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	Instructions to the Traveler


	 Birmingham Center

Medical Forum Bldg., Suite 500

950 North 22nd Street

Birmingham, AL  35203-5300




	Program Title:
	Cares Coordination Conference


	TRACE Project No.:
	05.ST.CC.NOVCONF.A


	Hotel Information:

Hotel Main Phone:

Fax:

Reservation Phone:

Reservation Deadline Date:

Arrival/Departure Date:

Check in/check out:

Deposit Information:
Early Departure Fee:
Cancellation:
	Doubletree Hotel Crystal City

300 Army Navy Drive

Arlington, VA 22202

703-416-4100

703-416-4147

 703-416-4100   
Saturday, October 16, 2004 at 12:00:00 AM

Arrival date:  Monday, November 15, 2004; 
Departure date:  Thursday, November 18, 2004
3:00 PM/12:00 PM

To guarantee your reservation, a credit card or first night’s deposit is required.
A one time fee of $50.00 will be charged in the event of an early departure.  You must confirm your departure date at check in and make any changes at that time to avoid fee.

You must cancel 72 hours prior to check-in and receive a confirmation number.



	Registration Begins:
	Tuesday, November 16, 2004
	8:00 – 9:00 am


	Program Begins:
	  Tuesday, November 16, 2004              
	9:00 am


	Program Ends:
	 Thursday, November 18, 2004
	12:15 pm


	Travel Information:
	1. You will need to make your own airline & hotel reservations.

2. Please follow your facility’s instructions for obtaining your travel authority and any advance of funds. 

3. Please do not schedule your return flight home less than two hours following the conclusion of the program.


	Dress Code:
	Dress will be business casual.  You may wish to bring a sweater or jacket since the meeting rooms are cold at times.



	Parking:

Breaks:
	Daily and overnight rate is $13.00.

Breaks are anticipated at program location site. 


	Ground Transportation:
	 Taxi service from airport runs about $30.00 one way.

Complimentary shuttle service provided to and from Reagan National Airport as well as Metro Stops at Crystal City and Pentagon City. 

	
	

	Logistical Questions:
Phone:

Fax:


	Regarding Registration:

Marty Oexner

Program Support Assistant

VA EES,  St. Louis Center

314-894-6648 x 6247

314-894-6506
	Regarding Hotel:

Gwen Worth-Sellers

Event Manager/Contracting Officer

VA EES, Washington Center

(202) 745-8000 x8223, (205) 

(202) 745-8274 

Gwen.Sellers@lrn.va.gov


	Phone:

 
	Regarding Program:

Rose Mary Pries

Program Manager

VA, EES,  St. Louis Center 

314-894-5742
	 NOTE:  Participants expecting to mail handouts to their facility should make their own individual arrangements to bring envelopes or FedEx boxes to program. 
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