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BUSINESS TRAVEL ITINERARY
Traveler · City · Dates
	


	Traveler
	


	City & client / event
	


	Dates
	


	Approval / cost center
	


CONTACTS
	Role
	Name
	Phone

	Traveler
	
	

	Assistant
	
	

	Driver / transfer
	
	

	Hotel
	
	

	Client host
	
	

	Emergency
	
	


OUTBOUND FLIGHT
	Airline · flight #
	Conf #
	Departs (airport · time · terminal)
	Arrives
	Seat

	
	
	
	
	


GROUND TRANSPORT
	Provider
	Driver name
	Phone
	Pick-up time · place
	Conf #

	
	
	
	
	


HOTEL
	Hotel
	Address
	Phone
	Conf #
	Check-in / out

	
	
	
	
	


MEETINGS
	Date
	Time
	Who
	Where
	Phone
	Travel time from hotel
	Documents needed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


RETURN FLIGHT
	Airline · flight #
	Conf #
	Departs (airport · time · terminal)
	Arrives
	Seat

	
	
	
	
	


REFERENCE
	Time difference vs home
	1 USD =
	Plug type
	Per diem

	
	
	
	


	Weather day 1 (low / high / rain)
	Weather day 2
	Weather day 3
	Documents folder link

	
	
	
	


CALENDAR PASTE
OUT: LAX-JFK (DL123) · dep 08:05 T2 · arr 16:30 · conf ABC123 · seat 4C
CAR: driver name · phone · pick-up 16:45 arrivals door 3
HOTEL: name · address · phone · conf # · check-in 15:00 / out 11:00
MEETING: time · who · where · phone · leave hotel by · docs needed
RETURN: JFK-LAX (DL456) · dep · arr · conf #
TIME DIFF +3h · 1 USD = ___ · plug type A/B · per diem $__
RECEIPTS
	Budget line
	Receipt saved?
	Amount

	Flights
	☐
	

	Hotel
	☐
	

	Ground transport
	☐
	

	Meals & per diem
	☐
	

	Client meals & entertainment
	☐
	

	Conference / registration
	☐
	


Answer eight quick questions and the itinerary writes itself: activities with times and costs, budget, food guide. Free to plan, no signup; exporting the finished trip to a file is a one-time $4.99 per trip. monkeyeatingmango.com: generate my itinerary
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