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SAMPLE Travel Booking Form 
 

 
 

 
Name of Trip________________________________________________________________ 
 
Flight 
Preferred Airport 

q Home_____________________________  q Other_____________________________ 

Destination________________________________________________________________________ 

Outgoing 

Desired Day & Time of Departure_______________________________________________________ 

Desired Day & Time of Arrival__________________________________________________________ 

Incoming 

Desired Day & Time of Departure_______________________________________________________ 

Desired Day & Time of Arrival__________________________________________________________ 

Preferred Airline 

q Commercial________________________ q Private____________________________ 

Seat Preference__________________________ Meal Preference_________________________

Notes_____________________________________________________________________________

__________________________________________________________________________________ 

Frequent Flyer / Mileage Accounts 
American AAdvantage  

Continental OnePass  

Delta Skymiles  

Southwest Rapid Rewards  

JetBlue TrueBlue  

United Mileage Plus  

US Airways Dividend Miles  

Virgin America Elevate  
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Hotel 
1st Choice_________________________________________________________________________ 

2nd Choice_________________________________________________________________________ 

3rd Choice_________________________________________________________________________ 

Room Preference (*****NON SMOKING*****) 

q Standard Double/Queen 

q Standard King 

q Junior Suite 

q King Suite 

q Executive Level/Concierge Access 

 

Additional Requests_________________________________________________________________ 

__________________________________________________________________________________ 

 

Car Service / Ground Transportation 
Departure (Home to Airport) Desired Date & Time 

q Pick-up______________________________________________________________________

Destination (Airport to Hotel) Desired Date & Time 

q Pick-up______________________________________________________________________ 

Destination (Hotel to Airport) Desired Date & Time

q Pick-up______________________________________________________________________ 

Arrival (Airport to Home) Desired Date & Time

q Pick-up____________________________________________________________________

Car Rental 
1st Choice_________________________________________________________________________ 

2nd Choice_________________________________________________________________________ 

3rd Choice_________________________________________________________________________ 


