VUSN Guest Travel Guidelines
Vanderbilt University School of Nursing’s (VUSN) travel guidelines aim to maintain compliance with Vanderbilt University (VU) Travel Policy and external funding requirements while promoting the productivity and safety of all faculty, staff, students, and guests who travel on behalf of VUSN business.

Travelers must have necessary approvals (e.g., VUSN Guest Travel Authorization Form) prior to travel. To receive full reimbursement, you will be required to register as a supplier and submit only travel expenses actually incurred, in accordance with the VU and VUSN travel policy. 

For the protection of you and the campus community, VU is currently requiring all visitors to mask indoors regardless of their vaccination status. Given your role as a guest speaker, and in light of safety precautions that the university has put in place for instructors, if you have been fully vaccinated against COVID-19, you may go without a mask indoors while lecturing if you so choose so long as you are able to maintain at least six feet of physical distancing from all students at all times. 

VU has requested that each school have a guest attestation completed. We greatly appreciate your completion of a brief attestation via this REDCap survey prior to your on-campus visit with VUSN.

Dear INSERT NAME
You are scheduled to STATE THE REASON OF VISIT (e.g. interview) with VUSN on DATES. Your meeting will take place at:

Vanderbilt University School of Nursing

461 21st Ave South

Nashville, TN 37240

(615) 322-8876
The campus is located about 10 miles from the Nashville International Airport.

Flights
Your flights have been arranged through World Travel from CITY to Nashville on INSERT DATES with AIRLINE. Flight details are included in the attached itinerary.
Lodging
During your stay, we have reserved a room for you at:

Kimpton Aertson Hotel

2021 Broadway

Nashville, TN 37203

(615) 340 – 6376

Check-in: 4 PM

Check-out: 11 am *can be extended to 2 PM upon request to your VUSN liaison prior to check-in
If arriving prior to check-in and a room is not yet available, or departing well after the check-out time, the hotel is able to store any luggage you may have.

We will cover the cost of your hotel room, taxes and associated fees during your stay from INSERT DATES. Please note that any other expense at the hotel (meals, movies, mini-bar, spa and gym fees) are considered personal expenses and will not be reimbursed. A personal credit card will need to be presented at check-in if these charges are expected. 

Meals

According to the VU and VUSN travel policy, meals will be reimbursed as follows:

· Per Diem, $59 per day does not require any type of receipt 

· Includes meals, snacks, and tips 

· Any amount over the $59 per day will be considered a personal expense

On DATE, there is a campus lunch scheduled with faculty members from our department. Please review the MENU for RESTAURANT NAME and provide me with your order via email by DATE/TIME.
You will be responsible for all other meals during your stay. A list of local restaurants is included at the end of this memo. 

Other Transportation

According to the VU and VUSN travel policy, transportation will be reimbursed as follows:

· Taxi/Shuttle/Rideshare, Rail or other transportation
· Scooters, mopeds and/or motorcycles are not reimbursable

· Rental cars should be arranged with your VUSN liaison at the time of travel booking
· Mileage or gasoline reimbursement, one or the other, not both.

· Mileage is calculated from your home to VUSN

· Roundtrip airfare comparison is required if over 1,000 miles

· Parking; economy or long-term

· Number of days must match the scheduled dates. If other days are included, mark as personal.

Please note that tips may be reimbursed up to 20% and anything greater will be considered a personal expense.

Reimbursement

If you would like to receive reimbursement for your transportation to/from BNA, as well as for meals purchased during your stay, we will need to set you up as a supplier with VU. Please complete this VU Supplier Registration prior to your trip. All documents needed will be available for download via the link. Automated guidance is available during the registration and additional support via supplierrecords@vanderbilt.edu.
Receipt Documentation

According to the VU and VUSN travel policy, receipts must include the following information:

• Merchant information – name, address, phone, etc.

• Date of the transaction 

• Itemizations of goods/services purchased 

• Total amount paid 

• Form of payment (last four digits of credit card number, cash)
Please submit expense receipts within 15 days of the event to INSERT VUSN LIAISON. 

Honorarium (if applicable)

You will be receiving an honorarium of $XXX. This will assist in covering incidentals of your travel, such as transportation to/from BNA and meals purchased during your stay. In order to receive this honorarium, please complete this VU Supplier Registration prior to your trip. All documents needed will be available for download via the link. Automated guidance is available during the registration and additional support via supplierrecords@vanderbilt.edu. 
Feel free to contact me if you have any questions before your scheduled visit or if you run into any issues in or on the way to Nashville.

Best,

NAME

PHYSICAL ADDRESS WITH ROOM NUMBER

PHONE NUMBER

EMAIL ADDRESS 
Hotel to VUSN Campus Directions
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Restaurants Within Walking Distance of Hotel

1. Panera Bread (406 21st Ave S, Nashville, TN 37203)

2. Starbucks (402 21st Ave S, Nashville, TN 37203)

3. San Antonio Taco Co. (416 21st Ave S, Nashville, TN 37203)

4. Nada (202 21st Ave S, Nashville, TN 37203)

5. Henley (2023 Broadway, Nashville, TN 37203)

6. The Stillery Midtown (1921 Broadway, Nashville, TN 37203)

7. Mellow Mushroom (212 21st Ave S, Nashville, TN 37203)

8. Giovanni Ristorante (909 20th Ave S, Nashville, TN 37212)

9. The Ainsworth (206 21st Ave S, Nashville, TN 37203)

10. Midtown Café (102 19th Ave S, Nashville, TN 37203)
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