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Travel Order Information Form












ADTRAV TRAVEL:  Voice: (301) 713-2407   FAX 1-(205) 451-0032

In case we are busy, FAX your request.  Thank you.
Date:  

Request for official travel reservations: 

From:





Phone: (301) 713-2328
FAX: (301) 713-4137

Passenger Name:



Phone: (301) 713-2328
FAX: (301) 713-4137

Please refer to your Federal Travel Directory for GSA regulations and contract carriers at http://www.fedtravel.com/gsa/Default.asp.  Indicate mode of transportation you are requesting:

( ) Air

( ) Rail

( ) Bus

Other: _____________________________
Requested Itinerary:

	Dates of Travel
	From:
	To:
	Pref. leave time
	Pref. seating

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Authorized Car Rental:
	Car Company
	Pick-Up Date
	Pick-Up Location
	Drop-Off Location

	
	
	
	

	
	
	
	


Accommodations:

	Hotel Name Location
	Check-In Date
	Check-Out Date
	Room Size

	
	
	
	

	
	
	
	


Passenger Information:
Special Needs (i.e. meals) ____________________________________________________________________

Other requests:   ____________________________________________________________________________

**Registration Fee: $                   **

