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My travel dates will be June 9-June 11.

Thanks

Raye Reynolde

Kaye Reynolds, DrPH

Deputy Director

Fort Bend County Health & Human Services
ALF Senior Fellow, Medical Class 5

4520 Reading Road, Ste A-100

Rosenberg, TX 77471

(281) 238-3519 - office

(281) 238-3355 — fax
Kaye.Reynolds@fortbendcountytx.gov

“If you would hit the mark, you must aim a little above it;
Every arrow that flies feels the attraction of earth.”

— Henry Wadsworth L ongfellow, In the Harbor

HEALTH & HupMAN SERVICES

From: Rosa Riley <Rosa.Riley@apha.org>
Sent: Thursday, April 18, 2019 2:36 PM

To: Affiliateaffairs <affiliateaffairs@apha.org>
Cc: Rosa Riley <Rosa.Riley@apha.org>
Subject: CoA Midyear Meeting Travel

CAUTION: This email originated from outside of the organization. Do not click links or open
attachments unless you recognize the sender and know the content is safe.

Dear Council of Affiliate Member:

Please use the attached instructions to make your travel arrangements for the CoA mid-year
meeting using the Concur travel reservation website. APHA will book your hotel reservations. As
areminder, the meeting will begin at 1:00 pm on June 9 and conclude at 5:00 pm on June 10.
CoA representatives may extend their stay through June 11 in order to participate in a confirmed
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Welcome to APHA’s Official Travel Portal!

We have provided a step-by-step guide to book your travel seamlessly for an approved APHA related
event. This guide will show you how to update your profile and complete all necessary details and show
you how to find the most cost effective flight for your meeting. If you have any questions in regards to
the travel process, please contact your staff liaison.

Terminology and Symbols

Term Definition
This is a restricted ticket. This ticket does not include advanced seat selection.

Basic Economy Fare Note: advanced seat purchases are not covered by APHA.

This ticket allows advanced seat selection. Note: advanced seat purchases are
not covered by APHA.

This is a warning that your flight is outside of APHA’s Travel Policy. Please explain
why you are choosing a flight outside of APHA’s Travel Policy. This flight will

require approval from APHA staff.

Economy Fare

This fare is within APHA’s Travel Policy, if you decide not to choose the lowest
available fare.

o This fare has more information that you should read.
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APHA'’s Travel Policy

The following travel policy and procedures are used to assist travelers on behalf of the Association.
Please review this document in its entirety prior to traveling. If you have any questions, contact the
Staff Liaison for your meeting.

All travel arrangements must be made through the official APHA Travel Agency, Direct Travel.

Before booking any tickets, you will be required to provide your date of birth and name as it appears
on your driver’s license or government ID.

Travelers must book a flight a minimum of 21 days before the scheduled meeting. No tickets should be
booked less than 21 days in advance of travel without prior approval from your Staff Liaison.

Lowest Available Fare
The APHA Travel Agency will always attempt to book the lowest available fare. Please note:

e If the traveler would like to extend his/her trip for personal travel, your flight must be approved by
your Staff Liaison.

e |f the traveler is requesting a flight that is more than $150 above the lowest available fare, the
traveler must get approval from the Staff Liaison or pay the difference. If paying the difference, the
traveler will reimburse APHA within 30 days of booking by either personal check or credit card.

e If the traveler has any concerns, he/she should contact the Staff Liaison for his/her event before
booking a ticket.

Federal Grant Funded Travel
Any staff, members or invited guests who are traveling using federal funds are subject to the provisions
of both the APHA Travel Policy and the U.S. Federal Government’s Travel Policy at

https://www.usa.gov/travel-for-federal-employees. It is a federal requirement that we follow this policy
when using federal funds.

Traveling from a Location Other than Home

If you are traveling from a location other than home, please be aware that APHA will cover only the cost
of the trip from your home to your destination and back to your home. Any additional costs will be the
responsibility of the traveler.

International Travel

For international travel, APHA recommends economy class fares. For flights over 6 hours in duration,
economy plus fares (if available) can be approved. Business class fares can only be booked with approval
by the Staff Liaison. If a traveler selects a flight that is more than $150 over the lowest available
economy plus fare, he/she will pay the difference to APHA within 30 days of booking by either personal
check or credit card.
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Changes and Cancellations

If a ticket is cancelled or changed after the ticket has been issued, the traveler will be responsible for any
additional charges incurred. If a traveler needs to cancel a ticket, he/she must notify the Staff Liaison
and contact the airline immediately.

Non-Refundable Tickets

If cancellation of a non-refundable ticket is due to a medical emergency, the traveler should send a
refund request to the airline along with supporting documentation as airlines occasionally consider
mitigating circumstances.

Transportation to and from the Airport

Travelers are encouraged to use the most cost-effective transportation available (including shuttle
service and mass transit). Receipt must be submitted with a Travel Expense Reimbursement Form. No
receipt is required for subway or bus usage claimed on the form. APHA will reimburse for ground
transportation to and from the airport. Whenever possible, taxis and ride sharing (Uber & Lyft) should
be shared to reduce costs.

Train Transportation
All rail transportation must be booked in the lowest available fare class. All other requests must be
approved by your Staff Liaison.

Vehicle Use
Personal vehicles may be used in lieu of air or train transportation. The traveler must receive approval
from his/her Staff Liaison if they plan to use a personal vehicle.

In instances where staff must travel to remote areas where a car is necessary, approval must be
requested in advance.

Travel Reimbursement

To obtain reimbursement, complete the APHA Travel Expense Reimbursement form and include original
receipts. Submit your form and receipts to your APHA Staff Liaison within 30 days of travel. In the
absence of original receipts, traveler must provide a letter with travel dates and amount.

e APHA will reimburse the cost of one checked bag for a meeting less than three days. For any
meeting in excess of three days, APHA will reimburse up to two checked bags, not to exceed the
maximum weight listed by the airline per item.

e APHA will reimburse mileage and parking to and from the airport. Traveler must include a map
(googlemap, mapquest, etc.). Reimbursement is based on the current federal government
reimbursement rate_found at https://www.gsa.gov/travel/plan-book/transportation-airfare-
rates-pov-rates-etc/privately-owned-vehicle-pov-mileage-reimbursement-rates.

e APHA will not reimburse the traveler for expenses incurred for family/guest travel.

Accessibility Reimbursement

For staff and volunteers with mobility disabilities, APHA will reimburse for taxi fares between official
APHA Meeting properties. Submit all receipts to APHA (c/o Conventions Dept., 800 | St., NW,
Washington, DC 20001) no later than one month after the meeting date.
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Meal Reimbursement
For each day in travel status, APHA will pay a per diem based on the current U.S. General Service
Administration Meals and Incidental (M&IE) rate. For more information, visit www.gsa.gov/mie.

Lodging Reimbursement

Travelers should make every effort to obtain reasonable hotel rates when traveling on APHA business.
APHA does not pay for lodging for participants who live in the same area where the meeting is being
held without prior approval from the Staff Liaison.

Meeting Reimbursement

APHA policy prohibits Association reimbursement to members for meeting registration fees and
associated expenses. This policy applies to all members, including elected officers, program participants,
and members of boards and committees.
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Registration

If you already have an account in the Concur system with APHA, please sign in:
https://www.concursolutions.com/nui/signin

If you do not have an account in the Concur system with APHA, please register:
https://www.concursolutions.com/registration/register form.asp?regcode=APHA837

Note: All new registered accounts are subject to APHA approval. If your account is rejected, please
contact your staff liaison to make sure you have been approved for travel.

If you are not sure you have an account, please contact your staff liaison or follow the below
instructions.

APHA Committee & Board Members

1. Go to http://www.concursolutions.com/ to get to the Sign In page

2. Click on “Forgot your password?” and reset your password using the following email format:
firstname.lastname@aphatravel.org
a. Click on “Send me an email with a link to reset my password”
b. Please check your Spam inbox

3. Youshould be logged in once you reset your password. If not, log back into Concur at the URL
above.

If you are having trouble logging into your account or forgot your email login, please contact your staff
liaison.

Staff Only
If you already had a profile in the portal prior to 2019, please follow these steps to set up your new
account in Concur. If Conventions booked your Annual Meeting travel, you already have a profile.

1. Go to http://www.concursolutions.com/ to get to the Sign In page

2. Click on “Forgot your password?” and reset your password using the same email address used in
MacNair (should be your APHA email)
a. Note: all users must reset your password
b. Click on “Send me an email with a link to reset my password”

3. You should be logged in once you reset your password. If not, log back into Concur at the URL
above.
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Updating Your Profile

This step is required. The system will not let you start booking travel if this step is not yet completed.

1. To the top right corner of the page, click on “Profile” and “Profile Settings”
a. Click on “Personal Information” — this is the only profile option you need to update
b. Note: you must update your profile the first time you log in to this system. There are
additional fields that this system requires that MacNair’s old system did not (for
example middle name is now required. Please add the required phone numbers.)

2. Not all of your Airline rewards numbers have copied over from the previous system. Please take
some time to update this information. Click on “Add a Program” on the Frequent Traveler

Programs section.

3. Click “Save” at the bottom of this page (you don’t have to save after each section). You're all
set!
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Booking Your Flight

1. At the top of your screen, click on “Travel”

2. Enter in your details as you would with any flight search. Note: DCA is the closest airport to the

APHA Office and is the preferred destination airport.

... Booking for myself | Book for a guest

Hh &

ATTENTION - PLEASE READ

PLEASE BE AWARE THAT AMERICAMN B-FARES, DELTA
E-FARES AND UNITED M-FARES CANNOT BE CHANGED
OR REFUNDED, DO NOT ALLOW SEAT SELECTION, MO
UPGRADES, NO CERTAIN FREQUENT FLYER
MEMBERSHIP BENEFITS, AND MO CHECKED OR FULL
SIZED CARRYON BAG.

Mixed Flight/Train Search

| Round Trip | One Way Multi Gity |

From @
| LA&¥ - Los Angeles Intl Airport - Los Angeles, CA
Find an sirport | Select muliple sirports:

To@
| DGCA - Washington D.C. Ronald Reagan Mational Airport - Wa |
Find an sirport | Select muliple sirports

Depart
|Foan72018 || depart v || 0:00am v |[+4 v |

~

Return
| 04r19i2018 || depart v || 0300pm v ||z4 ¥|

~

Class Search by
| Eccnomy class b || Schedule ¥ |

|| Specify a carrier @

3. You can select to choose your flight by Fare or by Schedule above “ATTENTION — PLEASE READ”
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LOS ANGELES, CA TO WASHINGTON, DC Showas | USD v |
WED, APR 17 - FRI, APR 19

Hide matrix  Print / Email

Foo . .

=N i LN A &3 etBliue
All United Southwest American Delta Alaska JetBlue
559 results Airlines Airlines
MNonstop _ _ 723.23 588.60 _ _
3 results 2 results 1 results
1 stop 314.00 380.00 389.00 423.99 716.20 783.01
344 results 207 results 30 results 69 results 36 results 1 results 1 results
2 stops - 398.20 393.20 - B -
12 results 3 results 9 results

Shop by Fares Shop by Schedule

ATTENTION - PLEASE READ

PLEASE BE AWARE THAT AMERICAN B-FARES, DELTA E-FARES AND UNITED N-FARES CANNOT
BE CHANGED OR REFUNDED, DO NOT ALLOW SEAT SELECTION, NO UPGRADES, NG CERTAIN

FREQUENT FLYER MEMBERSHIP BENEFITS, AND NO CHECKED CR FULL SIZED CARRYCN BAG.
Please click on "Show Details” to check the type of fare, and "View mere fares” to see other fare options,
if desired.

4. Please read all warnings and notes (symbols explained above under Terminology and Symbols).

5. If the flight you select has the option to “View Fares”, select it and you will need to choose
either the Basic Economy or Economy option.
a. Note: Learn more about Basic Economy vs Economy fares under Terminology and
Symbols

07:00a LAX - 07:00p DCA 1 stop ORD 9h 00m $314.00

N United’ -
06:03p DCA € 12:20a LAX 1 stop SFO 9h 17m o

T United 3490 operated by REPUBLIC AIRLINES DBA UNITED EXPRESS

Least Cost Logical Fare Hide all details ~
DEPART X Wed, Apr 17 — Los Angeles, CA to Washington, DC / 2h 57m layover in Chicago, IL Flight details
RETURN ¥ Fri, Apr 19 — Washington, DC to Los Angeles, CA / 1h 34m layover in San Francisco, Flight details

CA
Fare Options Free Checked Bags Refundable

Basic Economy or Econl1stBagChargeMoChange (M) o
Rules Benefits/Services L No o $314.00

Economy (G, G, L, L) 5
Rules Benefits/Services 0 No ° $384 .00

6. Choose the best option for your travel that adheres to APHA’s Travel Policy, above.
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a. Note: All flights booked outside of APHA’s travel policy will automatically require

approval.

b. Tip: Search for your flight using Google Flights prior to selecting your flight in Concur.
The Concur travel system does not display all flights available. You can update the filters
and settings of your flight on the left hand navigation bar to find your preferred flight.

7. Once you select your flight, please review your flight information and select your Frequent Flyer
Program, if applicable.

8. Scroll down to the bottom of the page and select “Reserve Flight and Continue”.

9. On the following page, select the meeting you are attending.
a. i.e. AJPH Editors Meeting or Executive Board Meeting

10. Confirm your flight.
a. You will receive an email confirmation confirming your flight. If you do not receive this
email within 24 hours, please contact your staff liaison. It’s possible your flight did not

go through.

For any questions or concerns about your flight, please contact your staff liaison. Once the reservation
is ticketed, any changes and cancellations must be made through Concur and confirmed with the
individual airline(s).
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Congressional hill visit between 10:00 am and 2:00 pm.

Travel arrangements:

Travelers will use the Concur travel reservation system to book their own airfare/transportation
arrangements. The approval responsible parties have received a list of attendees who are
approved to make reservations and APHA will be billed directly. Please be mindful that most

participants should arrive on June 9" unless distance makes it unlikely that can make it to the
meeting in time.

As a non-profit association, it is important that we make every effort to keep travel costs

down. The APHA travel agents have been instructed to ticket the lowest available fare (with
preference for one connecting flight or less) that conforms to the dates and times that are
requested, regardless of carrier or airport. Per APHA’s travel policy, all flights must be booked at
least 21 days in advance of the meeting. To ensure the best pricing possible, we respectfully
request that all flight and train arrangements be finalized by May 17. Please note that the cost
of a flight cancellation or itinerary changes will be the responsibility of the traveler. Should you
have an emergency that prevents you from traveling, please contact the airline directly to

cancel your flight and email rosa.riley@apha.org.

Washington, DC s easily accessible via three airports: Washington National, Dulles International
and Baltimore Washington International. Amtrak train service is also available into Union
Station. Washington National airport is conveniently located on the Metro subway system or a
short taxicab ride into downtown Washington, DC.

Reimbursable expenses:
APHA will reimburse for ground transportation to and from the airport, however, travelers are

encouraged to use the most cost-effective and environmentally friendly mode of transportation
available (including shuttles and mass transit). In order to receive reimbursement for
transportation expenditures, original transportation receipts and Travel Expense
Reimbursement forms (attached) must be received within 10 business days of the meeting end
date (due June 28). Travel expenses submitted without original receipts and/or after June 20
will not be reimbursed. Faxed and emailed copies will not be accepted.

APHA will provide the following meals during the CoA Mid-year meeting:

June 9 —Dinner
June 10 - Lunch and dinner

The Fairfield Inn & Suites will provide a complimentary breakfast buffet for all guests. APHA
makes every effort to accommodate the dietary needs of its guest; thus APHA will not provide
reimbursement for meals provided during the meeting. If you have special dietary
needs/restrictions that were not included in your confirmation form, please email your requests

to Affiliateaffairs@apha.org.

In order to receive reimbursement for meals not provided by APHA, Travel Expense
Reimbursement forms and original, itemized receipts must be received within 10 business days
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of the meeting end date (due June 20). Meals expenses submitted without original, itemized
receipts and/or after the deadline will not be reimbursed. Faxed and emailed copies will not be
accepted.

Travel reimbursement forms and original receipts should be mailed to:

Rosa Riley

American Public Health Association
800 | Street, NW

Washington, DC 20001-3710

Please note that APHA is unable to reimburse for hotel incidentals, airline change fees and
spouse/family travel expenditures. Please review the attached travel policy and reimbursement
form for more details regarding reimbursable expenditures.

General meeting information:

The CoA mid-year meeting will be held in Conference Room A/B at APHA. Feel free to dress in
business casual attire and to bring a light sweater or jacket with you to the meeting, as the
temperature in the meeting space may vary.

In the coming weeks, APHA will upload and share meeting materials on the Affiliate Online
Community. Please continue using the AOC as an opportunity for networking and information
sharing before, during and after the meeting.

Thanks and we look forward to seeing you in June!

Rosa Riley
Program Manager, Affiliate Affairs

American Public Health Association

800 | Street NW
Washington, DC 20001-3710

(202) 777-2428
rosa.riley(@apha.org
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