Trip Details at a Glance

TRAVELER’S NAME

TRAVEL DATES
TRIP LOGISTICS
		Company

	Reservation #

	Ticket e or

	Contact info

	Notes


	Air travel

					
	Train travel

					
	Rental car

					
	Hotel

					
						
						
						

	


Within Trip TRANSPORTATION SUMMARY
							
		Pick up spot

	Car service

	Company

	Phone/contact

	Res number

	TAXI


	To airport

						
	To meeting

						
	To hotel

						
	From meeting

						
	From hotel

						
	Back to airport

						

	


MEETING CHECK LIST

	Registration
	
	
	

	Agenda
	 
	 
	 

	Attachments
	
	
	

	Weather
	
	
	

	Map it
	
	
	

	
	
	
	

	
	
	
	


AGENDA SUMMARY

	DAY
	Event
	Time
	Dress Code
	Responsibility

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Use this form to capture the trip details in one centralized location. Insert this form into the travel’s travel folder for a quick reference to the trip’s details.  This form is in a Word format so that you can adapt it to your personal needs. 
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