ACEC-Illinois Engineering Excellence Awards
Frequently Asked Registration Questions
1. Please read all 11 items below before registering.
2. Register employees first. (Check to make sure they are not already registered)
3. Each registration must have a Unique Email Address. If you don’t want guests to receive a confirmation with the cost,
give them a fake email address; yourfirmname@guest1.com, yourfirmname@guest2.com, etc. (see example)
4. To receive a copy of each person’s confirmation, your email address must be in the “CC Email Address” field. (see example)
5. Put your guest’s company name in the “Company” field (see example)
6. Put your firm name in the “Registering Firm Name” field. This field keeps all your registrations together. (see example)
GUEST
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7. We DO NOT NEED your guest’s contact information. Click on the “Copy Address From Primary Registrant”
button to populate your firm address information into their record. (Less work for you!)
8. Vegetarian / Project Name / Accepting the Award. Answer the following questions for each attendee. Vegetarians will
receive a special meal ticket attached to their name tag for their table server.

9. Registering a person without knowing their name. For unknown Employee registrants use Emp1, Emp2, Emp3,
etc. for both first and last name. For unknown Guest registrants use Guest1, Guest2, Guest3, etc. When you know
the actual names, email them to info@acecil.org. Indicate the “Emp” or “Guest” name used when registering, along
with their actual name, their company/agency, if they are a vegetarian, and if they are accepting the award on
stage.
10. There are ten seats to a luncheon table. If your firm has more than ten registrants they will be seated at tables next to
each other, by project (if applicable). Table assignment is noted on the name tags.
11. Please register by the deadline so there is adequate time to assign seating and print name tags.
SEE YOU AT THE AWARDS!

ACEC-Illinois  5221 South Sixth Street Road, Suite 120  Springfield, IL 62703
(217) 529-7430  info@acecil.org 

