CONVENTION/LEADERSHIP CONFERENCE
CHECKLIST FOR

KEY CLUB ADVISORS
CONVENTION/LEADERSHIP CONFERENCE REGISTRATION WILL BEGIN AT 2:00 P.M. ON FRIDAY, MARCH 16, 2012.  Your registration will not be available until after 1:00 p.m.  Please note that hotel rooms may not be available until 3:00 p.m. or later.

_____ 1.  Before leaving for the convention/leadership conference, be sure that each student has properly 
completed and brought with them the Authorization to Attend and Authorization for Emergency Medical Treatment form and the Media Consent Form.
_____ 2.  The Key Club Advisor should report to the Hotel Registration Desk of the Penn Stater Hotel to
 register the entire club for hotel rooms and secure room keys.  The hotel 
registration desk will be at  the front desk of the hotel. 

_____ 3.  Advisors pick up the registration packets at the Key Club Convention/Leadership Conference

 Registration desk which will be in the Conference center area of the Penn Stater Hotel.

_____ 4.  Turn the Authorization to Attend and Authorization for Emergency Medical Treatment forms, Media

Consent forms and the Club Officer Election Report to the Convention/Leadership Conference
Registration Desk (athough, the Election Report form should be mailed in advance, if at all possible.)

_____ 5.  Club Voting Delegates should go to the credentials desk to obtain their delegate’s
sticker and other information.

_____ 6.  Turn in any contest materials to the Contest Registration Office.  

_____ 7.  Please be sure to review, again, the convention/leadership conference code of conduct with all your
attendees.

_____ 8.  Please be sure to review the Code of Ethics and Responsibilities for Adults.
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