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	Fee Schedule and Payment Instructions
	Information Technology Workshop & Roundtable
Safari Park Hotel (  Nairobi, Kenya
February 20, 2012

	Full Name of Workshop Registrant:

	Organization Name:

	Email:


Complete these 2 easy steps for successful registration
Step 1:  Please be sure you have already submitted your name, title and other contact information online (CLICK HERE or go to the Workshops page of our website at www.InsideNGO.org). This step is required to register you for the workshop.
Step 2:  Choose your payment method and follow payment instructions below. You may pay by wire transfer, credit card, or by check in U.S. dollars. Please read our Administrative Policies below.
	Registration Fee: (fee includes training materials and lunch and break refreshments, but not other costs such as lodging, travel or other meals)

	
	InsideNGO Member
	
	Non-Member

	 FORMCHECKBOX 

	Early
	Payment Received by January 9
	$ 250
	
	$ 350

	 FORMCHECKBOX 

	Regular
	Payment Received by January 30
	$ 300
	
	$ 400

	 FORMCHECKBOX 

	Late
	Payment Received by February 20
	$ 350
	
	$ 450

	TOTAL DUE:   (choose the fee that applies to your date of payment)
	US$


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:


TO PAY BY CHECK:  If your organization has an office in the U.S., it may submit a check in US$.  Please make check payable to InsideNGO and MAIL with this form to:      InsideNGO
1221 Post Road East

Westport, CT  06880

TO PAY BY WIRE TRANSFER:  InsideNGO wire banking information is provided upon request by EMAIL to klayton@InsideNGO.org. 
When we have received your payment, we will email confirmation of your completed registration. Please read our Administrative Policies below.
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
