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Conference Staff Newsletter
The Peabody Orlando
November 27-30, 2012
The FSA Conference Services Team thanks you for joining us in Orlando and for your time and effort.  For those who are new to the conference, the following information will help you understand how the conference works.  For veterans, check out what is new this year (there are a lot of changes for 2012).  
Register Early, Please!
We have more than 5,900 attendees registered, so please pick up your badge at the Peabody Orlando, in the rotunda outside the Peabody Ballroom, on Monday between 2:00 p.m. & 7:00 p.m. to get your badge and avoid the rush. 
Confirm Room Rate & Tax Exemption Form
Orlando per diem is $153 ($97 lodging + $56 M&IE). 
Department of Education employees are tax exempt for state and local taxes, but not the 1% Orange County Convention Center District (OCCCD) Surcharge.  Please fill out the tax exemption form posted on the staff website and present it at check-in. With the tax-exempt form, the room rate is $97, plus the 1% OCCCD Surcharge, for a total of $97.97. NOTE: Without the tax-exempt form, a 12.5% tax will also be applied, for a total of $110.22. The difference in rate will NOT be reimbursed by ED and will come out of your pocket. Taxes will remain on the folio until the tax exemption form is applied at check-in.  Please review your folio before you check out, as changes are much easier to make onsite. Contact Amanda Yates at 202-731-2821 if you need assistance to correct a room rate, or with any other housing issues. 
Sleeping Room Changes/Cancellations

The hotel requires 48-hour notice on all cancellations in order to avoid a cancellation charge.  If you need to cancel or make changes to your reservation, please contact the hotel directly and notify Amanda Yates of the change.

Registration Desk Hours
Registration will be in the rotunda outside the Peabody Grand Ballroom, convention level.  Hours are: 
Nov. 26-Monday:
2:00 p.m. -  7:00 p.m.
Nov. 27-Tuesday:
6:30 a.m. -  5:00 p.m.
Nov.28-Wednesday:
8:00 a.m. -  5:00 p.m.
Nov.29-Thursday:
8:00 a.m. -  5:00 p.m.
Nov.30-Friday:

8:00 a.m. -  12:00 p.m.
Sessions 

We are offering more than 45 unique sessions in 10 breakout rooms and 1 hands-on room.  Seven of these rooms hold more than 1,000 seats, for a total of 11,183 seats available each session time.
Customer Service Interfaces

Conference attendees can:

· send their questions during the conference to ConferenceQuestions@ed.gov.
· Follow the conference with the Twitter handle @FSAconf to get information and updates on conference activities and join in the conversation by using the hashtag #FSAconf12.Access the agenda, hotel maps, presentations, and other conference tools on your web-enabled portable device: http://FSAConferences.ed.gov/mobile.

ED Staff Workroom – Rock Spring, Lobby Level
The ED staff office is located on the lobby level in the Rock Spring room.  This workroom is equipped with computers and printers and is open during registration hours.  
Pop-Up Meeting Rooms
Four rooms have been reserved for pop-up meetings throughout the course of the conference.  Rooms are set for 40 people, in rounds or U-shape, and are equipped with a speakerphone, internet, screen, laptop, mouse, LCD projector, and flip charts & markers.  To schedule a room, please see Annette Abell at onsite registration.

Presenters & Resource Center Owners –

Verification, Testing, & Changes 

If you are a session presenter and/or Resource Center owner who would like to verify or test your PowerPoint Presentations (PPTs), software links, etc., please meet the following staff at these locations on Monday, Nov. 26, from 5:00 p.m. - 7:00 p.m.

Hands-on session presenters meet in Manatee Spring, lobby level.

Contact Amber Johnson (412-901-8642).
Breakout Session presenters meet in Celebration 12/13, convention level.
Contact Joe Aiello (202-320-2952).
Resource Center owners meet in your respective Bayhill Room lobby level. Please refer to page 3 for your room assignment.
Contact Jay R. Long (240-434-2025).
 

Changes to PowerPoint Presentations Onsite:  Contact Joe Aiello by 4:00 p.m. daily, at 202-320-2952 to upload PPT changes for the next day.

Once in your session room, the laptop will display that day’s sessions.  Click on the start icon next to the title of your session to begin your presentation.

General Sessions, Days 1 & 4
General Sessions will be held on Day 1, Tuesday, and Day 4, Friday from 8:30 a.m. to 10:15 a.m. in the Peabody Grand Ballroom. Overflow seating is available in the Windermere Ballroom, where the session will be broadcast live in an observation-only format. 
Breakout & Hands-On Sessions

On Days 1 and 4, Tuesday and Friday, breakout sessions begin at 10:30 a.m. or 11:00 a.m.  On Days 2 and 3, Wednesday and Thursday, breakout sessions begin at 9:00 a.m. or 9:30 a.m.  Please refer to the agenda for specific session information.
Session Room Availability


For security purposes, all session rooms will be locked during the general sessions and overnight.  Rooms will be unlocked approximately half an hour before the start of a session.  If you have a specific need to access a locked session room during those times, please contact a conference staff member.

Equipment 

Each breakout room is equipped with the following audiovisual equipment: 

· Laptop computer

· Wireless lapel microphone

· Podium microphone

· Tabletop microphone

· At least (1) aisle microphone

· Internet

· Screen

· LCD

· Sound patch

· Wireless mouse

Larger rooms may have additional equipment such as a confidence monitor, multiple screens, and additional microphones.
Notify your room monitor of any issues that need to be addressed, such as room temperature, equipment problems, or sound issues.  Every effort will be made to make adjustments.

Requests for Additional Equipment

Any requests for additional equipment MUST be made in advance of the conference.  If you want to verify if your request has been received, contact Chris Farr at 202-359-2083.
Begin and End Sessions On-Time

Please start and end your session on-time! Arrive at your session early.  If the room has not been refreshed, please notify your room monitor. Presentations should be one hour, with 15 minutes for Q&As.  Attendees should directed to a standing microphone if they have a question so that everyone will hear the question and it can be captured in the audio recording.  If they do not, please be sure to repeat the question. Your room monitors will hold up 5 minute warning and stop signs from the back of your room if you exceed your scheduled time.  Not only does the hotel staff need time to refresh the rooms, but you and the attendees need time to get to the next session.  

If attendees have questions after the session ends, we recommend you move to the hall and either answer the question or work out a later time and place to have a brief one-on-one discussion.
Supplemental Session Materials

If you shipped supplemental materials to the George Fern warehouse or the Peabody Orlando and would like to verify arrival, please contact Joe Aiello, 202-320-2952.
Note: If you have materials you need sent back to your office, you are responsible for packing, labeling, and shipping them. Print out and bring return labels with you.  This is your only option using UPS.  The hotel business center is located in the Mallard Tower, on the convention level, open 7:00 a.m. – 8:00 p.m. Monday through Friday.
Resource Center (formerly PC Lab)
The Resource Center is located on lobby level in the Bayhill Rooms.
Please make sure your station is staffed during the posted hours.  To protect all users from PC viruses, attendees and staff are asked not to use personal storage devices.
Resource Center Areas

Room
Ask-a-Fed, domestic & foreign

Bayhill 21-22
TOPICS Survey



Bayhill 21-22

G5/COD/COD Reconciliation

Bayhill 23-24

StudentAid.gov & FAFSA Demo

Bayhill 25

E-App for Schools & eZ-Audit

Bayhill 26

FSA Assessments 


Bayhill 27

Ask-a-Federal Loan Servicer

Bayhill 28

EDE Ste S/ware & CPS Web Products
Bayhill 29

NSLDS/eCampus-Based

Bayhill 30

SAIG PM Enrollment 


Bayhill 31

IFAP




Bayhill 32

Default Management


Bayhill 33

Resource Center Hours:

	Nov. 26-Monday:
	Closed

	Nov. 27-Tuesday:

	       10:00 a.m. – 6:00 p.m.

	Nov. 28-Wednesday:

	8:00 a.m. – 6:00 p.m.

	Nov. 29-Thursday:
	8:00 a.m. – 6:00 p.m.

	Nov. 30-Friday:
	8:00 a.m. – 12:00 p.m.


A.M. & P.M. Beverage Breaks
The Peabody Orlando will provide complimentary A.M. (regular and decaf coffee) and P.M. beverage service (alternating Infused Water with Lemonade and Fruit Punch) in the Windermere Foyer, Peabody Grand Foyer, Plaza Foyer, and Orlando Foyer. 

Hours of operation are: 

A.M. Beverage Service: Tuesday to Friday 



10:15 a.m. – 11:00 a.m.

P.M. Beverage Service: Tuesday to Thursday 
 
2:45 p.m. – 3:30 p.m.

Lunch
Lunch is on your own each day.  There are no designated lunch periods or breaks.  The Peabody Orlando will offer food and beverage sales in the Rotunda Foyer near conference registration on the convention level and in the Plaza I Foyer on the convention level in the Mallard Tower. Methods of payment include cash, credit card, debit card, and room charge (for Peabody guests only).
Food & Beverage Sales Hours & Location

· Tues., Plaza I Foyer Only, 7:00 a.m. to 5:00 p.m.

· Tues., Rotunda Foyer Only, 10:00 a.m. to 5:00 p.m.


· Wed., Rotunda Foyer & Plaza I Foyer,

7:00 a.m. to 5:00 p.m.


· Thurs., Rotunda Foyer & Plaza I Foyer,
7:00 a.m. to 5:00 p.m.

· Friday, Rotunda Foyer & Plaza I Foyer,

7:00 a.m. – 1:00 p.m.
 

Disability Awareness

Please be sensitive to participants who may have special needs.  You may direct attendees to the registration desk for assistance or to arrange special seating at a session.

Hotel Business Center & Parcel Services

The conference center business center is located in the Mallard Tower on the convention level. 
Hours of Operation:

Monday-Friday
7:00 a.m. to 8:00 p.m.

Saturday
7:00 a.m. to 6:00 p.m.

Sunday

8:00 a.m. to 6:00 p.m.

Phone number 407-345-4466
Fax number       407-351-9177 
In the Event of an Emergency
We ask each of you to become familiar with the locations of the nearest emergency exits.  While we do not anticipate an emergency, it is best to be prepared.  
Don’t Forget Your Token!

Timesheets are due the week of the conference. Web TA can only be accessed through Citrix – Do not forget your token!
Travel Expenses

The Government travel card cannot be used to pay for photocopies or shipping. A personal form of payment must be used for those services, and an SF-1164 can be submitted upon your return for reimbursement.

Evaluations

The conference evaluation will be e-mailed to all attendees after the conference.  

Conference Services Team Contacts

Debra Byrne 202-497-4531
Chris Farr 202-359-2083
Amanda Yates 202-731-2821 

Joe Aiello 202-320-2952 
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