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Travel Checklist

Name of Event: _________________________

Whenever possible,
create a repeatable process and system

Contact Person: ________________________     Cell: _____________________
City: _________________________________     State: __________
Hotel: ________________________________     Address: _______________________
Time of Event: ______________ 

Flight ReservationsOO
		  Airline leaving from [Name of City: __________________________________________   
		  Airline: ________________________________________________________________
		  Flight # ______________	 Departing _________ Arriving __________
		  Flight # ______________  	 Departing _________ Arriving __________

 Hotel ReservationsOO
	    	 Confirmation # _____________________________________________

 Ground TransportationOO
	   	 Confirmation # _____________________________________________
		  _____ Take Shuttle to Hotel _____ Take Taxi to Hotel _____ Take Car Service to Hotel

Date of Event: ___________

Packing Checklist: 

WOO ork clothes	
Evening clothes OO
Other clothes	OO
Dress Shoes	OO
Socks / Hose	OO
Belt		 OO
Underwear	OO
Sleepwear	OO
Workout ClothesOO
Workout ShoesOO
TolietriesOO
MedicineOO
Cellphone plugOO
Business CardsOO
Airline TicketOO
Supplies for EventOO
Money for TripOO

Contacts made at event:

Name: 					    Phone #:			       
__________________________________    ________________________    
__________________________________    ________________________   
__________________________________    ________________________    
__________________________________    ________________________    
__________________________________    ________________________   
__________________________________    ________________________   
__________________________________    ________________________   
__________________________________    ________________________    

Expenses:
Mileage:		    _________________
Air Fare: 		  $_________________
Hotel: 			   $_________________
Airport Parking: 	 $________________
Tips: 		   	 $_____		 $_____		 $_____		 $_____

Meals:			   $________________
			   $________________
			   $________________
			   $________________
			   $________________
Other:			   $________________
			   $________________
			   $________________
			   $________________


