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Registration

Registration materials are generally mailed to the participants in February or March.  Items that may be included in the registration packet are the invitation letter, a tentative agenda, lodging information, travel arrangements, and extracurricular activity information for family activities and/or vacation planning.

The regular attendees to the Joint Summer Meetings are very slow to register.  The 2002Montana meeting has registrations ranging from March 13 to July 8.  Forty-five had registered by the end of May and 80 registered by the June 10th deadline.  The final registered number was 86.  Reminders and patience are essential.

Registration Fee 

The registration fee pays for all meeting related expenses, therefore, most, if not all, of the expenses need to be estimated before the registration fee is set and the packets mailed to the participants.  It is important to create a buffer in case attendance numbers are low or unexpected costs arise.  Remember to include all supplies such as postage, envelopes, etc, in the budget plan.  Staff expenses, both before and during the meeting, should be part of the budget.  Any taxes and gratuities that the resort will add to the bill, usually the catering expenses, need to be accounted for in the budget, as well. 

The host state will need to determine if it will offer event-by-event fee payment option.  Some participants or companions do not want to pay the entire registration fee if they are only attending certain events during the meeting, like the RCIC meeting or the Tuesday agricultural tour.  Some participants have children that come to the meeting that may need a reduced fee or an event-by-event pay option.

Concerns have been raised that the registration fee is too high.  Not every state pays the travel expenses of the representatives that attend the meeting on its behalf and the companion fee is paid for by the participant’s personal funds.  Efforts to control costs should be made whenever possible.

Registration Method

The 2002 Montana meeting provided for meeting registration via the web.  While the majority of the attendees sent their registration in through the mail, usually with their payment, the web registration did make registration easier for some attendees, especially those from distant locales.  Mail and fax, however, were the more common registration methods.

Payment Options

Many universities now have the ability to pay for registrations with credit cards.  If possible, giving them this option for payment will make collecting registration fees easier.  The other standard payment options include a check and a university purchase order.  Check with the university’s business office about the purchase order process at the institution.

A policy should be announced for handling checks without sufficient funds.  The university may have a standard for this occurrence. 

A process should be set up to track registrations, payments, invoices and receipts.  Some individuals or institutions will require an invoice to process the university purchase order initiated.  Others will need a receipt to begin the reimbursement process.  Receipts may be included in the registration confirmation envelope if the state decides to provide confirmations.  Alternatively, a checkbox on the registration form can indicate which participates will need invoices or receipts.

Registration Confirmations

Confirmations of registrations received are not the norm for the Joint Summer Meetings, but may be useful to help the states track the registration and payment process.  Receipts of payments made could also be mailed with the confirmation.  

Canceled Registration Policy

The host state needs to determine the policy for registrations cancellations.  A deadline and fee for processing refunds should be set and clearly laid out in the registration packet.

Suggestions of Information to Include in the Registration Packet

Some university business offices require the tax identification number of the host institution in order to process payment.  Including the tax identification number on the registration form or in the registration packet will make the process easier for those institutions and cut down on phone calls to the meeting organizers.

One common question was the proximity of the various lodging options to the conference facilities.  Clearly indicating the layout of the resort facilities in the registration packet will make the participants’ planning easier and more efficient.

Be sure to ask about accessibility limitations and dietary restrictions in the registration packet to help plan for these issues with any of the registrants.

Attachments:

Montana registration packet

Colorado registration packet
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