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	Name:
	     
	Dept/Position/Location:
	     

	Mobile:
	     
	Email address:
	     

	
	

	
	Information/Key Points
	
	Comment

	Regular travel destinations/dates
	     
	
	     

	Regular Travel Management Organisation?
	     
	
	     

	
	
	
	

	Travel preferences
	
	
	

	Airline
	     
	
	     

	Loyalty schemes
	     
	
	     

	Class of travel/seating
	     
	
	     

	Transport to/from home airport
	     
	
	     

	Transport to/from destination airport
	     
	
	     

	Hotel
	
	
	

	Loyalty scheme
	     
	
	     

	Hotel group/chain
	     
	
	     

	Location e.g. central/suburban, close to venue
	     
	
	     

	Type of room
	     
	
	     

	Meals
	     
	
	     

	Facilities e.g. leisure, technology
	     
	
	     

	
	
	
	

	Car hire
	
	
	

	Company
	     
	
	     

	Type of car
	     
	
	     

	Hire arrangement e.g. mileage or unlimited
	     
	
	     

	
	
	
	

	Special requirements/preferences
	
	
	

	Technology e.g. access to email, local/intl mobile
	     
	
	     

	Dietary
	     
	
	     

	Local destination information
	     
	
	     

	
	
	
	

	Personal details (confidential)
	
	
	

	Passport number, expiry date
	     
	
	     

	Credit card numbers
	     
	
	     

	Mobile number(s)
	     
	
	     

	Email
	     
	
	     

	Next of kin/contact
	     
	
	     

	Health issues
	     
	
	     

	Inoculation history
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WITH HP’S TECHNOLOGY CENTRE
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