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Meeting Location

The conference will be held in the Board of Regents Conference Room, in the National Library of Medicine, Building 38, 8600 Rockville Pike, Bethesda, MD.

Lodging
Laurel Consulting Group (LCG) will make all reservations for out-of-town participants at the Bethesda Ramada.  Check-in time is 3:00 p.m. and checkout is 12:00 p.m. The telephone number is (301) 654-1000 and the fax number is (301) 986-1715.  The hotel offers non-smoking and handicapped accessible rooms, upon request.  Please contact Michele Lee at (301) 490-5500 if you have specific rooming requirements.  Your lodging (room and tax) will be billed directly to Laurel Consulting Group, but only for the number of days necessary for you to attend the conference.   Upon checkout, you will be responsible for all incidentals (phone, room service, etc.) and charges for lodging beyond the conference dates, unless otherwise approved by the NLM Project Officer.  If you will be staying beyond the conference dates, we will make a concerted effort to negotiate a reasonable room rate for you.

Sleeping rooms will be guaranteed for late arrival through Laurel Consulting Group.  After Friday, June 26th, if you are unable to participate, please call the hotel directly to cancel your reservations no later than 5:00 p.m.  Please obtain a cancellation number and call LCG with that number.

Payment

All attendees specified by NLM will receive a per diem that is intended to cover meals and incidentals reimbursable with receipts.  All attendees will be reimbursed for ground transportation. Ground transportation expenses include tolls, parking fees, taxi fares, and mileage.  Transportation to and from the conference will be provided by shuttle.  If you plan to travel by car, Federal regulations allow reimbursement at a rate of .325 cents per mile.  Please remember to keep track of your mileage. Car rental charges cannot be reimbursed.  Payment will be mailed out within 30 days of LCG’s receipt of the expense voucher.

Meals and Incidental Expenses (M&IE)

M&IE equals $38 and is part of your government per diem.  Lunch, and refreshment breaks will be provided during the conference.  The cost of the refreshment breaks and lunch will be deducted from your M&IE. 

Travel

To make air and train reservations, contact LCG’s corporate travel agency, Cahan Travel Management at 1-800-368-3327 within the United States, and call (703) 893-3240 outside of the U.S.  Cahan’s fax number is (703) 893-3666.  Please refer to NLM Conference Code 1413 when making travel arrangements. Travel agents are available Monday through Friday, between 8:30 a.m. and 8:00 p.m. (EST).  You may also reach travel agents through email at cindy@cahan.com.  In an attempt to minimize travel expenses, the use of restricted airfares was approved for this conference.  This means that if, for any reason, you decide to change the arrival or departure day on your ticket, you will be expected to pay the penalty.  Most penalties are approximately $50.00.

Your air or rail ticket will be master billed to LCG’s account and will be forwarded to you by Cahan.  Attendees may use a travel agency other than Cahan.  Please retain your original air or rail ticket receipt for reimbursement purposes.  If you encounter any problems, contact Michele J. Lee at (301) 490-5500.
Ground Transportation

The hotel is 16 miles from Reagan National Airport, 22 miles from Dulles International Airport, and 34 miles from Baltimore Washington International Airport.  The hotel is located eight miles from downtown Washington, DC. Taxi service from Reagan National Airport costs approximately $30 and takes 40 minutes.  The closest Metro Station to the hotel, Washington, DC’s metrorail transit system, is Bethesda Station.  

Messages
We look forward to a successful meeting.  If there is anything else we can do to facilitate your participation, please feel free to contact Michele J. Lee at (301) 490-5500 or via email at mlee@lcgnet.com.
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