Regional Meeting & Leadership Conference Manual	Revised 
APPENDIX I2
REMINDER EMAIL TO CHAPTER THAT VOLUNTEERED 
TO PRESENT BUT DID NOT REGISTER


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

Dear XX:
	Work on the Regional Meeting is continuing, and we are sure it is going to be great. Please help us by generating enthusiasm within your Chapter. We received a preliminary registration form indicating that your chapter plans to attend and give XXX presentations. Thank you for generating this support within your Chapter. The registration records indicate that you have not registered for the Regional Meeting.
	The Regional Meeting website, www.university/BAP/web/something, contains the link to the online registration website. The early bird registration fee is $xx until  Xx date. After that date the registration for the regional meeting will be $XXX. (Amounts will be provided by the BAP Conference Planner.)  All payments must be by credit card.  
Important Deadlines:
· Operational Sessions Presentation Submission: Abstracts for Operational Sessions must be received by the host chapter by DATE, 20XX.
· Best Practices Abstracts: Best Practices abstracts must be received by the Chapter Advocate by DATE, 20XX
· Hotel reservation: You must register by DATE, 20XX, and mention that you are attending the Beta Alpha Psi conference in order to receive the conference rate. 

We look forward to hearing from you. 
Sincerely, 
[Name] 
Regional Meeting Chairperson 


Please note that due to budget constraints no internet access, audio and video technology will be permitted in any of the presentations for Best Practices and Chapter Operations. We appreciate your cooperation.


1

2
