NASDA 

MEETING POLICIES AND PROCEDURES

2007 - 2008

Refunds/Cancellations

· Request for refunds must be submitted in writing to NASDA. 

· You may submit your refund/cancellations request no later than 1 week following the event.  

· The request can be emailed to Gillian@nasda.org or you may fax Gillian @ 202-296-9686.  Please include the following information:

1. Name on registration to be refunded/cancelled

2. Refund amount 

3. Reason for refund or cancellation.

4. How initial payment was made.

5. Name, email address and phone number of whom to contact should we have questions.

· Credit cards (in addition to above)

6. If credit card, please include name on card, number on card, expiration date on card and billing address on card.  (For security reasons please do not email credit cared information, please fax to 202-296-9686.)

· Checks (in addition to above)

7. Include name of organization to receive refund and name of attendee in the memo line.

8. Address for return payment.

· NASDA does not process refunds at the meeting site.

· Refunds processing will not begin until the Monday following the event.

· Please note NASDA will charge a $25.00 administrative fee for cancellations.

Substitutions

· Request for substitutions must be submitted in writing to NASDA. 

· You may submit your substitution request no later than one week prior to the event.  

· Please note in making substitution that higher fees may apply, see attendee categories for more information

· The request can be emailed to Gillian@nasda.org or you may fax Gillian @ 202-296-9686.  Please include the following information:

1. Original name on registration

2. New name on registration

3. Reason for substitution

4. How initial payment was made

5. Name, email address and phone number of whom to contact should we have questions.

Payment Information

· NASDA accepts online payments via MasterCard, American Express, & Visa

· Please note if you are registering online and need to make a payment by check you may do so by entering the online registration and clicking “offline” payment. You may then request an invoice or advise that you will be sending a check.

· Checks may be made payable to:  

· NASDA

· 1156 15th Street, NW

· Suite 1020

· Washington, DC  20005

· Attn: Meeting name, Gillian J. Woodward

· NASDA does not accept payment on site.

· Please note when registering on site, late charges will apply.

Attendee Categories

CSD/NASDA Members 

Commissioners, Secretaries, Directors NASDA members and their designated staff 

Spouse/Guest

Spouse/and or guest of paid registrants.  This includes host state staff.

Sponsor 

Event sponsor (Please complete & submit sponsor event form with registrations(s)

Speaker

Invited and confirmed speaker only

Meeting Staff

NASDA Headquarters Staff and designated host state staff.

One-Day

One-day only participant

Other

Industry organization participant and government participant
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