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FORMS SECTION

HOW TO REGISTER YOUR CHAPTER FOR SLC
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The following forms must be submitted along with payment (if possible) of your registration fee to MN Secondary Business Professionals of America:

· PLEASE COMPLETE THE ONLINE REGISTRATION FOR:

· MN-BPA-1-12
Registration  - Advisor & Students with Event Information

*SUBMITTED THROUGH NEW ONLINE SITE
· PLEASE COMPLETE THE WORD DOCUMENT TEMPLATES FOR:

· MN-BPA-2-12
Cancellation/Substitution Form - as needed

· MN-BPA-3-12
Copy of Hotel Room Form – see separate excel file
· MN-BPA-4-12
Delegate Permission/Medical Treatment Authorization 



Form - this form is for your use only

· MN-BPA-5-12
Judges Sign-up

· MN-BPA-6-12
Special Award Nomination Forms – see separate file
· MN-BPA-7-12
MN BPA Scholarship Application – see separate file 
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To receive the registration fee rate of $60.00 per person, the ONLINE REGISTRATION process must be complete and the housing electronic forms must be received no later than February 10, 2012.  Thereafter payment must be received PRIOR to SLC.  If registration and/or $ are not received as above, the $65 fee per person will apply.  Send payment to:

      
Jackie Schiller


MN SECONDARY BPA


21576 NE Pickerel Lake Drive


Detroit Lakes, MN  56501
MAKE SURE YOU:

· Send the following form (see separate “2012 SLC Hotel Form” excel file): MN-BPA-4-12 - Hotel Room Selection Form no later than February 10, 2012 to the Minneapolis Hyatt Regency, 1300 Nicollet Mall, Minneapolis, MN  55403.  It is preferred that you email the document to:  bpa@hyatt.com
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Summary of Instructions for Registration Process
Below is a summary of things to keep in mind as you begin to prepare your documentation of attendees and their events that they will enter.  You will submit your registration through an online site.
Refer to the competitive event codes on the next page as you complete the Conference Registration Forms.  Enter the names of the advisors who will be attending the conference - the State Office will notify you of your the events you will be working with each day during the conference.

1. Each person attending the conference must be listed on the registration.  This includes advisors, student members and state officers and region presidents.

2. Competitive events registration is based on region results.  If you qualify for an event, register for the event using the contest code number of the event.  

3. Refer to Competitive Event Code numbers on pages 4 & 5.  All student attendees must be listed.  
4. Open/General Events will not be “preregistered” for but are open to any attendee at the conference.  Check program for times and locations.  There is not a cell on the excel file to register for Open Events.
5. Please indicate in appropriate cell, those students participating in Torch Awards. 
For substitutions and cancels, please complete the 
Word Document in this packet.
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    2012 BPA COMPETITIVE EVENT 

SCHEDULE & CODE NUMBERS 

	NUMBER/NAME OF CONTEST
	NUMBER ADVANCING TO STATE
	LAB 

STATUS
	Contest

Tentative

Date

	Please note:  Friday Schedule means that the computer will schedule the student’s time therefore, we are not able to provide an actual event time until the conference begins.   

	FINANCIAL EVENTS
	
	
	

	1. Fundamental Accounting
	5
	None
	Thurs 4 pm

	2. Advanced Accounting
	5
	None
	Thurs 4 pm

	3. Computerized Accounting
	5
	Lab
	Fri 8 am

	4. Payroll Accounting
	5
	None
	Thurs 12 noon

	6. Fundamental Spreadsheet Applications
	5
	Lab
	Thurs 6 pm

	7. Advanced Spreadsheet Applications
	5
	Lab
	Thurs 6 pm

	8. Banking & Finance
	5
	None
	Thurs 2:00 pm

	9. Financial Analyst Team
	2
	Team supplies
	Friday Schedule

	10. Economic Research Project – Individual
	3
	None
	Friday Schedule

	11. Economic Research Project –Team
	2
	None
	Friday Schedule

	12. Financial Math & Analysis
	Unlimited
	None
	Daily

	13. Insurance Concepts
	Unlimited
	None
	Daily

	ADMINISTRATIVE SUPPORT EVENTS
	
	

	20. Keyboarding Production
	5
	Lab
	Thurs 4 pm

	21. Fundamental Word Processing Skills
	5
	Lab
	Thurs 6 pm

	22. Advanced Word Processing Skills
	5
	Lab
	Thurs 4 pm

	23. Integrated Office Applications
	5
	Lab
	Thurs 12 noon

	24. Desktop Publishing
	5
	Lab
	Thurs noon

	25. Basic Office Systems & Procedures
	5
	Lab
	Thurs 2 pm

	26. Advanced Office Systems & Procedures
	5
	Lab
	Thurs 2 pm

	27. Legal Office Procedures
	5
	Lab
	Fri 10 am

	28. Medical Office Procedures
	5
	Lab
	Fri 2 pm

	29. Database Applications
	5
	Lab
	Fri 10 am

	30. Administrative Support Team
	2
	Lab
	Fri 12 noon

	31. Administrative Support Research–Indiv.
	3
	None
	Friday Schedule

	33.  Administrative Support Concepts
	Unlimited
	None
	Daily

	INFORMATION SERVICES/SYSTEMS

	41. Computer Network Technology Concepts
	5
	None
	Thursday 6 pm

	42. CISCO Systems Administration
	5
	None
	Thurs 4 pm

	43. Network Administration Using Microsoft
	5
	None
	Thurs 4 pm

	44. C++ Programming
	5
	Lab *own equip
	Friday 10 am

	45. Visual Basic Programming
	5
	Lab *own equip
	Friday, 10 AM

	46. Java Programming
	5
	Lab *own equip
	Friday 10 am

	47. Fundamentals of Web Design
	5
	Lab
	Friday, 8 am

	48. PC Servicing & Troubleshooting
	5
	None
	Thurs 2 pm

	49. Computer Security 
	5
	None
	Thurs 12 noon

	50. Digital Media Production
	3
	Individual  
	Friday Schedule

	51. Computer Animation Team
	
	Team Supplies
	Friday Schedule

	52. Network Design Team
	2
	Team supplies
	Friday Schedule

	53. Software Engineering Team – National online event
	
	

	54. Video Production Team
	2
	Team supplies
	Friday Schedule

	55. Web Application Team
	2
	Team supplies
	Friday Schedule

	56. Web Site Design Team
	2
	Team supplies
	Friday Schedule

	57. Information Technology Concepts
	Unlimited
	None
	Daily

	58. Broadcast News Production Team Pilot
	2
	Team Supplies
	Friday Schedule

	

	MANAGEMENT/MARKETING/HUMAN RESOURCES

	60. Global Marketing Team
	2
	Optional – 

bring own
	Friday Schedule

	61. Entrepreneurship
	3
	Optional – 

bring own
	Friday Schedule

	62. Small Business Management Team
	2
	Optional – 

bring own
	Friday Schedule

	63. Graphic Design Promotion
	3
	None
	Friday Schedule

	64. Interview Skills
	3
	None
	Friday Schedule

	65. Advanced Interview Skills
	3
	None
	Friday Schedule

	66. Extemporaneous Speech
	3
	None
	Friday Schedule

	67. Human Resource Management
	3
	None
	Friday Schedule

	68. Prepared Speech 
	3
	None
	Friday Schedule

	69. Presentation Management Individual
	3
	Individual supplies
	Friday Schedule

	70. Presentation Management Team
	2
	Team supplies
	Friday Schedule

	71. Parliamentary Procedure Team
	2
	None
	Friday Schedule

	72. Mgt/Mktg/HR
	Unlimited
	None
	Daily

	73. Parliamentary Procedure Individual
	Unlimited
	None
	Friday Only

	SPECIAL AWARDS 

	92 – BPA Marketing & Public Relations
	Unlimited
	None
	

	93 – Community Action Award
	Unlimited
	None
	

	94 - Entrepreneurship Exploration
	Unlimited
	None
	

	95 – Chapter Activities Award of Excellence
	Unlimited
	None
	

	96 – Community Relief Service
	Unlimited
	None
	

	97 - Safety Awareness
	Unlimited
	None
	

	98 - Special Olympics
	Unlimited
	None
	

	100 - Statesman Torch Awards
	Unlimited
	None
	

	


MN-BPA-2-12
OFFICIAL CANCELLATION & SUBSTITUTION FORM

2012 BPA State Spring Leadership Conference

Send to:
Jackie Schiller


MN Secondary Business Professionals of America


21576 NE Pickerel Lake Drive


Detroit Lakes, MN  56501


Fax 218-846-9119


* No refund on cancellations received after February 25, 2012.

The ____________________________________________ Chapter directs you to cancel and/or substitute the following delegates for the 2012 State Spring Leadership Conference.

Please use this form for notification of cancellations & substitutions only.  
PLEASE CANCEL THE FOLLOWING DELEGATES:

	STUDENT NAME
	CODE #(S) OF EVENT(S) PREVIOUSLY ENTERED IN:
	
	
	
	
	

	1. 
	
	
	
	
	
	

	2. 
	
	
	
	
	
	

	3. 
	
	
	
	
	
	

	4. 
	
	
	
	
	
	


PLEASE SUBSTITUTE THE FOLLOWING DELEGATES FOR ABOVE CANCELLED:

	STUDENT NAME
	CODE #(S) OF EVENT(S) PREVIOUSLY ENTERED IN:
	
	
	
	
	

	1. 
	
	
	
	
	
	

	2. 
	
	
	
	
	
	

	3. 
	
	
	
	
	
	

	4. 
	
	
	
	
	
	


ADDITIONS/NEW ATTENDEES SHOULD BE HANDLED AS ORIGINAL REGISTRATION!

For Office Use Only:

	DATE RECEIVED
	AMOUNT DUE


	REFUND PROCESSED


M-BPA-4-12
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TREATMENT AUTHORIZATION

2012 Spring Leadership Conference

As a parent/guardian, I have reviewed the Code of Conduct with my son/daughter and he/she agrees to abide by the rules.  BPA has the right to send the delegate home from the activity at my expense, provided that he/she has violated the conduct policies and I have been notified of the violation and transportation arrangements.

The delegate has my permission to attend the Business Professionals of America Conference.  The Chapter Advisor will supervise delegates.  I, the parent/guardian, will not hold the school; the advisor, the Department of Education, nor the Conference Staff responsible for any injuries while attending or while enroot to and from the Business Professionals of America sponsored activity.

In the event of accident or illness requiring medical treatment, occurring while in attendance at this Conference, I, the undersigned parent/guardian hereby authorize the Business Professionals of America Chapter Advisor to procure suitable medical treatment for the named delegate, and I also will provide for payment of these costs.  I also expect the Chapter Advisor to notify me by telephone, if medical services are necessary, as soon as possible at the telephone number listed below.

Name of School_________________________________________________________________________________

Name of Delegate________________________________________________________________________________

Address________________________________________________________________________________________

Daytime Phone___________________________________ Evening Phone__________________________________

Please describe completely any medical condition (past or present), which may recur or be a factor in medical treatment (include allergies, medicine reactions, disease of any kind, physical handicaps, heart or lung problems, seizures, convulsions, blackouts, etc.)  If currently taking medications, state the medication and prescribing physician and phone number.

“I have read and fully understand the Business Professionals of America Delegate Conduct Practices and Procedures and Dress Code and agree to comply with these conduct guidelines.  Furthermore, I am aware of the consequences that will result from violation of any of the above guidelines.”

	_____________________
	_______________________________________________________

	DATE
	DELEGATE’S SIGNATURE


I approve the student named above to attend the 2012 Business Professionals of America - MN Association Conference at the Hyatt Regency Minneapolis, Minneapolis, MN, March 8-10, 2012.  We understand the arrangements and the rules of conduct and believe the necessary precautions and plans for the care and supervision of the students during the trip will be taken.

	_____________________
	_______________________________________________________

	DATE
	PARENT/GUARDIAN SIGNATURE

	_____________________
	_______________________________________________________

	DATE
	ADVISOR’S SIGNATURE

	_____________________
	_______________________________________________________

	DATE
	SCHOOL OFFICIAL’S SIGNATURE


JUDGES RESPONSE FORM

2012 State Leadership Conference

Please RSVP no later than February 25, 2012 to:  


E-mail info to:  jackie@tekstar.com or fax form:  (218) 846-9119
	Name: 
	Company/Position: 

	Preferred Mailing Address:  
(check one)   FORMCHECKBOX 
 home     FORMCHECKBOX 
 business
	Street:

	City/State/ZIP:
	Daytime Phone:

	E-mail:
	Area of Expertise:

	Best Time to Call:
	

	“X” Preferences
	EVENTS HELD - Judges check in at 8:00 am on Friday, March 9, 2012

	
	*Administrative Support Research - Research changes in technology being used in today’s office compared to past years.

	
	Broadcast News Production

	
	Computer Animation Team

	
	Computer Modeling/ Network Design Team/ Web Application Team

	
	*Digital Media Production

	
	*Economic Research Individual  - For many years the US government has funded many initiatives and entitlements by borrowing money. As a result, the national debt has increased significantly. What will be the economic impacts of balancing the federal budget?  

	
	*Economic Research Team – The purpose of taxes is to generate revenue to allow government to provide services to citizens that they cannot easily provide on their own. If the government chose to reduce taxes by eliminating some selected services, what would be some suggestions on what services could be candidates for elimination and what would the impact be to the average citizen?

	
	*Entrepreneurship 

	
	Financial Analyst Team

	
	*Global Marketing Team

	
	*Graphic  Design Promotion 

	
	Interview Skills/Advanced Interview Skills

	
	Parliamentary Procedure Team

	
	Prepared Speech

	
	Presentation Management—Individual

	
	Presentation Management—Team 

	
	Small Business Management Team

	
	Human Resource Management

	
	Speech—Extemporaneous 

	
	Video Production Team

	
	*Web Site Design Team


*Indicates events have pre-submission judging that we request judges to complete prior to the event date.
Thanks for your help in securing judges!  Judges will receive an email confirmation from the state office.
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