REGISTRATION COUNTER

Preregistered Delegate Check-In Instructions 
2023 FRPA Conference
General Information:

You are the first impression of FRPA for many of these individuals, so please take your time, stay organized, and show our sincere appreciation for attending the conference. 


Delegate packets:

· Full (white envelopes) and Daily (blue envelopes) Conference Registration delegate packets are alphabetized by last name. These packets contain the individual’s badge, Meal Ticket Checklist, and any other information they may need.
· If the individual is in a blue envelope that means they are a daily registration. The day(s) they are attending will be indicated on the bottom of their name badges (M, T, W, TR).
Checking in a Delegate:
· Greet the Delegate – 
Hello, are you here to check-in as a delegate?  
If a speaker approaches who is not registered for the conference, they should go to the speaker check-in area.  Exhibitors should check in at the Exhibit desk and if they are also a speaker, they should go to the speaker check-in area as well.  
May I have your first name, last name, and Agency?  
There are a number of individuals that have the same or similar names. If you cannot find their name, ask about other last names. As a last resort ask Kathy to check the database.
Welcome to FRPA.  
· Packet – 

[Take a glance at the Meal Ticket form and if they have all zeros (meaning they don’t have any tickets waiting for them), go ahead and take the ticket pickup form out and have them sign that they aren’t picking up tickets. Place this form in the picked up pile.]
Here is your packet which has your name badge and a Meal Ticket Checklist. Please confirm you have the correct badge name. You will take the Meal Ticket Checklist over to the pickup window to get the tickets you reserved. 
Point out the Meal Ticket Checklist and let them know where the window to do that is. If the line is long, suggest they return later to pick up their tickets. 
· Bag – 

Here is your delegate bag. Inside is your name badge holder for your name badge, and your conference program book showing all classes and their locations. You must wear your name badge at all conference activities, even socials. 

Hand the individual a conference bag.   
· Final –
Thank you! If you have any questions or need anything throughout the week come back here and we would be happy to help. Don’t forget to go get your tickets! 
If you need anything in a hurry, text or call Charla (727) 459-1885, or Eleanor (850) 212-6631
REGISTRATION COUNTER

Ticket Pick Up Instructions

2023 FRPA Conference
General Information:

This position is crucial to making sure the polices of FRPA are followed. Take your time – people can always come back to this counter later to get their tickets so if there’s a line encourage people to come back.



· Greet the Delegate – 

Hello, may I have your Meal Ticket Checklist?

Double check their name on their checklist against the name on their name badge. 
If they have all zeros (meaning they don’t have any tickets waiting for them), go ahead and take the ticket pickup form and have them sign that they aren’t picking up tickets. Place this form in the picked up pile.
· Give them their meal tickets

1. Collect the tickets indicated on the Meal Ticket Checklist 
2. Whatever number is in the box on the form is the number of tickets of that particular type they are supposed to receive. – PLEASE NOTE THE SEQUENTIAL ORDER OF THE TICKETS AND GIVE THEM OUT IN ORDER.- 
NOTE: If there is an “X” in the VEG column, that indicates the person has a special meal.  In addition to giving them their meal ticket, give them a SPECIAL MEAL ticket with each of the meals that is marked for.  Instruct them to present this to the server at the meal function.

*for Director’s tickets: last names are printed on the back of the ticket – please make sure the right person gets the right ticket.
3. Hand the tickets to the delegate and have them check against their checklist. 
4. Confirm that they still wish to receive the tickets they requested. *

a. *Should someone decide they no longer want a ticket they received, cross out the ticket on the form before having them sign. Place their form and the tickets they do not want in the ‘returned tickets’ box. DO NOT GIVE THESE TICKETS TO ANYONE ELSE.

b. *Should someone let you know that they believe they should have a ticket they do not have, double check what they submitted on the survey by looking up their name on the Tickets Spreadsheet. There will be a number indicating how many tickets they should have under the ticket’s column. If you find there is a discrepancy, make note of their name and onsite contact phone number on their pick up form and FRPA Staff will contact them with further direction. 

c. *Should someone wish to request a ticket to something they did not previously request, place their information on the ‘Banquet Tickets Wait List’ and FRPA staff will call or text them if tickets become available. 
5. Once they confirm have them sign that they have received the correct tickets. 

6. Place the completed form in the ‘picked up’ pile.
· Invite them to gather their ribbons
Feel free to grab the ribbons that are appropriate for you to wear.
If you need anything in a hurry, text or call Charla (727) 459-1885, or Eleanor (850) 212-6631
MONDAY EXHIBIT HALL: 


Included in full registrations and Monday daily registrations. 


TUESDAY EXHIBIT HALL: 


Included in full registrations and Tuesday daily registrations.


BANQUET TICKETS: 


Included in full registrations and Wednesday daily registrations.


LIMITED REGISTRATIONS


Included ONE of either the Opening or Closing of Exhibit Hall and did not include a Banquet ticket.





Delegates must have replied “yes” to survey, emails, or calls asking to confirm that they are attending. 





 











PAGE  
3

