OFFICE MANAGEMENT

TRAVEL ARRANGEMENTS

EXPENSE FORM

VACATION PRICED INDIVIDUALLY

FLIGHT:


Airline



Total Price


HOTEL:


Hotel Name



Total Price (7 nights)


RENTAL CAR:


Rental Company



Type of Car



Total Price


TOTAL PRICE:


VACATION PRICED AS A PACKAGE

PACKAGE INCLUDES:


Airline



Hotel



Rental Car



Total Price


RENTAL CAR IF NOT INCLUDED IN PACKAGE:


Rental Company



Total Price


TOTAL PRICE:

Which method will you brochure and itinerary represent?  Your itinerary and brochure must be from the same information.

