[bookmark: _GoBack]Dear UniServ Participants,
 
In this email, you will find important information for your preparation and arrival.  I know that it’s a lot but please read the message in its entirety.
 
We would like to welcome you to the 2025 UniServ Facilitator Planning Meeting
 
When: Tuesday, May 6th – Thursday, May 8th    
 
Where:  New Orleans, LA
 
Hotel: Embassy Suites by Hilton New Orleans (315 Julia St, New Orleans, LA 70130)
 
REGISTRATION 
REGISTER HERE by Friday, April 11th  
 
AIRFARE
NEA will cover your travel arrangements to attend this training. After registering, you will receive directions on how to book your flight with NEA’s travel partner AmTravel in your confirmation email. Please make your travel arrangements as soon as possible. 
 
Please do not purchase airfare independently as it will not be reimbursed.
 
  Facilitators – Arrive Monday, May 5th - Meeting starts at 8:30 am Tuesday, May 6th and ends at 1:00 PM Thursday, May 8th (depart after 4:00 PM)
 
GROUND TRANSPORTATION
If you plan to drive instead of flying or the train, contact AmTrav (Support@Amtrav.com) to get a flight cost comparison. Then email Karla Medina (kmedina@nea.org) the NEA cost comparison form (here) AND the quote from AmTrav at least 1 week before travel. NEA will reimburse the state only for mileage (no rental, gas, tolls/etc). We will add it to your stipend that we send to the state after the meeting.
 
HOTEL
Hotel accommodations will be made for you at Embassy Suites New Orleans with your room and tax direct billed to NEA. Please be prepared to provide a credit card upon check-in to cover any incidentals. Your check-in and check-out dates will coincide with your travel dates. If you do not receive your hotel confirmation a week before the meeting, email Karla Medina (kmedina@nea.org).
 
NEA TRAVEL EXPENSE REIMBURSEMENT
A payment will be made to the state or local you selected during registration after the training. Please contact them how you will be reimbursed for your expenses. Hotel and airfare will be direct billed and paid by NEA. UniServ trainings reimbursement one pager.
 
PRE-ATTENDANCE ASSIGNMENTS
Coming soon from Ellen Holmes
If you have any content related questions, please contact Ellen Holmes by email at eholmes@nea.org or by text (207) 660-5589 (please begin your text with who you are).

TRANSPORTATION TO/FROM THE HOTEL:
Please feel free to take a Taxi, Uber, Lyft, or an airport shuttle service.  Your state/local will be reimbursed for this expense.
 
WHAT TO WEAR: You should plan to wear comfortable clothes and remember to dress in layers as sometimes the rooms are hot and sometimes, they are cold.  Please dress as casual and comfortable as you consider appropriate for learning with colleagues.  All of you already have the job, so there is no need to dress to impress. 
                                                             
TECH REQUIREMENTS
You will need your laptop, chargers, etc.  We will provide extension cords at each table. Prior to arriving, please work with your IT Department or Manager to ensure you can access the conference center Wi-Fi.  This will not be a “secure” network so you may need to have your settings changed so that you can access it or bring your own mobile “hotspot” that is approved for use by your affiliate.
 
NEA COVID PROTOCOLS
All participants are encouraged to follow up-to-date CDC practices related to COVID-19. The latest information can be found at this link. https://www.cdc.gov/respiratory-viruses/guidance/index.html
 
CONTACTS
Ellen Holmes is your contact for anything to do with content and learning. Karla Medina is your contact for anything to do with logistics, travel, and vouchers.  Our contact information can be found below.  
 
Ellen Holmes, eholmes@nea.org  text 207-660-5589 (Please begin your text with who you are)
Karla Medina, kmedina@nea.org
 
CANCELLATIONS
1.     If we incur an attrition charge from the hotel due to the late cancellation (rooms and food), we will have to charge your affiliate.
2.     If you need to cancel an already booked airfare, you must contact AmTrav at Support@Amtrav.com or (312) 629-0590 to cancel your flight. You will get a flight credit from the airline that you will have to use within 12 months to attend another UniServ program offering (unless your affiliate also wants to reimburse us for those costs). If you fail to cancel the flight, your affiliate will be asked to cover the cost of that flight.
3.     Email Karla Medina (kmedina@nea.org) and Ellen Holmes (eholmes@nea.org) that you need to cancel.
 
WHAT'S NEXT?
You will receive an email with additional information at least 2 weeks before the training.
 
Please let me know if you have any questions.
 

