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POLICY:

The purpose of this policy is to describe the procedure for determining the Oregon Academy Annual Meeting/Educational Conference registration fees.  Registration fees must be approved by the Oregon Academy Board.

PROCEDURES:

1. The Annual Meeting Committee develops and submits recommended meeting registration fees.  

a. State meeting registration fees will be waived for the Annual Meeting Chair, Oregon Academy President, Program Chair (and Co-Chair if there is one), and Exhibit Chair (and Co-Chair if there is one).
b. The treasurer and president will confer with the Executive Director to determine the registration discount available to all board members.  The board registration rate will assure that estimated convention costs are covered.  
2. Late registration fees and deadlines may also be established in conjunction with and reflect costs consistent with ordering syllabi and/or penalties for changing final meal counts.

3. Refunds for registration fees may be requested in writing via mail, fax or other electronic medium and are submitted to the office.  Requests received on or before the cancellation request deadline will be refunded but with the stated administrative/processing fee.  
4. The refund policy will be included in the registration form and/or registration information.  Actual dates and amounts will be used.  The refund statement must be clear about administrative fees charged and deadline for refund requests/submissions, as well as the method to submit a request.  (Currently information is automatically processed as part of the online system).
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