Registration Checklist € registrations

Please ensure that you have completed each checklist item
here before delivering a registration to the manager.

Registrant options
Registration contact information to collect
Registration Type- Name

O Set DETAILED — 90% of the time. S
Exceptions: established people signing up via a link where multiple Address
selections are needed (pot-luck or shifts for serving, etc) OR this is

just an announcement and no one needs to Slgn up Allow people to add household members during registration
Always
Only if they don't have a household yet
Registrant Options - O Never
D Phone reqUiI"ed Option iS Set_ Allow people to register others outside their household

(O Allow people to add household members set to “Never’.
Exceptions IF NEEDED, “Only if they don’t have a household yet.”
(O Allow people to register others outside their household is
NOT checked.

Selection

Name Cost

Adult $ Price

Available to

All genders ~

Certain ages

Selection Types — wtiost < |[18|[vers = by [aprzces
O Appropriate “ticket types” have been set.

Gender

IF more than one person will be registering per form (spouse or
children) you HAVE set at least TWO REQUIRED TYPES OF
PROFILE INFO for each selection type. (Standard or Adult type —
phone/email, Student — phone/grade [Maybe email], Child — birth
date/gender).

Grade
Emergency contact ©
Email

Phone

Selections or Add-Ons —
O If payment is included you have been assured the manager
has notified the Finance Department already.

Questions —

(O You have added the liablity disclaimer as a required

Registration Question.

Grammar-
O vYou have carefully proofread for spelling and grammar.

If you have included all the information from the Registration Request and all these steps are
completed, you should be ready to assign the contributor (manager) for this event registration. Be
sure to make the manager (or designated person) the support contact.



