BUSINESS PROFESSIONALS OF AMERICA

STATE LEADERSHIP CONFERENCE

DELEGATE ADDENDUM FORM

DEADLINE:  Must be received by February 24, 2012
	PLEASE TYPE.  DUPLICATE AS NEEDED.
	Date
	     

	
	
	
	

	School
	     
	Region 
	  

	Advisor
	    

	Address
	     

	City, State, Zip
	    

	E-mail
	     
	Phone 
	     
	Fax
	     

	Arrival Date
	     
	Approx. Time
	     
	Thursday Registration  
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	DO NOT LIST NAMES ALREADY REGISTERED VIA THE BPA SCHEDULER WEB SITE


	 NEW CONFERENCE ATTENDEES ONLY
List in alphabetical order. List advisors/chaperones first.

Last Name
        First Name

      Status*





  (see below)
	Name 

Spelling Correction

	Adding

Additional

Contest


	Event name (abbreviate as much as possible)
DO NOT LIST OPEN EVENTS.
	Sharing hotel with another school

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 



	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 



	*Status:
	A = Advisor
	C = Chaperone
	E = Executive Council Candidate
	V = Voting Delegate

	
	M = Member
	P = Parent
	CM = Campaign Manager
	


SLC Registration Computation

Chapters with an outstanding balance will be subject to late registration fees for each attendee if payment is not received in full by March 9, 2012.

	Total Advance Advisor/Delegate Registrations (postmarked by 2/1/12)
	0
	x $80.00 =
	$0.0 FORMTEXT 

0.00


	Total Special Guest/Chaperone Registrations (postmarked by 2/1/12)
	0
	x $65.00 =
	$0.0 FORMTEXT 

0.00


	Total Late Registrations (postmarked after 2/1/12)
	0
	x $95.00 =
	$0.0 FORMTEXT 

0.00


	Total Submitted
	$0.0 FORMTEXT 

0.00



Send one check for the above amount payable to Business Professionals of America, along with one copy of this form, and one copy of the housing change form to Attn: SLC, Business Professionals of America, Eastern Michigan University, 208 King Hall, Ypsilanti, MI 48197.

Payment via credit card (Mastercard/Visa) may be made by downloading and completing a credit card payment authorization form from the documents page of the Michigan BPA Web site.
Original – Business Professionals of America


Copy – Advisor File

Business Professionals of America

State Leadership Conference

Housing Change Form
DEADLINE:   Received by February 24, 2012
PLEASE TYPE. DUPLICATE AS NEEDED.  MAKE A COPY FOR YOUR FILES.

Please make the following housing adjustments for the state leadership conference. Provide names as submitted on the original registration forms in the left column. DO NOT include all rooms reserved on original form; only include those that need changing. This form should be used for all additions and deletions. Each change of room must be submitted on a separate form.

	Indicate Change Type:
	 FORMCHECKBOX 
 Room Change
	 FORMCHECKBOX 
 New/Additional Room

	Indicate Hotel Assignment:
	 FORMCHECKBOX 
 Amway
	 FORMCHECKBOX 
 Courtyard Marriott
	 FORMCHECKBOX 
 Unknown at this time


	Originally submitted:
	
	
	
	
	Change to:
	
	

	Name
	
	School
	
	
	Name
	
	School

	     
	
	     
	
	
	     
	
	     

	     
	
	     
	
	
	     
	
	     

	     
	
	     
	
	
	     
	
	     

	     
	
	     
	
	
	     
	
	     


This change may affect the amount you owe to your assigned hotel. (Do not enclose any money. You will be billed or credited the difference.) This form must be received at the Amway Grand Plaza Hotel by February 24, 2012. After this date, submit this form to your assigned hotel.

Send to: 

Attn: BPA Reservation Change




Amway Grand Plaza Hotel




187 Monroe NW




Grand Rapids, MI  49503




Fax:  616.458.6641

	     
	
	

	SCHOOL NAME
	
	ADVISOR’S SIGNATURE (Not required if submitted via email)

	     
	
	     

	SCHOOL ADDRESS
	
	ADVISOR’S PRINTED NAME

	     
	
	     

	CITY, STATE, ZIP
	
	ADVISOR’S E-MAIL ADDRESS

	     
	
	     

	PHONE & EXT. (INCLUDING AREA CODE)
	
	CURRENT DATE


Original – Business Professionals of America
Copy – Advisor File
Copy – Hotel File

Business Professionals of America

State Leadership Conference

Procedure for Registering Corrections/Registering Additional Alternate/Substitute Delegates
NAME CORRECTIONS
If you need to correct the spelling of a conference participant’s name, complete the steps below.
1. Prepare a delegate addendum form with all the appropriate information listing all the correct spelling of the person’s first and last name and check the “Name Spelling Correction” box.

2. Fax the delegate addendum form to the state office at 866.204.4455 (toll free). No additional payment is necessary for name corrections.

adding additional contest only
If a student is already registered for the conference via the BPA Scheduler Web site, and he/she is additional contest, complete the steps below.
1. Prepare a delegate addendum form with all the appropriate information listing all the information for student who is registering. Check the “Adding Additional Contest” box and enter the two-digit code of the competition as listed in the WSAP Guidelines Handbook.
2. Fax the delegate addendum form to the state office at 866.204.4455 (toll free). No additional payment is necessary for adding additional contests.

Additions
These are the instructions a chapter must follow in order to register a student/advisor/chaperone for the conference if the individual is being added and the chapter registration materials have already been submitted. 

Late registration fees will apply. 

SLC Registration

1. Prepare a delegate addendum form with all the appropriate information listing all the information for the additional person(s). DO NOT resubmit names that were previously submitted.

2. Fax the delegate addendum form to the state office at 866.204.4455 (toll free) and follow-up with payment in the mail prior to the SLC.

Hotel Reservation

1. Prepare a housing change form indicating any adjustments to any pre-existing rooms that you have reserved. If you require a completely new room, mark the “New/Additional Room” box.

2. Fax the housing change form to Michigan BPA state office at 866.204.4455 (toll free) and to Samantha Blackburn at the Amway Grand Plaza Hotel at 616.458.6641. If you have already received notice of what hotel you have been assigned to, please fax the housing change form directly to your assigned hotel. Contact information for the various hotels can be found in the SLC registration booklet.

3. If you wish, you may call Samantha at 616.776.6411 to confirm that she has received your form.

4. Do not submit any form of payment. Your hotel bill will be adjusted accordingly automatically.

Alternates/Substitutions

These are the instructions a chapter must follow in order to register a student/advisor/chaperone for the conference if the individual is an alternate/substitute and the chapter registration materials have already been submitted. This procedure applies to changing one person’s name to another’s on the SLC chapter registration.

Original registration fees will apply. Late fees will not be charged if the change is made more than ten (10) calendar days before the first day of the conference. If the change is made less than ten (10) calendar days before the first day of the conference, the difference between the advance registration rate and late registration rate will be charged for each instance.

Students who are being added because they are an alternate from regional competition who just became eligible to compete, will be charge original registration fees regardless of the date they are added.

SLC Registration

1. Prepare a delegate addendum form with all the appropriate information listing all the information for the alternate/substitute person(s) only. Do not resubmit names that were previously submitted. Also, indicate the name of the person that is dropping. Partial refunds are not allowed if an alternate/substitute’s name is being submitted.

2. Fax the delegate addendum form to the state office at 866.204.4455 (toll free) and follow-up with payment in the mail prior to the SLC.

Hotel Reservation

1. Prepare a housing change form indicating any adjustments to any pre-existing rooms that you have reserved. If you require a completely new room, mark the “New/Additional Room” box.
2. Fax the housing change form to Samantha Blackburn at the Amway Grand Plaza Hotel at 616.458.6641. If you have already received notice of what hotel you have been assigned to, please fax the housing change form directly to your assigned hotel. Contact information for the various hotels can be found in the SLC registration booklet.

3. If you wish, you can call Samantha at 616.776.6411 to confirm that she has received your form.

4. Do not submit any form of payment. Your hotel bill will be adjusted accordingly automatically.

regional contestant alternate
If the student is already attending the state conference, but you have already submitted your chapter registration materials, complete a Delegate Addendum Form with the student’s name. Mark the “Adding Additional Contest” box on the form and indicate the event number. Leave the payment section as $0.00. A Housing Change Form is not needed
If the student was not already registered, a Delegate Addendum Form and Housing Change Form must be completed and submitted. Original registration rates will apply.

See instructions on next pages





See instructions on next pages
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