B. LOGISTICS AND TRAVEL 

Team Travel and Hotel Arrangements

1. Richmond Trip:  

a. Confirm team members and adults travelling to Richmond by xxxxxxx.

b. Make hotel reservations for 16-18 March for flight crew, pit crew and accompanying adults; consult with Treasurer to insure hotel prices are within budget.  Treasurer will make final commitments.

c. Reserve one eight-passenger van for flight/pit crew and arrange additional car pool rides for additional members.  

d. Contact local charter bus companies for quotes for remainder of team members  to travel to Richmond and back on 18 March.

e. Confirm team members travelling on 18 March.

2. Florida Trip:

a. Compile list of students, parents and engineers travelling to the Florida competition by xxxxxxx; post the list for each member to confirm their status by xxxxxxx. 

b. Make group airline reservations by xxxxxxxx.

c. Forward hotel reservations to Walt Disney Travel Company as soon as possible by not later than 31 January 2000. Use forms in Chap 9.  Keep copies of all forms submitted.  
d. Call Walt Disney Travel Company (407-939-7810) to confirm that they have received the reservation forms. Note the name of the person confirming and ask for a confirmation number.
e. Send deposit of $100.00 per person to arrive within 14 days of making the reservation.  Send this by certified mail with return receipt requested.

f. At least 45 days before arrival, reconfirm travel status with each member of the team.

g. Fax notification of any team changes to Walt Disney Travel not later than 30 days prior to arrival.

h. Collect $250.00 from each team traveller not later than xxxxxxx.

i. Submit final payment to Walt Disney Travel to arrive not later than 15 days prior to arrival.  Send payment by certified mail with return receipt requested. 

j. Arrange for bus transportation from school parking lot to airport for departure on 5 April.

k. Notify parents of return flight information for 9 April; parents will be responsible for making their own arrangements to pick up their students at the airport.

Logistics

1. Robot Shipping Arrangements
a. Contact interstate shipping companies (e.g. UPS, etc) to verify which ones are capable of accepting an article the size and weight of the robot.

b. Verify that a suitable shipping container is available.

c. Obtain price quotes and guaranteed delivery date; robot must be received in Richmond by xxxxxxx.

2. Additional Logistics Arrangements

a. Coordinate with management and parts/inventory subteam to get a complete list of tool boxes, spare parts boxes and other articles which must accompany the team.
b. Verify that the van/cars will have sufficient space to transport the tool and parts boxes to Richmond.

c. For travel to and from Florida, each box  should be assigned to a student traveler for transport as checked personal baggage on the aircraft.  Students transporting a box as baggage will only be able to carry one personal bag as checked baggage in addition to the team’s box.  

