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OFF-CAMPUS STUDY PROGRAMS

                              TRAVEL REQUEST FORM

(Groups of 10 or More)
In an effort to streamline the reservation process and provide the best value for the Off-Campus Study Programs and
Interims, please be as thorough as possible as you answer the following questions. Forward this completed request via ICM or email to:


Financial Services Office

Your request will be evaluated and forwarded to Witte Travel & Tours or Carlson Wagonlit Travel Services.  Please check if you have a preference to work with a specific agency or agent.
· Witte Travel & Tours
· Carlson Wagonlit
Sponsoring Faculty/Staff Name(s) 

Extension 

Department

Study Program/Interim Name and Location 

E-Mail Address 

Proposal/Pricing Needed By: 




(Date)


Depart on (date) 

From (city)

To (city)

Return on (date) 

From (city)

To (city)

Are you flexible in days/dates of travel?       (  Yes     (  No    

Approximate number of travelers (including faculty/staff) 

Please review the following list of travel needs and check as many boxes as apply to your requested itinerary/trip:

	· Airline reservations

· Car rental/van reservations

· Motor coach/shuttle transportation

· Rail tickets/passes

· Airport transfers

· Hotel reservations

· Home/church stays

· Youth hostel accommodations
	· Special baggage/luggage requests

· Custom tours/excursions

· Baggage handling

· Passport/visa services

· Trip cancellation insurance

· Extended stays for students

· Meals

· Other



· Check here if you have been to this destination before. If so, is there anything specific you want repeated and/or changed from the last trip?  Explain 

· Check here to request “Meet and Greet” service at the airport.  Instructors should confirm with agent “Meet and Greet” arrangements two weeks prior to departure.
· Please contact me. I have additional requests.

Additional comments: 


If you have additional information to add, please use reverse side.
