

REGISTRATION GUIDELINES FOR VERTEBRATE PEST

CONFERENCE

By Sydni Gillette

In the several years that I have been registration coordinator for the Vertebrate Pest Conference, we have pre-registered 250 to 300 people out of 300 to 500 who attend the conferences. The last two conferences had in attendance: 14th = 359, 15th = 316.

Pre-Registration

Procedures

Preliminary conference programs and pre-conference flyers, both of which contain pre-registration forms (samples a and b), are sent out four or five months prior to the conference. When registration forms and fees are returned, we deposit the checks and enter into a database: names, addresses, amount paid, date received, how many proceedings ordered, etc. We have a separate database for the bus tours.

We prepare a large registration envelope for each conference attendee. It contains a receipt, nametag, final agenda/program, and any other information available. We prepare an envelope for each speaker, whether or not they have pre-registered and paid. If they have not paid, we so note on the envelope and collect at the conference. We, also, make registration envelopes for session chairs and for VPC Council members.

We file registration envelopes alphabetically so they are easy to find at the conference. They are filed upright in boxes (so they are easy to open and close) and have a label with the attendee’s name affixed to the upper right-hand corner. We separate envelopes into sections general pre-registered partici​pants; speakers and session chairs; VPC Council members. We also have a section for student help​ers. Council members provide names of students who will help with light, slide projector equipment, displays, etc. When we are finished, we have seven to nine boxes filled with registration packets.

Supplies

I.
Registration packet - We use large (9-1/2 x 12 inch) manila envelopes with fasteners for the registration packets.

II.
Labels - The database is used to print labels for the registration envelopes.

III.
Nametags (sample c) We have used different types of nametags.

A.
Printed from our registration database.

B.
From the UCD Bookstore

C.
When we were in San Diego, the San Diego Convention Bureau provided “free”
nametags, preprinted and colorful.

D.
For the 15th VPC, hotel security guards required nametags preprinted with the conference name, so we hurriedly ordered some through _________________. We ordered enough nametag labels and bulldog clip badge holders (1,000) to have 500 for the 15th and 500 for the upcoming 16th. Some of the bulldog clips tore away from the badge - they weren’t very good quality.

IV.
Ribbons are attached to nametags of speakers, Council members and session chairs. Different colors denote different roles. Some people wear several ribbons to show their different duties. We ordered them from All-Action Awards in Woodland, CA. Probably any awards/trophy type shop could order them. Many supply books for conferences/conventions supply them.

V.
Receipt books. (Sample d)

On-Site Registration
Procedures

Two people handle on-site registration, taking money, writing receipts (sample e), handing out programs. We have two lines, pre-registered and on-site registration. The pre-registered line goes faster because it is just a matter of handing out packets. We have used Council members the past two conferences. Either someone from the local Convention Bureau or our Regional Office types the nametags. The first day of registration is the most hectic; therefore, at least three people are required. The next two days are relatively slow, so two people usually stay. By the third day, registration usually closes between 12 noon and 3 p.m. depending on location.

Supplies

I.
One or two money boxes (one for bus trip/tour and one for main conference).

II.
Two receipt books

III.
Black fine point pens to write on registration cards

IV.
Black ballpoint pens to write receipts.

V.
Registration cards (sample f) were printed through Reprographics, UC Davis Campus. They need to be re-printed for the 16th conference.

VI.
Extra nametags and holders (badges).

VII.
3 by 5 inch plain white cards.

VIII.
Scotch and masking tape.

IX.
Stapler and staples.

X.
White out.

XI.
Rubber bands.

XII.
Paperclips

XIII.
Bank deposit slips

XIV.
Approximately $200 to $300 in change for opening day of registration (same funds are used for the bus tour which is the day before the main conference).

XV.
8-1/2 by 11 inch white paper.

XVI.
Scissors.

XVII.
Thumbtacks.

Signs and Message Board

The arrangements chair usually provides registration signs. Both a “Pre-registration” and a “Regis​tration” sign are needed. Another helpful sign is: “Make check payable to VERTEBRATE PEST CONFERENCE for $____.”

The arrangements chair also provides a “Message Board” on an easel by the registration tables for people to check during breaks and lunch.

Sample a

FIFTEENTH VERTEBRATE PEST CONFERENCE

Pre-Registratlon Form

(Must be received by February 7, 1992)

	Last Name
	First
	Middle Initial



	Organization or Affiliation
	

	Mailing Address
	
	

	City
	State/County
	Postal/Zip Code




____ Pie-Registration (includes 1 copy of Proceedings) $65.00/person
____ Field Trip (March 2. transportation & lunch)             $30.00/person

Name of spouse/guest attending field trip:  









Total Enclosed: $____________

Please make checks or money orders payable to:


VERTEBRATE PEST CONFERENCE

All checks must be drawn in U.S. funds from a U.S. bank.

(To pre-register more than one person, please photocopy this farm and send a

separate copy for each person. Spouse or guest attending field trip only and not

pre-registering for Conference can be indicated above.)

Please complete this form, enclose it in an envelope with your check order and mail it to:

VERTEBRATE PEST CONFERENCE

DANR - North Region

University of California

Davis, California 95616-8575 USA

Deadline for Receipt of Form:  February 7, 1992

 Sample b
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FIFTEENTH. VERTEBRATE PEST CONFERENCE
Pre-Registratlon Form

(Deadline: February 7)

	Last Name
	First
	Middle Initial



	
	Organization or Affiliation


	

	
	Mailing Address


	

	City
	State/County
	Postal/Zip Code


____Pre-Registration (includes 1 copy of Proceedings)

____Registration (if postmarked after February 7)

____ Field Trip (March 2, transportation & lunch)

Name of spouse/guest attending field trip:

$65.00/person

$80.00 /person

$30.00 /person

Total Enclosed: $_______

Please make checks or money orders payable to: VERTEBRATE PEST CONFERENCE

All checks must be drawn in U.S. funds from a U.S. bank.

(To pre-register more than one person, please photocopy this form and send a separate copy for each person.

Spouse or guest attending field trip only and not pre-registering for Conference can be indicated above.)

Please complete this form, enclose it in an envelope with your check or money order, and mail it to:

VERTEBRATE PEST CONFERENCE, DANR- North Region

University of California, Davis, California 95616-8575 USA

Sample c

	VERTEBRATE PEST

CONFERENCE

	


Sample d

 RECEIPT
Date
19
3949
Received From

Address


Dollars $.......

‘.For


ACCOUNT
i
HOW PAID

	ANT Of ACCOUNT
	ICASM
(

	ANT PAID
	CHECK


sample e

Received Fro

yr


ACCOUNT
HOW PA

Sample f
—REGISTRATION CARD—

VERTEBRATE PEST CONFERENCE

PLEASE PRINT

	LAST NAME 


	FIRST


	MIDDLE



	ORGANIZATION REPRESENTED



	ADDRESS



	CITY


	REGISTRATION plus one copy

Of the PROCEEDINGS      ڤ     
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REGISTRATION (only)          ٱٱ 
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	STATE


	

	ZIP CODE
	





REGISTRATION
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