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Description automatically generated with medium confidence]
Conference, Camp & Event Services
Registration & Payment Site Setup Request

Upload the completed form here or email it to UND.conferences@UND.edu.  We require the following information a minimum of 2 weeks prior to the date you want your registration site open.
 Please do not submit the form until you have all your information gathered.  Forms missing information will 
ALL event site updates or questions should be sent to
UND.conferences@und.edu
Correspondence via other emails and/or methods may result in delay of response or event update.

[bookmark: Text7][bookmark: Text8]Main Event Contact:      	Contact Email:      
UND School (required):  Please select (Drop down)         
Department:      

[bookmark: Check1]Event Information
Event Title:       
Event Date:      
Event Timeframe:      
Event Location/Building [with room as applicable]:      
             If event is in multiple building, put the main building/check-in location
Event is:  |_| In-Person     |_| Virtual       |_| Hybrid 
[bookmark: Text6]Date Registration Site Opens:         (We require at least 2 weeks to process your information)
Last date registrations are accepted:      
	If tickets sell out sooner than the last day to register, the site will show “sold out”
Description of your Event 
Please provide a brief summary describing your event.  This information will be listed on the landing page of your registration site exactly as written.
     	

Registration Field Information
Please indicate the fields you require for your registration site.
|X| Name (required)
|X| E-mail (required)
|_| Parent/ Guardian First, Last, Email, Phone (YOUTH BASE EVENTS ONLY)
|_| Phone
|_| Date of Birth
|_| Title (Position Name)
|_| Company/Organization	|_| Department 	|_| Company/Org Address	 |_| Phone

|_| Attendee Address/City/State/ZIP   or    |_| Attendee Address/City/Province/Postal Code/Country

Other Registration Details 
Please select any other details you need collected on the registration form and describe/list all choices.  If you check a box, please list all available options.  Boxes without listed options/choices will be omitted from registration forms.
[bookmark: Check2]|_| Gender:      
|_| Ethnicity:      
|_| Allergies
|_| Meal Choice (list options):       
|_| Field Trip Options (list):      
|_| Session Options (attach a separate agenda):      
|_| T Shirt Sizes (list available sizes):      
|_| Special Accommodations (list accommodations requested):      
|_| Other (please describe):       

Registration Fee Levels
[bookmark: Check9]Refund Policy 
Do you have a refund policy for your event? Yes |_|  /  No |_| 
(Example: Attendees receive 50% registration fee if cancelled 2 weeks prior to event date)
     	

Please enter each registration level and price point.  Enter a late fee start date and price point, if applicable. If no maximum number of tickets, leave blank.  Maximum number of tickets applies to specific levels only, dynamic availability is not available; instead use coupon codes.
	
	
	Early Bird 
End Date
     
	
	Late Fee
Start Date      

	Maximum # of Tickets
	Level Name
	Early Bird Price
	Regular Price
	Late Fee Price

	1)      
	     
	     
	     
	     

	2)      
	     
	     
	     
	     

	3)      
	     
	     
	     
	     

	4)      
	     
	     
	     
	     



Ticket Add-Ons
Please enter any additional items participants can select during registration.  For example – banquet meal, helicopter ride, optional workshop/tour, etc.  Then, select which price level (from the Level Names above) the add-on should be applied to.   
	Add-On Name
	Add-On Price
	Apply to Ticket Level (above)

	
	
	1
	2
	3
	4

	     
	     
	|_|
	|_|
	|_|
	|_|

	     
	     
	|_|
	|_|
	|_|
	|_|

	     
	     
	|_|
	|_|
	|_|
	|_|

	     
	     
	|_|
	|_|
	|_|
	|_|


[bookmark: Check3]
Capacity 
A waitlist option is available for NON-PAID events only. Would you like to add a waitlist option once the max number above is reached?  |_| Yes – waitlist capacity is      
Registration Code
If you are offering your site to a pre-identified group, a registration code can be added to ensure no other individuals are able to register.   
Code (10 char. Max)      		Maximum number of uses (blank for infinite):      	
Discount Code
If you need a code to partially/fully waive the fee for any of the levels listed above, please describe.
Discounts can be a specific dollar amount (whole dollars only) or a percentage.
	Discount Amount
(number)
	Discount Type
	Code name
(15 char max.)
	Code Description

	     	
	|_| $  or  |_| %
	     	
	     	

	     	
	|_| $  or  |_| %
	     	
	     	

	     	
	|_| $  or  |_| %
	     	
	     	

	     	
	|_| $  or  |_| %
	     	
	     	



			
Financial Information
Please list funding information for the depositing of your registration revenue.  The department is responsible for providing accurate funding information to OEL for the deposit of their funds, as OEL cannot verify your funding information for accuracy. 
(Registration revenue cannot be deposited into a 30000/appropriated or Alumni fund) 
Please note – credit card processing fees (bank fees) will be charged back to the department on a monthly basis.
Funding strings should be broken down into their individual Fund, Department, and Program/Project
[bookmark: Text3]Fund: 		     	(5)
Department: 	    	(4)
Program: 	     	(5)      OR      if grant funded, Project:      	
Account: 	462130

[bookmark: Check4]As a standard practice, CCE only accepts online credit card payments.  However, we understand that there may be limited instances that require the option to mail in a check as well.  
|_| Check here to discuss check payment options with a Conference Coordinator

Registration Reporting Information
CCE will send a registration reports once a day at the listed days and times. Please indicate the names and email addresses of the individuals who will receive reports.
	Name
	Email

	     
	     

	     
	     

	     
	     



	Mo
	Tu
	We
	Th
	Fri
	Sa
	Su

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|


[bookmark: Text9][bookmark: Check5][bookmark: Check6]Reporting Frequency
Reports will be sent at       AM|_|/PM|_|, on these days:

ALL event site updates or questions should be sent to
UND.conferences@und.edu
Correspondence via other emails and/or methods may result in delay of response or update.
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