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Successful Event Questionnaire
We are looking forward to welcoming your group to the InterContinental Washington D.C. – The Wharf. It is very important to us that each experience is tailored to the specific needs of the group and as such we would sincerely appreciate the following information at your earliest convenience.



	◊ ◊ ◊ GROUP INFORMATION ◊ ◊ ◊


GROUP INFORMATION:

What is the official name of the group that you would like us to use on all Hotel documents?
NBER Economics of Energy Use in Transportation Conference

Provide a brief profile of the group and the attendees of the program.
The list of attendees is made up of academics and government employees
CONTACT INFORMATION:

Who is the key on-site contact for your group when they are on property?
	Name

	Rob Shannon

	Title 
	Assistant Director, Conferences

	Mobile Phone Number
	617 416 5642


Are there security requirements for the group or individuals within the group? Who is the emergency contact and what is their cellphone number? 
	Name

	

	Title 
	

	Mobile Phone Number
	


ARRIVAL / DEPARTURE INFORMATION:

Please inform us of scheduled Hotel arrivals and departures.  To help better complete the guest registration process, we ask that flight manifests be given to the Hotel when available. Kindly note, check-in time is 4:00 PM, and check-out time is 11:00 AM.
Please list below the company name who is arranging airport transfers, along with a contact name for the company and telephone number.
	Name of Transportation Company
	Contact Person:
	Phone Number and/or 

E-mail address

	
	
	

	
	
	


PARKING:

Will your guests be parking their vehicles at the Garage?  No
ARRIVAL:
Will your guests arrive as a group or individually?  Individually
DEPARTURE:
What will be the departure pattern for your group (i.e. all attendees departing at one time or scattered departures throughout the day)? Would you like to schedule a bag pull?   Scattered departures
VERY IMPORTANT ATTENDEES:

A list of any expected VIP’s, Dignitaries, or Special Attention guests.
	Name & Title
	Known Preferences

	Megan Busse
	

	Chris Knittel
	


ROOM DELIVERIES:
Will there be any guestroom deliveries? Provide a description of the item(s), the date, and time of delivery. A delivery fee will be applied to the master account. 

	Date & Time of Delivery
	Description of Item(s) being delivered
	Notes:

	
	
	

	
	
	


BOXES / SHIPMENTS:
Will you be shipping any boxes? Boxes can be labeled as shown below and can be received up to three days prior to the start of the event. A daily storage fee will apply to any boxes/parcels received prior to 72 hours before the start of the program. 
InterContinental Washington, D.C – The Wharf
GROUP NAME:
ATTN: Natalie Ford  
801 Wharf Street SW
Washington, D.C, 20024
OFF-SITE EVENTS / ACTIVITIES / PROVIDED SHUTTLES:
Will the group have off-site events? Please share details of date, time, location and Shuttle schedule.  
	Activity
	Date & Time
	Location
	Transportation
	# of Guests

	
	
	
	
	

	
	
	
	
	


OTHER / SPECIAL REQUESTS:

Are there any dietary restrictions for the group or an individual within the group?  Not known yet
Are there any guests in need of ADA accommodations?  Not known yet



Please provide any special requirements particular to the group.

Hotel Contact

Natalie Ford
Conference Services Manager
202.878.8595
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