
Speaker 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 the time they have taken to prepare for this and to be here with us.
On the speaker packets are labels for each course the speaker is presenting.  Each label has information on the session including set up of the room and audio visual equipment they can expect in the room (AV is set at this point and we can’t add any equipment).  On the speaker label in the bottom left corner, there is a green highlighted area.  If there is a YES here that indicates you should have a check for them. The check envelope will have their name handwritten on the envelope.  If there is a blue highlighted area that indicates the speaker is also an exhibitor. 


· Greet the Speaker – 
Hello, are you here to check-in as a speaker?  May I have your last name?  Welcome to FRPA.  

[packets are in order by last name]
· Packet – 

Here is your packet which has a welcome letter and a token of our appreciation for you being with us this week.  
Ask them if they would like to test out their presentation on the test computer there. This will allow them to troubleshoot any issues before their session since the same computer is in their classroom. If they indicate that they did not receive the QR code to put in their presentation, use the usb that has them all in it to allow them to insert it. QR codes are organized by the day the session occurs on and named as the presentation name.
· Sign in Sheet –
Can I please have you sign this to indicate you have received your packet?
If there is an N next to their name, they are not registered for conference. If there is a blank next to their name, they are registered for conference and will need to go to the main registration to get their badge.  If there is an EX next to their name, they will need to go to the Exhibit Hall check in to get their badge. NOTE:  There are only 2 speakers who are teaching 8:00 a.m. on Monday and may come to you before they check in at the exhibit hall –Maged Elsheikh and John McGovern.  They have been instructed to go to exhibit check in after their session.)
· Final –
Thank the speaker again for being with us and let them know if they have any questions there will be a room host in their meeting room to assist them.
If you need anything in a hurry, text or call Charla (727) 459-1885, or Eleanor (850) 212-6631
	Abdo, Mark
8/30/2023    Wednesday
Session:  Nothing Gold Can Stay
Time: 10:30:00 AM - 11:30:00 AM          CEUs: 0.1
Meeting Room:  Bonaire 1-2
Set Up:  Theater
Audio Visual:  LCD Projector Package
Fee:  N/A                                                        EX:  MERGEFIELD Booth 
 NEXT 

	
	Acevedo, Juan Carlos
8/29/2023    Tuesday
Session:  Diversity Marketing in Parks and Recreation
Time: 1:30:00 PM - 4:30:00 PM          CEUs: 0.3
Meeting Room:  Grand Sierra H/I
Set Up:  Classroom
Audio Visual:  LCD Projector Package; Sound for Computer Audio; Podium with Hand Held Microphone; Lavalier Microphone
Fee:  YES                                                        EX:  MERGEFIELD Booth 
 NEXT 


	Ahern, Jennifer
8/30/2023    Wednesday
Session:  Equity and Inclusion in Parks and Recreation
Time: 8:00:00 AM - 9:00:00 AM          CEUs: 0.1
Meeting Room:  Grand Sierra H/I
Set Up:  Classroom
Audio Visual:  LCD Projector Package; Sound for Computer Audio
Fee:  N/A                                                        EX: X
 NEXT 

	
	Andersen, Andrea
8/30/2023    Wednesday
Session:  Parks as Pollinator Pathways Workshop:  Skills and Strategies Every Park Professional Should Know
Time: 3:00:00 PM - 5:00:00 PM          CEUs: 0.2
Meeting Room:  Caribbean III
Set Up:  Round Tables with 4 classroom tables up front for displaying items
Audio Visual:  LCD Projector Package; Flip Chart Package; Speaker for audio play from computer; lavalier microphones (3)
Fee:  N/A                                                        EX:  MERGEFIELD Booth 
 NEXT 



Volunteer Check in Instructions
1. Greet the volunteer – ask them their name

2. Use the ‘2023 Volunteer Check In’ list to locate the individual. 

3. Have them review all the tasks they have signed up for (above their name)

4. Have them sign next to the ALL CAPITAL LETTERS listing of their name on the green line

5. Give them any further direction as needed. Below are details. 

Awards Banquet – LEAD: Charla Lucas
Help collect tickets at the entry for the Awards and Installation Banquet. Attendees MUST have a ticket to enter. Volunteer needs to be able to be forceful with the rules. Check in with Charla near the doors of the Grand Sierra Ballroom. 

Exhibit Hall Check In – LEAD: FRPA Staff/Elaine Smith

Volunteer will report to the Exhibit Hall to help FRPA Staff with checking vendors in, assisting them to find their spot, and any other tasks that may arise.

Exhibit Hall Grand Opening/Closing – LEAD: FRPA Staff/Elaine Smith

Volunteer will check name badges and take entry tickets for the Exhibit Hall Grand Opening. Must be ok with being forceful about the rules. 

Host Hospitality – LEAD: Sara Pinamonti and Chester Pruitt
Volunteers with Host & Hospitality will welcome delegates to the conference. They will need to have information available to them about the venue, classes, registration, etc (all available on the app! Or onsite Program Booklet). 

Photographer – LEAD: Charla Lucas
We would like help gathering pictures this year. Since many times the conference committee is tied up in specific tasks, we don't get an opportunity to get pictures of everything that is happening. If you have a camera or a cell phone that features an advanced camera, that is a plus! We would like for you to send your pictures to charla@frpa.org at the end of each day so that we can compile them into a slideshow for Thursday's closing session. If you don't have access to a camera we will get you a camera to use. GIVE THESE VOLUNTEERS ONE OF THE OFFICIAL PHOTOGRAPHER BADGES TO PLACE ON THEIR NAME BADGE HOLDER
Registration and Check In – LEAD: Erin Murphy, Brie Ondercin, and Steve Cox
Volunteers working the registration and check-in area will be greeting delegates as they arrive. You will either register them for the conference or check them in, providing them with their registration materials and any information they may need. Click here for more specific instructions.

Social Check In – LEAD: Craig Dolan and Andrina Nobili

Volunteer will be stationed at the front entrance to the social and check name badges before allowing attendees in. No one is allowed in the social without a name badge. Must be ok with being forceful about the rules. 
Social Set Up – LEAD: Craig Dolan and Andrina Nobili 
Help set up the Social for the evening. Volunteers may need to be flexible-Social Chair will reach out to confirm times and locations.
Verification Officer – LEAD: Charla Lucas
VO: refer to the email sent on 8/21 with specific instructions. 

Volunteer/Speaker Check In – LEAD: Mandy Salazar and Monette Preston

Volunteer/Speaker Check-in volunteers will welcome speakers to the conference, providing them with their speaker packets and any other information that should be communicated. You will also distribute and collect Verification Officer folders. 

CEU Records/Surveys – LEAD: Jill Latimer

Help with pulling evaluations from the survey site and sending CEU records. Volunteer will need to be able to use the computer and excel proficiently. THESE VOLUNTEERS SHOULD CHECK IN WITH JILL. 

Meet Me on The Moon Helpers – LEAD: Charla

These helpers will hang out on the moon (located near registration) and welcome people to the Conference. There will be some boards set up to write notes or meet up ideas on. Volunteers should familiarize themselves with the app and locations of different Conference activities as they will probably be asked questions. There will also be some membership information at this location. 
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