Parenting With Love & Limits
Standardization of Travel Requests
 
Any requests for travel arrangements should follow the format outlined below. 
Thank you!
 
1.    Requests for travel arrangements should be sent to me/Nancy via email with a subject line of TRAVEL REQUEST – “Travelers Name” 

2.    In the body of the email FIRST put the following

· Full name of person flying
· Date of birth of person flying
· Reason for Travel 
· Date that you would like to leave & desired time
· Date that you would like to return AND the earliest you can leave the site.
· Address  of training or conference
· If it is a conference you can just include the conference web site and I can research it.
· If you need a rental car
· If you need a hotel  
After you've listed this information at the top of the email, then you can add any other pertinent information afterwards. 
