
	
If you are a state or territorial health department employee, the State or Territorial Epidemiologist will be notified of this sponsorship invitation.
Subject: Important Information for In-Person Sponsored Registration + Travel to the CSTE 2021 Annual Conference in Pittsburgh, Pennsylvania
Funding support requires attendance at the [Workshop Name] workshop on Sunday, June 13, 2021.  For questions regarding your sponsorship, please email [Staff Lead] at [Staff Lead Email].	Comment by Jennifer Lemmings: Insert workshop from CVENT, staff name, staff contact

Dear [name]:	Comment by jlemmings: Name of the traveler
The Council of State and Territorial Epidemiologists (CSTE) extends a special invitation to you to attend the 2021 CSTE Annual Conference June 13-17, 2021 in Pittsburgh, Pennsylvania.  As a recipient of funding, supported through the CSTE/CDC cooperative agreement, you will be provided travel arrangements and reimbursement for  ground transportation, hotel accommodations for up to 5 nights, per diem allowance for meals, and full in-person conference registration.  If the 2021 CSTE Annual Conference becomes 100% virtual, your registration will be modified to allow for virtual participation of the 2021 CSTE Annual Conference. Due to capacity limits for in-person attendance this year, we strongly encourage you to register early. All individuals must register no later than May 24, 2021 by 11:59 PM (EST). Please visit www.csteconference.org for additional conference information.    
Before making any arrangements, please read the full 2021 CSTE Annual Conference Travel Reimbursement Policy, which include detailed guidelines about expenses, cancellations, and travel reimbursement. 	Comment by jlemmings: Kevin - Please include a hyperlink
To take advantage of the extended travel support, please complete the following steps:
· Register for the conference using this link as soon as possible: (link). This personalized link is connected to your profile and may only be used once. Registration may only be completed online and is non-transferrable. If you register after the sponsoring workshop or session reaches capacity, your sponsorship may no longer be available or your workshop registration may be converted to the virtual option.  	Comment by jlemmings: Insert link for registration
· Once your registration has been submitted, please finalize the remainder of your travel reservations, including airline and hotel reservations.
· [bookmark: _Hlk535218148]HOTEL (AVAILALBLE MARCH 2021):  All hotel reservations are the responsibility of the traveler, as CSTE will not make a lodging reservation on your behalf.  Reservations for lodging can only be secured at a group block hotel through CSTE’s official housing vendor after registering for the conference.  The portal for housing reservations is delayed until late March 2021 to better assess social gathering guidelines. Individuals that register for in-person attendance before hotel accommodations are available will receive communications first when it opens. CSTE will reimburse up to the group rate plus tax for up to 5 nights at available conference hotels.  If the CSTE conference hotel room blocks are full, or if lodging arrangements are made at non-conference hotels, CSTE will reimburse up to $124 per night plus tax (per diem).  CSTE highly recommends that you make lodging reservations as soon as possible once housing is open.  For an individual with a disability that requires assistance in reserving a room near the conference venue, please contact  travel@cste.org until housing is open (details are in the 2021 CSTE Annual Conference Travel Reimbursement Policy) as soon as possible. 
· TRANSPORTATION (AVAILALBLE MARCH 2021):  BCD Travel is the official travel agent for CSTE, and airline reservations must be made through BCD Travel either online or by phone.  Airline reservations will not be approved unless you have registered for the conference using the link provided above.  Airline reservations will not be made on your behalf.  For instructions on making airline reservations, or other travel arrangements (including driving or rental cars), please refer to the 2021 CSTE Annual Conference Travel Reimbursement Policy.	Comment by jlemmings: Kevin - Please include a hyperlink
· Read and familiarize yourself the with CSTE Travel Reimbursement Policy.  If you have any questions on what qualifies as a reimbursable expense, please contact the CSTE National Office at (770) 458-3811 or travel@cste.org.  Travelers must keep all receipts for reimbursement that exceed $50.99, and at least one receipt must be submitted from the destination city as proof of attendance. 	Comment by jlemmings: Insert link to the 2021 AC Policy
 
If you are unable to accept this sponsorship and/or unable to attend the conference in-person due to travel restrictions to Pennsylvania, please cancel your registration online and notify the CSTE Staff Lead listed above.  If you have any questions or need further assistance, please contact the CSTE National Office at (770) 458-3811 or email travel@cste.org.
Your attendance is vital to the conference as the conference is an opportunity to share expertise and network with other epidemiologists from around the country.  Every year, CSTE hosts over 1,700 state and local epidemiologists at its conference to consider pressing public health issues facing our nation.  This annual, scientific conference is the major forum for discussing opportunities, challenges, and advances in practicing epidemiology in state and local jurisdictions, thereby facilitating state- and local-based epidemiology and public health surveillance. Conference activities will include important workshops, breakout sessions, plenaries, and other scheduled events related to a diverse agenda of public health and epidemiology topics. 
Please note: CSTE suggests that you consider becoming a CSTE member if you are not already. The dues for membership are very modest, allowing all state and local epidemiologists access to member benefits without causing financial hardship. Sponsored travel and registration require the use of CSTE resources, part of which is paid for by member dues. Please visit www.cste.org for more information about joining CSTE, the home for all applied public health epidemiologists.	Comment by jlemmings: Insert hyperlink to CSTE membership page
We look forward to seeing you in Pittsburgh, 
CSTE National Office 
770-458-3811
travel@cste.org




