Regional Meeting & Leadership Conference Manual
Revised 


FIRST LETTER TO CHAPTER PRESIDENTS & FACULTY ADVISORS

PRELIMINARY REGISTRATION FORM FOR STUDENTS AND FACULTY ADVISORS
Date            

XX, Chapter President and Faculty Advisor (may be one letter or two separate letters)
XX Chapter of Beta Alpha Psi

University of  XX XX
Dear Mr./Ms.  XX:

The YY Chapter of Beta Alpha Psi extends an invitation to you and the students of the XX Chapter to attend the 20XX ZZ Regional meeting in XXX, on DATE, 20XX.  Preliminary information about the meeting is indicated below.

Topic of the Meeting: The theme of this year’s meeting will be XXX. 

1)

2)

Best Practices Competition: The topics for the Best Practices competition for this year are:

(include link to Best Practices procedures on www.bap.org) 

Presentation Abstracts are to be submitted to the Host Chapter and the Regional Director no later than 40 days prior to the meeting.

Registration Fee: The early bird registration fee (up to 30 days prior to the regional meeting) for the meeting will be $69 and $25 for the Leadership Conference. After that date the registration for the regional meeting will be $84.
Meeting Web site: Program information, links to the hotel site, and links to the online registration site may be found at the following link: www.university/BAP/web.

Hotel Information: The meeting will be held at the XX Hotel, which is located at the following address.


XXXXX


XXXXX

We have a link to the hotel on our website [or hotel contact information].  Rooms have been reserved at a conference rate of $XX for a king-sized bed and $XX for two double beds. You must register by DATE, 20XX, and mention that you are attending the Beta Alpha Psi conference in order to receive the conference rate. Please utilize this hotel to help us meet our room guarantee and keep the overall cost for these conferences to a minimum.

Deadlines:
· Registration for the meeting: Final registration will be online at the following link: www.Cvent.com/somethingorother/ (link will be provided by the Conference Planner). The deadline for registration to obtain the early bird discount is Date, 20XX (generally 30 days prior to meeting).  You will need to register at the online site. Registration fees must be paid by credit card. 

· Presentations: Best Practices abstracts must be received by the YY Chapter by DATE, 20XX.  [This date must be 40 days prior to the regional meeting.]

Attire for the meeting: The attire for the meeting will be business casual.

How to contact the YY Chapter: You may contact the host chapter at the following address


XXXXX


XXXXX


Phone: (


Fax:
 (


E-MAIL ADDRESS

http://

Please mail the preliminary form (Appendix C – point 2 in Regional Meeting Host Manual) to express your Chapter’s intention to participate in the XXX Regional Meeting.  We are relying on the active participation of the XX Chapter to ensure a successful 20XX Regional Meeting.

Sincerely,

XXXXX
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