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	Instructions to the Traveler


	Salt Lake City Resource Center

550 Foothill Drive, Suite 100

Salt Lake City, UT  84113

Phone:  801-924-6842

   FAX:  801-924-6806 or 6811


	Program Title:
	Designated Education Officers Conference 2009


	TRACE Project No.:
	09.BHM.OAADEO.A


	      Program location:
	The Atlanta Marriott Century Center Hotel
2000 Century Blvd., NE
Atlanta, GA  30345
www.marriott.com/atlne


	Hotel Main Phone:
	404-325-0000 

	Fax:
	404-325-4920

	Reservation Phone:
	800-228-9290 – “Designated Education Officers Conference” Room Group

	Online Course Pre-Registration:
	https://vaww.trace.lrn.va.gov/registration/Default.asp?CourseID=2660


	Selection of Breakout Sessions:
	http://vaww.oaa.med.va.gov/deoconference/register.aspx  

	Reservation Deadline 

Date:


	Friday, April 3, 2009



	Arrival/Departure

Date:
	Arrival date:               Wednesday, April 29, 2009
Departure date:          Friday, May 1, 2009


	Check in/Check out:
	Check-in 4:00 p.m.          Checkout 12:00 p.m.  


	Per Diem Rate:


	Lodging: $141       Meals & Incidentals: $49.00


	Deposit Information:
	A credit card or advance deposit is required to guarantee your reservation.


	Cancellation:
	You must cancel at least 24 hours prior to check-in or your credit card will be billed and you will be responsible for those charges.  


	Registration Begins:
	Wednesday, April 29, 2009                   10:30 a.m.


	Program Begins: 
	Wednesday, April 29, 2009                    1:00 p.m.


	Program Ends:
	Friday, May 1, 2009                              12:00pm


	Travel Information:
	You will need to follow your facility’s instructions concerning airline and hotel reservations as well as for obtaining your travel authority and any advance of funds.  You or your travel clerk, if required, must call the hotel to make your lodging reservation in order to get into the contracted room block.  Please do not use Fed Traveler to reserve your room.
* Because of stricter security measures, passengers are urged to arrive at the airport at least two (2) hours before your flight due to increased time it may take to get through airline ticketing and security.


	Funding:
	Travel will be funded by your Medical Center or VISN Office.


	Lodging:


	Rooms have been blocked at the Atlanta Marriott Century Center Hotel to arrive on Wednesday, April 29th and to depart on Friday, May 1, 2009.   
It is imperative that you call the hotel no later than Friday, April 3rd, to make and guarantee your reservation. (Reservations made after the cut-off date are not guaranteed the government rate).  
When calling the hotel reservations at 1-800-228-9290, please identify yourself as being with the US Department of Veterans Affairs, “Designated Education Officers Conference” or use the hotel reservation web link:  www.marriott.com/atlne
Note: You must call the hotel or use provided hotel reservation web link for our group to make your lodging reservation in order to get into the contracted room block - please do not use Fed Traveler to reserve your room or the hotel general website.


	Tax Exemption:
	The hotel will honor tax exemption for sleeping rooms if you provide a State Tax Exempt Form.  If you do not have this form, you may claim taxes under “Miscellaneous Expenses” on your travel voucher.


	Dress Code:
	Dress is business casual. You may choose to bring a sweater or jacket as the meeting rooms can be cold at times. 


	Parking:
	Parking is complimentary at the hotel.


	Ground Transportation: 
	AAA Airport Express - http://aaaairportexpress.com/whereweare.html.
Runs every hour on the hour – pick up in the Ground Transportation Center. Please make a reservation if possible for service from airport to hotel. Ph: 1-800-354-7874. Cost is $35 one way. You must make a reservation 24 hours prior to departure from hotel to airport.
Taxis are available outside Baggage Claim area for an approximate cost of $50 one way. Follow signs for Taxis and Hotel Shuttles. Use the doors on West side of Terminal. 
* Hartsfield Internat’l Airport (ATL) is approximately 18 miles from hotel


	Program Questions:
	Ronnie Hall
National Program Manager
Birmingham Employee Education Resource Center

Phone: 205-731-1812 x317   Email: Ronald.Hall1@va.gov


	Logistical Questions:
	Leslie Hurd
Program Support Assistant

Birmingham Employee Education Resource Center
Phone: 205-731-1812 x506  Fax: 205-731-1820 

Email: Leslie.Hurd@va.gov


	Hotel Questions:
	Susie L. Riedthaler

Event Manager/Contract Officer

Salt Lake City Employee Education Resource Center 

Phone:  801-924-6842  Email:  Susie.Riedthaler@va.gov


	
	NOTE:  Participants expecting to mail handouts to their facility should make their own individual arrangements to bring envelopes or FedEx boxes and mailing labels to program.


