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Business Trip Itinerary

	Traveler:
	

	Company:
	

	Department:
	

	Trip Purpose:
	

	Destination:
	

	Dates:
	

	Approved By:
	

	Expense Code:
	

	Corporate Card #:
	

	Travel Policy Ref:
	



Flight Details
	Leg
	Airline/Flight
	Depart
	Arrive
	Class
	Seat
	Conf #

	Outbound
	
	
	
	
	
	

	Connecting
	
	
	
	
	
	

	Return
	
	
	
	
	
	

	Return Connect.
	
	
	
	
	
	



Hotel
	Hotel:
	

	Address:
	

	Phone:
	

	Check-In:
	

	Check-Out:
	

	Confirmation #:
	

	Rate/Night:
	

	WiFi:
	

	Loyalty #:
	



Meeting Schedule
	Date
	Time
	Meeting/Event
	Location/Room
	Duration
	Contact

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Ground Transportation
	Date/Time
	Type
	From
	To
	Cost
	Conf #

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Business Trip Packing Checklist
1. Laptop + charger + mouse
1. Business cards
1. Presentation materials (USB backup)
1. Portfolio / notebook
1. Professional attire for each meeting day
1. Casual clothes for travel/evening
1. Comfortable shoes for travel
1. Dress shoes
1. Phone + charger + power bank
1. Noise-canceling headphones
1. Passport / ID
1. Company credit card
1. Expense report forms
1. Medications
1. Toiletries bag
1. Snacks and water for flight
1. Book / entertainment for travel
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