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Combined Event Form
>>> READ ME! <<< 
Note: This form is a combination of the previous Event Forms:
1. Event & Speaker Information
2. PDU Request Form
3. Event Registration/Payment Form

If you want more background about Event Setup at PMI Portland Chapter, please refer to the Chapter website (Managing Chapter Events). https://pmi-portland.org/board/managing-chapter-events. 

Use this form to provide information so that we can set up the necessary forms for an event: registration form (paid or unpaid), a credit card payment form, a roster, etc. 

Calendar Only?  Select this to have an event merely appear in our web calendars (even if there is NO registration on our site).

These forms are primarily used to collect payment information. Do not add a lot of "survey" type questions.  

Please use the Pricing Worksheet if you are not familiar with Event Pricing at PMI Portland Chapter.

If you need GROUP or GUEST REGISTRATION, please understand this is not the same as requesting Group Coupon Codes.

For Group Coupon Codes, the Web Team will contact you for more information.  For example, we sometimes will sell a coupon code to a company that wants to send a specific number of its employees to an event, usually with a group discount. Purchasing the coupon code is separate from "Group Registration". We do not gather as much information on the individuals in a Group Registration, so events like our "Annual Conference" we sell group coupon codes to the company with a limit to the number of individuals they are paying for. Then the individual signs up as an individual and we gather the information needed to better support the individual, such as meal preference, track, etc.               

A Guest Registration is a Group Registration. Only minimal information is gathered for those in that group, such as name and email address. 








Event ID (Filename): ____________________ 
(Suggestion: Classification-Date-Portfolio-Sequential#-StatusCode )   
Example: (W-06212021-Pro-1-O)

	Section 1 of 11
Event Owner Information

	Full Name
	Chapter Role Title
	Chapter Email
	Phone

	
	
	
	



	Section 2 of 11
General Information

	E
v
e
n
t 

D
e
t
a
i
l
s

	Event Title
	

	
	Event Classification 
	_____Chapter Meeting   _____Workshop
_____Course                   _____Annual Conference _____Round Table         _____Other


	
	Start Date: (MM-DD-YYYY)
	7/29/21

	
	End Date:  (MM-DD-YYYY)
	7/29/21

	
	Start Time: (HH:MM)
	6:00 PM

	
	End Time:  (HH:MM)
	8:00 PM

	
	Complete Description 
(For PDUs)
	


	
	Talent Triangle # of PDUs
(Breakdown by …)
	
___Technical   ___Leadership ___Strategic   ___Total
      

	
	Learning Objectives (For PDUs)
	1.



	
	Location:
Physical Address / Address / URL

	


	
	Preview Video Code: 
	


	
	Equipment Required
	_____ Laptops _____Projector  ____ Screen (X ft by X ft) 
_____ Handheld Microphone     ____ Lavalier Microphone 
_____ Webcam                           ____ Other
 


	
	
PDUs Code 
(By Chapter Secretary)

	






	
	
Delivery Method
	_____On Demand   _____Live / Stream
_____In Person       _____Hybrid


	
	

Availability
	

_____ Chapter Members _____Non-Chapter Members



	
	Language
	

	
	
Retire Date
	


	
For Workshops / Courses 

	


	
_____ Chapter Members  _____Non-Chapter Members


	Presenter Information

	S
p
e
a
k
e
r

 D
e
t
a
i
l
s

	Name / Credentials
	

	
	Presenter Email
	

	
	Presenter Phone
	

	
	Presenter Website URL / Twitter ID / LinkedIn link
	

	
	Presenter Bio
	





	
Graphics


	Marketing Details

	Speaker Photo
(Send as separate image file)
	

	
	Other Graphics 
(Send as separate image file)
	

	
	URL (If graphic is to be linked to a web page)
	

	
	
Special usage conditions (size..)

*Send all files to vp_marketing@pmi-pdx.org

	




	Section 3 of 11
For Calendar Only:
We collect data from registrants (with or without payment). Or, do we just want this event to appear on our web calendars, without actually having people register on our site?

	
Put this event on the Web Calendar only – No Actual Registration

	
_____Yes (Stop here)   
_____No (Continue the following sections)




	Section 4 of 11
Regular Registration Period
**This date is the period during which Regular Pricing applies – early bird discounts or late fees apply **

Fill out a price for each group. If the event is FREE enter $0 in all fields. Regular date range and pricing is REQUIRED. During this period Regular Pricing applies – NO early bird discount, NO late fee Optional Early Bird Discount and Late Fee Amount will be addressed in later sections of the form. Put EITHER a flat dollar amount OR a percentage for each discount category, NOT both.



	
Regular Pricing START Date*
(Does not include early bird time)
	
_________(MM-DD-YYYY)


	
Regular Pricing END Date* Ends at midnight.
(does not include late fee time)
	
_________ (MM-DD-YYYY)



	Regular Non-Member Pricing* 
(This is the base price, everything after this is discounts and fees)

	
_________ (MM-DD-YYYY)


	Regular Chapter Member Discount* 
(Member discount not price, before any coupon codes, early-bird discounts, or late fee)
	

$__________

	Regular Chapter Student Member Discount* 
(Student Member discount not price, before any coupon codes, early-bird discounts, or late fee)

	

$__________


	Regular Board Discount* (Applies to Board & VPs - discount not price, before any coupon codes, early-bird discounts, or late fee)

	


$__________


	
Regular Director Discount* 
(Applies to Asst VP/Director/Asst Director - discount not price, before any coupon codes, early-bird discounts, or late fee)
	


$____________


	Other Discounts Not Listed Above?
If you need discounts for some other person or group not listed above, you will need to use the Discount Code Process. For information, go to the Discount Request web page:
http://pmi-portland.org/board/proteon-apps/discount-code-request.
	




	Section 5 of 11:
EARLYBIRD Registration Period (Optional)
There can also be ONE Early Bird registration period, during which a single discount is applied to ALL Regular registration pricing.
If you plan to use Early Bird Pricing, answer all questions below. If not, skip this section.


	
Early Bird Pricing START Date 
(Do not overlap Regular Registration period)
	
_________ (MM-DD-YYYY)

_________ (HH:MM)


	
Early Bird Pricing END Date* 
Ends at midnight. 
	
_________ (MM-DD-YYYY)


	
Early Bird $ Discount Amount. Applies to all registrants.
	
$_________








	Section 6 of 11:
LATE Registration Period (Optional)
There can also be ONE Late registration period, during which a single fee is applied to ALL registration pricing.
If you plan to use Late Pricing answer all questions below. If not skip this section.


	
Late Pricing START Date (Do not overlap Regular Registration period)

	
_________ (MM-DD-YYYY)

_________ (HH:MM)



	
Late Pricing END Date 
Ends at midnight. 
	
_________ (MM-DD-YYYY)

_________ (HH:MM)



	
Late $ Fee Amount. Applies to all registrants.

	
$_________






	Section 7 of 11:
Other Fees (Optional)
Enter any additional OPTIONS that affect pricing. These will apply to everyone and will add to the calculated pricing above.  Examples: Add a meal: Veg = $10, Steak = $15, no meal = $0. Add parking pass = $12. Etc. Be very specific and include complete description of field name, field options and pricing.


	
Other Fee #1 and Description
	

$_________ 


	
Other Fee #2 and Description

	

$_________ 


	
Other Fee #3 and Description

	
$_________ 





	Section 8 of 11:
Data Fields Section (Optional)
Answers to the following questions help us determine if we should copy an existing registration form as is ( most common ), use an existing registration form and make changes to it, or start a new registration form from scratch.


	
Choose One:

	Copy an existing registration form (ex. Workshops) without field changes (except pricing).   ____

Make changes to an existing registration form ___

Start from scratch. ___




	Section 9 of 11:
Edits to existing registration form
Describe fields to be changed / added / deleted. Please give detailed answers.
Examples: Add a field for time attendee = yes/no. Delete field for street address.

Reminder: These forms should be used to collect payment information so do not add a lot of “survey” type questions. Try to “future proof” these. Can the same field be used on other registrations?


	
Edit #1

	


	
Edit #2

	

	
Edit #3

	











	Section 10 of 11:
New registration form fields
*These are the standard fields always used in registration forms. Name, Email, Phone, City, State, Zip. Job, Title*

Describe additional fields that are required for your event registration in detail below, including radio/checkbox/yes-no/response options, etc.

Examples:
     Eye color (fill in)
     Shoe size (Radio) 7 / 7.5 / 8 / 8.5 / … 13, M / F
     First time attendee (yes/no).

Reminder: These forms should be used to collect payment information so do not add a lot of “survey” type questions.
Once these have been added to the database, they are there to stay adding to the already existing clutter of questions only used once.

	
Additional Field Information: 
(Long Answer)

	





	Section 11 of 11:

Additional required information


	
Description
(Optional)

	


	
Maximum number of attendees.
(Registration will close when this number is reached)
-Short answer.

	

	Additions to standard auto-confirmation email? (optional) 
(Default confirmation email includes date, time, location, $paid, cancellation info, contact info, etc. If you have additional information for registrants, enter it here.)
-Long answer.

	

	
Group Payments? (optional)
Note that historically group registration has been made unusually awkward by not understanding how it works. Group and guest registration are not the same.
If what you need is for an individual to register using a purchased coupon code for their group, select group coupon.

	


GROUP Registration     _____

Purchase Group Coupon _____

	
Other Comments/Questions?
-Long answer.                            


	






*Event Status:
Web Approved

Closed

 Open

Marketing Approved








Event Approval

	Date 
	Approved By
	Portfolio 
	Comments

	
	
	
	

	
	
	
	

	
	
	
	














Revision History
The Portfolio responsible for this procedure is the Operations Portfolio, and the procedure will be revised as needed.  
Always use the most recent version of this form, available at (Log in) > Board menu > MANAGING EVENTS.

	Revision Date 
	By
	Portfolio 
	Comments

	03/08/2022
	Lily Fitzpatrick
	Operations
	Form published
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