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MONDAY
VERIFICATION OFFICER POINTERS – FRPA Conference - 2023
When you arrive at the classroom, introduce yourself to the speaker and see if they are ready to go. Should they need AV help you can contact the AV staff who will be in the hallways between each session, and you may also find a business card near the equipment with a contact number. Last resort: go to the Speaker/VO check-in and have them contact FRPA staff. 

Introduction Script:

As participants enter the room, welcome them. At the beginning of the session make the following announcement: (This does not need to be a verbatim announcement; however, it is provided as a guide):
Good morning/afternoon, I am _________ and will be serving as your Verification Officer for this CEU session. 
· We encourage everyone taking the class to complete the evaluation so we can gain feedback for each course. Please be aware that IT IS VITAL THAT YOU REMAIN THE ENTIRE TIME IF YOU NEED CEU CREDIT. A QR code will appear on the screen at some point during the session. The speaker will allow you a minute or so to scan it with your mobile device. If you are taking the course for CEUs, you MUST complete the evaluation in its entirety and press submit. Record of attendance will be sent to you at the email address provided.
· We request that you ask all your questions during the time our speaker has set aside for questions. Once the session is over, we will need to vacate the room to allow for a refresh and we do not want to encourage congregation surrounding our speaker. If you wish to follow up with the speaker, you can find their information in the app or the onsite program booklet.

· FRPA has an app that is available by following the directions for download on page 25 in your program booklet.  You can find speaker information including handouts on the app. Handouts can also be downloaded on the Conference Page of the FRPA Website. 
· Please turn off your cell phones or place in the vibrate mode.  If you must leave the room to take a phone call, you may not receive credit for the course.  
· In the unlikely case there is an emergency, please follow my instructions on where to evacuate.

· [If your session has handouts] We made enough copies based on preregistration numbers. If you did not receive a handout, log into the app to access the handouts or go to frpa.org/conference/speakerhandouts.
Monday Announcements

· This evening from 4:00-7:00 is the Grand Opening of the Exhibit Hall! We hope you will join us for this exciting time to meet new friends, check in with companies, enjoy some food, and fun!
· The FRPA Foundation has an online auction going on - bid on baskets full of goodies until 9pm tonight. Facebook.com/FRPAFoundation

· Tomorrow morning is the closing of the Exhibit Hall. Make sure you stop in from 9a-12p for last minute connections with our vendors and enjoy some breakfast items.

· Tonight after the Exhibit Hall closes, join us for a relaxing evening social as we play some games and just hang out – this social is meant to be more low key to allow you to network and meet new people. 

· Lunches will be available to purchase here in the Conference center today for your convenience.  The Tropicale restaurant inside the main building is also open for lunch, as well as the pool restaurant.
It is now my pleasure to welcome our speaker(s).” [Speaker names, titles, and bios are available in the Onsite Program Booklet. You do not need to read bios. Simply refer people to the Onsite booklet or app.]
Closing Script:

· Please help me thank our speaker.

Please help the speaker make sure they take their own cords and don’t take any of the AV company’s cords as they’re packing up. Estimate the number of people in the room and write the number on the label on your folder.
You have a copy of the QR code in your folder in case you need it for backup. You may allow those that were in the class the entire time to scan and complete should they have missed it in the presentation. If anyone has trouble with this, please have them try entering the survey link manually (located on the QR code page). If they still have trouble, record their name and email address on the back of the QR code copy. FRPA will follow up.

You also have large numbers in your folder – these are countdown minutes for you to hold up for your speaker to give them a heads up on the amount of time they have left.
***Return the VO folder to the VO counter.  
Each folder should be returned the day of the session and as soon as possible for processing. ***

EMERGENCY EVACUATION INSTRUCTIONS

ALWAYS FOLLOW INSTRUCTIONS FROM THE HOTEL STAFF AND 

UTILIZE HOTEL EXIT PATH SIGNAGE 
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TUESDAY
VERIFICATION OFFICER POINTERS – FRPA Conference - 2023
When you arrive at the classroom, introduce yourself to the speaker and see if they are ready to go. Should they need AV help you can contact the AV staff who will be in the hallways between each session, and you may also find a business card near the equipment with a contact number. Last resort: go to the Speaker/VO check-in and have them contact FRPA staff. 

Introduction Script:

As participants enter the room, welcome them. At the beginning of the session make the following announcement: (This does not need to be a verbatim announcement; however, it is provided as a guide):

Good morning/afternoon, I am _________ and will be serving as your Verification Officer for this CEU session. 
· We encourage everyone taking the class to complete the evaluation so we can gain feedback for each course. Please be aware that IT IS VITAL THAT YOU REMAIN THE ENTIRE TIME IF YOU NEED CEU CREDIT. A QR code will appear on the screen at some point during the session. The speaker will allow you a minute or so to scan it with your mobile device. If you are taking the course for CEUs, you MUST complete the evaluation in its entirety and press submit. Record of attendance will be sent to you at the email address provided.

· We request that you ask all your questions during the time our speaker has set aside for questions. Once the session is over, we will need to vacate the room to allow for a refresh and we do not want to encourage congregation surrounding our speaker. If you wish to follow up with the speaker, you can find their information in the app or the onsite program booklet.

· FRPA has an app that is available by following the directions for download on page 25 in your program booklet.  You can find speaker information including handouts on the app. Handouts can also be downloaded on the Conference Page of the FRPA Website. 

· Please turn off your cell phones or place in the vibrate mode.  If you must leave the room to take a phone call, you may not receive credit for the course.  
· In the unlikely case there is an emergency, please follow my instructions on where to evacuate.

· [If your session has handouts] We made enough copies based on preregistration numbers. If you did not receive a handout, log into the app to access the handouts or go to frpa.org/conference/speakerhandouts.
Tuesday Announcements

· This afternoon is the State of FRPA General Session starting at 5pm. This session will provide you with an FRPA update and we will celebrate some of the agency award winners. Afterwards there will be a networking happy hour social with light hors devours.  We truly hope you will join us for this session!

· Lunches will be available to purchase here in the Conference center today for your convenience.  The Tropicale restaurant inside the main building is also open for lunch, as well as the pool restaurant.

It is now my pleasure to welcome our speaker(s).” [Speaker names, titles, and bios are available in the Onsite Program Booklet. You do not need to read bios. Simply refer people to the Onsite booklet or app.]
Closing Script:

· Please help me thank our speaker.

Please help the speaker make sure they take their own cords and don’t take any of the AV company’s cords as they’re packing up. Estimate the number of people in the room and write the number on the label on your folder.

You have a copy of the QR code in your folder in case you need it for backup. You may allow those that were in the class the entire time to scan and complete should they have missed it in the presentation. If anyone has trouble with this, please have them try entering the survey link manually (located on the QR code page). If they still have trouble, record their name and email address on the back of the QR code copy. FRPA will follow up.

You also have large numbers in your folder – these are countdown minutes for you to hold up for your speaker to give them a heads up on the amount of time they have left.
***Return the VO folder to the VO counter.  
Each folder should be returned the day of the session and as soon as possible for processing. ***

EMERGENCY EVACUATION INSTRUCTIONS

ALWAYS FOLLOW INSTRUCTIONS FROM THE HOTEL STAFF AND 

UTILIZE HOTEL EXIT PATH SIGNAGE 

WEDNESDAY
VERIFICATION OFFICER POINTERS – FRPA Conference - 2023
When you arrive at the classroom, introduce yourself to the speaker and see if they are ready to go. Should they need AV help you can contact the AV staff who will be in the hallways between each session, and you may also find a business card near the equipment with a contact number. Last resort: go to the Speaker/VO check-in and have them contact FRPA staff. 

Introduction Script:

As participants enter the room, welcome them. At the beginning of the session make the following announcement: (This does not need to be a verbatim announcement; however, it is provided as a guide):

Good morning/afternoon, I am _________ and will be serving as your Verification Officer for this CEU session. 
· We encourage everyone taking the class to complete the evaluation so we can gain feedback for each course. Please be aware that IT IS VITAL THAT YOU REMAIN THE ENTIRE TIME IF YOU NEED CEU CREDIT. A QR code will appear on the screen at some point during the session. The speaker will allow you a minute or so to scan it with your mobile device. If you are taking the course for CEUs, you MUST complete the evaluation in its entirety and press submit. Record of attendance will be sent to you at the email address provided.

· We request that you ask all your questions during the time our speaker has set aside for questions. Once the session is over, we will need to vacate the room to allow for a refresh and we do not want to encourage congregation surrounding our speaker. If you wish to follow up with the speaker, you can find their information in the app or the onsite program booklet.

· FRPA has an app that is available by following the directions for download on page 25 in your program booklet.  You can find speaker information including handouts on the app. Handouts can also be downloaded on the Conference Page of the FRPA Website. 

· Please turn off your cell phones or place in the vibrate mode.  If you must leave the room to take a phone call, you may not receive credit for the course.  
· In the unlikely case there is an emergency, please follow my instructions on where to evacuate.

· [If your session has handouts] We made enough copies based on preregistration numbers. If you did not receive a handout, log into the app to access the handouts or go to frpa.org/conference/speakerhandouts.
Wednesday Announcements

· Tonight is the ‘Out of This World social! Join us for some intergalactic fun from 8a-11p. Don’t forget to wear your name badge! We have some super surprises in store so you don’t want to miss the fun.

It is now my pleasure to welcome our speaker(s).” [Speaker names, titles, and bios are available in the Onsite Program Booklet. You do not need to read bios. Simply refer people to the Onsite booklet or app.]
Closing Script:

· Please help me thank our speaker.

Please help the speaker make sure they take their own cords and don’t take any of the AV company’s cords as they’re packing up. Estimate the number of people in the room and write the number on the label on your folder.

You have a copy of the QR code in your folder in case you need it for backup. You may allow those that were in the class the entire time to scan and complete should they have missed it in the presentation. If anyone has trouble with this, please have them try entering the survey link manually (located on the QR code page). If they still have trouble, record their name and email address on the back of the QR code copy. FRPA will follow up.

You also have large numbers in your folder – these are countdown minutes for you to hold up for your speaker to give them a heads up on the amount of time they have left.
***Return the VO folder to the VO counter.  
Each folder should be returned the day of the session and as soon as possible for processing. ***

EMERGENCY EVACUATION INSTRUCTIONS

ALWAYS FOLLOW INSTRUCTIONS FROM THE HOTEL STAFF AND 

UTILIZE HOTEL EXIT PATH SIGNAGE 


THURSDAY
VERIFICATION OFFICER POINTERS – FRPA Conference - 2023
When you arrive at the classroom, introduce yourself to the speaker and see if they are ready to go. Should they need AV help you can contact the AV staff who will be in the hallways between each session, and you may also find a business card near the equipment with a contact number. Last resort: go to the Speaker/VO check-in and have them contact FRPA staff. 

Introduction Script:

As participants enter the room, welcome them. At the beginning of the session make the following announcement: (This does not need to be a verbatim announcement; however, it is provided as a guide):

Good morning/afternoon, I am _________ and will be serving as your Verification Officer for this CEU session. 
· We encourage everyone taking the class to complete the evaluation so we can gain feedback for each course. Please be aware that IT IS VITAL THAT YOU REMAIN THE ENTIRE TIME IF YOU NEED CEU CREDIT. A QR code will appear on the screen at some point during the session. The speaker will allow you a minute or so to scan it with your mobile device. If you are taking the course for CEUs, you MUST complete the evaluation in its entirety and press submit. Record of attendance will be sent to you at the email address provided.

· We request that you ask all your questions during the time our speaker has set aside for questions. Once the session is over, we will need to vacate the room to allow for a refresh and we do not want to encourage congregation surrounding our speaker. If you wish to follow up with the speaker, you can find their information in the app or the onsite program booklet.

· FRPA has an app that is available by following the directions for download on page 25 in your program booklet.  You can find speaker information including handouts on the app. Handouts can also be downloaded on the Conference Page of the FRPA Website. 

· Please turn off your cell phones or place in the vibrate mode.  If you must leave the room to take a phone call, you may not receive credit for the course.  
· In the unlikely case there is an emergency, please follow my instructions on where to evacuate.

· [If your session has handouts] We made enough copies based on preregistration numbers. If you did not receive a handout, log into the app to access the handouts or go to frpa.org/conference/speakerhandouts.
Thursday Announcements

· Stick around for the Closing General Session from 10:30-12p!

It is now my pleasure to welcome our speaker(s).” [Speaker names, titles, and bios are available in the Onsite Program Booklet. You do not need to read bios. Simply refer people to the Onsite booklet or app.]
Closing Script:

· Please help me thank our speaker.

Please help the speaker make sure they take their own cords and don’t take any of the AV company’s cords as they’re packing up. Estimate the number of people in the room and write the number on the label on your folder.

You have a copy of the QR code in your folder in case you need it for backup. You may allow those that were in the class the entire time to scan and complete should they have missed it in the presentation. If anyone has trouble with this, please have them try entering the survey link manually (located on the QR code page). If they still have trouble, record their name and email address on the back of the QR code copy. FRPA will follow up.

You also have large numbers in your folder – these are countdown minutes for you to hold up for your speaker to give them a heads up on the amount of time they have left.
***Return the VO folder to the VO counter.  
Each folder should be returned the day of the session and as soon as possible for processing. ***

EMERGENCY EVACUATION INSTRUCTIONS

ALWAYS FOLLOW INSTRUCTIONS FROM THE HOTEL STAFF AND 

UTILIZE HOTEL EXIT PATH SIGNAGE 




TR
VERIFICATION OFFICER POINTERS – FRPA Conference - 2023
When you arrive at the classroom, introduce yourself to the speaker and see if they are ready to go. Should they need AV help you can contact the AV staff who will be in the hallways between each session, and you may also find a business card near the equipment with a contact number. Last resort: go to the Speaker/VO check-in and have them contact FRPA staff. 

Introduction Script:

As participants enter the room, welcome them. At the beginning of the session make the following announcement: (This does not need to be a verbatim announcement; however, it is provided as a guide):

Good morning/afternoon, I am _________ and will be serving as your Verification Officer for this CEU session. 
· We encourage everyone taking the class to complete the evaluation so we can gain feedback for each course. Please be aware that IT IS VITAL THAT YOU REMAIN THE ENTIRE TIME IF YOU NEED CEU CREDIT. A QR code will appear on the screen at some point during the session. The speaker will allow you a minute or so to scan it with your mobile device. If you are taking the course for CEUs, you MUST complete the evaluation in its entirety and press submit. Record of attendance will be sent to you at the email address provided.

· We request that you ask all your questions during the time our speaker has set aside for questions. Once the session is over, we will need to vacate the room to allow for a refresh and we do not want to encourage congregation surrounding our speaker. If you wish to follow up with the speaker, you can find their information in the app or the onsite program booklet.

· FRPA has an app that is available by following the directions for download on page 25 in your program booklet.  You can find speaker information including handouts on the app. Handouts can also be downloaded on the Conference Page of the FRPA Website. 

· Please turn off your cell phones or place in the vibrate mode.  If you must leave the room to take a phone call, you may not receive credit for the course.  
· In the unlikely case there is an emergency, please follow my instructions on where to evacuate.

· [If your session has handouts] We made enough copies based on preregistration numbers. If you did not receive a handout, log into the app to access the handouts or go to frpa.org/conference/speakerhandouts.
Announcements

· The FRPA Foundation has an online auction going on - bid on baskets full of goodies until 9pm tonight. Facebook.com/FRPAFoundation

It is now my pleasure to welcome our speaker(s).” [Speaker names, titles, and bios are available in the Onsite Program Booklet. You do not need to read bios. Simply refer people to the Onsite booklet or app.]
Closing Script:

· Please help me thank our speaker.

Please help the speaker make sure they take their own cords and don’t take any of the AV company’s cords as they’re packing up. Estimate the number of people in the room and write the number on the label on your folder.

You have a copy of the QR code in your folder in case you need it for backup. You may allow those that were in the class the entire time to scan and complete should they have missed it in the presentation. If anyone has trouble with this, please have them try entering the survey link manually (located on the QR code page). If they still have trouble, record their name and email address on the back of the QR code copy. FRPA will follow up.

You also have large numbers in your folder – these are countdown minutes for you to hold up for your speaker to give them a heads up on the amount of time they have left.
***Return the VO folder to the VO counter.  
Each folder should be returned the day of the session and as soon as possible for processing. ***

EMERGENCY EVACUATION INSTRUCTIONS

ALWAYS FOLLOW INSTRUCTIONS FROM THE HOTEL STAFF AND 

UTILIZE HOTEL EXIT PATH SIGNAGE 

