head there to see Ryan.

d. Ryan is very helpful and nice and will assist getting your paperwork in order.  Only people so authorized can withdraw money from the account.  The past czars should have authorized you.

e. When you’ve picked your successors, you will need to authorize the new czars access to the SASS account.  To do this, contact Karin Horwath, khorwath@slac.stanford.edu. She works in Building 41B, second floor.
f. In academic year 2013-14, the account started out with $3000. We will be topped up to that amount again for 2014-15. [Derrick: do you remember the name of the lady we met who is in charge of budget allocations?]
5) Finding speakers.  This is the single most important job of the Czars.  Without speakers, SASS dies.  That would be bad.  In the first 6 months of SASS, speakers were recruited piecemeal—one at a time.  This is very inefficient, requiring lots of cajoling and arm-twisting.  We favor instead recruiting about 3 months’ worth of speakers at an organizational planning meeting.  This still requires a lot of cajoling, but at least it’s over faster.

a. First, you need pizza to get people to come.  The SASS budget is part of a discretionary fund of the SLAC Director, Chi-Chang Kao.  We should have plenty of money for food for organizational meetings.  If the money is running low before the end of the year, you can talk to Chi-Chang directly; he can earmark more funds for SASS easily.

b. Second, you need to have the date slots to be filled on the board when people walk in.  This makes the purpose of the meeting very clear:  you need to fill those slots with names.

c. Third, it’s good to “warm up the crowd” by asking people what topics they are interested in.  This is purely a psychological device meant to get people involved.  Good ideas are worthless if no one signs up for dates.  But this helps to get the juices going.  

d. Finally, you need to play hardball.  You can alternate between picking a date and picking a person, as in:  “Okay, April 10, who can sign up for that date?” or “Hey, you, Johnny, I don’t think you’ve signed up yet…what date works for you?”  Be friendly, but be tough.  Don’t let people go until you’ve filled up the dates.  Do not say to yourself that you can find speakers at a later time.  There will be no easier time to find speakers that right now during this meeting.  Remember:  people want to give talks because they get to be the star of the show for a day.  It’s an honor to be a SASS speaker.  So when you twist someone’s are into signing up, you’re just giving them a friendly nudge to do something they want to do anyway.  

e. Needless to say, before you leave, write down who has signed up when.  Otherwise everyone will forget.

f. One last point.  If you can’t fill a slot, it’s not the end of the world.  Skipping a week here and there is not going to kill SASS.  But the more speakers the better, so try to fill as many weeks as possible.   

g. Some alternate ideas for talks:

i. Invite Chi-Chang for a “Meet the director” session.

ii. Invite a SLAC veteran to talk about the history of the lab.  For example: Dick Taylor, Martin Perl, Burt Richter, Sid Drell, Stan Brodsky.  

iii. Have a film screening.  Some of Feynman's lectures are online (google “tuva”); and there are lots of cool physics talks from TED.

iv. Visit a local museum, observatory, power generation plant, or similar.

6) Weekly time commitment.  Here are the weekly responsibilities of the Czars.  Often, we found it useful to split these duties each week, alternating back and forth from time to time (since publicity takes a bit more time than food).  For the sake of simplicity, it is probably best that each Czar perform the same jobs each week: for example, one Czar could be responsible for updating the website, while the other could be responsible for printing posters.  There is now a SASS google document that outlines the various weekly jobs for the Czars and allows both Czars to see how these are being allocated in a given week.

a. Publicity.

i. Email the speaker about a week early to remind them.  Ask the speakers for a talk title and for a very brief abstract that can be used for advertising.  In the same email, remind the speakers that talks should be no longer than thirty minutes or about 15 slides in length:  this is a crucial detail, because SASS should not be a large time commitment for the speakers.  Also, ask them in this email if they require any special requirements, for example sound.  Typically, speakers will bring their own laptops and hook them up to the projection systems in the Kavli Conference Rooms, but it is also possible for them to bring their talks on a USB stick and give their presentation via the local desktops.  Speakers should be asked to show up 15 minutes before their scheduled presentation so that any AV issues can be ironed out; one of the SASS Czars should also arrive ahead of time!

ii. Update the website (see section 9) with the new speaker/abstract/location/poster.

iii. Email reminders to the got-sass mailserve.  Usually one on Mon, Tuesday and Wednesday mornings. Hilary skipped the Tuesday email, but it might not hurt to resume sending it, at least at first. Other good, if physics-centric, mailing lists include apgradstudents and physgrad2.
iv. Post on SLAC Today.  This is a very good way to publicize, since lots of people check this website daily.

https://today.slac.stanford.edu/slac_today/event.aspx
Update the website before requesting that SLAC today put up an ad, because your request will not be processed until this is done.

v. Posters.  Posters seem to be the difference between a well-attended talk and an empty room.  In the interests of time, there’s no need to post flyers all around the campus: a couple around the 2nd and 3rd Floors of Kavli, on the doors of the 2nd Floor of Building 137, and the new café, whenever it opens, will do.  There are several poster examples and templates available in the SASS directory at /afs/slac.stanford.edu/www/slac/sass/posters (access with Fetch or online at www.slac.stanford.edu/slac/sass/posters/).  All that needs to be done is to change out the speaker name, talk title, abstract, date and occasionally the room location.  However, a new design can be fun and eye-catching, so consider making your own template to refresh the SASS image.  Most word processing programs have built-in poster templates that can be a good starting point.  The SASS logo can be found in a few different colors in the directory /afs/slac.stanford.edu/www/slac/sass/logos (online at www.slac.stanford.edu/slac/sass/logos/).

b. Food.  

i. Our budget is ~$30/wk.  In the past we’ve had success with bagels, fresh fruit, cookies.  The Sharon Park Safeway is usually the easiest place to pick these up since it’s close to SLAC and relatively cheap.  Martha’s Pastries next to Safeway is very popular as well.

ii. Plates/cups/napkins are also handy to have.  Napkins can be “borrowed” from the Linear Café.  Much of these items can be found in Warit Mitthumsiri’s desk on the third floor of Kavli.

iii. Make sure to clean up the food from the meeting room.  The Kavli building is especially strict about keeping things clean, and our permanent reservation there is contingent on not leaving a mess behind.  Don’t feel bad asking other people to help clean up. 

iv. Get reimbursed from Marlyn.

7) Computing.  The got-sass email has been moved to listserv.  Useful instructions for managing these can be found at: https://portal.slac.stanford.edu/public/maillist/Pages/Home.aspx

For helping to transfer administration, contact Henry Lwin (hlwin@slac.stanford.edu)

The administrative password is: sassy

8) Our web space can be found at /afs/slac/www/slac/sass and via the URL:  http://www.slac.stanford.edu/slac/sass/. 

We have 500 MB of space:

wulsin@chickadee/afs/slac/www/slac/sass> fs lq

Volume Name            Quota      Used %Used   Partition

www.slac.sass          500000    231862   46% 13%

If you should need more, fill out the form at:

 https://www.slac.stanford.edu/comp/unix/auth/afs-self.shtml. 

To learn more about PTS groups, mentioned below, and AFS permissions in

general, see:

http://www.slac.stanford.edu/comp/unix/afs/users-guide/afs-frames.htm. In particular, for a guide to how to add users, look at:  http://www.slac.stanford.edu/comp/unix/afs/users-guide/afs-frames.htm#_Toc440787937.  

This webspace has 2 new PTS groups which control who has write privileges in this

space (see below).  The "g-www:owner-g-slac-sass" group members can add

or remove users from the "g-www:g-slac-sass" group.  Jimmy is a member

of all high level /afs/slac/www/... pts groups.

For example: 

$ cd /afs/slac/www/slac/sass

$ pts mem g-www:g-slac-sass

Members of g-www:owner-g-slac-sass (id: -7063) are:

 wulsin

 manuelf

 jpham

$ pts mem g-www:owner-g-slac-sass

Members of g-www:owner-g-slac-sass (id: -7063) are:

 wulsin

 manuelf

9) Updating the Website.   

a. Uploading a new poster:

i. You will need Fetch or another sftp client program.  Fetch can be downloaded for free by Stanford students from http://itservices.stanford.edu/service/ess/mac/fetch
ii. Log into Fetch:

1. Hostname: noric.slac.stanford.edu

2. Username: your SLAC Unix username

3. Connect using: SFTP

4. Password: your current SLAC Unix password

5. If you have problems, try entering rm .ssh/known_hosts in the terminal.  

iii. To access SASS directory: click on Path and select slac.stanford.edu.  Double click on www folder, then slac folder, then sass folder.

iv. To add a poster:  open the posters folder in the sass directory.  Drag and drop the new poster pdf.

b. Updating the speaker information

i. Access the sass directory through the Terminal: enter ssh slacID@noric.slac.stanford.edu where slacID is your SLAC Unix username.  If there are problems, try entering rm .ssh/known_hosts, then try again.  Enter yes when it asks if you are sure you want to continue.  Enter your current SLAC Unix password when prompted.

ii. To go to the SASS directory, enter cd /afs/slac.stanford.edu/www/slac/sass 

iii. To update the speaker list, enter vim speakers.xml

1. Type i to insert something into the document.

2. Type shift zz (that is ZZ) to save and exit the document

3. w saves without exiting

4. q exits without saving

5. Be sure to enter the name of the pdf for the poster in the poster field so it will show up on the website.

iv. Enter ./sass.sh to compile the website (back in the @noric prompt).  Enter the SASS google password when prompted: slacassociationforstudentseminars.

c. Updating the google calendar:

i. There is a SASS google account: 

1. Username: sassatslac

2. password: slacassociationforstudentseminars
3. Backup address: owner-got-sass@slac.stanford.edu
ii. Sign in to the google account to update the calendar.  This calendar will be used to generate the upcoming talks section of the SASS website.

d. Uploading talks: you can ask for talks from the speakers to include on the webpage.  Use Fetch to put the talk in the talks folder in the SASS directory.  Then, in the Terminal, edit the speaker list to include the name of the talk file.  The talk will be linked in the archive section of the website.

e. Changing the Czar names (and other more permanent aspects of the website):

i. Access the sass directory through the Terminal and access the SASS directory (See section b above for specific instructions)

ii. Enter vim sass.py

iii. Edit the document as needed.  The Czar names and emails are located in line 360.  Use the same key commands as in section b, and don’t forget to compile the website when you are done editing the file.

10) Evolution.  Make SASS your own.  Of course we want SASS to continue long into the future.  But we also want it to grow and change as new Czars bring in fresh ideas.  Never get stuck in the trap of thinking that SASS needs to keep doing something just because “that’s the way it’s been done before.”  

11) Institutional memory.  Your last duty as SASS Czar is to revise and add to this handbook.  The only way to preserve what you’ve learned during your tenure is to write it down.  

12) Passing the torch.  Your second-to-last duty as SASS Czar is to select your successors.  This is of course an important decision.  There are no strict guidelines for what to look for, but in the past we’ve searched for characteristics like responsibility, enthusiasm, friendliness, and dashing good looks.  Keep your eyes out from day one for good candidates.  Start actively recruiting new Czars at least two months before your tenure is finished.  It’s often useful to send out an email to got-sass announcing the search.  But you’ll probably have to buttonhole individuals directly to encourage them to sign up.  First-year graduate students may be a bit green to take on the job, but second-years are certainly up to the task.  Czar terms to date have lasted for six months, from Jan 1 – Jun 30 and Jul 1 – Dec. 31.  It’s a bit arbitrary, but it’s also symmetric so we feel it’s a good system.  A term longer than six months risks burnout, and it’s always good to bring fresh blood into the leadership.  And there’s no reason why after some time off a former Czar can’t come back to take the reins again!  

13) If all else fails.  Remember the sage advice from the Hitchhiker’s Guide to the Galaxy:  Don’t Panic!

SASSily yours,

Hilary and Crystal

Czars, 2013 Summer/Fall

hnoad@stanford.edu, cclbray@stanford.edu
Helen

Czar, 2012 Summer/Fall

Alex and Alice

Czars, 2011 Summer/Fall

Patty and Katie

Czars, 2011 Winter/Spring

Andrew and Cat

Czars, 2010 Summer/Fall

Josh and Dan

Czars, 2009 Summer/Fall

Wells and Manuel

Czars, 2008 Winter/Spring 

Appendix A:  Planning a Career Panel

The SASS career panel has been in the late summer/early fall.  You should start thinking about the career panel at the beginning of summer and try to book a room as soon as possible as this is the limiting factor of when you actual have the panel.  If you have any questions or need help, feel free to contact former czar Helen Craig (hcraig@stanford.edu).

Labor Pool

Tables or modular walls cannot be moved without sending in a service request to the attention of Labor Pool.  If you require a change in the room set-up you must request Labor Pool Services and the rooms returned to default after your event.

This is especially important since there are back to back meetings planned.

Service Request Form: Attention to Labor Pool- You must log into this site using your windows account https://famis.slac.stanford.edu/famis_fss/fweb.home
Janitorial Service

The room requester is also responsible for clean-up or by submitting a service request to janitorial for clean-up afterwards.  This should include refreshing the bathrooms for any meeting longer than 4 hours.

Service Request Form: Attention to Janitorial Services- You must log into this site using your windows account.

https://famis.slac.stanford.edu/famis_fss/fweb.home
Catering

Catering is only done through Culinary Arts at SLAC: http://www.stanford.edu/dept/rde/cgi-bin/slac/culinaryarts

Security

If your meeting is on the weekend or after hours please contact Simon Ovrahim (osimon@SLAC.Stanford.edu), SLAC Security Manager with details of your meeting, such as start and end time, (they will need to unlock and lock the building for you), name of caterer if off-site, and complete list of people attending your meeting.

Choosing Speakers

Great sources for speakers are members of SASS (send an email to the list asking for suggestions), Paula Perron in the Applied Physics department and the alumni directory (alumni.stanford.edu/get/page/directory/search).  

In 2012, I asked Ferenc Pazmandi and  Karen Chaltikian to be on the career panel and they both agreed but I ended up going with other people with similar jobs instead.  They are still interested in being on the panel in 2013.    Also, Francisco LePort was suggested by one of our 2012 speakers for the 2013 career panel.  Francisco seemed very interested in participating.  

Here is a list of possible speakers for 2012 that were not on the career panel that might be of use for the 2013 pannel:

UC Davis former student/post doc:
Carey Huscroft, Distinguished Technologist @ HP
http://www.linkedin.com/profile/view?id=7038210
Ferenc Pazmandi, Patent Agent @  Sidley law firm
http://www.sidley.com/pazmandi_ferenc/
Russel Martin, Principal Engineer @ Qualcomm MEMS Technology
http://www.linkedin.com/profile/view?id=4202960

Former KIPAC Post-doc/student:
Teb Baltz, Software Engineer @ Google
http://www.linkedin.com/pub/ted-baltz/7/50b/a0a
Chen Zheng, business systems integration analyst @ Google (ask Paul Simeon if need help contacting)
http://www.linkedin.com/profile/view?id=1065972&locale=en_US&trk=tyah2 

Wulsin’s Suggestions of former stanford grad students:
Derek Mackay, KLA Tencor
Sara Gamble, KLA
Mark Allen, data scientist at education start-up
Ian Blumenfeld, medical data analysis
Anika Kinkhabwhala, solar cells
Dave Press, semiconductors
Francisco LePort, Tesla Motors
Nick Koshnick, co-founder, Solum agriculture start-up

Applied Physics Alums
Ko MUNAKATA PhD 6/12 under Professor Mac Beasley
Working for the Bank of Japan in Tokyo
koumunakata@gmail.com

Xu TIAN  PhD 4/12 under Professor Fritz Prinz
Has started a hedge fund in the local area (I believe)
xutianaaa@gmail.com

Ramon RICK PhD 9/11 under Professor Jo Stohr
Is now a MS student in Stanford's Graduate School of Business
rrick@stanford.edu

Fen ZHAO  PhD 6/10 under Professor Tom Abel
Consultant at McKinsey and Company, Inc. in New Jersey
fen_zhao@mckinsey.com

Praj Kulkarni PhD 4/09 under Professor Inan
Went to the Environmental Protection Agency as Sci&Tech Policy Fellow
Am not sure if he is still there
pxk161@gmail.com

Nancy Ru PhD 4/08 under Professor Ian Fisher
Worked as a Scientific Advisors at Treyz Law Group in San Francisco
Not sure if she is still there
nancy.ru@stanfordalumni.org

David Mann PhD 9/06 under Professor H. Dai
Went to work for McKinsey & Company but am not sure if he is still with them
davidmann@gmail.com

Alumni Directory
Giacomo Vacca
http://www.kineticriver.com/about-us.html
Karen Chaltikian
http://www.linkedin.com/in/karenchaltikian
James Helman
http://www.movielabs.com/AboutUs/team.html
Andrew Jeung
http://www.linkedin.com/in/agjeung
Terry Anderton
http://www.trunity.com/team.html



