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Itinerary Template Instructions for IQC Contractors
Use the following template to build the detailed RTM itinerary. This will serve as a central schedule reference for delegates and should be completed thoroughly and professionally. Contractors are responsible for populating the template with accurate and up-to-date information. A sample itinerary is included on page 3 for additional guidance on layout, content, and formatting.
Itinerary
	Day, Date – City

	Dress Code: 
Special Notes

	TIME
	Meeting/Site Visit/Activity Title – Room, Location Name, Address

	TIME
	Meeting/Site Visit/Activity Title – Room, Location Name, Address, City, State (if different than Day line)

	TIME
	Depart X to X (X-minute walk/travel time)

	TIME
	Executive Time

	09:00
	Business Briefing – Room, Location Name, Address
· 09:30 – Opening Remarks by USTDA
· 09:35 – Delegate Introductions/Presentations
· 11:00 – Matchmaking One-on-One Meetings

	Day, Date – City (continued)



Formatting & Content Guidelines:
· Contractor Responsibility: You must complete this template in accordance with the RTM itinerary and logistical plan. Cross-check all logistics, addresses, times, and transportation information.
· Header: Change to the USTDA-approved RTM banner
· Times: Use military time (24-hour format) and only include start times for each activity (do not include end times).
· Departure/Transportation Times: In italics, include departure time along with travel time and mode of transportation
· Executive Time: Any time period where the delegates will be on their own, list as “Executive Time”
· End of the day: For business days with full itineraries end them with “Depart and return to the hotel for the evening”
· City Names: Only include the city on the address line if different from the one in the Day title.
· Street Names: Spell out all words—no abbreviations (e.g., use “Street” not “St.”).
· Meals: All meals must be included and in bold (breakfast, lunch, dinner).
· New Pages: If starting a new day and only four or fewer rows remain on the page, move the new day’s itinerary to the next page to maintain clarity and consistency.
· Flight Information: For delegate arrivals/departures, include in batches by airline or time—do not list individual delegate names.
· Dress Code Reference: Use appropriate codes as listed in the Delegate Handbook (Business Formal, Business Casual, etc.).

Formatting Specifications:
· Document Margins
· Top: 1–2 inches (depending on official RTM banner size)
· Bottom: 0.5 inches (include centered page numbers)
· Left/Right: 0.5 inches
· Font: Roboto
· 12 pt for itinerary text
· 12 pt italicized for non-meeting/site visit content
· 10 pt for Dress Code and Special Notes
· 16 pt for title “Itinerary”
· Color Palette (USTDA Standards)
· Dark Blue: #002f6c
· Red: #a6192e
· Black: #000000
· Gray (Preferred Accent): #E8E8E8
· Table Properties
· Row settings: Uncheck “Allow row to break across pages”
· Cell Margins:
· Top: 0.4
· Bottom: 0.4
· Left: 0.8
· Right: 0.8
· Page Numbers: Include centered at the bottom of every page and must be in Roboto font size 12 pt

Short Sample Itinerary
	Saturday, February 7, 2026 – Washington, DC

	Dress Code: Casual

	05:40
	Delegate Flight Arrival at Washington, Dulles Airport (IAD) and Transfer to Hotel – UA 2223 from Cape Town, SA

	12:00
	Delegate Flight Arrival IAD and Transfer to Hotel – DL 533 from Atlanta, GA 
(connection from Johannesburg, SA – DL 201)

	13:35
	Delegate Flight Arrival at IAD and Transfer to Hotel – UA 8832 from Frankfurt, DE 
(connection from Nairobi, KE – UA 8730)

	15:15
	Delegate Flight Arrival at IAD and Transfer to Hotel – UA 988 from Frankfurt, DE 
(connection from Nairobi, KE – UA 8730)

	Vary
	Hotel Check-In – Westin Georgetown Hotel, 2350 M Street NW

	18:00
	Depart from the hotel lobby and walk to dinner (9-minute walk)

	18:10
	Dinner – CIRCA at Foggy Bottom, 2221 I St NW

	19:30
	Depart and return to the hotel for the evening

	Sunday, February 8, 2026 – Washington, DC

	Dress Code: Casual

	07:30
	Breakfast – Breakfast Room, Westin Georgetown Hotel, 2350 M Street NW (Available on your own via voucher until 10:00)

	10:00
	Executive Time

	12:30
	RTM Orientation and Lunch – Dupont Room, Westin Georgetown Hotel, 2350 M Street NW 

	14:00
	Executive Time

	18:00
	Depart from the hotel lobby and walk to dinner (15-minute walk)

	18:15
	Dinner – Founding Farmers DC, 1924 Pennsylvania Avenue NW

	19:35
	Depart and return to the hotel for the evening



	Monday, February 9, 2026 – Arlington, VA

	Dress Code: Business Professional

	07:30
	Breakfast – Breakfast Room, Westin Georgetown Hotel, 2350 M Street NW, Washington, DC

	08:30
	Departure from hotel lobby to USTDA (30-minute travel time on bus)

	09:00
	Meet & Greet with USTDA Leadership – USTDA Boardroom, 11th Floor, 1101 Wilson Boulevard

	09:00
	Business Briefing – USTDA Business Center, 10th Floor, 1101 Wilson Boulevard
· 09:30 – Opening Remarks by USTDA
· 09:35 – Delegate Introductions/Presentations
· 11:00 – Matchmaking One-on-One Meetings

	13:00
	Delegate Lunch – USTDA Boardroom, 11th Floor

	14:30
	U.S. Government Roundtable – USTDA Business Center, 10th Floor
· 09:30 – Opening Remarks by USTDA
· 09:35 – Delegate and Agency Introductions
· Agency Name #1
· Agency Name #2
· Agency Name #3
· Agency Name #4
· 11:00 – Moderated Discussion 

	16:00
	Depart for the Embassy (30-minute travel time on bus)

	16:30
	Embassy of the Republic of Country Site Visit – 2034 20th St NW, Washington, DC

	17:30
	Depart for dinner (30-minute travel time on bus)

	18:00
	Honorary Delegate Dinner – Bourbon Steak, 2800 Pennsylvania Avenue NW

	19:30
	Depart and walk back to the hotel for the evening (10-minute walk)






	Tuesday, February 10, 2026 – Washington, DC

	Dress Code: Business Casual with comfortable shoes
Must check out of the hotel before departure at 08:00

	07:00
	Breakfast – Breakfast Room, Westin Georgetown Hotel, 2350 M Street NW

	08:00
	Load luggage on bus and departure from the hotel lobby for Company A (30-minute travel time in bus)

	09:00
	Company A Meeting (Pending) – Suite 555, 600 14th Street

	10:15
	Depart for Company B (45-minute travel time on bus)

	11:00
	Company B Site Visit – Suite 555, 800 N Glebe Road, Arlington, VA

	12:15
	Walk to Lunch (2-minute walk)

	12:30
	Lunch – The Commentary, 801 N Glebe Road, Arlington, VA

	14:00
	Depart for Company C (30-minute travel time in bus)

	14:30
	Company C Meeting – Suite 555, 8200 Greensboro Drive, McLean. VA

	16:00
	Transport to IAD (30-minute travel time on bus)

	16:30
	Airport Arrival, Check-In, and Dinner – Washington Dulles Airport (IAD), 1 Saarinen Circle, Dulles, VA

	20:33
	Departure Flight to New York, NY – Delta (DL 522)

	22:00
	Arrival in New York, NY – John F. Kennedy International Airport (JFK)

	23:30
	Hotel Check-In – Intercontinental New York Times Square Hotel, 300 West 44 Street, New York, NY

	Wednesday, February 7, 2024 – New York, NY

	Dress Code: Business Casual with comfortable shoes and pants are required
MUST BRING PASSPORT

	08:00
	Departure from hotel lobby for Company A – Intercontinental New York Times Square Hotel, 300 West 44 Street (30-minute travel time)

	08:30
	Company A Meeting and Breakfast – Suite 512, 270 Park Avenue

	10:30
	Depart for Company B (30-minute travel time on bus)

	11:00
	Company B Meeting – 5th Floor, 400 Greenwich Street

	Wednesday, February 6, 2024 – New York, NY (continued)

	12:15
	Lunch and transport to next meeting (1-hour travel time on bus)

	13:30
	Company C Site Visit – Lobby, 1551 S Washington Ave, Piscataway, NJ 
(Passport needed for entry)
· 14:00 – Introductions and Presentation
· 14:30 – Type A Facility Tour
· 15:30 – Type B Facility Tour
· 16:30 – Wrap Discussion

	17:00
	Depart and transport to hotel (1-hour travel time on bus)

	18:00
	Arrival at Hotel and Executive Time

	19:30
	Depart from Hotel Lobby and Walk to Dinner (4-minute walk)

	19:35
	Dinner – Carmine's Times Square, 200 West 44th Street

	21:00
	Depart and return to the Hotel for the evening
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