The National Conference Center  -  Transportation Request Form 

Request must be received and confirmed 72 business hours in advance of arrival 

The National Conference Center Shuttle service makes your arrival a convenient, worry-free experience.  Shuttle Service is available during the hours listed below:  

SHUTTLE PICK-UP TIMES FOR ARRIVALS FROM WASHINGTON DULLES INTERNATIONAL AIRPORT:

	Day 
	First Pick-up Time
	Last Pick-up Time

	Sunday
	12:00pm
	10:00pm

	Monday – Thursday
	8:00am
	9:00pm

	Friday
	8:00am
	6:00pm

	Saturday
	10:00am
	6:00pm


SHUTTLE DEPARTURES TIMES FROM THE NATIONAL CONFERENCE CENTER

	Day 
	First Pick-up Time
	Last Pick-up Time

	Sunday
	9:30am
	5:30pm

	Monday – Friday
	6:00am
	5:30pm

	Saturday
	9:30am
	5:30pm


Please provide the following information 72 business hours in advance 

Our transportation schedule is based solely on the transportation requests that we receive.  
	Request for Airport Transportation

	Name:
	

	Telephone
	

	Fax Number (only needed if faxed request)
	

	E-Mail (only needed if e-mailed request)
	

	Meeting Attending
	

	Xerox Formal Training Students identify class name 
	  Xerox Formal Training Students the 
	Shuttle cost is included in room rate

	

	Arrival Information

	Arrival date
	

	Airline/Flight Number
	

	Arrival Time
	

	Departure City
	

	

	Departure Information
	

	Departure Date
	

	National Conference Center Departure time
	

	Additional Information


FARE:  Not applicable for Xerox Formal Training Students

The National Conference Center Shuttle service is $20.00 per person, each way to and from Dulles International Airport

	Credit Card Number to Guarantee 
	
	Exp date
	


***A $10.00 cancellation fee will be charged for any reservations not canceled before 72 hours

CHANGES/CANCELLATION AND SHORT TERM RESERVATIONS: 

If you need to change/cancel or make a reservation within 72 business hours prior to arrival please call 800-640-2684 to check on shuttle availability.  We will make every effort to accommodate your request, however we cannot guarantee a seat within 72 hours.
Guests Confirmation

	Confirmation Number
	

	Pick up Time from Washington Dulles Airport
	


We will confirm your reservation via the method you used to make your reservation.

When you arrive at Dulles, you will proceed to the United Baggage Claims Area 2 & 3. On most Sunday's and Monday's we have a representative in this area.  If no representative is there you will turn directly behind you and you will see the exit doors.  You will procede UP the RAMP and out the glass doors. That will be DOOR # 7; there is a glassed area with seats where you can wait for our shuttle to pick you up. (IF YOU ARE IN THE CAB STAND AREA YOU WENT OUT THE WRONG DOOR.  GO BACK INSIDE AND GO UP THE RAMP) If you encounter any delays or difficulties upon your arrival at Dulles Airport, please call 800-640-2684 for assistance 

Our transportation schedule is based solely on the transportation requests that we receive.

Fax – 703-724-5646        E-mail address transportation@conferencecenter.com
Transportation Request Form








