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National Child Support Systems Conference
December 9-11, 2003 ** Washington, DC

Travel Procedures 

**Please note the deadline to register is 

Monday, November 17, 2003.**

General Registration and Travel Information

How do I register for the Conference?

To register, please email Sheila Drake, Event Planner, State Information Technology Consortium (SITC) by November 17, 2003 with your decision to attend, full contact information, transportation method, dates of arrival and departure, and any special needs.  Contact information includes: Name, Title, Organization, Phone Number, Fax Number, and Email address (all elements need to be received to ensure a complete registration).  Transportation method should indicate whether you will be flying to the meeting location or driving your personal car.  

Contact Information: Sheila Drake, Event Planner for the State Information Technology Consortium (SITC).  Phone: (703) 742-7127; Fax (703) 742-7350; Email: drake@software.org.
Will OCSE pay for me (or my designee) to attend the Conference?

OCSE has directed SITC to reimburse expenses for one invitee per State / Territory / IV-D funded Tribe.  OCSE is inviting the IV-D Director for each State / Territory / IV-D funded Tribe.  If he / she elects to send a designee, that person’s expenses would then be reimbursed instead.  (See “Expenses / Reimbursement”.)

Where will the Conference be held?

The event will be held at The Fairmont Hotel in Washington, DC. (See “Hotel Information”.)

When should I plan on arriving and departing?

The Conference will convene on Tuesday, December 9 at 9:00 am.  The event will conclude at approximately 12:00 pm on Thursday, December 11.  You should plan to arrive on Monday, December 8 and depart in the afternoon on Thursday, December 11.

What is the appropriate attire for the Conference?

Business casual.

Can we bring additional State / Territory / IV-D funded Tribal participants?

You may request to bring additional state representatives by emailing Sheila Drake but their participation is not guaranteed.  The request will be reviewed and you will be informed of space availability and associated cost for an additional participant.  Please note that expenses for additional participants will not be reimbursed by OCSE/SITC.

Transportation (Air / Train)

Which Washington, DC airport / train station is the most convenient to the hotel?

Ronald Reagan Washington National Airport (DCA) is approximately 5 miles (15 minutes) from the hotel, and thus, the most convenient.  Dulles International Airport is 33 miles (45 minutes) away.  Union Station is 3 miles (10 minutes) from the hotel.

How do I make my airline reservation?

Please call EWA Travel, Inc. to make your airline reservation. Your airline reservation will be paid directly by SITC. EWA Travel can be reached toll free at (888) 335-4993.  The office hours of operation are Monday-Friday from 8:00am to 5:00pm PST.  EWA Travel can also be reached toll free at (800) 305-TRIP (8747).  Hours of operation for this office are Monday-Friday from 8:30am to 6:00pm EST.  Please tell the agent that you are traveling to attend the National Child Support Systems Conference in Washington, DC.  Please attempt to make airline reservations early, preferably by Monday, November 17, 2003.
Once the airline reservation is made, will I receive a paper airline ticket?

No, an e-ticket will be issued. 

Hotel Information

What is the name, location, and contact information for the hotel?

The Fairmont

2401 M Street, NW

Washington, DC 20037

Phone (202) 429-2400

Fax (202) 457-5010

http://www.fairmont.com/washington 

Do I need to make my own hotel reservation? 
No, a hotel reservation will be made for you.  In order to confirm your hotel reservation for the nights of December 8, 9, and 10, please register by Monday, November 17.  (See “How do I register for the meeting?”.) 

Can I add personal travel onto my business trip?

If you would like to extend your stay in Washington, DC, please note that in your registration email and every effort will be made to secure hotel space for you.  Any additional nights you stay for leisure travel will be billed to your personal credit card; only the nights of December 8, 9, and 10 will be paid by OCSE / SITC.

Will I receive a hotel confirmation number?

Yes.  However, the hotel confirmation number will not be available until ONE WEEK before the event.  At that time, you will be notified of the method by which to obtain the confirmation number.

Why do I have to provide a credit card?

The credit card will be used to bill incidentals such as long distance calls, room service or movies.  The cost of the room and all taxes will be billed to OCSE / SITC for the nights associated with the event.   Any additional nights you stay for leisure travel will need to be billed to your personal credit card.

Can you provide more information about the hotel and surrounding area?

The elegant ten-story hotel is nestled in downtown Washington’s fashionable West End, only three blocks from Historic Georgetown.  Each guest room has high-speed internet access, CD player, mini refreshment center, three telephones with voice mail, oversized desk, reading chair and ottoman.  Each guest room bath includes a plush terry velour robe, bath scales, and a make-up mirror.

Hotel facilities include a 24-hour full service business center and a 17,500 square foot health club including an indoor lap pool, racquetball court, cardio and free weight equipment, aerobics classes, sauna, tanning bed, and spa services (there is a $10/day charge for the use of the facility).  The hotel hosts a casual full-service restaurant and a premium hotel lounge and bar with a pianist nightly, as well as 24-hour in-room dining.

Check-In is at 4:00 pm and Check-Out is at 1:00 pm.

Ground Transportation

What Washington, DC Metro Stations are close to the hotel?

· Foggy Bottom Station (Orange and Blue lines) – 3 blocks (5 – 10 minutes)

· Dupont Circle Station (Red line) – 5 blocks (15 minutes)

· Metro Bus – 2 blocks

What public transportation methods are available from the airport?

· You may hail a taxi at the airport to transfer you to the hotel for a charge of approximately $15-$20 each way, which is reimbursable. 

· You may also take the Blue Line Metro directly from Ronald Reagan Washington National Airport to the Foggy Bottom Metro Station and walk the remaining 10 minutes.  However, please take a taxi if weather conditions do not safely permit walking.

· There is NO hotel shuttle service.
Is a rental car reimbursable?

No.  Reasonable ground transportation costs through other means (taxis, shuttles, etc.) will be reimbursed.  

Can I drive my personal car?

You can be reimbursed for mileage (currently 36 cents per mile) and hotel parking fees only if the cost to drive is equal to or less than the cost of airfare and ground transportation fees.  For cost comparison, you will need to contact EWA Travel (See “How do I make airline reservations?”) to get a copy of what the tentative itinerary would be and the respective cost if you were to fly and then submit that with your personal driving costs.

What are the driving directions to the hotel and associated parking costs?

Please contact the hotel to verify the location and directions from your origination point.  The hotel provides valet and on-site parking at $23 per day.  This cost is reimbursable if driving your own vehicle to the event.

Expenses / Reimbursement

What types of expenses are reimbursable? 

Round-trip coach airfare, lodging for the approved nights, parking at your home airport, mileage/ground transportation from your home to the airport, meal and incidental expenses (M&IE) per diem, tips for ground transportation and hotel staff, ground transportation to and from the airport and hotel, and mileage and hotel parking if driving your personal car.  Rental car costs will not be reimbursed.  Other costs may or may not be reimbursable. Pre-approval must be received by Sheila Drake, Event Planner, SITC for any other costs associated with this event.

How will I be reimbursed for expenses?

At the meeting, you will be provided with a package that will include an expense reimbursement form with detailed instructions on completing the form.  You will then be asked to save your receipts EXCEPT for food; your per diem will cover those expenses.  On the next business day upon your return home, fax copies of the receipts along with the reimbursement form to Sheila Drake.  We will process and mail you a check (check issuer: ”Software Productivity Consortium”) for your expenses within 14 working days after the receipt of your completed reimbursement form.  Note that a completed reimbursement form includes an accurately completed form with your signature and all necessary receipts.  

What are the federal per diem rates for meals and hotel accommodations?

The Federal per diem rate for meals and incidental expenses is $51 per day for the Washington, DC area.  You are allowed $10 for breakfast, $12 for lunch, $26 for dinner and $3 for incidental expenses. 

To follow the Federal Travel Regulations guidelines, the following will be paid to each attendee for meals and incidental expenses.  For Monday, a travel day, 75% of the per diem will be provided.  For Tuesday and Wednesday, the per diem provided will be $38. It will be reduced by $12, as lunch will be provided.  On Thursday, you will receive the full per diem, as it will be a full day of meeting and travel with no meals provided.

The lodging rate for this event is the government room rate of $150 per night with sales tax of 14.5%.  Thus, the maximum cost per night is approximately $171.  SITC / OCSE will be billed directly for room and tax charges for the official nights associated with the event (12/8, 12/9, and 12/10).  Additional nights for personal travel will be charged to your individual credit card.   You must make your hotel reservations through Sheila Drake. (See “How do I register?”.)

Tourist Information

· Weather:  Average Washington, DC temperature in December is a high of 47 degrees Fahrenheit and a low of 27 degrees Fahrenheit.

· Sporting Events (directly off Red Metro line):  

· Wednesday, 12/10:  NBA - Orlando Magic vs. Washington Wizards (MCI Center)

· Thursday, 12/11: NHL – Boston Bruins vs. Washington Capitals (MCI Center)

· Kennedy Center Events (7 blocks / 15-20 minute walk from hotel):

· 12/9-12/13:  “Shear Madness” – comedy / mystery play

· 12/10-12/13: “National Symphony Orchestra: Happy Holidays! Marvin Hamlisch, Conductor”

· General Visitor Information: www.washington.org 
PAGE  
1

[image: image2.png]


