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SWE Wisconsin H007 Event Payment Policy




Revised 8-17-09


Effective Immediately as Approved by SWE-WI EC on 08-17-09 

Scope: For all professional program events SWE-WI will charge attendees.  Payment will be due upon registration. 

Purpose: This policy is intended to add value to membership, reduce effects of no-shows, and increase the quality of section events.

Fees:

1. Graduated Scale - Attendees will be charged on a graduated scale

1.1. Members of local collegiate sections who wish to attend professional section events will be charged the same or lesser amount as professional SWE members.  

1.2. Non-members will be charged a higher fee to attend SWE-WI professional development events as compared with a SWE member.  This includes collegiates who are non-members.

2. Minimum Fees - The minimum fee to be charged for any professional event regardless of cost will be $5.00 to members and collegiate members.

3. Maximum Fees - The maximum fee to be charged will be determined by the event costs and will be set by the event coordinator.  Any fee over $35 needs to be approved by the president or vice president before it is publicized.

4. Payment method - Members will be required to pay by check or credit card prior to any event and to reserve their spot at the event.  The section will start using Paypal effective in FY10.  The event planner must ensure instructions are given, or available, for paying the registration fees.

5. Refunds and Forfeiture of Registration Fees – 

5.1. If a member, non-member, or collegiate registers for an event, pays the fee, and then does not attend the event, they forfeit their fee to the section.  Their registration fee will not be refunded or returned. 

5.2. In order to receive a refund, members, non-members, and collegiate members must notify the RSVP contact at least 7 days prior to the event.  Any requirement for more than 7 days notice must be approved by the president of vice president and clearly advertised with the event.

5.3. If the section for any reason cancels an event, all fees will be refunded and returned to registrants.

5.4. Registration fees will not be returned after an event has occurred for any reason for registrants that attended the event or did not cancel their RSVP more than 7 days prior to the event.  

6. Reservations and Participation - In order to participate in a registration fee required event, members, non-members, and collegiate members must RSVP in advance and have paid their registration fees in full by the start of the event.   The event planner should list a deadline appropriate for the needs of the event.

Event Types:

7. Events that will require registration fees:  The following events will require registration fees unless otherwise approved by the executive council. 

7.1. Panel Discussions

7.2. Tours

7.3. Lectures

7.4. Speakers

7.5. Luncheons

7.6. Awards Banquets and Dinners

7.7. Celebration Banquets and Dinners

7.8. Membership Dinners

7.9. Other events determined by the Executive Council and communicated with event planners

8. Events that do not require registration fees: The following events will not require registration fees.  

8.1. Outreach Events: (may have a small fee for child participation, but not for volunteer participation.)

8.2. Networking meetings without a program or paid dinner, such as meet and greets

8.3. Business meetings or SWE training sessions. 

8.4. Other events as approved by the Executive Council

9. Sponsored Events:  An event that is sponsored by an outside source will still require registration and fee payment unless otherwise restricted by that donor.

10. Joint Events:  Any event held in conjunction with another organization must be reviewed ahead of time with that organization and our section’s executive council to determine if all or part of this policy will apply.

Page 1 of 3

[image: image1.jpg]