[bookmark: _GoBack]Comprehensive Travel Itinerary
[Trip Purpose]
[Trip Location]
[Trip Dates]

Date of Travel [day, month, year]

Flight Information: [Airport] to [Airport], Seat #: __ (Confirmation #: __)					
Date	Airline	Flight	Flight Time	Departs at:	Arrives at:
dd/mm/yy	Name	#	__hr __min	00:00am	00:00pm

Transportation:
Pick-up Location:
Pick-up Time:
Company:
Phone:
Confirmation #:

Accommodations:
Hotel Name
000 What Street
City, State Zip code
Phone:
Fax:
Confirmation #:

Date of Travel [Day, month, year]

Agenda:
[00:00am-00:00pm]
Subject:
Location:
Attendees:
Contact Person: Name [Phone Number]


Flight Information: [Airport] to [Airport], Seat #: __ (Confirmation #: __)					
Date	Airline	Flight	Flight Time	Departs at:	Arrives at:
dd/mm/yy	Name	#	__hr __min	00:00am	00:00pm
