2008 Indian Health Service Dental Externship Travel Information Sheet
· Download the “2008 IHS Dental Externship Application Check List” and complete the steps to apply.
· When you complete all appropriate steps on the checklist (minimum Part I), we will market your availability nationwide and sites with interest will contact you directly. You may market yourself as well by contacting externship sites listed as “Student Externship D3” job titles in the “Current Vacancies” list at www.dentist.ihs.gov  If a site offers you an externship, then you will need to accept or decline the offer. If a site offers you a JRCOSTEP Externship opportunity, then you do not need to follow any of the instructions in the rest of this document. Travel arrangements for JRCOSTEP become the responsibility of the site that selected you in JRCOSTEP (so you will need to follow their instructions they give you to arrange JRCOSTEP Travel). For all other non-JRCOSTEP opportunities you must follow the instructions in this document (that will be most of you).
· When dates of the externship have been agreed upon by you and the site, then you must complete the Student Invitational Travel Request (ITR) Form which will be sent to you when you send an e-mail to Timothy.Lozon@ihs.gov to let him know your name, name of preceptor, site that offered externship, and tentative dates of externship. (please do this immediately upon learning of your selection)  Keep the following rules in mind when arranging dates:

1. Externships are a minimum of 2 complete weeks.

2. Externships must start on a Monday and end on a Friday with travel dates generally on the Sunday before and the Friday night or Saturday following the externship.

3. Holidays should not be incorporated into the externship dates.

4. Personal business is not permitted to be incorporated into your government business travel plans for the externship. The travel order is a government travel order and cannot include any personal travel before or after the externship.
· Complete Part A of the Student ITR Form (It must be legible-we need original signatures—so faxing is not permitted) and send it to the preceptor at the site to complete Part B. Have the preceptor return the ITR to you.
· The Indian Health Service Division of Oral Health (IHS DOH) will calculate the costs involved for the proposed ITR you submit to make sure they are within the maximum travel budget of $2K per traveler. You may make lodging reservations if needed at government rate prior to travel authorization, but do not purchase an airline ticket.  Our office, in the majority of cases, will arrange travel through www.GovTrip.com . Therefore there is no mechanism in that case to reimburse travelers that purchased an airline ticket without advanced authorization from this office.
· When your pre-travel ITR is approved, IHS DOH  will send you an approval letter. Do not purchase any airline ticket or internet hotel room (reservations at no cost are okay—but internet rooms sometimes require you to prepay and it is non-refundable—avoid doing this)  purchases prior to receiving this letter.  This letter will provide you with specifics of what is approved and what you are required to provide after travel is complete. When you fulfill the post travel documentation requirements, a reimbursement check will be issued.
Travel Tips to Avoid Delays in Processing ITR and Post-Travel Reimbursement
· Traveling with fellow dental students to an externship is permitted. Each traveler will need to submit their own ITR and indicate the name of the co-traveler.
· Airline tickets must leave and return to the same city (nearest major airport to your school).
· Ground transportation costs for travel to/from your home airport are not covered.

· Costs for rental cars are not covered. Therefore, some travelers decide to drive their own vehicle. In that event we will reimburse for what an airline ticket from major airport to major airport round trip would have cost or mileage (whichever is more cost effective to the government).
· If a site does not provide housing, and or food, then lodging and food shall be covered at the government per diem rate up to the limits of the $2,000 per traveler limit. The dollar amount will be authorized prior to travel on the pre-travel authorization letter as a post externship reimbursement. 
· Any plans for personal side trips during or on weekends during the externship must be disclosed and shall be accounted for in the Official Government Travel Order. Hotel reimbursement for hotels on weekends outside the externship site county line is not authorized for reimbursement.
· If any changes in flight or length of externship covered by the Official Government Travel Order are necessary, then requests and authorization to change can only be approved by the travel authority (Dr. Lozon). Any changes in itinerary without authorization from Dr. Lozon may void the Official Government Travel Order. The Preceptor at the IHS site does not have the authority to change your travel order. Diversions or changes in flights due to weather or airline mechanical do not need approval—but must be reported at time of the post travel reimbursement request as to why the original flights were changed.
· Traveler’s with e-ticket flight arrangements must request from the gate agent or must print at the kiosk a copy of the flight invoice. This will be needed to prove you checked in and took the scheduled flights. Changes in flight due to canceled flights, weather, or mechanical problems arranged by airline without expense are permitted without authorization from the travel authority. However, such events must be reported and information about the new flights arranged must be reported so that Dr. Lozon may report it on the final travel voucher.

· Traveler’s that choose to drive their own vehicle will be reimbursed for the lesser of the cost of the airline ticket or mileage.

· Within 10 days of the end of the externship the traveler will be required to submit the following to Dr. Lozon as applicable:
· Flight Invoice from airline check-in

· Travel log noting date, miles traveled, and city for those travelers that chose to drive their own vehicle.

· Original hotel receipt

· Extern Evaluation of the experience form
· Preceptor’s evaluation of the Extern in a sealed envelope with Preceptor’s signature over the seal.

· Only expenses authorized on the Official Government Travel Order (pre-authorization letter) will be reimbursed after travel is complete.
· You will need to revisit http://www.dentist.ihs.gov/extern.cfm  within 10 days of completing travel to obtain the additional documents you need to request a reimbursement.
