Indian Health Service Dental Externship Travel Information Sheet
· Read this document “Indian Health Service Dental Externship Travel Information Sheet” prior to attempting the online externship application. The application requires you to answer questions regarding travel you will only know if you have read this document first.
· When you complete the online IHS Dental Externship Application, we will market your availability nationwide and sites with interest may 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 http://www.dentist.ihs.gov/. Last year 36 IHS sites placed externs. Not all 36 sites list their opportunities as some prefer to review the applicant pool and contact candidates they are interested in directly. If a site offers you an externship, then you will need to accept or decline the offer. Last year 1 of every 3 applicants were placed—keep this in mind before declining an offer.

· When dates of the externship have been agreed upon by you and the site, then you must send an e-mail to Timothy.Lozon@ihs.gov to let him know your name, name of preceptor, site that offered externship, and 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. 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.

· In addition to notifying Dr. Lozon that you have been selected, you should immediately notify your school’s externship coordinator of your selection. WHY? Most schools and IHS sites require a collaborative agreement between the IHS site and the school. If your school does not have such an agreement in place from previous years, then YOU will need to have these parties begin discussing the agreement immediately. This usually involves each parties attorney. This process can take considerable time as they pass the agreement back and forth. I am alerting you to address this issue immediately upon your selection to avoid disappointment if your school and the site do not workout the agreement prior to your travel date. If a current D4 attended an IHS externship the previous year, then consult with them---because the school and the site will already have an agreement in place(less work for you if you secure an externship at same site!!

· What is covered within the $2K budget per traveler?

· Airline ticket RT

· First bag cost RT if airline charges for bag

· Hotel lodging at government rate if site does not have free housing

· $39/day per diem for incidentals

· What is not covered?

· Rental Cars are not covered—so if you decide to drive instead of fly, then we can consider allowing a post travel reimbursement of what airline ticket would have cost or mileage cost(whichever is more cost effective to the Federal Government.

· When flying, we do not pay costs of a second bag. You can use your per diem to help cover that second bag expense.

· Ground transportation to and from your local major airport and airport parking are not covered.

· When a preceptor selects you, ask what the lodging/housing arrangements will be at the site. Many sites do not require hotel arrangements as the site may have housing available. If the site does not have housing (free) available, then ask the preceptor the names of some nearby hotels. You should contact any of those hotels and make a reservation requesting “government rate”. HOW DO YOU KNOW THEY ARE PROVIDING YOU WITH GOVERNMENT RATE?  Go to http://www.fedtravel.com/ and click on Per Diem. Click on the map of the US to find the daily hotel rate for that site during the time period you plan to be there. If the hotel quotes you a government rate higher than you see at that website---you must question it. Sometimes hotels confuse “State and Federal” Government Rates. If hotel will not honor the Federal Government rate, then find one that will. The rate for incidentals beyond lodging costs will be $39/day at all sites in the Indian Health Service. The total budget we adhere to for flights, lodging and incidentals is $2,000 per traveler. If for instance the cost of travel to a site costs $1,500, then the traveler does not receive an additional $500. We cover actual cost of covered items only. Rental cars are not a covered item.

· If you need to make a hotel reservation, then DO NOT secure reservations at hotels that require prepayment. Only make a reservation that can be held with your credit card and can be canceled in advance with no penalty. 

· Approximately 8 weeks prior to the planned externship travel date, Dr. Lozon will e-mail you the Invitational Travel Request Form (ITR) to complete and return no later than 5 weeks prior to your travel date. 

· DO NOT purchase your own airline ticket. The Indian Health Service purchases airline tickets through http://www.govtrip.com as required for official government travel orders. If you purchase your own airline ticket, then we do not have a mechanism to reimburse you for that airline ticket.

· AGAIN-Do not purchase any airline ticket or internet hotel room (government rate hotel reservations at no cost held with your credit card are okay—but internet rooms sometimes require you to prepay and it is non-refundable—avoid doing this)  
· When you submit the ITR, the Indian Health Service Division of Oral Health (IHS DOH) will calculate the costs involved for the proposed ITR to make sure they are within the maximum travel budget of $2K per traveler. You may want to estimate airline, government rate hotel plus tax, and $39/day per diem before submitting the ITR to stay within the $2K budget per traveler.

· When your pre-travel ITR is approved, IHS DOH (Dr. Lozon) will send you an approval letter (Travel Authorization Letter) no later than 2 weeks prior to your travel dates. Many of you are used to purchasing super saver tickets for your personal travels well in advance to obtain the cheapest fares( DON”T WORRY(We can purchase government city pair airfares on short notice and the rates are set by contract for those cities that qualify for city pair airfares. In some cases, we may need to purchase a government restricted ticket. A restricted ticket is very cost effective to stay within budget, but it is non-refundable and no changes are allowed. If changes need to occur after the ticket is booked while on a restricted ticket, then the traveler will pay the $150 service charge and any increase in fare. If we need to use a restricted ticket, then we will double check with you to make sure you are absolutely going on the trip, prior to final booking. The Travel Approval Letter will arrive via e-mail and will provide you with specifics of what is approved and what documentation you are required to provide after travel is complete. When you fulfill the post travel documentation requirements, a reimbursement direct deposit will be issued to your bank within 4-6 weeks of you signing the Travel Voucher (the airline ticket is prepaid by IHS prior to travel).

· Remember that the majority of this travel is a post travel reimbursement, we provide a travel order that will verify what is reimbursable( IHS does not provide a cash advance for invitational extern travelers.

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. When lodging is involved, sharing a room can sometimes help both to stay well within budget. Sharing lodging is encouraged.

· 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 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. Government lodging rates are listed at http://www.fedtravel.com/ under the Per Diem link. IHS can honor the daily “Federal Government” lodging rate and up to $39/day for incidentals within the overall $2,000 budget per traveler. If you find a hotel that offers a rate better than government rate, then that is acceptable also.

· 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. FOR EXAMPLE, if you drive to a site and on the weekend in between you drive back home for a wedding, then we must be informed of this personal plan. When we place you on an official government travel order you are traveling and acting on behalf off the Federal Government. Therefore, we must account for your location while on official government business. In this example, we would need to reflect Annual Leave status when you conduct personal business on the weekend in between.

· If the externship site has a change in schedule—for example, the site is closed on the Friday of your last day—then you must report that change to Dr. Lozon to discuss whether it is more cost effective to have you leave a day early or not. If you drove—then that decision is easy. If airline tickets (especially restricted tickets) are involved, we need to see if it is cost effective to make the change. The point  I am emphasizing here is to report changes when you learn of them, reporting them when you submit the post travel documentation is too late.

· 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 at Timothy.Lozon@ihs.gov and/or 301-938-8272 ). Any changes in itinerary without authorization from Dr. Lozon WILL 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 keep ALL Boarding Passes for the post travel document submission. 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. We will calculate in Travel Authorization letter you will receive 2 weeks before travel.

· Within 10 days after the end of the externship, the traveler will be required to submit the following to Dr. Lozon as applicable:

· Flight Boarding Passes from all flights taken

· Original hotel receipt with traveler’s name on it itemizing daily rate and taxes—hand written receipt is unacceptable.

· Extern Evaluation of the experience completed online—system will e-mail you the unique link to it 3 days before the end date of your externship so you can complete it while still at the site. The evaluation is only viewed by Dr. Lozon.

· Preceptor’s evaluation of the Extern completed online by the preceptor—preceptor will receive the unique link to your form via e-mail 3 days before the end of the externship. Ask them if they can complete it prior to your departure. 

· Only expenses authorized on the Official Government Travel Order (travel authorization letter) will be reimbursed after travel is complete. The travel authorization letter will provide complete instructions of what to submit within 10 days after completing travel. Please save that letter.
I realize I have repeated myself a few times on the same travel issues. From past experience I am trying to comprehensively cover the items first time government travelers may easily overlook.  Government travel requires thorough documentation before and after travel. This is required reading for the externship application. The externship application contains a quiz covering this travel information. If you are selected for an externship, you will need to reread this document again, as it will be months between the time you applied for the externship and the dates you actually travel. Thank you in advance for your attention to these important travel details.
