2004 DLA A-76

Conference FAQ’s
Q. Which airport is closest to the conference facility?

A. Dulles International Airport is the closest airport and is approximately 14 miles from the National Conference Center. 


Q. How do I register and pay for my attendance at the conference?
A. Since this is being held as a training conference, use of DD 1556 is highly encouraged (please go to the DD 1556 webpage for the form and instructions).  However, if you are unable to use the DD 1556, your Government Travel Card can be used just as you would for any other authorized travel.

Q. The daily cost of the conference is $201.00 for over-night guests, what are my entitlements for this fee?
A. The National Conference Center is an all-inclusive facility offering a Complete Meeting Package (CMP).  The CMP price is set at the daily per diem rate of $201.00 per day, per person, for those traveling to the Washington DC area.  Included in the CMP are:

· Lodging (including full use of the facilities, i.e., sports center, game room, etc.)
· All meals (dinner the evening of Monday, June 7th; Breakfast, lunch, and dinner on Tuesday, June 8th and Wednesday, June 9th  and breakfast and lunch on Thursday, June 10th.
· Continuous beverage and snack breaks

· Parking  
Q. If lodging and meals are included in the CMP price, can I still claim the expenses on my travel voucher?

A. No, you may not claim lodging or meals on your travel voucher.  You should be able to claim incidental expenses such as shuttle bus service, rental car, tolls, phone calls, etc., if authorized on your travel orders.  For more information on claim authorizations, please contact your Unit Travel Manager.

Q.  I plan to attend the conference each day but return home in the evening, will I have to pay to attend the conference?  If so, how much will I be charged?

A.  For those individuals attending as “day guests”, the daily cost is $45.00.  You will receive the same amenities as the over-night guests with the exception of lodging.
Q.  Can I file a travel voucher as a day guest?


A.  No, you may not file a travel voucher as a local attendee.  You may, however, be able to file a local voucher to help cover the costs of travel-related expenses.  Again, please contact your Unit Travel Manager for specific information.
Q.  Will my costs be prorated if I only attend one or two days of the conference?


A.  No.

Q.  What time can I check in at the National Conference Center?  When do I have to check out?

A.  Check in begins at 5:00 pm on Monday, June 7th and check out is no later than 1:00 pm on Thursday, June 10th.  If you arrive earlier than 5:00 pm or are staying later than 1:00 pm, you can store your luggage with the front desk until you check in or until you depart.


Q.  Who can I contact if I’m delayed or encounter other problems while enroute to the conference?

A.  You can contact the National Conference Center’s Business Center at 703-724-6282, they, in turn, will contact the Event Coordinator. 

Q.  While attending the conference, how can I be contacted?

A.  Each guest room at the National Conference Center is equipped with a telephone and high-speed internet connection.  In addition, while the conference is in session, a message board will be available.
Q.  I do not plan to rent a car, will transportation be provided to pick me up from and take me back to Dulles International Airport?  What if  I need to go into Leesburg?  Will I be charged for the transportation?

A.  Yes, the National Conference Center will arrange for a shuttle bus to transport conference attendees to and from Dulles International Airport.  There is a $20.00/person, each way charge for this service.  The National Conference Center also offers a shuttle service to surrounding areas.
Q.  What business attire is appropriate for the conference?

A.  The appropriate attire for the conference is business casual.
