Business Travel Itinerary
A polished travel brief for meetings, transfers, and key contacts.
	Trip / Destination
Example: Add details
	Travel dates
Example: Add details
	Travelers
Example: Add details
	Emergency contact
Example: Add details



	DATE / TIME
	COMMITMENT
	LOCATION
	CONTACT
	CONFIRMATION / NOTES

	Mon · 8:10 AM
	Example: Arrival flight AB123
	Terminal 2
	Example: Alex Chen
	Example: Ref Q7T2

	Mon · 11:00 AM
	Example: Client meeting
	Central Office
	Example: Priya Shah
	Example: Visitor pass requested

	Mon · 2:30 PM
	Example: Site visit
	North Campus
	Example: Jordan Lee
	Example: Car booked 1:45 PM

	Tue · 9:00 AM
	Example: Team breakfast
	Hotel lobby
	Example: Internal team
	Example: Bring briefing notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Tip: duplicate the table above to add more days
ITINERARY TEMPLATES  ·  TRAVEL ITINERARY TEMPLATE




