TRICARE Communications and Customer Service (C&CS)
2007 Annual Conference


Caribe Royale Orlando ■ Orlando, Florida

August 6 - 9, 2007
Extra Meeting Request Form

· Extra meetings may be scheduled before or only after each conference day, during breaks, or during lunch.  
· Meeting space will be provided, when available, at no cost to attendees. 

· Requests for extra meetings must be received by fax or e-mail no later than Friday, 22 July 2007.

PLEASE PRINT OR TYPE CLEARLY

	Organization: 

	Point of Contact (POC) Full Name:

	Work Phone:
	E-mail:

	Work Fax:
	Number of People Expected to Attend:

	Date and Time of Meeting:  

	Name of Meeting:  


PART I – Description of the Extra Meeting
Please note the purpose of your meeting, and identify the group of people who benefits from attending.
	

	

	

	

	

	

	


· This meeting is open to the general conference. All attendees are welcome to attend.
(  This meeting is for the group of attendees identified above only.
(  This meeting is by invitation only by the requesting party.
PART II – Meeting Room Set-up and Assignments

Meeting room assignments will be made no later than Wednesday. 27 July 2007.  The POC listed on the form will be notified of the meeting room name and location by e-mail.
If your meeting has to be scheduled for one the conference breakout session rooms, it will have be set in Classroom Style seating as there isn’t enough time to change the seating style of the meeting room (no exceptions).  
PART III – Food and Beverage Requirements  

All food and beverage expenses are the responsibility of the Extra Meeting POC, unless another individual is designated, below as the food and beverage POC.  The individual may contact the Catering Manager at the Caribe Royale Orlando; in order to coordinate his/her needs and costs.  The Catering Manager will contact the Extra Meeting POC or the designated food and beverage POC to finalize all food and beverage requirements, including payment.
Do you want food & beverage for this meeting? 
 (   Yes
(   No

If so, please provide contact information, below, if different from the POC listed in Part I. of this form.  
	Contact Name: 

	Commercial Phone:
	E-mail:


PART IV – Audio/Visual
Will you need audio/visual for this meeting? 
 (   Yes
(   No

Audio/visual packages can be purchased from Davis AV.  Please contact Davis AV at 303-419-5659 or newell@davisav.com to request audio/visual and to make billing arrangements. 
Please return completed form BY FRIDAY, 22 JULY 2007.
FAX to (703) 442-9015, Attention: EXTRA MEETINGS or

 E-MAIL to: ccsconference@cessi.net
If you have any questions, please call the C&CS Conference Team at: (703) 448-6155 x214.
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