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North Carolina Presbyterian Pilgrimage Leadership Council

· Registrar

By Becky Thompson

· Receives Guest Application, Sponsor Application and deposit or scholarship request for each guest

· Contacts sponsors of any guests held over from waiting list on a previous weekend requesting new deposit check or written confirmation of attendance for any guests on scholarship

· Sends letter of acceptance to guests who have submitted complete applications

· Sends letter of acknowledgement to sponsors, noting responsibility for registration balance at Send-off

· Monitor guest list assuring that no more than six guests are accepted from any one church.  Notify Rector when this occurs.

· Monitor guest list for head count of male and female guests in case numbers need to match sleeping arrangements.  May be wise to know how many beds are available at camp.

· Maintains contact with Rector and Head Cha as guest list accrues

· Maintain report of checks for Treasurer, name of account, check number for each guest

· Maintain record of scholarships for Treasurer

· Responsible to see that checks for deposits and final payments are deposited to the NCPP account

· Creates list for Fourth Day Chairman of guest names, addresses, phone numbers and e-mail addresses for the Fourth Day packet

· Sends lists of guest, church and sponsor to Newsletter Editor

· Create a waiting list, if necessary, notifying sponsors of status 

· Returns checks with explanatory letter to guests and sponsors if application is held over for a later weekend.

· Submits guest and sponsor applications to Rector to assist with Table Assignments.  Sponsor applications may be used briefly by Professors at tables to familiarize themselves with guests at their specific tables ONLY.

· Retrieves all guest applications from Rector by Thursday Send-off 

· Retrieves all sponsor applications from Professor Cha

· Registers guests at Send-off and receives balance checks for deposit.

· Submits all checks for deposit retaining a record of check numbers credited to each guest.

· Creates combined list of professors and guests to be called forward at Send-off.  Begin with Ideals professor and end with any professor.

· Moderates Send-off with opening prayer and roll call.

· Destroys all applications following the weekend.  All data pertinent to 4th Day will have already been reported.

· Submits receipts for expenses, mailing and copies to Treasurer for reimbursement or record.
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