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5 August 2009

Dear Participant:
We are pleased you will be joining us in Washington, D.C. in September  for the U.S. Fish and Wildlife Service, National Conservation Training Center course Congressional Operations Seminar OUT8196. 
The Congressional Operations Seminar will be held on Capitol Hill in Washington, DC, starting on Monday, September 21, 2009 at 8:00 a.m. at the Capitol Hill Club and ending on Friday, September 25, 2009 at 12:00 noon. The course will be taught by the Woods Institute along with various guest speakers from both within and outside the Federal Government.  This FWS e-mail provides you with the logistical information you need to make arrangements for attending the course.  

During the week we will be spending time in both the Senate and House. (Days and times have NOT yet been determined) Each person will need a pass (provided in class) to attend the proceedings. During the course, four lunches will be "working meals" where food will be provided.  Dinners will be on your own. And, we will have NO evening sessions.

Lodging:

For participants who need overnight accommodations, a block of rooms have been reserved for you at the Marriott Washington at Metro Center in Washington, DC.  
If you will not be staying at this hotel, please contact Susan De Stephanis via email  susan_destephanis@fws.gov at your earliest convenience. This will enable her to adjust the number of hotel rooms we have reserved.

Travelers who are attending training for which a block of rooms has been reserved are automatically exempt from using the Department of Interior’s current Travel Center (GovTrip). 

Check-in date: Sunday, September 20, 2009

Check-out date: Friday, September 25 or Saturday, September 26, 2009 – dependent on your travel needs. 

To reserve your room please use the link Washington Marriott at Metro Center >>
or call 1-800-228-9290. When calling, ask for a room in the block reserved for the U.S. Fish and Wildlife Service. Our market code is: ufwufwa
. 
Washington Marriott® at Metro Center

775 12th Street NW Washington, District Of Columbia 20005 USA

Phone:  1-202-737-2200

Please visit the website for additional information including a printable hotel fact sheet, etc.

Hotel Website:  
http://www.marriott.com/hotels/travel/wasmc-washington-marriott-at-metro-center/
Please make your personal hotel reservation by Monday, August 24, 2009, in order to get the daily U.S. Government room rate (currently $233 plus applicable tax per night).  The hotel reserves the right to charge the prevailing U.S. government prescribed per diem in effect at the time of check-in. Please be sure to use your Government charge card; a tax exemption will only be given to participants using their government credit card. The Hotel cancellation policy is in effect.  Cancellations must be made 24 hours prior to the arrival date.  

Travelers should use GovTrip for airline and rental car reservations.

Transportation to and from the Hotel:

To complete this course, you must attend every session. Therefore, please do not arrange a return flight that departs Washington, DC before 3:00 pm on Friday. 
Ronald Reagan Washington National - DCA 

· Hotel direction: 4 miles N 

· Driving Directions: Follow the signs to Washington, DC (George Washington Parkway/I-395 North). Exit onto 12th Street, NW. The hotel is 4 blocks ahead on the right.  

· Bus service, fee: 22.00  USD  (one way) 

· Subway service, fee: 1.65  USD  (one way) 

· Estimated taxi fare: 12.00  USD  (one way) 
Washington, DC/Dulles - IAD 

· Hotel direction: 25 miles E 

· Driving Directions: Follow the signs to Interstate 66 East to Washington. Follow I-66 to the Theodore Roosevelt Bridge (US Route 50). Take the Constitution Avenue exit off of the bridge. Follow Constitution and turn left onto 12th Street, NW. The hotel is ahead 4 blocks on the right. 
· Estimated taxi fare: 55.00  USD  (one way) 
Baltimore/Washington International Thurgood Marshall Airport - BWI 

· Hotel direction: 40 miles S 

· Driving Directions: Take the Baltimore-Washington Parkway South (MD 295) to US 50 West (New York Avenue). Take New York Avenue westbound. Turn left onto 7th Street, NW. Turn right onto E Street, NW and right on to 12th Street, NW. The hotel is ahead on the right. 

· Airport shuttle service, on request, fee: 32 USD (one way) 

· Estimated taxi fare: 65.00  USD  (one way) 

The hotel does not offer a courtesy shuttle. On-site parking: Valet Only, 35 USD daily

Course Location, Lunch, and Hours:

All sessions will occur on Capitol Hill.  We will be traveling by the Metro System between class and our hotel at Metro Center.  The Marriott at Metro Center is across from the Metro Center Metro Station (G & 12th Street). You will be taking the Orange or Blue line to Capitol Hill. 
Sessions will be held in various buildings, including Congressional office buildings (e.g., Rayburn House). There are no restaurants in a proximity close enough for you to go out, get lunch and get back to class within an hour. Therefore, it is necessary for the Woods Institute to provide working lunches on Capitol Hill. To ensure that the government will NOT be paying for lunch twice each of the four days, you must deduct the per diem for lunch (Monday - Thursday) on your travel authorization and to reflect the same on your travel voucher. 
If you have special dietary needs, please let us know by describing them on the background survey.
More information will follow regarding class locations, meeting times, and course information.

Attire:

Please plan to dress in business casual attire at a minimum.  Business casual attire includes dress slacks or skirt and a dress shirt or blouse.  Jacket, sweater and/or tie are optional for this course, but almost standard on Capitol Hill.  Comfortable shoes are recommended; there will be a considerable amount of walking during the week.  You may wish to consider bringing an umbrella or rain gear for inclement weather.  Please do not wear blue jeans, sneakers, and/or FWS uniform items.  

Other Information:

Please bring your government ID with you to the course.  

Please be sure to bring cash to purchase your Metro tickets for the week. The daily fare will be approximately $4.00 round-trip.
Background Survey:

Please complete the Background Survey and email it to our Training Technician susan_destephanis@fws.gov.  The information provided by this survey is used to ensure that the training needs of the course participants are met.  Please return the completed survey no later than August 17, 2009.

Pre-course Assignments:
Prior to your participation in this seminar you will need to:

· Read the attached  "To do and Not to do with Congress"
· Read the attached Signed Memos from the Director

· “Congressional Activities and Meetings”
· “Congressional Lobbying”
· Read the attached  "Overview of the Federal Budget Process"

COURSE CANCELLATION. Note that course cancellation policies are in effect. If you need to cancel your attendance, you must go into your DOI-Learn account and request to be dropped from the course. Login to DOI LEARN, at https://doilearn.doi.gov, click on the My Courses tab, select the link to the correct type of training and click the 'Request to Drop' link across from the Course/class name. To avoid late cancellation penalties, you must cancel your registration at least 28 days from the first day of the course (i.e., prior to August 24, 2009).  

If you need to cancel, please let us know in writing in addition to “dropping” in DOI Learn.  To do so, you may email susan_destephanis@fws.gov.  

You will be receiving an agenda and more details about the course sometime next month.  In the meantime if you have any questions or concerns, please contact me, 
or Susan at 304-876-7494.
I’m looking forward to working with you on Capitol Hill.
Best regards,

/s/Sandy Spakoff
Course Leader

USFWS, NCTC

304-876-7783
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