Group Name:

Dates of travel:

Destination:

# Attendees:

Incentive or Meeting:

Program Manager:

Contact Phone/Fax:

Contact e-mail:

Internal Billing Number (if applicable):

Will the attendees book reservations by
phone?

When can we expect first calls?

Do you need any tracking information for
reporting purposes?

Will there be any bookings made in
Concur?

AIR INFORMATION

Traveling from:

Arrival date/time:

Departure date/time:

Time/date of first function:

Time/date of last function:

Deviations allowed:

Budget per ticket:

Alternate airport:

Who approves:

Allowed to bring guest: If yes who is
paying?

VIP Instructions:

Credit Card for tickets/Fees:

Do not provide via email. Please call me directly
with these details.

CAR/HOTEL

INFORMATION

Are we booking hotel accommodations?

Hotel Name:

Phone/Fax:

Are travelers allowed to book a car?




Are transfers being provided? Who
provides:




