Business Professionals of America

State Leadership Conference Accuracy Checklist

(This checklist is for internal chapter use only and does not need to be sent to the state office or hotel)

	Conference Registration
	Hotel Reservations

	Double check the following:

	· All students are registered correctly for the competition in which they qualified

· Everyone has a competition/event/special code of some kind listed on the student listing printout

· I have indicated a maximum of two voting delegates for my chapter

· Everyone who is listed on student listing is also listed on my hotel reservation listing OR I have indicated “Hotel: sharing with another school” where applicable

· I have double checked that my school’s accounting office will send the check for registration fees to Michigan BPA NOT National BPA

· Special Needs Request Forms have been submitted online, if necessary

	· My tax exempt form has been completed

· Everyone listed on my student listing is registered at the hotel for the entire weekend
· Everyone is registered in the appropriate room with a maximum of four (4) people per room

· I have indicated our arrival time

· I have indicated our mode of transportation to the conference

· I have indicated our check # and payor’s name on the hotel reservation listing

· I have triple checked our arrival and departure dates for each of our rooms

· I have completed a Special Needs Request Form for any special accommodations or handicapped room requirements



	Submit the following forms online via BPA Scheduler:

· Conference Registration

· Hotel Reservations

Submit the following forms online via Michigan BPA Web site, if necessary

· Special Needs Request Form
	Submit the following forms online via BPA Scheduler:

· Hotel Reservations

· Tax Exempt Form

Submit the following forms online via Michigan BPA Web site, if necessary

· Special Needs Request Form



	Mail the following to the state office:

· SLC Registration Payment Summary/Student Listing printout

· Registration fees in form of check, money order, or submit credit card payment online via www.michiganbpa.org/credit 
Mail to:

Attn: SLC

Business Professionals of America

Eastern Michigan University

208 King Hall

Ypsilanti, MI 48197


	Mail the following forms to the hotel:

· Copy of Special Needs Request Form for hotel-related items

· Check for hotel deposit only; contact Samantha Blackburn at sblackburn@amwaygrand.com if you wish to pay via credit card.

NOTE: DO NOT send the tax exempt form. The hotel will print this document from the BPA Scheduler Web site. Schools assigned to the Courtyard Hotel will be contacted to complete an additional tax exempt form.
Mail to:

Attn: BPA Reservations

Amway Grand Plaza Hotel

187 Monroe Ave. NW

Grand Rapids, MI 49503


1/10/2012

bpagen\slc\slc registration accuracy checklist.doc


