Shipping Instructions to the Georgia World Congress Center (GWCC)
**You will incur freight changes if you use this option.  

The first day GWCC will receive Boxes is Friday, Nov. 28, 2014
GWCC Shipping Deadlines - Nov. 28 to Dec. 4, 2014 
1. Shipping logs due Friday, Nov. 21 or sooner - E-mail your shipping logs to joe.aiello@ed.gov.

Note:  Ensure the shipping company (UPS, etc.) and tracking numbers are correct on your log.
2. **First day shipments are received, Friday, Nov. 28 – First day your boxes can arrive at the GWCC.  

Note:  If Saturday delivery is planned, mark your UPS shipping label for “Saturday Delivery.”
3. **Last day shipments are received, Thursday, Dec. 4 – Last day for boxes to be delivered at the GWCC.  

Shipping Label, Content Label, & Shipping Log:
Step A:  Preparing your Shipping Label
The Shipping Label and the Content Label are the two types of labels needed for shipping.  Both of these labels must appear on the OUTSIDE of each box.  On the INSIDE of each box, place a copy of the Content label.  Here is the address to send your boxes to:
FedEx Office Hold for Amy Bornhorst, Chris Farr or Joe Aiello

285 Andrew Young Intl. Blvd. N.W.

Atlanta, GA 30313

404-223-4660

**There is a charge for inbound packages

Up to 10lbs = $10

Up to 20lbs = $15

Up to 30lbs = $20

Up to 100lbs = $25

Step B:  Preparing your Content Label
All boxed materials should have a Content Label affixed to the exterior and interior of each box. On the label, list your session number and session title or PC Lab name and box count, i.e., Box 1 of 2.  Label should read:
2014 Federal Student Aid Training Conference – Atlanta
OFFICIAL CONFERENCE MATERIALS

Attention:
Your Name
Contents: 
Supplies or other
Title: 

Name of Resource Center area (e.g., NSLDS, COD, etc.)

Box 1 of ____ 
Step C:  Preparing your Shipping Log

After preparing your materials for shipment, fill out the 2014 GWCC shipping log and provide the date materials are planned to be shipped, the tracking number, the shipping company, the session number or Resource Center area, the contents, and the box count # as it is listed on your labels.
Money & Shipping Costs:
FSA CFO reminds us of the rules pertaining to our federal government Visa Travel Card, which can NOT be used to pay for the shipment of materials to or from anywhere or for printing materials.  Here’s their advice:

· The traveler can either get shipping labels for UPS from their appropriate business unit coordinator or use their personal credit card and get reimbursed by completing a Claim for Reimbursement for Expenditures on Official Business Form (SF 1164) which you can find at http://connected/index.cfm?fuseaction=xtra&xtra=forms#10. 

· The traveler must use their personal credit card to pay for printing services and get reimbursed by completing a SF 1164 at the above link.

For Assistance
Please contact Joe Aiello 202-377-4002 or joe.aiello@ed.gov.  During the conference, reach Joe on 202-320-2952.  NOTE:  If contractors are shipping your materials, please have them fill out the shipping labels and e-mail Joe the shipping log.
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