
 SEQ CHAPTER \h \r 1(Traveler’s Letter)

July 16, 2004

Dear :

The Annual Federal-State Cooperative Program for Population Estimates (FSCPE) Meeting will be held October 4-6, 2004, at the U.S. Census Bureau in the Francis Amasa Walker Conference Center, FOB/3, 4700 Silver Hill Road, Suitland, Maryland.  The meeting begins on Monday, October 4, 2004, at approximately 8:30 a.m. and ends on Wednesday, October 6, 2004, at    12:00 p.m.  We will send the agenda at a later date.

This meeting will be an opportunity for all states to understand the details of the method used to produce the county characteristics estimates.  There has been high interest in this topic since these data are used to weight the American Community Survey.  The U.S. Census Bureau will be able to fund one member of the FSCPE from each state to attend this meeting.  This funding will cover all travel, hotel, and per diem expenses for the workshop and meeting.  We are hoping to have full participation from the FSCPE. 

Please remember the following dates:

September 1, 2004—Return registration (see Enclosure)
September 8, 2004—Final date to call SATO Travel (see Travel Arrangements)
Lodging
We have reserved a block of single rooms at the Embassy Suites Hotel, 1900 Diagonal Road, Alexandria, Virginia, and the Hilton Alexandria Old Town Hotel, 1776 King Street, Alexandria, Virginia, for three evenings, October 3-5, 2004.  The telephone number at the Embassy Suites is (703) 684-5900; the telephone number at the Hilton Alexandria Old Town Hotel is                (703) 837-0440.  The room accommodations will be paid by a Government Purchase Order.  Therefore, you should not be billed for tax on your room.  You will only have to pay for your personal incidental expenses when you check out.  If you are traveling with another party and wish to reserve a double room, please let us know and we will handle the reservation.  Check-in time at the Embassy Suites is 3:00 p.m; check-out time is 12:00 p.m.  Check-in time at the Hilton Alexandria Old Town Hotel is 4:00 p.m.; check-out time is 11:00 a.m.  We will confirm your registration and lodging arrangements by September 10, 2004.  If you need to change your 

reservation, please call Cheryl Whisonant or Shelley Moody on (301) 763-2308 by       September 1, 2004.  Do not call the hotel directly.  Please keep in mind that we must pay for any reserved rooms that are not canceled by us. 

Room reservations before October 3 or after October 5 are at your own expense.  Exceptions may be made, however, on a case-by-case basis to include one additional evening at the beginning or end of your trip if your flight connections prove difficult. 

Reimbursable Expenses
You will be reimbursed $51 per day for meals (including tips).  Parking, taxis and/or airport limousines between your residence or office, airport and hotel will be reimbursed.  However, receipts are required for any charges over $75.  If you are traveling by privately-owned vehicle, you will be reimbursed for mileage not to exceed time and cost of common carrier and parking.

Travel Arrangements
To order your ticket, you should:

Call SATO Travel, the Census Bureau’s Government Contract Agency, by September 8, 2004 to make your reservations.  The toll free number is 1-888-229-3788.  You must give the 

ID Number CM54 when calling the toll-free number and ask for our site manager,

Becky Wallace.

SATO Travel will book you on a government contract carrier if one is available.  If a contract carrier airline does not service your area, you should contact our office for approval to use a 

non-contract carrier.

PLEASE DO NOT MAKE YOUR RESERVATIONS THROUGH ANY OTHER MEANS OR WE WILL NOT BE ABLE TO REIMBURSE YOU.
Government Travel Regulations now permit major airlines to charge a penalty fee to travelers who cancel or request re-issuance of a ticket due to an itinerary change.  On non-contract carriers, travelers will be responsible for payment of the penalty fee if the travel is changed or canceled for personal reasons.  Also, SATO Travel does not issue non-refundable tickets for official Government travel.  Travelers may exchange their official Government travel tickets at the issuing airline ticket counter for a ticket that includes personal and official travel.  In this circumstance the traveler would pay a penalty fee and any additional cost of the ticket, if applicable.  If you have any questions about the application of the penalty fee, you should ask SATO Travel staff at the time you make your reservations.

To assist us in preparing your travel authorization, please return the enclosed registration form 

to us by September 1, 2004, to advise us of your travel plans, or call Cheryl Whisonant or Shelley Moody at (301) 763-2308 or FAX (301) 457-3682.  If you are bringing an additional FSCPE representative, you must complete an additional registration form for that individual and return it to us.  All expenses incurred with the additional registration, including lodging and travel, will be at that individual's expense.

Ground Transportation

The hotels do not provide shuttle service from any of the airports located in the Washington Metropolitan area.  The hotels are located across the street from the King Street Metro, on the Blue Line.  The parking rate at the Embassy Suites Hotel is $13 per day for overnight guests; and the parking rate at the Hilton Alexandria Old Town Hotel is $16 per day for overnight guests.
Transportation to the Meeting

We will provide round-trip bus transportation between the Embassy Suites Hotel and the U.S. Census Bureau each day.   The Hilton Alexandria Old Town Hotel is a short walk to the Embassy Suites.  The transportation schedule is as follows:





DEPART


ARRIVE
October 4-5



7:30 a.m.


8:00 a.m.





Embassy Suites Hotel

U.S. Census Bureau






Duke Street Entrance

Front of FOB 3 at Wing 6






5:00 p.m.


5:15 p.m.





U.S. Census Bureau

Embassy Suites Hotel






Front of FOB 3 at Wing 6
Duke Street Entrance

October 6



7:30 a.m.


8:00 a.m.





Embassy Suites Hotel

U.S. Census Bureau






Duke Street Entrance

Front of FOB 3 at Wing 6





12:30 p.m.


1:00 p.m.






U.S. Census Bureau 

Reagan National Airport






Front of FOB 3 at Wing 6










1:30 p.m.










Embassy Suites Hotel 










Duke Street Entrance

Upon arrival at the U.S. Census Bureau, Cheryl Whisonant or Shelley Moody, Conference and Travel Management Services Branch, will meet you in the lobby.  A photo ID must be presented in order to receive your visitor badge.  If you are bringing a laptop, it must be registered at that time.

If you have any questions about the meeting or travel arrangements, please call Cheryl Whisonant or Shelley Moody at (301) 763-2308.

Sincerely,

Elaine C. Russell





Chief, Conference and Travel 

   Management Services Branch

Enclosures


Annual Federal-State Cooperative Program for Population Estimates Meeting 


REGISTRATION FORM


October 4-6, 2004
	Please Type or Print Clearly

	Name   (Dr., Mr., Ms., Mrs., Miss)

	Title

	Organization

	Business Address (Division/Office)

	City                                                              State                      Zip

	Daytime Telephone (       )   _______________________FAX Number (    )___________________

	E-mail Address ____________________________________

	 U.S. Census Bureau                   Lead                              Coordinating Agency
                        Affiliate  

 Other  please specify _______________________


Please check if applicable:

1.
ATTENDANCE AT MEETING


[  ]
I will attend the FSCPE Meeting October 4-6, 2004.


[  ]
I will NOT attend the FSCPE Meeting.

2.
TRANSPORTATION


[  ] Air

[  ] Rail          
 [  ] Private Vehicle

3.
LODGING


I need a
[  ] SINGLE room

[  ] smoking




[  ] DOUBLE room

[  ] non-smoking


for the following dates:


[   ] October 3

[   ] October 4

[   ] October 5


	Emergency Contact Person:
Name:______________________________________
Relationship:_________________________

Address:___________________________________________________________________________

Telephone Number:___________________________




	
[image: image1.wmf]
  This meeting is ADA accessible.  Please check here if you need special services due to disability and attach a statement regarding your disability needs. 


Note:  Please respond by September 1, 2004 by calling Cheryl Whisonant or Shelley Moody on (301) 763-2308 or FAX on (301) 457-3682.
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