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2017 Fall Institute Registration Form 

October 25-27, 2017 | Nisswa, Minnesota | Grand View Lodge
	 Please complete all fields

Name

	Please Indicate all of the following that you work with
 FORMCHECKBOX 
 Adults

 FORMCHECKBOX 
 Juveniles

 FORMCHECKBOX 
 Males

 FORMCHECKBOX 
 Females
 FORMCHECKBOX 
 None at this time

	Job Title (will appear on name tag)

	

	Organization / Employer (If doc list specific field services division or facility)

	

	mailing address, city, state, zipcode

	

	phone 

	E-MAIL ADDRESS 

	


Registration/Membership (Complete Registration, Evening Events, and Membership sections)
Your Agency is being billed for the Conference Registration only.  Attendee must pay for their own membership.
	CONFERENCE REGISTRATION
(includes lunch Wednesday and Thursday; food provided at the evening events)
	MEMBERSHIP
Required for all attendees.

	registration rate
 FORMCHECKBOX 
 2 ½ Day Conference ($350) 

Registration includes all training sessions, breakfast after an overnight stay with your lodging reservation, lunch both Wed and Thur, and vendor hospitality on Wed evening and the dinner at Zorbaz on Thur evening.
Registration Payment Information:
 FORMCHECKBOX 
 I will be paying for my registration.


 FORMCHECKBOX 
 My agency will be paying for my registration.  I will give the invoice that is emailed to me to the person indicated below for payment processing
	EVENING EVENTS

The following events are sponsored. 
There is no additional charge to attend

Wednesday Evening
Vendor Hospitality Night

Sponsored by our vendors!

Thursday Evening
Awards Ceremony & Social Hour

 FORMCHECKBOX 
 I would like to attend this event.

Thursday Evening following
 the Awards Ceremony – Dinner/Networking
 Thursday evening’s event will be held at the Zorbaz on the Lake 
(shuttle service will be provided)
  FORMCHECKBOX 
 I would like to attend this event.
	 FORMCHECKBOX 
 Annual individual ($35)
Invoice will be e-mailed to attendee.
 FORMCHECKBOX 
 My membership is current*
*Memberships that expire prior to November 1st will need to be renewed to attend.
If membership is not current or if it expires prior to November 1st, attendee will be sent an invoice.   

Membership Payment Information:
 FORMCHECKBOX 
 I will be paying for my membership.

 FORMCHECKBOX 
 My agency will be paying for my membership.  I will give the invoice that is emailed to me to the person indicated below for payment processing.



	
	
	office use only:    
Membership verified – expiration date:


You will receive an emailed copy of the invoice for your conference registration.  MCA does NOT send a separate invoice to your agency for payment processing.  Please give the emailed invoice to your agency for payment.  Please indicate who you will be giving the invoice to for payment below
	name 

	E-MAIL ADDRESS        


	Phone Number 

	MCA Vendor Number for the State of Minnesota SWIFT System: 202784            MCA E.I.N.: 41-1449704


CANCELLATION POLICY:   Cancellations must be received in writing to the MCA office via e-mail:  mca-mn@hotmail.com.  
The following refund schedule will apply: 100% refund before 09/01/17; 50% refund 09/02/17 to 10/08/17; no refund 10/09/17 or after.

Attendee is Responsible for Making Hotel Accommodations at Grand View Lodge 
Overnight accommodations will be at Grand View Lodge.  There is no paper registration form.  All reservations will be done through this link:   
https://grandviewlodge.formstack.com/forms/mca2017.  If you will be processing an EIOR for a Purchase Order Number; there is a section in the on-line registration form you to list a Purchase Order number to confirm your agency is paying for your overnight accommodations. 
PO should be emailed to: tinab@grandviewlodge.com.  
Attendee should bring a copy of the PO along when you check in to your room should there be any question that your agency will be paying.   
Attendee must turn in the bill from the hotel to your Finance Department when you return from the conference for payment processing.

Be sure to have your roommate(s) chosen when you make your Grand View Lodge reservation if you are choosing the double occupancy rate. 
Each person must register independently and list your roommate(s).  Should a cabin be available with multiple bedrooms, you may also note in the registration all those that you would like to room with.  Please note the definition of single and double occupancy below:

$60.30* - Double Occupancy/per person/per night
Shared bedroom (2 beds)/Shared bathroom. May be contained in multiple room structure (i.e. shared kitchen and living room)
$98.57* - Single Occupancy/per person/per night
Private bedroom/Private bathroom.  May be contained in multiple room structure (i.e. shared kitchen and living room)

* Note: Rates include the 8% Service Charge and 7.375% State Sales Tax.  All bedrooms have individual key card access. Resort check-in time is 4:30 p.m.
            


