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Event Reservation and Fee Policy


I. Rationale:

Meal prices at IEEE events are set to cover expenses; there is little or no profit in the charges for meals.  Since all caterers require an attendance commitment, the Section incurs the full cost of late cancellations and no-shows.

II. Policy:

A. Reservations

1. Kansas Section EXCOM defines the event reservation system, regardless of sponsorship.  This system includes the means of making reservations (e.g. email, telephone, or letter), event fees, discounts, a discount cut-off date, cancellation procedures, and cancellation cut off dates.

2. Reservations shall include a daytime telephone number, email address, number in party and, If applicable, a request for student discount(s).

3. The person making the reservation is responsible for payment of event fees and will be invoiced for late cancellations and no-shows.
4. Upon notification before the event or at the door, substitutions are accepted.

5. At the event, the sponsoring group receives payment for the event and records the attendance.

Note:
Recognizing that communication channels are fallible, a lost reservation is treated as if the reservation had been made.  Although the reservation rate is provided, the person with the lost reservation is accepted into the event on space available basis.

B. Cancellations and No-shows:

1. Cancellations are issued through the same communication channels as reservations. The IEEE Kansas City Section accepts cancellations up the caterer’s commitment date (usually 72 hours before the event).

2. The responsible treasurer issues invoices to the responsible individual, for all absences due to late cancellations or no-shows.

3. The Kansas City Section EXCOM may waive the invoice upon the submittal of a written request for waiver stating the reason for the cancellation or no-show.  A request for waiver shall be made within 14 days after the event.  The Section Secretary forwards written notification of the disposition of the request for waiver, to the requester and the responsible treasurer.  If a waiver is granted, the responsible treasurer shall cancel the invoice.  Disposition of the waiver request will be within 30 days of receipt of the waiver request.

Note:
The EXCOM does not judge the veracity of a request for waiver.  In consideration of a waiver request, the EXCOM applies a “reasonable person” standard.  It is not the EXCOM’s intent to penalize requesters and the EXCOM considers it better to err in the requestor’s favor.

4. The Kansas City Section may delegate, in writing, consideration of waivers to the governing committee of the Chapter or Affinity group that sponsors the event.

C. Event Fees and Discounts

1. The EXCOM determines the section dinner meeting fee for IEEE members (including students), guests, and presenters. 

2. The EXCOM may establish special discounts for student members. The EXCOM may establish promotional discounts for non-member students.

D. Chapter and Affinity Group Subsidies

1. For regularly scheduled section dinner meetings, the Kansas City Section EXCOM will subsidize event cost overruns of Chapter and Affinity groups up to the difference between the event’s actual reasonable cost and the total of meal receipts.  Provision of a subsidy is dependent upon sufficient funds in the Section treasury.

Note:
Reasonable cost includes the meal charges contracted by the EXCOM and basic audio visual supplies, i.e. overhead projector, screen, and corded lavaliere microphone.  LCD projectors, cordless microphones, and meals not on the contracted schedule are not reasonable costs and will not be included in the subsidy.

2. For events other than regularly scheduled dinner meetings, a Chapter or Affinity group can a written request for subside.  The request for subsidization shall be submitted to the EXCOM no later than two (2) EXCOM meetings before the date of the event.  The request shall state the purpose of the event, date and location of the event, fees to be charged, expected attendance, and estimated amount of the subsidization.  At its next regularly scheduled meeting, the EXCOM approves or denies the request.  If the request is approved and without additional consideration, Kansas City Section covers any monetary losses derived from the expenses vs. receipts up to the authorized amount.

	
	IEEE Kansas City Section Meeting Fee Schedule

	
	IEEE Member

Non-Members and Guest
	IEEE

Student Member

	Effective Date
	Early Registration Fee
	Late Registration Fee
	Student Early Registration
	Student Late Registration

	3/1/04
	$20.00
	$25.00
	$15.00
	$20.00
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