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July 8, 2010

Dear Colleague:

You are invited to take part in the Annual National State Data Center/Business and Industry Data Center Conference which will be held on October 13-15, 2010, at the U.S. Census Bureau Auditorium and Conference Center, 4600 Silver Hill Road, Suitland, Maryland.  The meeting is scheduled to begin on Wednesday, October 13, at 8:45 a.m. and end on Friday, October 15, at 12:30 p.m.   The registration form is attached and a draft agenda will be posted to the SDC national listserve in early August. 

Please note the following deadline(s):

August 26, 2010—Return registration form (see Attachment)

August 27, 2010—Deadline for hotel reservations for additional SDC representatives 

September 30, 2010—Final date to call ADTRAV (see Travel Arrangements)
Transportation

We will provide round-trip bus transportation each day between the U.S. Census Bureau and the Churchill Hotel using the following schedule:
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Lodging

We have reserved a single room for you at the Churchill Hotel, 1914 Connecticut Avenue, NW, Washington, DC, for three nights, Tuesday, October 12, Wednesday, October 13, and Thursday, October 14.  The telephone number at the hotel is 202-797-2000.  Your lodging 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.  You would just pay the difference when you check out.  Check-in time at the hotel is 3:00 p.m.  Check-out time is 12:00 p.m.  If you need to make other changes, please call Wanda Rivers or the Conference and Travel Management Services Branch (CTMSB) staff on 
301-763-2308, by August 26, 2010.  Do not call the hotel directly.  Please keep in mind that we must pay for all reserved rooms that are not canceled by us.

The U.S. Census Bureau will only pay the lodging, travel, and reimbursable expenses for ONE representative per SDC.  If you are bringing an additional SDC representative, you must complete a separate registration form for that individual and return it to us.  All expenses incurred for that individual, including lodging, travel, and meals will be at the expense of the sponsoring SDC.

Lodging for Additional SDC Representatives

A block of sleeping rooms has been reserved at the Churchill Hotel beginning Tuesday, October 12, 2010.  The telephone number at the hotel is 202-797-2000.  The toll-free telephone number for the Churchill Hotel is 1-800-424-2464.  The cutoff date for hotel reservations is August 27, 2010.  When making reservations by telephone, please reference the “U.S. Census room block.”  The block of rooms is held on a first-come, first-served basis.  Room rates are $289 (plus 14.5 percent tax) per night.  Reservations made after August 27 are subject to availability and to an increased rate.  Check-in time is 3:00 p.m.  Check-out time is 12:00 p.m.  If you need to cancel your reservation, please call the hotel 24 hours prior to your arrival date. 

Travel Arrangements

Before reservations can be made, all travelers must complete an ADTRAV traveler profile:

· To create or update a profile, go to www.rezprofiler.com.  

· When creating a new profile, for the Worldfile ID, enter DOCCEN. 

· To assist us in preparing your travel authorization, please fill out the Travel Arranger Information section in the Traveler Profile:

· For the name, enter Catherine Yvonne Smallwood; for work phone, enter 301-763-1305; and for the email address, enter catherine.y.smallwood@census.gov.   

Please Note:  Travelers who have already created a profile will still have to update it to include the information needed in the Travel Arranger Information section.  The box titled “Receives All Correspondence in Addition to Traveler” must be checked, so that we will receive a copy of your itinerary. 

To order your ticket:

Call ADTRAV Travel Management, the Census Bureau’s Government Contractor by 

September 30, 2010, to make your airline reservations.  The ADTRAV representatives, 
Sherri Carr and Yolanda Halbert, are assigned to assist you in making your travel arrangements.  The toll-free number is 1-866-430-8929.  

ADTRAV Travel Management 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 CTMSB (301-763-2308) 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 Regulation now permits major airlines to charge a penalty fee to travelers who cancel or request re-issuance of a ticket due to an itinerary change for personal reasons.  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 will be responsible for payment of the penalty fee and any additional cost of the ticket.  Before travel reimbursement can be processed, the traveler must submit to the Census Bureau all airline receipts for exchanged tickets.  Should the ticket exchange result in a lesser amount than the original ticket the Census Bureau must be reimbursed for the difference.  ADTRAV Travel Management does not issue non-refundable tickets for official Government travel. 

Security

Upon arrival at the U.S. Census Bureau, a staff member from the CTMSB will meet you in the lobby.  A photo ID must be presented in order to receive your visitor’s badge.  Visitors are not allowed beyond the first floor.  If visitors need to go beyond the first floor, they must be escorted at all times by a U.S. Census Bureau employee.  If you are bringing a laptop, it must be registered at the time you arrive in the lobby.  

Note:  Cameras and weapons are not permitted in the U.S. Census Bureau.
Registration Form

Please fax or e-mail the attached registration form to us by August 26, 2010.  Our fax number is 301-763-4784 and the email address is catherine.y.smallwood@census.gov.  If you have any questions about the agenda, please call Frank Ambrose at 301-763-1305.   If you have any questions about the meeting arrangements, please call Wanda Rivers or CTMSB staff at 301-763-2308.

Reimbursable Expenses

Travelers will receive $71 per day for meals (including tips).  Expenses for parking, taxis, and/or airport shuttles between your residence or office, airport and hotel will be reimbursed.  You will only be reimbursed for the first checked bag.  Any additional baggage fees must be authorized.  Receipts are required for any charges that are $75 or more.  If you are traveling by privately-owned vehicle (POV), you will be reimbursed for mileage not to exceed time and cost of common carrier and parking.

Ground Transportation

If traveling by privately-owned vehicle, you must enter the Suitland Federal Center at 

Gate 5, located at Silver Hill and Swann Road, where your vehicle screening will be initiated.  Officers at Gate 5 will direct you to the Visitor’s Center and signs will direct you to designated parking areas.  You will be required to sign in your vehicle identification information inside the Visitor's Center.  You will then be directed to the visitor inspection station to have your vehicle inspected.  Depending on the number of visitors at any given time, processing could be as long as 20 minutes.  After the vehicle has been inspected, you will be directed to the parking area adjacent to the Main Entrance on the Metro side.

Attachment

