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	Instructions to the Traveler


	HCRC

MINNEAPOLIS


	Program Title:
	Minneapolis- Hepatitis C Resource Center Preceptorship


	Conference Location:

Meeting Room:

Per Diem:
	Employee Education Resource Center

5445 Minnehaha Avenue South

Minneapolis, MN  55417

(located across the street from the VA Medical Center main building)

See attached map

As a VA employee, reimbursement is available for coach airfare, one or two  night’s lodging (hotels listed below) and a $46.00 per-diem to cover taxi fare and food. EXCEPTION: It is expected that staff from other HCRC’s will be funded by their respective travel offices.


	Hotel options:
	
	Sheraton/Ramada Hotel 1-800-847-6255

	
	
	Thunderbird Motel/Howard Johnson’s 1-952-854-3411

	
	
	Days Inn 1-800-329-7466

	
	
	When making your reservation, please specify the hotel near the Mall of America in Bloomington, Minnesota.



	Hotel Registration:
	Thursday, September 19th

	Optional Dinner:
	Thursday, September 19th, 2002 at  the Mall of America: 7:00pm

	Program Begins:
	Friday, September 20, 2002 at 8:00 a.m.(please be on time!)


	Program Ends:
	Friday, September 20 2002 at 4:00 p.m.


	Travel Information:
	1. Your travel clerk will need to prepare your travel authority

2. Obtain your travel authority and advance of funds

3. Obtain a traveler’s itinerary worksheet from your travel clerk

4. Please do not schedule your return flight home less than one hour following the conclusion of the program


	Funding:
	Your travel expenses will be reimbursed by the Minneapolis HCRC AFTER the program is completed.


	Lodging:


	Be sure to identify yourself as a U.S. Government employee in order to receive the reduced rate.  Standard rooms will be approximately $85-95 per night (plus tax).  Transport to the VAMC is readily available through taxi services at your hotel and will cost approximately $15-20 one-way.

Check-in time is after 3:00 p.m.  Check-out time is noon.

You may wish to bring a sweater or jacket since meeting rooms may be cold at times.  Dress will be business casual.


	Meals:
	Breakfast and lunch will be provided at the program. 


	Other considerations:


	Please be sure to keep receipts for all expenses to be submitted to your travel office upon your return!
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