
Travel  
 
 
For External Conferences (not hosted by VA) 
 The Attendance and Cost Estimation System (ACES) is the approved process for VHA employees to 

request to attend external conferences.   

 Employees must secure their supervisor’s approval for time and funding support prior to requesting 
to attend an available external conference in ACES.  

 Log onto the ACES website to enter your information: 
o For all Non-VA-Funded Conferences 
o As soon as it’s available (usually 3-6 months prior to the event) 
o Even if you are a presenter 

 You will receive notification of whether your request has been approved or disapproved.    

 Register to attend the external conference ONLY after approval from VHA is received.   

 Book your travel on the Concur Government Edition (CGE) website after ACES approval is received. 

 
 
For Events Sponsored by Non-VA Entities 

 When an outside party offers to cover the cost of official travel, VA Form 0893 must be completed 
and signed by: 

o Your Department Head    
o VISN 23 Assistant General Counsel 
o Facility Director 

 Book your travel on the Concur Government Edition (CGE) website when your request is approved. 

 Upon completion of your travel, VA Form 0893 (with all necessary signatures) must be included with 
your claim for reimbursement of travel expenses. 

 
 
For VA-Approved Travel 
 Concur Government Edition (CGE) is used to book VA-approved travel.  

 Log onto the CGE website to begin the process. 

 Please email VHAMIN Employee Travel  or call 612-467-4317 for personal assistance. 

 
 
 
 
References: 

1. ACES Website: http://vaww.ees.lrn.va.gov/Conferences/Guidance/ACES/  
2. CGE Website: https://cge.concursolutions.com/ 
3. VA Form 0893: ADVANCE REVIEW OF OFFER TO DONATE SUPPORT FOR OFFICIAL TRAVEL 
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