2004 TRICARE CONFERENCE

EXTRA MEETINGS REQUEST FORM

Marriott Wardman Park Hotel  ■  2660 Woodley Road, NW  ■  Washington, DC

Extra Meetings may only be scheduled before the conference begins, during lunchtime or after the conference ends.  Request forms received will be prioritized in the following order: 1) HA/TMA   2) Services   3) Others.  

Requests for extra meetings during conference hours will not be approved.

PLEASE PRINT OR TYPE CLEARLY

PART I

	POC Full Name: 

	Organization:

	Commercial Phone:
	Commercial Fax:

	Day, Date and Time of Meeting:
	Number of People Expected to Attend:

	Name of Meeting:  


(  Please list this meeting in the draft agenda posted on the web and the final conference program.

(  Please do not list this meeting in the draft agenda posted on the web or the final conference program as this meeting is by invitation only.
For meetings scheduled on Tuesday, Wednesday, or Thursday, January 27th – 29th:

If your meeting is starting at 1800 (or later) it could be placed in one of the breakout session rooms that will be set Theater Style.  The breakout sessions end at 1720 and there will just be enough time to refresh the meeting room prior to starting these extra meetings.  There will not be an opportunity to change the seating style of these meeting rooms (no exceptions).  

Please Note: Meeting room space is limited on Thursday, January 29th and Friday, January, 30th 
Select a meeting room set-up:

	· U-shape

(tables arranged to form a “U” shape with chairs around the outside of the “U”)
	· Classroom

(tables with chairs behind them)
	· Theater 

(chairs only, arranged in rows)

	· Conference


	· Combination --  provide details and include diagram ____________________________________________________
_____________________________________________________


The following audio visual support will be included in each Extra Meeting Room :
(  Standing lectern with microphone

(  Data projector (Power Point presentations) 

(  Laptop (Power Point presentations)
(  Screen  and laser pointer
PART II
Additional audio visual support is available for an additional cost. 
Please print clearly
Credit Card Number: ______________________________________________ Exp.____________

Name as it appears on Card: _________________________________________________________

Authorized Signature:  _____________________________________________________________

Please print name if different from name on card: ________________________________________

	( Wireless handheld microphone -- $195.00

( Lavalier wireless microphone --  $195.00 

( Wired handheld microphone -- $55.00

( Wired lavalier microphone --  $55.00

( 35mm slide projector $225.00


	( Overhead projector $80.00

( Laptop (Power Point presentations)

( Data projector (PowerPoint presentations) 

( Flipchart with markers  $20.00

( Other:  _________________________

__________________________________




PART III 

Food and beverage requirements
All food and beverage expenses will be the responsibility of the Extra Meetings POC and will be coordinated directly with the Catering Manager at the Marriot Wardman Park Hotel.   
Will you need food & beverage for this meeting? 
 (   Yes
(   No

If so, provide contact information below if different from POC in Part I.

	Contact Name: 

	Commercial Phone:
	E-mail:


Please return completed form BY MONDAY, JANUARY 5, 2004
FAX to (703) 681-3055 attention Cheryl Anderson 

If you have any questions, please call Cheryl Anderson at (703) 681-1770 

