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Please also see the separate document titled CLA Intent Form.
Conference Registration
SUBMIT TO
DUE DATE


(NOTE: Early-bird registration due: October 8)



Online Conference Registration (and Payment)
DECA online
October 15



Head of Delegation Form—if applicable (page 5)
DECA
October 15

Hotel Reservations




Online Hotel Reservations (and Payment) for Group
DECA online
October 15



Online Hotel Room Assignments
DECA online
October 15

Conference Attendee Permission & Conduct



Attendance Permission Form (page 12)
DECA
On/Before November 11



Perm. Form/Dress Code/Photo./Emer. Medical (page 13)
DECA
On/Before November 11

Collegiate Leadership Academy
November 11-13, 2010

New York’s Hotel Pennsylvania
New York, New York

Conference Registration Information
EARLY-BIRD REGISTRATION DUE:  October 8, 2010

REGULAR REGISTRATION DUE:  October 15, 2010

Note: 
All registration and hotel processing will be completed online. 


NEW! 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. 

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. 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.

* 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
Four 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 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

Special Note 1: When you go to the Industry selection page in the online registration system you will see an option for the Gotham Tour available on Thursday for an additional cost.

Special Note 2: For PAID registrants (including the 13th free if you qualify), when you go to the Industry page leave the quantity at ZERO for the Radio City Show. A ticket to the Radio City Show is included in the $160 registration fee.

Special Note 3: Spouse/family not paying the conference registration fee (meaning they are not participating in conference activities) may purchase a ticket to the Radio City Christmas Show for $45. When you get to the Industry page just put quantity 1 to purchase a ticket.

For students who attended CLA in 2009, and who register for the same industry in 2010: 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 is received. Please confirm with DECA Inc. your registration 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.

CONFERENCE REGISTRATION FEE
Early-Bird Registration Special (if received by October 8 due date): 

$ 160.00


Register online on or before October 8 and receive:



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


* 
Radio City Music Hall Christmas Spectacular


*
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 15 due date): 


$ 160.00


Register online on or before October 15 and receive:



* 
Radio City Music Hall Christmas Spectacular


*
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 16 to November 11): 


$ 180.00 
Attendees who register after October 15 will receive the same program materials and benefits as those who register by October 15 (subject to availability of tickets, etc.). If the price that DECA has to pay for tickets has increased (for example, if a show 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. Spouse/family ordering Radio City tickets will not receive refund if cancelled after October 22 unless ticket is used for another attendee.
NOTE: There is a separate cancellation/refund policy for hotel reservations.


Notification Received on or before October 21:
Full Refund


Notification Received between October 22-November 7:
$50 Refund


Notification Received November 8 or after:
No Refund

Mail payments to:

DECA Inc.






PH: 703-860-5000





Attn: Collegiate Leadership Academy
FAX: 703-860-4013


1908 Association Drive


Reston, VA  20191-1594

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. Location TBA. Registration is open:

Thursday, November 11

10:00 a.m. – 5:00 p.m. (Wednesday PM and Thursday AM early registration appointments can be made.)
Gold Ballroom Foyer

 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 from 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.


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.

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 2010 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 11-13, 2010

New York’s Hotel Pennsylvania
New York, New York

Hotel Reservation Information
DUE: October 15, 2010

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 2010.

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 flat rates, approximately $40-$45 each way. Transportation can also be arranged through Super Shuttle (www.supershuttle.com).

PARKING

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

BAGGAGE HANDLING

A $6 baggage-handling fee will be charged per person. This is 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.

HOTEL PROCESSING FEE

A $5 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 $40 per room/per night in taxes and other fees.

HOTEL CHECK-IN (after 3:00 p.m.)
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. 

No refunds will be given for early checkout.

Each group/chapter will be assigned rooms prior to arrival (pending availability). Therefore, it is imperative that you indicate approximate arrival time. This way the hotel can schedule specific times rooms must be assigned for your group (pending availability, after 3:00 p.m.). Room assignments and keys will be assembled and ready for distribution as requested. Please be sure that all rooms are locked at all times. The hotel staff has been instructed not to admit any 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)

All guest room 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 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 check outs after 12 noon are considered late checkouts and may result in additional charges. 

Hotel Reservation Rates and Processing

(Reservations and payment made directly to DECA Inc.)

HOTEL RATES:  One-bedded room (one or two people):
$205.00 per night* 


      Two-bedded room (two to four people):
$230.00 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 first 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 submit the Collegiate Leadership Academy Intent Form 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 15, 2010

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 start of the conference.

Each Head of Delegation must make sure that all necessary information is completed properly. Type full first and last names into the online registration system, and please make sure all names are spelled correctly, as this information will be used to print name badges for all conference attendees. 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

Collegiate Leadership Academy

November 11-13, 2010

New York’s Hotel Pennsylvania
New York, New York

Conference Attendee Permission & Conduct
DUE: On or Before November 11
 Conference Code of Conduct
GENERAL INFORMATION
The Code of Conduct was sponsored by the DECA/Collegiate DECA Task Force and was approved by the board of directors for DECA Inc. It applies to advisors/chaperones/heads of delegation as well as students.

A copy of the Code of Conduct, as approved by the board, may be found in this section. The board of directors for DECA Inc. encourages every delegate to the Collegiate Leadership Academy to read and agree to abide by the “Code of Conduct” as partial completion of conference attendance requirements. Please make sufficient copies for distribution to your delegates. Advisors/Heads of Delegation may impose more stringent conduct policies at their discretion.

Any violations of the Code of Conduct should be reported, in writing, to the Collegiate Leadership Academy Conference Manager. The advisor/chaperone/head of delegation will be notified, in writing, of all violations.

Due to security requirements, as well as special access given to CLA participants not normally given to the public, failure to provide identification, etc., as identified below may result in a participant not being allowed admittance to particular conference activities. Additional costs may also be incurred.

COLLEGIATE LEADERSHIP ACADEMY CODE OF CONDUCT*

 1.
The term “delegate” shall mean any conference attendee, including advisors/chaperones/heads of delegation, attending the Collegiate Leadership Academy. Head of Delegation will be responsible for the delegate’s conduct.

 2.
Identification badges shall be worn at all official conference functions within the hotel, and should be with the attendee (even if not required to be worn) for all conference activities outside of the hotel. Wristbands (if provided during on-site registration) may also be required for participation in certain conference activities.

 3.
Delegates must be prepared at all conference activities to provide an official photo identification (such as driver’s license or passport). Delegates must also be prepared to provide student/faculty identification. 

 4.
Delegates are required to attend all general sessions and activities assigned, including seminars, off-site experiences and case-study-related individual or team activities. Delegates shall be prompt and prepared for all sessions and activities.

 5.
Conference activities shall be limited to registered conference delegates identified by an official name badge.

 6.
Delegates will be registered at a designated conference hotel for the duration of the conference unless otherwise permitted.

 7.
Delegates shall keep their adult advisors/chaperones/heads of delegation informed of their activities and whereabouts at all times. No delegates shall leave the hotel without permission from advisors/chaperones/heads of delegation.

 8.
Delegates should be financially prepared for all possibilities.

 9.
Damage to any property or furnishings or building must be paid for by the individual or group responsible.

10.
Alcohol shall not be present or consumed at any official conference function. Use of tobacco products prohibited at conference functions. No narcotics or weapons in any form shall be possessed by delegates at any time under any circumstance.

11.
Delegates shall respect the rights and safety of other hotel guests and conference participants. Delegates shall refrain from using inappropriate or profane language at all times; from verbal, physical or sexual harassment, hazing or name-calling; and from gambling—playing cards, dice or games of chance for money or other items of value.

12.
Delegates should dress appropriately for the occasion, including functions both inside and outside of the hotel. Business casual or tasteful casual wear will be acceptable (additional details specific to certain functions will be provided prior to the conference). Delegates must not dress in a manner that can be interpreted as sexually explicit.

13.
Delegates violating or ignoring any of the code of conduct rules will subject their entire group/chapter to being excluded from all remaining conference activities. Individual delegates may be sent home immediately at their own expense.


*As amended and approved at the Board of Directors Meeting held October 10, 1974, in Chicago, Illinois. 

Adapted for Collegiate Leadership Academy.

COLLEGIATE LEADERSHIP ACADEMY
Must to submitted for EVERY attendee on or

Attendance/Permission Form
before the November 11 on-site registration.


(Head of Delegation should bring two copies, 

Group/Chapter 


retaining one copy at all times.)

USE OF PHOTOGRAPHS

The signatures below certify that DECA/Collegiate DECA has permission to use photographs, video footage, etc., of the conference participant listed below for the purpose of promoting and providing information about the organization and the conference.

DRESS CODE

From the opening session until the end of the closing session, students, advisors/chaperones/heads of delegation and professionals shall adhere to the following dress code requirements. It is the Head of Delegation’s responsibility to see that they and their students and other attendees comply with the rules established for proper dress code.

Participants will be dressed in appropriate business casual attire for the entire conference, including functions that take place outside of the hotel. This dress code is designed to create a professional conference atmosphere and reflect positively on the organizations involved. The following is designed to serve as a general guideline as to what will qualify as business casual for this conference. Jeans, sweatpants, shorts, tennis shoes and T-shirts (other than Collegiate DECA chapter t-shirts) will at no time be considered appropriate for conference activities. 

Shirts/Tops (organization logo is welcome)
Slacks
Footwear

Shirts with collars 
Casual slacks
Loafers

Polo-style shirts
Khaki-style pants
Open-toe (nice) are okay


Business-style skirts

ATTENDANCE

This is to certify that 



 has my permission to attend the above named activity. I also do hereby absolve and release the school officials, the group/chapter advisors/chaperones/head of delegation and the assigned DECA/Collegiate DECA staff from any claims for personal injuries or illness that might be sustained while he/she is en route to and from or during the DECA/Collegiate DECA-sponsored activity.

EMERGENCY – This section must be entirely completed.
I authorize the advisor/chaperone/head of delegation to secure the services of a physician or hospital, and to incur the expenses for necessary services in the event of accident or illness, and I will provide for the payment of these costs. The following emergency medical services provider is located near the conference hotel.

St. Vincent Medical Center

153 West 11th Street

New York City, NY 10001

Ph: 212-604-7000

Additional Pertinent Information (allergies, etc.) 


We have read and agree to abide by the Code of Conduct. We also agree that the school officials, the group/chapter head of delegation, and the DECA/Collegiate DECA staff, have the right to send 

 home from the activity at our expense, provided that he/she has violated the Code of Conduct and/or his/her conduct has become a detriment.


Student Signature


Parent/Guardian Signature (for students under 21)

Phone

   --OR--




Group/Chapter Advisor Signature
School Official Signature

Name of Student’s Insurance Company
Policy Number

Name of Beneficiary
Relationship to Attendee




Home Address of Beneficiary

Home Address of Beneficiary
City, State, Postal Code of Beneficiary

Collegiate Leadership Academy

Permission Form/Dress Code/Photographs/Emergency Medical/BENEFICIARY INFORMATION

I certify that a permission form that includes an explanation of the conference dress code and code of conduct, a statement of permission to use photographs/video/etc., of all participants for promotional purposes, and emergency medical/insurance/beneficiary information has been fully completed for each person attending the Collegiate Leadership Academy.

The Head of Delegation for our chapter/group will have these signed forms in his/her possession from the time our delegates leave home, and until our delegates return home.

Head of Delegation

Group/Chapter

State/Province/Territory

This form should be turned in on or before the on-site

conference registration on November 11, 2010.

Collegiate Leadership Academy

Delegate Infraction Notice

To







Name of Advisor/Head of Delegation
Group/Chapter


    State/Province/Territory

It has been reported that 



of your group/chapter violated the following delegate conduct practice and/or procedure:



Dress code


No identification badge



Defaced public property


In unauthorized place



Illegal/inappropriate possession of alcoholic


Curfew regulations



beverages/narcotics



Illegal/inappropriate use of alcoholic


Unauthorized date at beverages/narcotics 


conference



Unauthorized transportation


Other (please specify)

on


at







(date)
(time)

For the benefit of the college students and advisors who will be privileged to attend the Collegiate Leadership Academy in future years, it is necessary for all current conference attendees to abide by established conference rules. The exemplary image of your organization is essential.

A word of caution to those who care should be sufficient.

Major infraction reports require appropriate action by the conference manager.

Please bring this notice to the immediate attention of all parties involved.



Date





Name of Conference Manager

7
2

