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CNU.org Event Registration Request Form
Complete this form and return it to CNU a week before you would like your website registration to go live. Please contact the Chapter Coordinator if you have any questions.
1. Basics of the Event
a. Event Title:  

b. Event Summary (limit to a short sentence): 
c. Complete Description (limit to 2-3 short paragraphs, if there’s not enough space, include a link to your website with more details)  
d. Start Date:   

e. Start Time:   
f. End Date:      

g. End Time:   
h. Max Number of Participants: 
i. Event Location Name:

I. Street Address:

II. City:  

III. State: 

IV. Zip: 

2. Registration Details
a. Do you want to enable a pay later option? Yes / No
(so they can pay at the door.)

b. Fee Label and Amounts

I. Fee 1: 

II. Fee 2: 

III. Fee 3: 

IV. Fee 4: 

V. Fee 5: 

c. Discount Set? (are you offering an early registration price?) 
I. Start date: 

II. End date: 

III. Fee 1: (for example, CNU Member $20)

IV. Fee 2: (for example, Student $5)
d. Registration End Date and Time:  
e. Special Instructions? (Do you need to ask another question of participants? For example, do you need to know vegetarian or non-vegetarian preferences for lunch?)
3. Thanking and Confirming Registration
a. Thank-you Screen

i. Title: (suggested Thank you for Registering) 

ii. Text: (limit to 2-3 paragraphs) 
b. Send Confirmation Email? Yes / No  
c. Email Text:  
d. Confirm From Name: (CNU Chapter or Contact) 
e. Confirm From Email: (Chapter email address 
f. Tell a Friend enabled? Yes / No (this feature lets registrants send other people emails about the event) 
4. Registration Lists 
a. Do you need the registration list in advance of the event? Yes/No  

b. When? 

c. Email Address: 
5. Registration Fees Registration fees will be included in your next quarterly check unless requested otherwise. 

a. Do you need a separate check?
b. Address:  

