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MLC event participants’ registration will be reimbursed in accordance to guidelines approved by the Event Committee and MLC Board under the following circumstances: 
1. Registration reimbursement guidelines will be posted on the MLC registration site at the time event registration is opened to provide participants with adequate notice of these practices.
2. Up to 24 hours prior to the start of the event and upon notification by a registered participant of his/her intent to withdraw from their scheduled event, he/she will be offered and may transfer his/her confirmed (paid) registration fee to a colleague. 
3. A participant may request and receive reimbursement of his/her confirmed (paid) registration fee as follows:                              
         40 days prior to day of the event:                100%

         39 to 29 days prior to day of the event         50%

         28 to 11 days prior to day of the event         25%

         10 days or less prior to the day of the event  0%

4. Should the event need to be rescheduled or cancelled by MLC for any reason, registered participants will have the option of attending the event on the new date or receive 100% reimbursement of their confirmed (paid) registration fee. 

5. Should event registration be initiated less than 30-days prior to the event, cancellation fee reimbursement schedule as established under policy item # 4 above will be reviewed by the MLC Event Committee and appropriate action taken to ensure equitable and consistent practice.

6. Event Committee will review this policy annually and update as necessary.  

7. Event Committee will submit updated policy for Board review and approval.

Procedure

1. MLC personnel responsible for posting and managing event registration will ensure that registrants have access to the current MLC Refund Policy.  (Menu Bar Button with link to approved/current policy).
2. MLC personnel receiving notification of paid registration transfer will document the following information:

a. Name and date of the event

b. Date of requested registration transfer

c. Original registrant’s:  name, organization, contact information, and date of requested registration transfer

d. Substitute registrant’s: name, organization and contact information

e. Name of MLC personnel completing the transaction

3. MLC personnel receiving notification of cancellation request will document the following information:

a. Name and date of the event

b. Date of registration cancellation
c. Registrant’s: name, organization and contact information

d. Reason for cancellation 
e. Amount reimbursed.

4. MLC personnel will notify registered participants of events cancelled by the MLC, the speaker, or the event site partner by email as soon as this information is available.  Paid participants will be notified of option per policy statement #4 above at this time as well and appropriate actions will be initiated by MLC personnel.  
5. MLC personnel will notify registered participants of events rescheduled by the MLC, the speaker, or the event site partner by email as soon as this information is available.  Participants will be offered the option of attending the rescheduled event, transferring their registration to a colleague, or receiving full reimbursement at this time as well.  

6. For MLC, speaker, or event site partner cancelled events, MLC personnel will document the following information:
a. Date and name of the event

b. Date the event was cancelled and reason for cancellation

c. Date participants were notified by email of the cancellation 
· Request participant respond with chosen option (reimbursement, transfer of registration to colleague, or intent to attend the rescheduled event within 5-business days of receipt of notification.
d. Document the participant’s choice and follow-up action taken by MLC personnel.
· Amount reimbursed

· Transfer of registration to colleague (information noted as with all transfer processes)

· Re-registration of original participant for rescheduled event

7. MLC personnel will report all cancellation, transfer, reimbursement information to the Event Committee for inclusion in monthly statistics and financial reports.
