	Travel Builder Checklist

	TRIP TITLE:

LOCATION:

Start Travel Date

End Travel Date:

	(
	ITEMS IN TRIP FOLDER

	
	Reservations made for:

Airlines

Hotel(s)    
Ground Transportation

	
	Reservation Information in Trip Folder

	
	Travel Itinerary w/Terminal/Meal Information



	
	Check dress attire conference 
Check attire for meeting

Check attire for outside events

	
	Meeting Agenda(s)



	
	Participant’s List



	
	Pertinent Correspondence and/or Reading Material



	
	Travel Instructions to Meeting/Hotel/Destination(s)



	
	Office Schedule for Day/Week Returning to work


	
	Post Travel Details to Computer Calendar



	
	 Distribution of Copies:

1- Posted on wall for easy reference

2- Expense Report File

3- Trip Result/Problem File

4- Destination File


	RESULTS/PROBLEMS OF TRIP ARRANGEMENTS BY  Admin

	 


This document is used to ensure  many pieces of each trip come together.  It is particularly useful when building several trips for several managers at the same time.  It gives you a reference for where you stand on each trips’ completion. Check each item as it is completed. This document is in a Word format so that you can feel free to adapt it to your personal needs. 
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