Pre-Arrival Information for the MC3 Conference in Cape Town
1. General Information:  The ICASS Management Counselor/Council Chair (MC3) Conference will be held in Cape Town, South Africa 5/13/07 – 5/16/07.  The workshop begins Tuesday evening, May 13th with a working dinner and runs through late afternoon on Friday, May 16th.  Lodging will be at the Hôtel Le Vendôme.  Please ensure that you make your travel arrangements to allow for arrival in Cape Town no later than the afternoon of Tuesday, May 13th.  
Please address any correspondence concerning the workshop to the ICASS Service Center (icassservicecenter@state.gov).  Susie Phillips or Bob Braganza will get back to you.  Participants are encouraged to visit the U.S. Consulate in Cape Town website for the most up-to-date security information, http://capetown.state.gov/.
2. Registration:  Participants are requested to fill out the attached registration form and send it directly to the ISC (attention:  Susie Phillips – phillipssk@state.gov).  The ISC will coordinate with Consulate Cape Town.  Please provide the registration form by Friday, April 11th to the ISC (icassservicecenter@state.gov) .  
3. Hotel information:

Hôtel Le Vendôme 
20 London Road

Sea Point

Cape Town, South Africa 
8005

tel     : 27-21-430 1200

fax    : 27-21-430 1500 
Website:  http://www.le-vendome.co.za/main.jsp

The Consulate has block-reserved lodging at the Hôtel Le Vendôme.  The ISC will coordinate the room reservations with post, including attendance by spouses and significant others.  Individuals should not make their own hotel reservations.  Payment for the hotel room will be the responsibility of the ISC via a contract set up by Consulate Cape Town with the hotel.  Each participant will need to check in at the hotel and provide a credit card for his or her room miscellaneous expenses.  Double occupancy rooms cost an additional 400 rands (approximately $51 USD) and must be covered by the participant.  If your children are attending the conference, please let the ISC know; rollaway beds for children are provided at no extra charge.  Breakfast is included in the hotel room rate.  Internet access fees are not included in the cost of the room; however, a control room will be available with free internet access.
4. Visas:   Visas are not required for entry into South Africa for US passport holders.  
5. Arrival and departure information:  Post has arranged for CitiHopper, a local transportation company based at the airport, to provide transfer services between the airport and the hotel.  A representative from CitiHopper will wait in the arrivals section of the airport with name placards or the name of the conference.  Participants will pay CitiHopper upon arrival at the hotel.  Cost is an estimate of $20USD (R150), however, we are working with post on negotiating the rate with CitiHopper. On the registration, please indicate if you will need “meet and assist” service.  

6. Travel Authorizations, Per Diem,  & Travel Vouchers:  

We ask each post to prepare TAs for participants. Fiscal coding will be provided to each participant once registration forms are received in the ISC.  Once the TAs are complete, please send a scanned version, if possible,  to the icassservicecenter@state.gov, phillipssk@state.gov or fax a copy to 202-663-3275.  TAs must be submitted to the ISC by April 30, 2008.  If travel authorizations are not received by the time travel commences, travel funds may be cancelled.  

When making travel plans, please note that the conference begins with a cocktail reception with appetizers (cash bar) followed by a working dinner Tuesday, May 13th. We realize that due to available flights, travel dates will vary.  Please arrive by Tuesday evening.  If this is not possible due to flights then please let the ISC know.    

The current per diem rate in Cape Town is $104 for M&IE.  Dinner will be provided on the evening of May 13th; therefore the adjusted per diem rate will be $63 ($104 minus $41).  Lunch on the full conference days is included in the hotel contract, therefore the adjusted per diem rate will be $78 ($104 minus $26) for May 14th, 15th and 16th.  Please be advised that both alcoholic and non-alcoholic beverages can be quite expensive.  
When completing travel vouchers, we ask that you please remember to reduce your per diem for the meals that were provided by the conference (one working dinner and three working lunches) .  In addition, we ask that you please fax a copy of your completed travel voucher after you return to post to the ICASS Service Center at 202-663-3275 or e-mail a copy to ICASSServiceCenter@state.gov for our records.  

7. Currency:     ATMs are available in the airports, at the Consulate, at most hotels, and at many locations throughout the city.  The current exchange rate is approximately 7.9 South African rand to one dollar.

8. Country Clearance:  The ISC will submit a blanket country-clearance request on behalf of the MC3 participants (using the data submitted on the registration form as well as what is requested in the attached e-mail regarding ECC required information).  The ISC will send the cable from Cape Town granting country clearance to each post.
9. Dress:  Business casual. 

10. Control Room:  A control room will be available for internet access and phone calls.   Staff will be available to confirm travel plans (times of availability to be announced at the conference).
11. Optional Social Activity:  There will be an optional social activity – Sunset Cruise – Capetown Waterfront - on Wednesday evening, May 14th.  Cost is approximately $25/per person.  However, post is, currently, finalizing the details about this social activity. 

12. Consulate Cape Town contact information: 

Telephone:
27 21 702 7300  
Fax:

27 21 702 7429
Street Address: 2 Reddam Ave,
                        Westlake
                        Cape Town, South Africa 
7945

13. Please address any correspondence concerning the workshop to the ICASS Service Center (icassservicecenter@state.gov).  Please remember to return the conference registration form and survey by Friday, April 11th.  Thank you.
