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EVENT REGISTRATION FORM (continued)


InsideNGO Event Registration Form
Step 1:  Please complete this form to register for a workshop or webinar. 
	
	Today’s Date:
	 

	Name of Event/Workshop: 

	Event Date(s): 
	Event Location: 

	Your Full Name (for your Name Badge): 

	Your Certificate Name (for your Certificate of Attendance): 

	Your Job Title: 

	Name of Your Organization: 

	Your Office Street Address: 

	Your Office City: 
	Your Office State: 

	Your Office Country: 
	Your Office Postal Code: 

	Your Office Telephone: 
	Your Office Fax: 

	Your office E-mail: 

	Your Primary Area(s) of Responsibility (please check at least one area): 


	 FORMCHECKBOX 
Administration/Facilities Mgmt
	 FORMCHECKBOX 
 Fundraising/Marketing/Business Devel.
	 FORMCHECKBOX 
 Legal

	 FORMCHECKBOX 
 Audit/Compliance
	 FORMCHECKBOX 
 Government Relations/Advocacy 
	 FORMCHECKBOX 
 Procurement/Purchasing

	 FORMCHECKBOX 
 Executive/Senior Management
	 FORMCHECKBOX 
 Grants/Contracts
	 FORMCHECKBOX 
 Programs

	 FORMCHECKBOX 
 Field Operations
	 FORMCHECKBOX 
 HR/Organizational Development
	 FORMCHECKBOX 
 Recruitment

	 FORMCHECKBOX 
 Finance/Accounting
	 FORMCHECKBOX 
 Information Technology
	 FORMCHECKBOX 
 Safety/Security/Staff

	 FORMCHECKBOX 
 Other (please specify):                           
jjkh

	How Did You Hear About This Workshop (please choose one):
 FORMCHECKBOX 
 Colleague/ HQ                                          FORMCHECKBOX 
Other Website                                   FORMCHECKBOX 
Special Workshop Announcement Email           

 FORMCHECKBOX 
InsideNGO Events Bulletin Email           FORMCHECKBOX 
Postcard                                            FORMCHECKBOX 
USAID Recommended
 FORMCHECKBOX 
InsideNGO Website                                  FORMCHECKBOX 
 Previous Attendee Recommended                    




(Continued Next Page)
Step 2:  Choose your payment method and follow payment instructions below. 
TO PAY BY CHECK:  Please make check (in U.S. dollars only) payable to InsideNGO and MAIL with a copy of your invoice or this form to: InsideNGO, 1221 Post Road East Suite 302, Westport, CT  06880
TO PAY BY WIRE TRANSFER:  Information is provided upon request by EMAIL to klayton@InsideNGO.org. 
TO PAY BY CREDIT CARD: Complete the information below and FAX to 877-805-0912.
	Charge US$            to my    FORMCHECKBOX 
 Amex       FORMCHECKBOX 
Visa       FORMCHECKBOX 
MasterCard       FORMCHECKBOX 
Discover

	Account Number:
	Expiration Date:  

	Cardholder Name:
	Signature:  

	Credit Card Billing Address:

	

	Cardholder Email:
	Cardholder Phone:


Please read the Administrative Policies for this workshop at www.InsideNGO.org/events.htm
Administrative Policies

Payment Policy: Payment is due before the start of the workshop.
Cancellation / No Show Policy: Cancellation notification received in writing to klayton@InsideNGO.org by the Regular Fee Payment deadline will be eligible for a full credit to a future workshop.  Registrants who cancel after the Regular Fee Payment deadline will receive a credit of the fee paid less a $100 cancellation penalty.  Registrants who do not show up for the workshop without prior notification will forfeit the full registration fee.   

Substitution Policy: Substitutions are accepted up to and including the date of the workshop. Please provide a written request to klayton@InsideNGO.org indicating the name of the original registrant and the name/contact information for the substitute attendee. Sharing of registrations is not permitted.
