Attachment 1: Course Training and Lodging Information


Attachment 1: Course Training and Lodging Information
VA Acquisition Academy (001AL-AA)

	Training Time:
	8:00 am – 4:00 pm, Monday through Friday

	Training Location:
	VA Acquisition Academy
7485 New Horizon Way
Frederick, MD  21703    Telephone:  202.461.0786

	Official Lodging Dates:
	Sunday through Friday

	Travel & Funding Information:
	See Attachment 2

	Room Group Name:
	Depends on hotel (see hotel document)

	Hotel Reservation and Travel Information/Directions:
	See Attachment 3



	Reservation Guarantee and/or Deposit
	The hotel requires that all reservations be secured by a major credit card.

Early arrival and late departures will be confirmed on a space and rate availability basis.
Hotel reservation cancellation must be 24 hours prior to arrival date.   Any cancellation received less than 24 hours, or no show, will result in a charge equal to the first night’s stay to that individual's credit card.  

Any remaining nights of the "no show" reservation will be cancelled.

	Cancellation & Substitution Information:
	In order to ensure the capacity is fully utilized in order to meet the VA’s training needs, all students must cancel 21 days prior to the start of the course date.   All cancelations must come through your supervisor.  Cancelations within the 21 day window will only be accepted if your supervisor makes a positive statement that emergency leave was authorized or sick leave was required.  Students who do not have an approved cancelation and do not show up will not be able to re-register for this course through the VAAA for 6 months and the VAAA will not reimburse your organization for future travel or tuition costs for attendance at DAU, FAI or commercial for that particular course at any future point.
To cancel a course, contact Eugene Kinjerski at VAAARegistrar@va.gov  or 202-461-0786.

	Special Needs & Assistance
	The hotels are in full compliance with the Americans with Disabilities Act and can accommodate most individual needs when requested.
· Students requiring special needs (e.g., sign language interpreters; medical assistance; unique accommodation requirements; etc.) must contact the hotel immediately to ensure proper accommodations are available.

· If special contractual services are required to accommodate special needs (e.g. sign language interpreters or transcription service), students must contact Eugene Kinjerski at VAAARegistrar@va.gov  or 202-461-0786 as soon as possible, but no later than 14 days prior to the course.

	Additional Supplies/Equipment:
	Students must bring to class:

· General supplies—pens, #2 pencils, highlighter, note paper, post-it notes/tabs;
· Mathematical Calculators; and
· Shipping box labels and account information to ship course materials home.   The VAAA will ship materials home, but you will need to provide the account information to charge the shipping to.
Laptops will be provided at the training site, but you will not be able to remove IT equipment from the VAAA.  Some courses require

outside work. You may bring your own laptop or you can utilize the

hotel’s business center. There is no access to VAAA IT assets

after 5pm.

	Student Expectations
	In order to receive course credit, students should adhere to the following:

· Attend all training sessions.

· Complete all applicable pre-course assignments.

· Participants are expected to remain until course conclusion on the last day of class.

· Early Departure will not be granted, except for dire emergencies.

· The dress code is Business Casual.
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