WCER Business Office Conference/Meeting Processing Checklist


This information is used to determine the paperwork required to process the payment.  Please identify your Conference/Meeting details below.
	Event
	In State
	Out of state

	Conference
	
	

	
	Headquarters City
	
	

	
	With Meals/refreshments
	
	

	
	Special Event associated with conference
	
	

	
	Registration Fee*
	
	

	
	Budget
 (required if collecting a fee)
	
	

	Meeting
	
	

	
	Headquarters City**
	
	

	
	With Meals/refreshments
	
	

	
	Reception
	
	

	Reception
	
	

	
	See the event form for details
	
	


*Registration Fee:
If you are collecting a registration fee you must submit a budget to the WCER Business Office (Gwen Goplin) for approval prior to setting the registration fee.
**Headquarter City:
If event is held in Madison, you must first check availability at UW Facilities.
The following, along with this checklist, must be submitted to the WCER Business Office 4-6 weeks prior to the event:
	WCER Business Office Paperwork
	Attached

	WCER Conference/Meeting Request form
	

	Conference/Meeting Facility Contract:
	

	
	Room Rental (can be estimated)
	

	
	Food (can be estimated)
	

	
	AV/Media (can be estimated)
	

	
	Lodging (can be estimated)
	

	
	Down Payment?
	

	
	Simplified Bid/Cost comparison 

   (required if total cost exceeds $5,000)
	

	Draft Agenda
	

	Draft Participant List
	

	Event Forms:
	

	
	Meeting/Conference: Meal Expense
	

	
	Meeting/Conference: Refreshment Breaks
	

	
	Meals/Receptions for General Public
	

	
	Reception Payment Form
	


After event, for payment submit to the Business Office the following:
· Facility Invoice(s) - Lodging, Food, AV/Media, Room Rental

· Final Agenda

· Participants List (UW/Non-UW with affiliation)

If you have any questions, please contact Mary Fish (263-0513) or Linda Diring (263-1489) in the WCER Business Office.

