These guidelines are to address inquiries from CAs, CTOs and Technical Advisors about materials and resource distribution at the 2008 ANE SOTA in Bangkok, Thailand. 
Materials must be relevant to the SOTA agenda and objectives. We are particularly focusing on new projects, programs and best practices. Presentations, materials and handouts are the responsibility of the presenter or CA/organization to provide. The ANE SOTA planning team and USAID/W will NOT be responsible for duplicating or shipping materials to the meeting. Each presenter will be responsible for bringing 80 copies of his/her presentation to the SOTA workshop.
Please plan for your shipment to arrive on or after February 27. Ship materials to:

ATTN: Patricia Smith c/o Thanaporn Siriakkarakornful

Assistant Convention Services Manager

Royal Orchid Sheraton Hotel & Towers
2 Charoen Krung Road Soi 30 (Captain Bush Lane), Siphya, Bangrak

Bangkok 10500 THAILAND

Your shipments should be marked DDP (Delivery Duty Paid) on your invoice and select “Paid by sender” on your airway bill, which means that all shipments will be paid by sender so as to avoid any custom clearance fee.

PLEASE ENSURE THERE ARE NO SURCHARGES FOR THE DELIVERY BY THE COURIER COMPANY. OTHERWISE, PACKAGES WILL NOT BE ACCEPTED. 

We ask that you limit the bulk of materials given to participants. We will not be providing shipping back to missions, and history has shown that most SOTA participants will dump most materials in their hotel trash bins. We ask that you send electronic CD-ROMs of materials, or display copies with sign-up sheets for documents larger than 10 pages, and only 20 copies maximum of those under 10 pages. SOTAs are not places to dump extra materials.  At past workshops, large amounts of materials have been thrown away and we don’t want to waste USAID or partner resources. We expect about 80 participants at this meeting and USAID will not be responsible for shipping copies of documents back to missions.
