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	Name:
	 
	Dept/Position/Location:
	     

	Mobile:
	     
	Email address:
	     

	Destination:
	     
	Dates:
	     

	Purpose:
	     

	
	

	
	Details
	
	Notes/Comments

	Pre-trip issues
	
	
	

	Passport/visa in order
	     
	
	     

	Health/inoculation issues 
	     
	
	     

	Currency/credit card arranged
	     
	
	     

	Company documents prepared 
	     
	
	     

	Technology/mobile organised
	     
	
	     

	Travel arrangements confirmed
/documents arrived
	     
	
	     

	- Flights
	     
	
	     

	- Hotels
	     
	
	

	- Car Hire
	     
	
	     

	
	
	
	

	Trip Issues
	
	
	

	Flight details
	     
	
	     

	Transport to/from home airport
	     
	
	     

	Transport to/from destination airport
	     
	
	     

	Hotel details 
	     
	
	     

	Venue details inc. technology
	     
	
	     

	Car hire details
	     
	
	     

	Local information
	     
	
	     

	
	
	
	

	Post-trip issues
	
	
	

	Debriefing – problems identified
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