
November 25, 2014 

 
 Dear Dr., 

 
Great to work with you, it’s always an honor.  I’m looking forward to seeing you in SD in 
December.  In summary, just to cover some critical points first, we’ll start the meeting in a 
conference room in the hotel at 0730 on Thursday and we’ll end the meeting on Sunday about 
1130, or just a little later perhaps, depending upon where we are and the progress made.  Again, 

note that the course begins Thursday at 0730, with registration beginning at 0715.  As also noted 
below, we plan to have registration for everyone who can make it on Wednesday evening from 7:15-8 pm 
outside of the meeting room (check with the front desk or operator as they have not assigned us a 
definitive meeting room at this time, but obviously will have by then).  
  
Also, please note this letter is the governing document, NOT the front desk or any other source.  I 
have to open meeting rooms in advance of meeting start times and often ask the hotel to keep 
rooms open after meetings end.  Therefore, going by their times can be misleading; the times for 
the actual meeting will be noted here, not elsewhere. 
  
Greetings!  I look forward to working with you in San Diego and hope to help you pass this challenging 
examination.  This is a mandatory letter for all attending the San Diego ITE/Written-MOCA Board 
Review course.  With all due respect intended, please read it thoroughly before calling to ask the very 
same questions which are answered here.  We are happy to answer your questions but, like you, believe 
in maximum efficiency.  Often I am working on Big or MOCA Blue or something else and get a get a call 
with questions which are very well-covered below.  In this way, such calls take away from what you are 
paying me to do—to work hard on books and course content and to help focus you on Boards.  By all 
means call if you have further questions which are not answered below.  I always enjoy talking and 
strategizing but please read this communication very carefully as it will answer almost all of the basic, 
logistical questions you have.    
  
I'm looking forward to working with you  in preparation for the Written- MOCA examination at the San 
Diego Town and Country Resort December 4-7, 2015. The address is 500 Hotel Circle North, San Diego, 
California 92108.  For those flying into the meeting, the closest airport is the San Diego International 
Airport Charles Lindberg Field.  This letter will go over the details of the meeting.  The cost is $1055 for 
staff and $805 for residents(this does not include the cost of the hotel, which is extra).   Please bring proof 
of payment (credit card statement, cancelled check, receipt, etc.) as sometimes this is useful.  In addition, 
if you are coming as a resident we need proof of resident status in the form of a letter from your 
trainingprogram with current dates and on Departmental stationary.  Please bring this with you to the 
meeting.  If this is not available, we cannot extend the resident rate.  Please note that training program 
letter must note you specifically as a resident and must be dated, signed, and have contact information 
(phone number) in the letterhead.   If you are driving, please call the hotel for further instructions 
(number listed below).  If we have been able to get specific ground information of importance, it is 
attached.  If we have been unable to do so, it is not.  Read this communication carefully!!!  
  
We are now putting this location and details letter on the webpage (www.boardprep.com) to maximize 
efficiency.  The upside is that this information will be more accessible and sooner—avoiding much 
frustration for all.  The downside is that many may be inclined to put off formal registration for the 
course.  YOU MUST FORMALLY REGISTER FOR THE COURSE AND THIS CAN BE DONE ON THE 
ORDERING-REGISTRATION AREA OF THIS WEBSITE. If you have already registered, there is no need 
to register again.  If I am sending this letter, either by ground or email, it means you are formally 
registered and/or are on the roster of the course.  For those reading this letter on the website who have 
never contacted us, please know if you show-up at the course unannounced and are not on the roster, 
materials will not be prepared for you and I simply cannot guarantee I can accommodate you at the 

http://www.boardprep.com/


meeting.  In addition, physical space may not even be available in the testing room for you and additional 
fees will be charged to print materials on the road (where such printing triples in cost).  Again, please 
formally sign-up for the course on the ordering part of the webpage at www.boardprep.com.  Once this is 
done, and you receive a confirmation note back from us, you will be on the roster and need not call or 
write to verify this.  The response email from us should be considered such verification. Please DO NOT 
REGISTER AGAIN IF YOU HAVE ALREADY REGISTERED.  THIS WILL RESULT IN DOUBLE 
CHARGES OF CREDIT CARDS, AND THE REST.  NOTE THIS LETTER COVERS BOTH THOSE WHO 
HAVE REGISTERED (NO NEED TO DO SO AGAIN) AND THOSE WHO HAVE NOT. 
  
You are not required to stay in the hotel, no standing accommodations will be made for you, and there is 
no penalty for not staying in the hotel.  However, if you stay in the hotel, as per our purchase agreement 
you are contractually bound as I am with the hotel to stay within our block of rooms.  The hotel is 
reasonably priced and very convenient and is the best way to go.  So often, people staying outside seem 
to be “lost” in more ways than one—leaving early, coming late, seeming to have a different agenda.  This 
is frustrating from a coaching standpoint.  If you decide to stay in the hotel. the sleeping-meeting rate will 
be $129/night total (excluding tax) for a single room and $139/night total (excluding tax) for a double 
room.  This is a group package rate.  We have a special meeting rate and everyone staying at the hotel 
will be under the group rate I was able to negotiate.  The meeting space and some light food breaks 
before and during the meeting are tied to the group sleeping room rate.  I must emphasize again that 
everyone staying in the hotels must be under these group rates.  Again, the hotel will not be taking your 
individual reservations and these must come through my assistant to them. In the name of fairness to 
all and by contract with the hotel, please know that if you are staying in the hotel, but are not in the 
block of rooms, either intentionally or unintentionally, you will be placed in the block and charged 
the differenceeither by the hotel or by us.  Again, in the name of fairness and by contract, there will be 
no exceptions.  Let’s avoid this annoying and embarrassing situation for all. 
  
It is not necessary to call our hotel line if you don’t desire to stay in the hotel but if you do desire to get a 
room, the hotel has requested that we submit a "rooming list".  Once you leave this information on our 
line, we will be responsible for transmitting it to the hotel and you will check this transmission the week 
of the meeting.  The purpose of this is to ensure that individuals staying in the hotel are under our "block 
of rooms".  This is very important, so our group gets proper credit if you stay in the hotel.  Please register 
for the hotel by calling 319-338-7800 or by going on to the webpage and doing this under “Ordering” 
or “Courses/Dates”.  It is important that you use this line if you choose to call.  Things can get very 
confused if you do not.  The hotel will not be taking your individual reservations and these must come 
through my assistant. Our contact at the hotel will be Ms. Kristin Warnken.  She will not be taking 

reservations but will be taking only emergency type calls regarding the hotel, for example if I am in 
transit and cannot answer these queries.  Try as hard as possible to get your confirmation number 
through the reservation desk at the hotel as this is obviously not the primary task of our hotel contact 
person and she does not have immediate access to this information.  In other words she is really available 
only for emergency situations.  It is best to get your actual confirmation number through the reservation 
desk at the hotel the week of the meeting.  Note that the "cut-off date" for the hotel (the date you need 
the information requested below to us) is November 25, 2014. 
  
It is important however, that you have an actual confirmation number in hand before arriving at the 
hotel, for your peace of mind as well as for mine.  We don't often get this back from the hotel until it is too 
late to call everyone. Therefore, I propose the following: 
1.  Leave the information exactly as requested at the bottom of this letter on my hotel information line as 
soon as you can so you can be placed into the block of rooms.  This is a secure line.  You can leave your 
credit card information.  Please do so. 
2.  One week before the meeting, call the hotel reservation desk and ask for your confirmation number. 
For this purpose of confirming your reservation, please call 619-291-7131 Hotel.  Ms. Kristin Warnken 
can be reached at the sales office at 619-297-6006.   
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3.  If there is confusion, contact the hotel contact person noted in the paragraph above. 
4.  If the hotel contact person, cannot help you or indicates a problem call me.  For this purpose, call 319-
338-7800.   However, if we do not get back to you within 24-36 hours call 319-337-3700. 
5.  THIS IS IMPORTANT:  Once you leave your credit card information with us and a reservation is 
made for you, the hotel will charge your credit card if your reservation is changed (for example, come in 
a day later) or cancelled (for example, switch to another meeting or do not come at all).  Once you leave 
your hotel information it is very important that any changes in your plans are known to us (for purposes 
of planning the meeting) as well as the hotel itself for purposes of reservation changes to your hotel room.  
It is also possible that somehow your information could be miscommunicated by us to the hotel or 
entered improperly by them--yet another reason to review this information directly with the hotel.  In 
other words, one week before the meeting you need to be interacting with the hotel on your confirmation 
number, etc., just as if I were not involved in this process, and as if you had made the reservation 
yourself.  Specifically, hotels generally have 24-72 hour cancellation policies.  If these are not followed, 
they will charge the first nights room rate.  They do this because if they are in a sold-out condition, they 
figure such a cancellation costs them money.  If there are any questions about this situation, please call us.  
I am trying to be as specific as possible on this point.  On one occasion in the past, a very nice person left 
all of her information but at the last minute changed her plans without calling the hotel.  The first nights 
room charge appeared on her credit card and she was upset.  We were NOT able to get it overturned.  
Again, it is very important that you have a confirmation number and that you contact the hotel regarding 
confirmation as well as changes, just as you would in the situation of personal travel.  I hope this is clear.  
Again, if not please call. 
6.  Just to UNDERLINE and EMPHASIZE, once you leave your cc information and then either change 
dates and/or cities, or anything else about that reservation, DO NOT come back to us if you don’t get 
cancellation numbers directly from the hotel, for there is very little we can do.  BE VERY PROACTIVE, 
get names, dates, and especially CANCELLATION NUMBERS DIRECTLY from ANY hotel.  Ultimately, 
this is YOUR responsibility, NOT OURS.  You must call THEM with ANY changes, ANY cancellation, 
and YOU must get directly and very strongly involved TO DOCUMENT THE PROBLEM AND HAVE 
THE definite information—A CANCELLATION NUMBER DIRECTLY FROM THE HOTEL ITSELF.  This 
is by contract with the hotel, your involvement.  My hands are tied—they have heard every possible 
excuse, they hear it every day:  “I called someone and they said they would take care of it. . . I told a 
secretary, and they reassured me. . I spoke directly with Dr. Jensen himself and he told me he would take 
care of it, .etc., etc., etc.”  YOU MUST HAVE A CANCELLATION number for ANY changes, 
cancellations, alteration, etc., and this must come NOT FROM US but FROM THE HOTEL ITSELF.  If 
there is ANY question whatsoever you have about this, please call the contact person in the hotel, for it is 
their policy and my role is to clearly inform you—BY MY CONTRACT WITH THEM.  I CANNOT 
COVER ROOMS OTHER THAN MY OWN. . . I ALWAYS GET CANCELLATION NUMBERS, SO MUST 
YOU.  I ALWAYS CHECK AND DOUBLE CHECK, SO MUST YOU. Call the hotel with any questions.  
EVERYONE must be very clear on the rules of the road in this respect.  The very same points can be 
made about confirmation numbers, too, sofollow the instructions precisely and there will not be 
problems.  If there is deviation, however, you must ultimately accept responsibility.  I hate to sound 
punitive but must be definitive in order to inform and therefore ultimatelyprotect you.  I don’t want a 
misunderstanding, and the very best way to prevent one is to assign ultimate responsibility where it 
ultimately must be, namely with you as the guest paying for the hotel room. 
7.  When you arrive at the hotel don’t forget to bring your confirmation number, this letter, and the name 
of the person(s) with whom you re-confirmed the rate, dates, and special requests from your earlier call 
to the hotel.  This will help avoid rate or date surprises that can occur for a number of silly reasons 
(typos,failure to update this letter properly, etc.)  It there are any issues related to the dates, type of room, 
rate being paid for it, or its adequacy these obviously must be addressed before and not after the fact of 
sleeping in the room and/or staying in the hotel and the earlier the better.  Most often, please know, 
hotels will not guarantee certain types of rooms, but if at all possible will meet the requests we convey to 
them.   



8.  In the final analysis, I’m a intermediate between you and the hotel and all pertinent issues related to 
dates, rates,  circumstances, and any special needs you might have must be confirmed and re-confirmed 
directly with the hotel.  Ultimately, the responsibility for doing so must lie with you.      
  
Now that you are an expert in hotels, let's turn to the reason you may need one--passing the Written 
Boards!  I think I may be able to help you.  The goal of the course is to give you the critical edge to pass 
the exam.  The program is question and answer based and will cover several hundred questions over a 
four-day period.  All programs are question and answer based but the content is different.  All programs 
cover the big territory you need for this exam and do so in an organized, systematic, and topical fashion.  
The questions we'll cover come from several good sources, and are Board like in nature.  
  
The times of the meeting will be from 0730-1600. This will get us in, get us doing more than at any other 
course, and get us home to get reviewing and working hard to make the night a study success.  So the 
meeting will begin at 0700 on Thursday at the San Diego Town and Country hotel.  The hotel will have 
the specific room location, so please check with them for this.  The meeting will end Sunday at noon so 
we can all get home and get ready for Monday.  We plan to have registration for everyone who can make 
it from 7:15-8:00 pm (1915-2000) on Wednesday early evening and from 0715-0800 on Thursday morning.  
Try to register on Wednesday if possible as it speeds things along on Thursday.  At 0800 on Thursday 
we'll start with Test #1.  The front desk can direct you.  
  
The course will be question and answer based.  The questions come from several sources and many are 
under United States copyright protection so I cannot let you keep your question books.  The laws (and 
my Chairman) mandate this.  The question books can never leave the exam room for any reason.  This 
must be understood and agreed upon before you come to the meeting.  I must be rigid on this point.  It 
seems like at every meeting one or two gentlemen (never a problem with a female on this score) cannot 
seem to get this straight.  The rules are fair and apply to everyone.  If you don't like or cannot live with 
the rules, please don't come to the meeting. 
  
The course has an excellent history of helping people pass and has received excellent reviews.  You are 
not coming to the course for questions anyway.  You are coming to test yourself against questions and to 
review highquality answers.  I have spent a great deal of time preparing a syllabus for the course with all 
of the answers carefully explained.  The content of these answers (and not the questions themselves) is 
very important.  It is far more important to learn and study all-around questions than to be obsessed with 
memorizing them.  Questions are only useful as a vehicle to identify weak areas and to review repetitive, 
crucial material. 
  
As you may know, starting in 2008 the format of the exam will slightly change.  Specifically, the exam 
will be administered on computer, the dates will differ for the ITE-Re-Qualifying exam (July) and Part 1 
of the ABA Written exam, and the exam will be made up of single best and matching (R type questions) 
but not K type (multiple choice, multiple guess) questions.   
  
For now, I’m going to get rid of some BUT NOT ALL K type questions from the course itself.   My reason 
for keeping some K type questions is I believe they keep the bar high and, in many cases, don’t force me 
to ruin an interesting and challenging question which may be of benefit to you; I just cannot see or justify 
ruining a good and challengingquestion, often making it too easy, to fit it into a single best format.  I 
desire, from a coaching standpoint and with your goal of ultimate success in mind, to have the bar a little 
higher at the course even if it means you don’t have as much of a warm and fuzzy a feeling during and 
after a test.  Further, I’ve heard this suspension of K type questions is just that, a suspension.  If the Board 
does not like the change, they will change back.  It would be a mistake, therefore, to remove all K types 
unless we know this is the direction whichwill be taken beyond July.  So let’s agree and continue as we 
always have to, “Shoot above the mark to hit the mark.”   
  



Some K types will still be used—this is the bottom line.  Ultimately, we won’t know until after the exam if 
making our course exams harder than theirs in this respect is good, but I suspect it will be.   
  
Some may be wondering about computers at the course.  We will not at this time take our exams on 
computers for cost and logistical reasons.  Even if we could manage costs I cannot imagine the nightmare 
of having a large group of people, on the road, and in a facility not equipped to deal with it experience a 
large computer system failure.  Further, at this time, the key words for the ITE-Re-Qualifying exam are 
identical to the Part 1 ABA Written so, at this time, we don’t need and won’t have separate Big Blue 
books and/or separate courses.   
  
With regard to the exam itself, the number of questions has been decreased.  Specifically, there will be 250 
questions total and 225 will be scored.  My understanding is that one won’t know which 25 questions will 
not be scored and the examinee will be asked to answer 250 questions.  The exam will be administered in 
two blocks, 125 questions in each block.  For each block, 150 minutes or 2 hours and 30 minutes (1.2 
minutes or 62 seconds/question) will be allotted.  The time to answer each question has not been 
changed.  There will a short break between blocks.  (Just so you can visualize this, which is important, if 
the exam begins at 0730 the first block will end at 1100.  Assuming a 15 minute break, it will resume at 
1115.  The second segment would then conclude at approximately 1345.)  My conclusion is that the 
shorter time will help with issues related to concentration.  Before, it was a very long day and 
concentration, of course, diminished.  In general, K type questions can be just a notch more difficult.  
Therefore, it seems to me you’ll have some small advantages and this is your year to pass this darn 
examination!  Let’s make it happen! 
  
For the MOCA examination, there are 200 questions, all single best, and all must now be answered.  The 
same time allotment is in effect, namely 1.2 minutes/question.   
  
One thing I do want to emphasize is that I have never been involved in systematic or dishonest effort to 
undermine the actual examination process.  I have never assigned numbers, for example, for people to 
remember a certain question, never been involved in any formal or informal effort to organize people to 
pool information after leaving the exam room, have never sought to obtain nor to distribute “live 
questions,” and nor have I ever engaged in any efforts along these lines.  When we use the word, 
“Remembered”, it must be understood that this means people might remember fragments of important 
topics based upon their published key words from the Board.  It does not mean I have ever asked people 
to leave the examination room and write down information to send to me, for that I have not done.  Still, 
to avoid confusion, I am and will increasingly use the words, “keyword correlated question,” as this 
more truly describes my efforts.  It will take some time to remove the word, “remembered,” entirely from 
questions but that is what I’m doing on my own to avoid misperceptions.   
  
Please know that I do not seek, nor solicit, and nor will I accept “live,” or improper questions which 
violate the purposes of the Board and as stated in my purchase agreement.  So please don’t send these to 
me.  
  
The ABA is EXTREMELY security and copyright conscious, as well they should be.  Trust me, DO NOT 
do anything at the course which would bring you anywhere close to the gun sights of the ABA.   
  
We have been able to do this for quite some time because we have adhered to these important principles.  
It is very important for you, me, and us as a team to be right and stay right with respect to the ABA, to 
respect their processes, and to be legally, morally and ethically sound. 
  
We have done this for two decades, and have done so because we do things in certaincorrect and proper 
but still very useful ways for you and many others.  Just do things how I ask and everything will be great 
and very helpful.  It is only when people step out of line that they greatly complicate things for 



themselves.  When this occurs, and it does not occur often, I cannot recall a circumstance in which the 
offendingperson did not severely regret putting themselves in such an untenable position.  Please, for 
your sake, do not do this. 
  
Also, please don’t come if you are planning to try to systematically copy questions in an extensive way.  
This obviously is not in the spirit of what is noted above and the Board must know that we are making 
any and all efforts to protect their copyrights, not creating an environment where we wink and nod when 
it comes to copying materials in anyway.  Any reasonable person would understand copying an 
occasional question, but as smart as you are you also know in your heart and in your mind when this 
crosses the line, likely if it involves copying more than about 4-5 questions a day.  No one could say 
exactly what a number would be but it surely would not be 20-25 questions a day or certainly beyond 
that.   
  
Why do people do this anyway?  The questions change, so it makes no sense at all.  Spend time reviewing 
the relevant content, underlining, cerebrating,cogitating, not obsessively sitting there copying questions 
for long periods like a third grader would do.  Your very bright, so please act like it—with some 
confidence in yourself and your past success.  I just think this is a cop out and it re-enforces every bad 
thing some people say about me and my program,too—that I somehow seek to create an unfair 
advantage through borderline practices.  I just don’t agree, and know in my own heart I’m about learning 
information and about learning study processes and techniques which lead to improvement rather than 
creating an environment where intellectual property rights are somehow at risk.           
  
This having been said, the course has an excellent history of helping people pass and has received 
excellent reviews.  You are not coming to the course for questions anyway.  You are coming to test 
yourself against questions and to review high quality answers.  I have spent a great deal of time 
preparing a syllabus for the course with all of the answers carefully explained.  The content of these 
answers (and not the questions themselves) is very important.  It is far more important to learn and study 
all-around question topics than to be obsessed with memorizing them.  Questions are only useful as a 
vehicle to identify weak areas- to review repetitive, crucial material of the type which has been tested and 
is likely to be tested again. 
  
The course I attended for Boards was taught in a wonderful place, it had a verydistinguished faculty 
whose individual much less collective accomplishmentsfar, far exceed mine, and they did their very best, 
fine people that they are.  However, in the final analysis, there was a critical lack of focus upon the core 
elements of the exam and this led to, frankly, poor training; I was clueless with respect to what was likely 
to be tested, and I paid the price with virtually no score improvement from that extensive and expensive 
effort.  Recently I heard the very same thing about a new, and highly touted program:  “The instructors 
are nice, they try hard, but it was a big waste of time (and money).”  “The future is unknowable, but the 
past should give us hope.”  (Churchill)  I can definitely say that while, for example, I would like to 
change all K types with a snap of my fingers based upon the past, what we know, and what I continue to 
hear the course is increasingly good, increasingly focused, increasingly efficient, and increasingly likely to 
lead to significant and sometimes decisive score improvement.  So, while I’m not perfect and neither is 
the course, it is “increasingly clean, increasingly refined and good.”  Sometimes, in fact, this can lead to 
some frustration as some would love to argue and discuss answers for hours, speculating, pontificating, 
and jabbering back and forth.  However, if I have done my job like I like to do, I should anticipate much 
of this and have answered your concerns before such time-wasting arguments break out.  This is one way 
I measure myself, “How much time was wasted?”   
  
The reason this is so important is that you need time, significant time, at night to put all of this focused 
and valuable material together.  This means, when possible, we should start early, avoid inefficiencies, 
get out work done, and get you out of the examroom to a quiet location to put the massive amount of 
material together and to learn it cold.   



  
I have wondered for a long time why the program works.  I am not entirely sure, but I have some views.  
The course forces a discipline.  It is tough for you not to score better at times, frustrating for you and for 
sure, but in going through this process honed now over nearly two decades we cover a massive amount 
of focused material likely to be tested, and we do so very efficiently compared to any other course and 
any other format.  I constantly evaluate whether the concepts tested are still valid, and how likely they 
are to be tested.  I make lists, I ponder possibilities, I do follow-up on contentious areas, I tweak questions 
and answers, I talk to real experts when I cannot find textbook support, and inother ways I try to 
maximize our time and focus like a laser beam upon examcontent.   
  
I look forward to a focused and memorable meeting.  I'll do my best and I know you will support me and 
cooperate with me.  Let's work hard together and get this exam behind you.  The difference between 
victory and defeat is indeed often a narrow one.  Let's push hard, with a relentless focus upon what we 
need to know.  Onward to Sweet Victory! 
  
Niels F. Jensen, M.D. 
“Training the Best to be Their Best” 
  

Additional points and reiteration 
1.  If you plan to come to the meeting and desire to stay in the hotel please call 319-338-7800 or register 
on-line.  Please don’t call any other number for questions or issues regarding the hotel—this is for your 
protection.  If you do plan to stay in the meeting hotel, please read and verbally communicate the 
information requested on the bottom of this form.  If you are coming but don't plan to stay in the hotel, 
simply register on-line and we’ll see you there.  
  
2.  If you have not paid for the course, please do so on the ordering part of the website today.  I strongly 
prefer a check at the meeting if you choose to delay payment untilthen as Visa, Mastercard, and 
American Express don't have a thing to teach you about Written Board examination content or 
technique and don't deserve to paid like they do.  On the other hand, I realize emergencies occur and 
plastic is sometimes mandatory.  If so, so be it but I really would like to minimize this if possible.  
  
3.  Call the hotel operator when you check into the hotel and ask which meeting room we will be in on 
Thursday.  Sometimes participants sit in their room orcall my room after the meeting has started.  I 
obviously will not be in my room, I'll be at the meeting so call the hotel operator for this information. 
  
4.  Make sure you understand when and where you are going and leave a tentative arrival time when you 
call us.  Do not go to the wrong hotel!  The correct hotel for this meeting is contained in the first 
paragraph of this letter.  The usual "cutoff" time for making a hotel reservation is 3-4 weeks before the 
meeting so we need to have our rooming list in to them before then.  Do not contact the hotel, trying to 
get a cheaper rate outside the meeting.  As I noted, the sleeping rate and meeting room rental are linked.  
  
5.  Please let me know if you are having any problems at the course.  I can do something about them 
there.  I will try very hard to fix the problem!  My heart always drops when I read an evaluation after a 
weekend of hard work which is less than excellent.  Let me know what is bothering you, if anything is.  
Winning is the bottom line--the only bottom line I care about. 

!!!!!Hotel Report!!!!! 
Hotel Info for those planning to stay in the meeting hotel:  Please call 319-338-7800 ASAP or register 

for the hotel on-line. 
Name:     Meeting place and date of meeting: 
(Please call me if you cannot come to the meeting or need to reschedule for anothercity): 
Your telephone number including area code in case we have questions: 
  



Which meeting are you calling about?  Specify the city and date? 
Are you planning on staying in the meeting hotel? 
What is your arrival time? 
What are the specific dates of check-in and check-out? 
Do you require a smoking or non-smoking room, single or double? 
  
What is your credit card number?  (I still desire a check, but hotels require this to hold a room.  If you 
cancel and let them know a day or so before arrival they will not charge you.) 
  
#______________________________________exp date___________________ 
Call 319-338-7800 to report this information.  Speak slowly and clearly.  If the cut-off date for the hotel is 
passed, I cannot guarantee what room rate you will get or whether a room in the hotel will be available.  
The usual cutoff date is three weeks before the meeting.  Please get this information back to me quickly.  
Space is tight in the hotel at this time.  Please us call ASAP or register on-line! 

 


