THE BUTTIMER INSTITUTE OF LASALLIAN STUDIES

Registration Procedures
Procedures for Chief Administrators
· Week of February 14, 2011 – The chief administrator receives the announcement letter of the Buttimer Program from the Christian Brothers Conference.  

· Once the participants complete the online registration form, they will receive an invoice.  The participants will submit the invoice to their chief administrator for payment.  

· Payment and mailing instructions – The chief administrator submits payment, along with the invoice, directly to Christian Brothers Conference.  Checks should be made payable to Christian Brothers Conference.  The cost of the program per participant is $2,300.00.  Mail full payments to: Christian Brothers Conference, Attn: Michele Beauboeuf, 3025 Fourth Street, NE, Suite 300, Washington, DC  20017.
· Registration Deadline – The Christian Brothers Conference must receive the online registration forms and payment by Monday, April 18.  The online registration forms will not be available after Monday, May 16. 
· Please note:  No participant is officially registered until the Conference has received an on-line registration form and full payment.  On June 1, 2010, Christian Brothers Conference will inform District contacts of ministries which are delinquent in sending in payments for participants.

Registration Materials
The following registration materials are available on the Christian Brothers Conference website:

· Buttimer Institute 2011 Brochure

· Buttimer Participant Welcome Letter from Brother Tom

· Buttimer Travel Information
· Buttimer Schedule

Procedures for the District Contacts
· Week of February 14, 2011 – District contacts receive a copy of the announcement letter of the Buttimer program.  
· District Contacts will receive frequent updates from the Christian Brothers Conference of Buttimer registrations in their District.
· If the Conference is having difficulty collecting payment, the appropriate District Contact will be asked to assist.

· Please communicate with your District Contact listed at the end of this document regarding any payment questions or comments.

Procedures for Buttimer 2 & 3 Participants
1. Go to the Buttimer Institute 2011 on the Christian Brothers Conference Website.
2. Click on Buttimer Institute 2011 Online Registration.
3. Login to the CBC Member Portal using the username and password you recently received from the Christian Brothers Conference.  If you have forgotten or do not know either of these, please click on “Forgot your password or login ID” and follow the instructions.  If this is your first time logging in on the new CBC Member Portal, you will need to change your password.

4. Once logged in select “Buttimer Institute 2011” under “Events”.
5. Complete the information requested.  When prompted for Payment, do not select “Credit Card” as your payment type, select ONLY “Pay Later”.  After you have completed registering, you will receive an email confirming your registration for the event.  This will also act as the invoice that you will need to provide to your Chief Administrator for payment.

Procedures for Buttimer 1 (New) Participants 
1. Go to the Buttimer Institute 2011 on the Christian Brothers Conference Website.
2. Click on Buttimer Institute 2011 Online Registration.
3. Select “Sign up for an Individual Account” and fill in the required information.

4. Once you have completed signing up and are logged in, select “Buttimer Institute 2011” under “Events”.
5. Complete the information requested.  When prompted for Payment, do not select “Credit Card” as your payment type, select ONLY “Pay Later”.  After you have completed registering, you will receive an email confirming your registration for the event.  This will also act as the invoice that you will need to provide to your Chief Administrator for payment.

District Contacts

DISTRICT OF EASTERN NORTH AMERICA
Brother Ernest Miller, FSC
Associate Director for Mission and Ministry

District of Eastern North America

444-A Route 35 South
Eatontown, NJ 07724

Phone: 732-380-7926

Fax: 732-380-7937

Email:  miller@fscdena.org
MIDWEST DISTRICT
Ms. Tina Bonacci
Director of Formation and Accompaniment

Midwest District Provincial Office
7650 S. County Line Road

Burr Ridge, IL  60527-4718

Phone:  630-323-3725
  
Fax:  630-323-3779 
Email:  tbonacci@cbmidwest.org
NEW ORLEANS/SANTA FE DISTRICT

Mr. Michael Prat

Director of Lasallian Programs

Christian Brothers School

8 Friederichs Avenue

New Orleans, LA  70124-4602

Phone: 504-813-9388

Email: pratmike@hotmail.com 

SAN FRANCISCO
Mr. Greg Kopra

Assistant Director, Office of Education

De La Salle Institute

P.O. Box 3720

Napa, CA  94558-0372

Phone: 707-252-3723 
Fax: 707-252-3863

Email: gkopra@dlsi.org 

Shipping: 4401 Redwood Road

Napa, CA  94558-9708
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