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Registration & Hotel Information

November 13-15, 2014*
New York’s Hotel Pennsylvania

New York, New York
Sponsored By:
Collegiate DECA  

* Does not necessarily include travel days. 
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Due Dates

If you Intend to participate in CLA, please email jeff_collins@deca.org ASAP to make sure you are notified of information updates.
Conference Registration
SUBMIT TO
DUE DATE


(NOTE: Early-bird registration due: October 3)



Online Conference Registration (and Payment)
DECA online
October 8


Head of Delegation Form—if applicable (page 5)
DECA
October 8
Hotel Reservations




Online Hotel Reservations (and Payment) for Group
DECA online
October 8


Online Hotel Room Assignments
DECA online
October 8


Hotel Room Assignment Name Changes
DECA
96 Hours





Before Arrival

Conference Attendee Permission & Conduct*


Attendance Permission Form (separate document)
DECA
On/Before November 13


Perm. Form/Dress Code/Photos/Emergency Medical 
DECA
On/Before November 13


(separate document)

*
Please email prior to the conference. ALSO, the head of delegation should also bring a copy for your own reference—especially in the case of medical situations.
Collegiate Leadership Academy
November 13-15, 2014
New York’s Hotel Pennsylvania
New York, New York

Conference Registration Information
EARLY-BIRD REGISTRATION DUE:  October 3, 2014
REGULAR REGISTRATION DUE:  October 8, 2014
Note: 
All registration and hotel processing will be completed online. Student and advisor attendees must be “Submitted” members in the Collegiate DECA online membership system before you can register them for CLA. If your chapter/school has any challenges with this, contact jeff_collins@deca.org ASAP!

Due to the special access given to our conference attendees, and the requirements of many of our venues, you will need to include birthdates for all attendees. 

Please don’t delay your registration information waiting to include payment. Submit the information THEN communicate with us regarding payment. We understand that many schools have payment delays.
Also, conference insurance beneficiary information will be input online: 

· Conference insurance is included for each paid registrant.

· See conference Web site for details.
Conference Registration Information

REGISTERING YOUR GROUP FOR THE CONFERENCE
Conference Registration Procedures*

Registration fee applies to students and advisors/head of delegation. These individuals must be members of Collegiate DECA. If your school has not yet established an official chapter, or if you are applying to become a new chapter, please email jeff_collins@deca.org. Each advisor/head of delegation must submit the names of ALL persons who will be attending the conference—names will be input into the online registration system FROM the membership system (with the exception of chaperones and spouse/family)
* As soon as you know that your group “intends” to participate in the conference, please register your advisors/head of delegation as your “intent” to attend the CLA (EVEN if you do not yet know who is coming). This does NOT commit your chapter to attending.

Industry Area Registration
Five different industry areas are available to attendees; each with site visits, presentations from business and industry professionals, and a team case study. When you register, EACH INDIVIDUAL (students and advisors) must list a first choice and second choice industry. Best efforts will be made to put each attendee in their first choice industry, but it is subject to availability. Register early to ensure your spot in the industry of your choice!

Industry 1: Sports & Entertainment Marketing 

Industry 2: Fashion Merchandising & Retail Management

Industry 3: International Business & Finance

Industry 4: Hospitality & Culinary Arts
Industry 5: Advertising on Madison Avenue
For students who attended CLA in 2013 and register for the same industry in 2014: please send a separate email listing the “off-site” tours/experiences these students participated in so that they may be offered new experiences this year (based on availability).

Participation in the Collegiate Leadership Academy is first-come, first-served based on the date registration AND payment are received. Please confirm your registration with DECA Inc. prior to making any travel arrangements.
Please make your check(s) payable to DECA Inc. If you choose to use an alternative form of payment other than check, money order or cash (i.e., credit card: MasterCard or VISA) there will be a convenience fee of 4% on all charged amounts. 


Mail payments to:

DECA Inc.


Attn: Collegiate Leadership Academy


1908 Association Drive


Reston, VA  20191-1594


PH: 703-860-5000


FAX: 703-860-4013

CONFERENCE REGISTRATION FEE
Early-Bird Registration Special (if received by October 3): 


$ 145.00


Register online on or before October 3 and receive:



*
Baker’s Dozen—One FREE registration for every 12 paid!


*
Experiential Leadership Activities

*
Behind-the-Scenes looks at some of New York City’s best-known landmarks and attractions (Subway pass included for Friday)


* 
A certificate of completion

* 
DECA’s accident insurance policy for paid conference attendees (See Web site for details.)
Registration Due Date (if received by October 8 due date): 


$ 145.00


Register online on or before October 8 and receive:



*
Experiential Leadership Activities

*
Behind-the-Scenes looks at some of New York City’s best-known landmarks and attractions (Subway pass included for Friday)


* 
A certificate of completion

* 
DECA’s accident insurance policy for paid conference attendees (See Web site for details.)
Late/On-Site Registration Fee (October 9 to November 13): 


$ 165.00 
Attendees who register after October 8 will receive the same program materials and benefits as those who register by October 8 (subject to availability of tickets, etc.). If the price that DECA has to pay for tickets has increased (for example, if a tour is included and the only tickets available are at a higher cost), late registrants must also pay the difference if applicable.

Cancellation/Refund Policy (Registration):

All cancellations must be handled in writing by the advisor/head of delegation. The group/chapter may make substitutions at any time without penalty. NOTE: There is a separate cancellation/refund policy for hotel reservations.


Notification Received on or before October 20:
Full Refund


Notification Received between October 21-November 10:
$50 Refund


Notification Received November 11 or after:
No Refund

REGISTERING YOUR GROUP WHEN YOU ARRIVE
You must register your group on site to receive name badges and other conference materials and to learn about any agenda changes BEFORE the opening session. Registration is open:

Thursday, November 13
10:00 a.m. – 5:00 p.m.*

Location TBA


* 
Wednesday PM and Thursday AM early registration appointments can be made. 



You are encouraged to register as soon as you arrive so that conference management can accommodate any changes or special needs that you may have.
Head of Delegation Application Form

 (If Head of Delegation is a non-employee of your school, this form must be submitted with registration.)

This form must be completed for any Head of Delegation who is not an employee of the school where the group/chapter is from. While it is preferred that the Chapter Advisor serve as the Head of Delegation, there are other representatives of the Group/Chapter who are eligible to serve in this role (with school approval). POLICY: Head of Delegation must be 21 or over, unless no individuals of this age are with your group.

Employees May Include
Non-employees May Include

Faculty Member
Student Officer


Administrator
Parent of Attendee


Student Activities Officer
Advisory Committee Member


Teaching Assistant
Local Business Partner


Etc., as determined by the school
Etc., as determined by the school

Whenever possible, an employee of the school who is being represented by the Group/Chapter should travel with the students and serve as the Head of Delegation. However, in recognition that some schools do not offer support (travel dollars, release time, etc.) for a chapter advisor or other school employee to travel with the students, a Group/Chapter may apply for permission to identify a non-employee as its Head of Delegation. Regardless, no individual under 18 years old may serve as head of delegation.
Application for Non-Employee Serving as Head of Delegation

Name of College/University 


Name of Individual to Serve as Head of Delegation 

Position of This Person (i.e., student officer, business partner) 

Reason for Application (Briefly: Why will a non-employee be the Head of Delegation?) 


Acknowledgement of Chapter Advisor/School Official

The Chapter Advisor/School Official below acknowledges that the person listed above as Head of Delegation will be attending the November 2014 Collegiate Leadership Academy in New York City, and will serve as the Head of Delegation for the school. 

Name of Chapter Advisor/School Official

Position

Signature

Date

Acknowledgement of Head of Delegation

By signing below, I acknowledge that I will be serving as Head of Delegation for the group/chapter representing this school. As Head of Delegation I am responsible for submitting all paperwork and payment to register my group for the conference and for rooms at the official conference hotel. I am responsible for communicating any changes in writing for my group and for registering my group on site on the first day of the conference. I will also report to the conference manager each morning of the conference and will notify this person of any challenges with my group.

Signature

Date

Collegiate Leadership Academy

November 13-15, 2014
New York’s Hotel Pennsylvania
New York, New York

Hotel Reservation Information
DUE: October 8, 2014
Hotel Reservation Information

(Reservations and payment made directly to DECA Inc.)

NOTE:  It is the policy of the DECA Inc. Board of Directors that ALL conference participants must stay at the official conference hotel over the dates of the conference, and must be registered as part of the official conference sleeping room block at the official conference rates. 

No hotel reservations will be made without payment of at least one night per room.
HOTEL RESERVATION PROCEDURES

Use online registration program for coordinating sleeping rooms for the conference. Please adhere to the detailed instructions completing the registration. This will facilitate smooth and efficient hotel check-in and will assist the hotel in expediting your reservations.

RESERVATIONS PAYMENT GUARANTEE

As all hotel reservations must be made through DECA Inc.—the reservation is confirmed upon receipt of payment. Payments must be made by the registration deadline. If multiple payments are required, the first equivalent of one nights stay at the hotel and the conference registration must be paid upon receipt of your registration materials in order to guarantee your room. 

Make checks payable to DECA and send to: 
DECA
Inc.







Attn: Collegiate Leadership Academy







1908 Association Drive







Reston, VA 20191







Phone: 703-860-5000







Fax: 703-860-4013

NOTE: Keep in mind that there are a limited number of rooms, which will be allocated on a first-come, first-served basis (with payment).

CANCELLATION/REFUND (HOTEL)

A cancellation less than 4 days (96 hours) prior to arrival will result in a charge equal to one night’s stay. No-shows will result in the same penalty. Reservations and cancellations must be directed to DECA Inc. Any refunds will be processed through DECA Inc. after the conclusion of the conference. Refunds will be made in early December.

CREDIT PROCEDURES

Please make your check(s) payable to DECA Inc. If you choose to use an alternative form of payment other than check, money order or cash (i.e., credit card: MasterCard or VISA) there will be a convenience fee of 4% on all charged amounts.

AIRPORT TRANSPORTATION

The hotel does NOT provide a shuttle for airport transportation. Taxi rates to and from airports are typically flat rates, depending on the airport. Transportation can also be arranged through Super Shuttle (www.supershuttle.com). Viable airports include LaGuardia and JFK in New York, as well as Newark in New Jersey.
PARKING

Please contact New York’s Hotel Pennsylvania for current parking rates and details.

BAGGAGE HANDLING

An $8.25 baggage-handling fee will be charged per person. Baggage fees are mandated by the City of New York and must be paid in advance regardless of whether attendees handle their own luggage. Luggage storage is limited and is based on availability (there is a fee charged for storage). Contact hotel directly for costs and details.
HOTEL PROCESSING FEE

A $5.00 hotel processing fee will be charged per room reserved (this is a one-time fee, not a per night fee). This allows DECA to cover our costs associated with processing hotel reservations. Processing your room reservations, with DECA’s exempt status, saves you approximately $30 per room/per night in taxes and other fees. NOTE: If attendees from multiple chapters share a room, and each chapter/student pays DECA directly, each chapter will be charge $2.50 as their share of the one time fee of $5.00 (regardless of the number of people from each chapter, the number of nights they stay, etc.). 
HOTEL CHECK-IN (after 3:00 p.m.)
The hotel will pre-assign rooms. For each room, there will be a “typical” hotel room key envelope that will have the names of those assigned to the room, and one key for each person in that room. Then the hotel will “bundle” the keys by chapter and give them to the Bell Captain. When arriving at the hotel, go to the Bell Stand to request your chapter’s room keys. Keys will not be distributed until the chapter’s invoice has been paid in full.
The Bell Stand will also have the location where you need to go to register for the conference with DECA to receive your name badges, programs, subway tickets, etc. You can also look for signage near the elevators.
The hotel has been advised to make no charges to rooms. A credit card or cash deposit is required to make calls off-property. Phone use will be restricted without the credit card. A credit card can be used to allow other charges to the room; however, for students we recommend that they be instructed to pay for in-room movies, meals, etc., on a cash basis and not charge such items to the room. 
Each group/chapter will be assigned rooms prior to their arrival (pending availability). Therefore, it is imperative that you indicate approximate arrival time so that the hotel can schedule specific times rooms must be assigned for your group (pending availability, after 3:00 p.m.). Please wait until your pre-assigned rooms are ready—if you insist on changing rooms if your pre-assigned room is not ready, this can affect the type and “quality” of your room.
Please be sure that all rooms are locked at all times. The hotel staff has been instructed not to admit students into rooms if they do not have a key.

Head of Delegation will be responsible for verifying personnel assigned to specific rooms. Hotel will assign rooms by group/chapter together as best as possible; however, proximity is not guaranteed. No more than four (4) persons may stay in a room. 

HOTEL CHECKOUT (12 NOON)

No refunds will be given if you checkout earlier (as in the date) than your reservation indicated.

All guest room payments should already have been taken care of upon check-in. Also, the hotel has been advised to make no charges to any rooms without a credit card or deposit. Nevertheless, because of the large number of student involved, the Head of Delegation is asked to assume the responsibility for all charges incurred by their group. If you wish to deviate from this practice you must work it out with the hotel prior to the conference.

Each Head of Delegation should keep a copy of the rooming list, which was mailed/faxed/emailed to DECA Inc. at the time the accommodations were requested. On the day prior to checkout, the Head of Delegation should give the list, with the current room numbers to the front desk agent, who in turn will pull out all incidental bills for the group. The Head of Delegation will make sure all of the group’s accounts have been settled.

Any checkouts after 12 noon are considered late checkouts and may result in additional charges. Any such charges must be paid by the group.
Hotel Reservation Rates and Processing

(Reservations and payment made directly to DECA Inc.)

HOTEL RATES:  One-bedded room (one or two people):
$179.00 per night* 


      Two-bedded room (two to four people):
$209.00 per night*

*
Sleeping rooms are tax-exempt through DECA Inc. Please note that 2-bedded rooms for 2 people are NOT guaranteed. If there is a shortage of rooms with two beds, these rooms will be used first to accommodate triple and quad occupancy. 

NOTE:
As soon as you know that your group “intends” to participate in the conference, please email jeff_collins@deca.org so that DECA is aware of your interest. EVEN if you do not yet know who is coming.

HOTEL RESERVATION PROCESSING:

Each Head of Delegation will use the online registration system and accompanying guidelines when coordinating arrangements for the persons who will be attending the conference.


DEADLINE DATE:  October 8, 2014
DECA Inc. and the hotel will NOT hold uncommitted rooms after the deadline date. After the deadline, room availability and rates depend on demand.

NOTE: 
DECA requires a check payment or credit card guarantee of at least one night’s stay and the conference registration at the time reservations are made. Final payments MUST BE MADE prior to the hotel check-in.
Each Head of Delegation must make sure that all necessary information is completed properly. NOTE: For security purposes, some off-site facilities require that participant names be provided prior to the conference.

Each Head of Delegation must assume responsibility for any charges to the rooms occupied by his/her delegation at the conclusion of the conference.

HOTEL INFORMATION: (Do NOT send reservations directly to the hotel.)
New York’s Hotel Pennsylvania

401 Seventh Avenue

New York, N.Y.  10001

PH: 212-736-5000

FAX: 212-502-8712
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