This message is being sent to the attention of:  Mr. Emil Frankel
Dear Mr. Frankel,
I hope that this message finds you well.  As you know, we have you listed as a moderator, speaker or panelist at our upcoming Conference.

If you will be utilizing a PowerPoint file during your presentation, please send the final version via e-mail no later than 5:00 pm ET on Thursday, May 22.
E-mail the file to:  kcantrell@amfor.org
Please note that the presentation laptop computers will be rented from the property.  These PCs will have Microsoft Office 2003 installed.  Please ensure that your file is compatible.

If you are unable to provide the final file by Thursday, May 22:

The file must be presented in person at the onsite Staff Office, located in the Governor’s Boardroom at the Caribe.
The file must arrive no later than 6:00 pm on Thursday, May 29 IF  = "Thursday, May 29" "Wednesday, May 28" "Thursday, May 29" 
Wednesday, May 28
.

Please utilize a USB drive so that we may easily load your file.
-----
Presentation Schedule:

Please note that your presentation is scheduled as follows:

Thursday, May 29
Keynote Session
10:30 am - 12:00 pm
Current as of May 1, the printed program is posted on our website, here (Please note that a program addendum will be produced):

http://www.americanforests.org/conference_2008/ScheduleAtAGlance_may13.pdf

-----

Further Notes for Speakers:

By now, you should have received both your Conference registration and hotel reservation confirmations (as needed).  If you have any questions regarding your hotel reservation, please contact the Caribe Royale directly at (800) 823-8300.

Upon arrival, please report to the Conference Registration area to claim your Conference materials and badge.  This will be located at the Caribbean Registration Desk area.

Please note that American Forests’ staff will be in the office through Friday, May 23.  Beginning Monday, May 26, many of us will be onsite in Florida.

Registration will be staffed during the following hours:  Wednesday, 5/28:  6:00 pm – 9:00 pm; Thursday, 5/29:  7:30 am – 5:30 pm; Friday, 5/30:  7:30 am – 1:00 pm

Should you require assistance outside of these hours onsite, please contact myself, Kate Cantrell (703.855.6722) or Jill Wilson (703.919.7609)

-----
Nature and the Network:  2008 National Conference on Urban Ecosystems | May 28 – 30, 2008

Caribe Royale Hotel; 8108 World Center Drive; Orlando, Florida 32821

Conference:  www.americanforests.org/conference

Hotel:  http://www.cariberoyale.com

Shipping Information:
If you need to ship a small package to a hotel guest, or to yourself (as a hotel guest) in advance of your arrival, please address the package as indicated below to ensure its safe and timely arrival.
The package label should read:

Hold for Guest: Mr. John Smith (Arrival January 1, 2007)
Caribe Royale Orlando

8101 World Center Drive

Orlando, FL 32821

Regards,

Kate Cantrell

American Forests

734 15th Street, NW, Suite 800; Washington, DC 20005

T (202) 737-1944 x 238  F (202) 737-2457  E kcantrell@amfor.org
