
UNIGLOBE VIP Travel  
3309 Office Park Drive 
Dayton, Ohio 45439 
Phone (937) 424-3168 Fax (937) 424-3174                   Email - travel@uniglobevip.com 
 
Each agency independently owned and operated 

TRAVEL COORDINATOR WORKSHEET 

DATE:__________________________ TIME: ________________________________________ 
Company Name _____________________________ Telephone _________________________ 
Travel Coordinator’s Name _____________________________ Email _____________________ 

 

Traveler’s Name:    1. ________________________________________________________ 
   2. ______________________________________________________________    
 
  
AIR REQUIRED   
 
FROM DATE DEP. ARR FLIGHT CLASS 
To      
To      
To      
To      
 
CAR REQUIRED 
 
CITY TYPE NO. OF DAYS RATE 
    
    
    
 
HOTEL REQUIRED  Type of Room:  ______________________________________ 
 
CITY HOTEL NO. OF NIGHTS RATE 
    
    
    
 
Documents to Be Delivered By:  Date:  ____________________ Time:  ___________________ 
Instructions:  __________________________________________________________________ 
Additional Needs and Information: _________________________________________________ 
_____________________________________________________________________________ 
Business Travel  * Vacations  * Cruises  * Incentive Travel  * Groups  * Meeting Planning 
 

FOR ALL YOUR TRAVEL NEEDS…. CALL YOUR UNIGLOBE TRAVEL PROFESSIONALS; 
WE WORK FOR YOU! 

 
©2001 Uniglobe Travel (International) Inc.®™ License Trademark of Uniglobe Travel 

(International) Inc. 
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