Registration Checklist – Legislative Session
Registration for MASC events is an on-line process that gathers the information about your school’s delegation required by MASC and the host for planning, and is required to satisfy state/local safety and security regulations.  The accuracy of all information is critical.

· Before you register on-line:

· Be aware of all dates, deadlines, and fees

· Be sure you have received approval from your administration to participate

· Confirm the participation of each member of your delegation, including parent permission as required by your school and/or district.

· If you are unable to attend, confirm that you have arranged an appropriate substitute to be the Attending Advisor on-site for the event, and that this arrangement has been approved by your principal and regional advisor.  Students may not attend MASC events without an approved Attending Advisor.

· Be sure that you have the correct spelling of names and the necessary information for each participant (role for the event, grade, gender, special diet/health concerns)

· On-line registration is the sole responsibility of the school advisor whether he/she is attending or not.  Do not delegate this to a student.

· Follow the on-line instructions carefully.

· The Registration Report/Invoice you print at the end of the process must be signed by your school administrator.  Registrations cannot be accepted without this signed authorization.

· Dates, Deadlines, and Fees

	Friday, Jan 6
	On-Line Registration Opens
	Go to http://mdstudentcouncils.com/ and click on the Legislative Session link

	Friday, Jan. 20
	On-Line Registration Closes
	Registration after this date must be approved by the MASC Executive Director.  A Late Fee* will apply.

	Wednesday, Jan. 25
	Postmark Deadline
	· The Registration Report/Invoice and payment (by official school/district check) must be mailed to the MASC Registrar with a postmark by this date.
· The Late Fee* will be assessed for payments postmarked after this date.
· This is the last date to make cancellations or substitutions at no cost.
· No refunds beyond this date.

· Subs are $10 for each one after this date.

	Saturday, Feb. 4
	MASC Legislative Session
	· One (1) advisor and one (1) student delegation leader go to the Registration Desk to check-in

· Any outstanding financial obligations must be resolved with the on-site cashier before checking in.


*The Late Fee is $25 (not to exceed 20% of total registrations)

Any appeal of deadlines or fees must be directed to the Executive Director of MASC who will then inform the registrar.

The MASC Registrar does not have authority to act on appeals.
· Payment must be by an official school/district check.  No cash or personal checks, please.

· Due to the extended time required by payment procedures in some districts, MASC will accept an official document (check request form, PO, or note on school letterhead) confirming that payment is being processed in lieu of a check.  The document must include the proper amount and an administrator’s signature.  Actual payment may be submitted at on-site check-in. 

· DO NOT MAIL IN THE STUDENT EMERGENCY FORMS.  Check them for the appropriate signatures, alphabetize, and turn them in when you check-in at the event.  Make sure that an MASC Emergency Info Form is submitted for each adult, too.

· Materials are purchased based on how many people register by the deadline.  Once the deadline has passed, please do not ask for a refund.  The money has already been encumbered.

· Mail the Registration Report/Invoice and payment to Wayne Perry, MASC Registrar, P.O. Box 343, Forest Hill, MD  21050 postmarked no later than Wednesday, January 25.
· Direct any questions to Wayne Perry, MASC Registrar, at wayne.perry@gmail.com
SUGGESTED TIMELINE

Advisors have found the following timeline to be helpful in meeting all responsibilities and deadlines.

	The week prior to on-line registration opening
	· Review the event registration packet you received in the mail.  You may also go to the MASC website, http://mdstudentcouncils.com/, and review and/or download the packet there.

· Secure permission from your school and/or district administration to take a delegation to the event.

· Determine which students will make-up your school’s delegation.
· Have several additional students ready to be substitutes if needed.
· Begin the process to arrange approved transportation for your delegation.

· Create a cover letter from you to distribute with the MASC Emergency Info Form and whatever other forms are required by your school/district.  The cover letter should include necessary information for the student and his/her family.  Establish a deadline date for returning the form as close to the opening of on-line registration as practical.  Be sure to account for the time required to process payment in your school/district.
· Distribute to students your cover letter, the MASC Emergency Info Form, and any other forms required by your school/district.

· When you have the MASC Emergency Info Form and other forms from all of your students, be sure that each is authorized by your administration to participate.  Policies regarding this vary widely across the state.

	Saturday, January 6 – Friday, January 20
	· Go to the on-line registration site by clicking on the link posted at http://mdstudentcouncils.com/ and register your delegation.

· Be sure to make at least 2 copies of the final Registration Report/Invoice that you print at the end of the on-line process.

· Obtain the signature of your principal/designee on one of these.  Keep the other for your record.

· Request a check for the amount on the Registration Report/Invoice according to the procedures established by your school/district.

	Prior to Wednesday, January 25
	· Enclose the signed Registration Report/Invoice and official school/district check (or official payment document) in an envelope for mailing.

· Do not mail the Emergency Info Forms or other forms.  Keep them together to be submitted when you check-in your delegation at the event.

· If you are mailing within a day of the deadline, take the envelope into the post office and obtain a legible postmark from a postal worker.

	Prior to February 4
	· Continue with necessary preparations for your delegation’s participation.
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