Executive Travel Itinerary

To: [Executive's Name]
Date: [Insert Date]
From: [Your Name]

Subject: Travel Itinerary for High-Level Meetings

Travel Details

Date Time Activity
[Insert [Insert Departure
Date] Time] Departure
[Insert . . .
Date] [Insert Arrival Time] Arrival
[Insert [Insert Meeting High-Level Meeting with
Date] Time] [Company/Person]
[Insert [Insert Departure :
Date] Time] Return Flight

Contact Information

If you need assistance during your trip, please contact:

e [Name] - [Position] - [Phone Number] - [Email]
e [Name] - [Position] - [Phone Number] - [Email]

Important Notes

o Please ensure all documentation is ready prior to travel.
e Arrive at the airport at least [X] hours before departure.

« Contact [Name] for any last-minute changes.

Safe travels!

Location

[Departure
Location]

[Destination]
[Meeting Location]

[Return Location]



