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TERMS OF TRAVEL 
 

 

Flight: 

The Recruitment Center will fly applicants to the Washington, DC Metropolitan area the day before their interview and 

the return flight will be the same day as the interview. The Recruitment Center will not make changes to accommodate 

personal travel. 

 

The flight itinerary will be sent to the applicant via email once it is complete. Applicants are advised to call the 

designated airline two days before departure to confirm that there is a “prepaid or electronic U.S. Government ticket” 

issued. If there is no reservation please call (571) 280-2098.  Prepaid tickets may be picked up at the airline check-in 

counter at the airport. 

 

POV: 

Applicants traveling over 75 miles one way to attend our hiring events will be reimbursed for their mileage not to 

exceed the cost of a round trip airline ticket calculated at the government rate. Applicants can move forward in 

arranging their hotel stay. 

 

Train or Bus: 

Applicants must purchase their own ticket; however, the Recruitment Center will reimburse that expense on the day of 

the interview up to a pre-authorized amount.  The Recruitment Center does not, however, reimburse ACELA train 

tickets.  The itinerary and receipt must be sent to the event host prior to the interview.  Applicants must also bring the 

receipt with them on the day of their interview. Receipts must display proof of purchase. 

 

*The CIA reserves the right to choose the most cost efficient mode of travel based on your location.* 

 

Hotel, Ground Transportation, and Reimbursement Information: 

 

Lodging: 

Applicants are responsible for making their own hotel arrangements.  The Recruitment Center does not make hotel 

recommendations but we do suggest staying close to the Dulles International Airport.  Please note that cancellation 

of non-refundable reservations will not be reimbursed.  It is HIGHLY recommended that applicants book 

hotel reservations DIRECTLY with the hotel & not via an online discount.  The Agency provides applicants 

with a $172 lodging per diem.  Most hotels allow cancellations anywhere between 48-24 hours prior to arrival.  

Please make your reservations for the night prior to the interview.  Applicants are flown in the day prior to interviews 

and depart the day of the interview after it has concluded.  If you stay in an AIRBNB, you must provide a receipt, and 

you will be reimbursed at cost, not to exceed the lodging per diem of $172. 
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Transportation to/from our facility: 

When making hotel reservations, we suggest that applicants inquire about complimentary shuttle service to/from the 

airport.  If no shuttle is available the applicant is responsible for taxi and/or rental car expenses up front.  The applicant 

will also need to arrange a taxi or rental car to get to/from our facility for the interview.  Please DO NOT use hotel 

shuttle as means of transportation to our facility. 
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Reimbursement: 

You will be reimbursed for your travel expenses at a flat rate of $275.50.  This flat rate is to defray the cost of hotels, 

meals, rental cars, taxi fares, and any other related expenses.  If you are staying with friends or relatives in the area you 

will only be reimbursed $103.50 for Meals and Incidental Expenses (M&IE).  The flat rate of $275.50 includes the amount 

for Hotel & M&IE:  $172 + 103.50 = $275.50. 

 

Reimbursement Debit Card: 
Applicants requiring reimbursement are reimbursed via a debit card.  It is highly recommended that the money on 

this card be deposited to your personal account ASAP.  The Agency is NOT responsible for Lost or Stolen cards and will 

NOT replace them for any reason, regardless of the amount of money remaining on the card. 

 

What Do I Do With My Luggage?: 

In order to ensure that you will make your flight, most of the time, applicants should bring their luggage and personal 

belongings with them to our facility.  We have LARGE lockers to accommodate your luggage as well as electronic devices 

which are not allowed in Agency facilities. 


