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Travel and Logistics Information 
Thank you for agreeing to participate in the Consumer Choice Technology Hearing, sponsored by the Health Information Technology Policy Committee of ONC.  B L Seamon Corporation (BLS), under contract to ONC, will provide administrative and logistical support for the meeting.  Please review and undertake the following in anticipation of your trip to the Consumer Choice Technology Hearing.
I. REGISTER FOR THE HEARING

Click the following link to register for the meeting:  http://www.blsmeetings.net/consumerchoicetechnologyhearing.  You must register each person individually.  Each person must register by Friday, June 18, 2010.

II. II. TRAVEL ARRANGEMENTS

LODGING SITE
Grand Hyatt Washington
1000 H Street, NW
Washington, D.C.  20001
Phone:  202-582-1234


MEETING SITE
Grand Hyatt Washington
Constitution Ballroom – Constitution Level
1000 H Street, NW
Washington, D.C.  20001
Phone:  202-582-1234

Federal Travel Regulations require BLS to purchase the most economical airfare for sponsored participants.  In most cases, a nonrefundable ticket will be purchased for you.  Therefore, it is important that you carefully consider your schedule when requesting travel reservations. Please make your travel reservation as soon as possible, but no later than Monday, June 21, 2010.  

In addition, if you need to fly from an airport other than the one serving your city, notify BLS as soon as possible.  Use of an alternate airport requires special authorization if it increases the cost of your ticket. Approval for a rental car must be obtained prior to the meeting.  If a rental car is approved, reimbursement may be restricted to the cost of a round-trip taxi from the airport. 

Please review the directions below for scheduling and confirming your itinerary.  You may schedule your itinerary one of two ways: 

 

Directions for scheduling your itinerary over the phone

You may contact Travel-On via phone at 888-495-7770 or 240-387-4188 between 8:30 a.m. and 5:00 p.m. (Eastern Time). When calling, please refer to meeting code # H1965.  When scheduling your itinerary, be sure to identify your preferred seating (window or aisle), special meal requirements, or any special considerations that need to be taken into account for your itinerary. 
 

Directions for scheduling your itinerary via e-mail
For your convenience, you may also e-mail your travel itinerary request to meetings@tvlon.com. You will receive a response to your e-mail by the next business day. In your e-mail, please include the following information:

· The meeting code:  H1965
· Departure date and departure city

· Return date and return city  

· Preferred seating, special meal requirements, or other considerations

· Your contact information

Confirming your travel itinerary
After your travel arrangements are scheduled, your Travel-On representative will forward a copy of your itinerary to you via e-mail for final approval. Upon receipt, please review and respond to the e-mail with your approval. Once you have confirmed your itinerary, a prepaid airline ticket will be issued. In some cases, you may have the option of choosing a printed or an electronic ticket. Please notify your travel representative of your ticket preference before your travel arrangements are finalized.
III. MAKING YOUR OWN TRAVEL ARRANGEMENTS
If you would like to make (or have made) your own travel arrangements, you must contact BLS for  approval before you book the ticket.  You will be reimbursed for the cost of your ticket if you use an American carrier, reserve coach-class seating, and have your ticket cost approved by BLS BEFORE you purchase your ticket.  Submit your travel receipts for reimbursement after the meeting.


IV. LODGING TRAVEL ARRANGEMENTS
A guestroom will be reserved in your name at the Grand Hyatt Washington for the travel dates specified in your registration (based on the approved travel schedule).  Your confirmation number will be provided under separate cover.
Please note that travelers from the west coast may be approved for additional nights based on the approved travel itinerary.  
BLS will prepay the cost of your guestroom for the approved number of nights.  You will be responsible for settling all incidental charges and additional nights before checking out of the hotel.  For this reason, your reservation must be guaranteed with a major credit card.

You may check in anytime after 3:00 p.m.  You must check out by 12:00 noon on your scheduled day of departure. 

If you need to cancel your reservation, please call the hotel directly by 4:00 p.m. a minimum of 72 hours prior to arrival, to avoid a direct credit card charge of 1 night's lodging. If you cancel your reservation, please obtain a cancellation number from the reservationist for your records.
V. REIMBURSEMENT OF EXPENSES
BLS will reimburse you for ground transportation as well as provide an allowance for meals and incidental expenses (M&IE) after the meeting.  Ground transportation expense reimbursement covers taxis to/from your home, the airports, and the hotel, as well as parking and tolls.  Ground transportation expenses over $75.00 will require a receipt, justification and pre-authorization prior to travel.  Mileage is reimbursed at 50¢ a mile for the use of your personally owned vehicle. 

The M&IE reimbursement covers meals, tips, telephone calls, and other miscellaneous expenses and is applicable to the geographical location of the workshop.  The M&IE allowance for Washington, D.C. is $71.00 per day or $17.75 per quarter day.  You will receive three-fourths of the M&IE allowance for each travel day, and the full M&IE allowance for each full day (if applicable).
The travel reimbursement form will be sent with your hotel confirmation.  Following the meeting, please submit the travel reimbursement Form by Tuesday, July 13, 2010, to claim your expenses.  Attach all applicable receipts including your travel ticket stub. All receipts and your travel ticket stub must be submitted in original form.  
VI. THINGS TO DO
· Click the following link to register for the meeting:  http://www.blsmeetings.net/consumerchoicetechnologyhearing.  You must register each person individually.  Each person must register by Friday, June 18, 2010.
· Contact Travel-On at 1-(888) 495-7770 or (240) 387-4188 and reference project number H1965 to schedule travel to the meeting for all approved attendees by Monday, June 21, 2010.
VII.
CONTACT FOR QUESTIONS
If you need special assistance (such as sign language interpretation or other reasonable accommodations) please contact Kiera Robinson via email at krobinson@blseamon.com or via phone at 301-577-0244, ext. 7211.  In addition, please contact Kiera Robinson if you have questions about logistics or if your attendance plans should change.  
If you have substantive questions about your presentation, please contact Scott Weinstein at scott.weinstein@hhs.gov or via phone at 202-205-8658.[image: image1.png]
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