Online Meeting Registration Services

Thank you for choosing the UAMS College of Medicine Office of Continuing Medical Education (OCME) to provide online meeting registration services for your CME activity. Participants will have the convenience of registering any time of the day or night. They may choose to pay by credit card or inter-departmental transfer (IDT) (UAMS employees only). The following outlines what you can expect from this service.

After receiving the completed form on the next page, the OCME staff will:
· Set up your meeting in the tracking database.
· We will set-up an account fund in the UAMS Treasurer’s office in which to deposit the registration fees. This account will be used exclusively for your registration fees. 
· Provide you with the web address to add to your promotional materials to inform your participants where to go to register online.

· Provide a customized confirmation letter that participants will automatically receive upon registration.

· Prepare and make deposits to the UAMS Treasurer’s Office on a regular basis after registration opens.
· Forward all deposit receipts through email to the contact person. 
· Prepare and email registration reports and updates to contact person indicated on form below. These reports will be sent once a month. Three weeks prior to the event, we will send weekly reports.
· Process refunds for cancellations. 
· Registration will close three days prior to the event and a final registration report will be sent. You have the option to close the registration sooner if you request us to do so.
· Process any on‐site registrations post-conference that were paid with credit card.
· After the meeting:
· For UAMS departments, we will issue an IDT for all transaction fees (each registration and cancellation processed through the system is considered a transaction.)
· For non-UAMS programs, we will issue a check to you for registration fees deposited into the special account, less the transaction fees.
Options
In addition to online registrations, you have the choice of how you want to handle registrations that come through the U.S. mail, phone, or fax: 
1. Have all other forms of registration also directed to the OCME for processing. Each registration or cancellation will count as a transaction. (Use OCME address for registration on all promotional materials: UAMS Office of Continuing Medical Education, 4301 W Markham #525, Little Rock, AR 72205-7199; Phone: 501-661-7962 or Fax: 501-661-7968)

2. Have all other forms of registration directed to your office. We will provide you with an Excel file of the online registrations that you can merge with your registration information. Only the registrations (or cancellations) entered into the online registration system will count as a transaction.

3. You can deposit checks/cash and process IDTs and only send registrations with credit card information to OCME for processing. Each of these will count as a transaction.
To return the form, ask questions about the set up, deposits, or transactions, or registrants experience difficulty, please contact Karen Fleming at 501-661-7962 or flemingkarend@uams.edu. 
Please complete the form below. This information is necessary to set-up the online registration.

ONLINE REGISTRATION SET-UP INFORMATION 
Today’s Date:      
Name of contact person:       
Phone:      




Email:      
CME Activity Name:      
Date of Activity:      
UAMS Department?   FORMCHECKBOX 
 Yes Dept:          FORMCHECKBOX 
 No 
If yes, account number in which to deposit registration fees (less the $5 per transaction fee)post-conference:

                 -                           -     
Fund#        General Ledger #     Cost Center #

Date Registration is to open:       
Date Registration is to close:      
(Registration will close a minimum of 3 days prior to the CME activity date. You can request it to close earlier.)  
Registration fee amount:      
Will there be a discounted early registration fee?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


If yes, what is the discounted fee?      

Date full registration fee begins?        
Will there be different registration fees for participants?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
( i.e. $200 physicians, $100 nurses, $75 residents, etc.) 


If yes, please indicate fees:      
Will there be registration for a special meal or event?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

Will there be an additional fee for the special event?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  If yes, fee      
Will there be a Guest registration fee for special meal or event?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No   If yes, fee      
If multi-day event, can participants register for single days?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No   If yes, fee      
How do you plan to handle phoned in, faxed, or mailed registrations? 

 FORMCHECKBOX 
 All registrations from participants will be directed to OCME for processing. 
 FORMCHECKBOX 
 Will only send the registrations with credit card transactions to OCME for processing.
 FORMCHECKBOX 
 Will have these forms of registration directed to our office. (OCME will only process online registrations.)
What is your cancellation policy/cancellation cutoff date?      
Other variables or special instructions for registration:      
	On-line meeting registration

· Set up meeting in tracking database


· Obtain account fund number

· Process on-line registration

· Prepare registration report and updates for departmental contact – forward by e-mail

· Prepare and make deposit to UAMS Treasurer’s Office

· Forward deposit receipt to departmental contact

· Process any on-site registrations that are collected at the time of the meeting

· After the meeting, issue IDT for all registration fees collected and cancellations processed by OCME


	$500.00 (paid in advance) plus $5.00 per transaction (invoiced post-conference)


