Conference and Travel Services are All in a Day’s Work

By MaLkiA McLEoD
PusLic INFORMATION OFFICE

Let's say the Secretary of Commerce is coming to the
headquarters building and the auditorium is needed with
audiovisual support. Or maybe all of the Race and Ethnic
Advisory Committee members need transportation to the
building and meeting facilities. What if we have a new hire
coming in from across the country? What if we need to get
an employee to a foreign country to help conduct a census?

Who handles the logistics of all these events? It's all in a
day’s work for the Administrative and Customer Services
Division’s Conference and Travel Management Services
Branch, led by Elaine Russell, who has been with the 4

Census Bureau for 21 years as an accountant and project Stacia Henderson Martin runs RegOnline, an online event planning tool

manager. For the last seven years she has managed the that automates the functions associated with meeting event planning
day-to-day operations of the auditorium and conference and registration.

center, government-issued travel and corporate charge card
programs, temporary duty/international travel policies and
systems, passports/visas, transportation, and relocation.

RegOnline supports the “Go Green” initiative by eliminating
paper ling systems and data entry errors. Meeting
attendees receive automated registration con rmations by

The branch’s mission is to maintain a standard for email. The system provides reports on all data collected.
excellence in customer service by following four key Information is shared electronically through Web links. To
principles: service, attitude, consistency and teamwork. further demonstrate the commitment to enhancing meeting
During her seven years as branch chief, Russell — with a planning expertise, the conference leads are certi ed
group of both dedicated and creative sta — has developed government meeting professionals, which is the highest

a variety of innovative ways to provide quality customer certi cation available for government meeting planners.

service to not only Census Bureau employees but also to
the Census Bureau’s stakeholders. Eve nt M an ag emen

Last year Justin White, an audiovisual engineer, developed
an automated system for conference center rooms and
audiovisual equipment called the virtual Event Management
System. This Web-based software application provides

the Census Bureau with a more e cient way to schedule,
reserve and plan conferences, meetings and other events
held in the auditorium and conference center.
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“Users can search room availability, create reservations and
reserve audiovisual equipment, as well as browse event
schedules, names, dates, times and sponsors,” White said.

Elaine Russell manages the day-to-day operations of the Conference and
Travel Management Services Branch.

Here's a closer look at the Conference and Travel
Management Services Branch:

Automated Planning

Stacia Henderson Martin, a conference and travel
management specialist, implemented RegOnline in
September 2010. RegOnline is an online event-planning tool
that allows sta to automate the functions of organizing
conferences, meetings and special events.

The sta organizes and facilitates up to 20 conferences Justin White oversees audiovisual services for the auditorium,
throughout the United States and Canada on a yearly basis. The conference rooms and more.
meetings range in size and scope from 30 to 500 attendees over

. . . Continued on Page 8
multiple days with ve or more concurrent sessions.
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