	TRAVELER PROFILE WORKSHEET


	Dear Valued Client: 

In order to confirm your travel arrangements, we need your assistance entering your travel profile online.  The information you provide will be used each time a reservation is made by you or your travel coordinator when using Travel-OnLine™ - our self-booking tool, and when calling your Travel-On full service team for a telephone reservation. For this reason, it is imperative that we have a complete profile to provide the most personalized service.   

This worksheet simply identifies all the requested fields of information.  If you have everything you need to complete your profile online, you're ready to go!  If you need to gather the information from difference sources, we suggest you print this form to assist you in completing this process.
All information provided is confidential and for internal use only when placing your transportation requests. Every effort will be made to comply with preferences shown if practical and permissible within corporate travel/ expense policy. Items marked with an (*) are required.



	TRAVELER DETAILS

	First Name: *
	     
	MI:
	     
	Last Name: *
	     

	Email Address: *
	     
	Home Airport: *
	

	Home Address

	Street Address:
	     
	Suite / Apt:
	     

	City:
	     
	St/Zip/Country:
	      

	Home Phone: *
	     
	Cell Phone:
	     

	Work Address

	Company:
	     
	Title:
	     

	Street Address: *
	     
	Suite:
	     

	City: *
	     
	St/Zip/Country:* 
	      

	Work Phone: *
	     
	Ext.
	     

	Work Fax:
	     
	Work Cell Phone:
	     

	Ticket and Document Delivery Address

	 FORMCHECKBOX 
 Always use e-tickets when available.

	When e-tickets are not available, deliver all documents to this address:   FORMCHECKBOX 
  Work   FORMCHECKBOX 
 Home   FORMCHECKBOX 
 Other

	Street Address:
	     
	Suite / Apt:
	     

	City:
	     
	St/Zip/Country:
	      

	Send additional itinerary emails to:

	Email:
	     
	Email:
	     

	Emergency Contact Information

	First Name:
	     
	Last Name:
	     

	Primary Phone:
	     
	Secondary Phone:
	     

	Street Address:
	     
	Suite/Apt:
	     

	City:
	     
	St/Zip/Country:
	      


	Passport Information

	First Name: 
	     
	Middle Name:
	     
	Last Name:
	     

	Country Issued:
	     
	PP Number:
	     

	Expiration Date:
	     
	
	

	Visa Information

	Country:
	     
	Expiration Date:
	     

	Country:
	     
	Expiration Date:
	     

	Country:
	     
	Expiration Date:
	     

	CREDIT CARDS

	Type of Card: *
	
	Card Number: * 
	

	Expiration Date: *
	
	Card Holder: *
	

	This card can be used for (check all that apply) *

	Business Travel:
	 FORMCHECKBOX 
  Air   FORMCHECKBOX 
 Car   FORMCHECKBOX 
 Hotel
	Make this card my default card for:   FORMCHECKBOX 
  Air   FORMCHECKBOX 
 Car   FORMCHECKBOX 
 Hotel

	Personal Travel:
	 FORMCHECKBOX 
  Air   FORMCHECKBOX 
 Car   FORMCHECKBOX 
 Hotel
	

	Exact Billing Address for this Card

	Street Address:
	     
	Suite/Apt:
	     

	City:
	     
	St/Zip/Country:
	      

	AIR TRAVEL PREFERENCES

	Seating Preference:  
 FORMCHECKBOX 
  Smoking 
 FORMCHECKBOX 
 Non-smoking 
 FORMCHECKBOX 
 No preference

	Seat Location: 
 FORMCHECKBOX 
 Window 
 FORMCHECKBOX 
 Aisle
 FORMCHECKBOX 
 No preference

 FORMCHECKBOX 
 Forward 
 FORMCHECKBOX 
 Rear 
 FORMCHECKBOX 
 Wing 
 FORMCHECKBOX 
 No preference


 FORMCHECKBOX 
 Left
 FORMCHECKBOX 
 Right
 FORMCHECKBOX 
 No preference


 FORMCHECKBOX 
 Bulkhead 
 FORMCHECKBOX 
 Exit row
 FORMCHECKBOX 
 No preference

	Special Meal: 
 FORMCHECKBOX 
 Standard 
 FORMCHECKBOX 
 Vegetarian 
 FORMCHECKBOX 
 Low Fat   
 FORMCHECKBOX 
 Seafood 
 FORMCHECKBOX 
 Kosher 


 FORMCHECKBOX 
 Low Cholesterol
 FORMCHECKBOX 
 Hindu 
 FORMCHECKBOX 
 Oriental 
 FORMCHECKBOX 
 Bland 
 FORMCHECKBOX 
 Diabetic 


 FORMCHECKBOX 
 High Fiber 
 FORMCHECKBOX 
 Muslim
 FORMCHECKBOX 
 Low Protein 
 FORMCHECKBOX 
 Gluten Free 
 FORMCHECKBOX 
 Low Sodium


 FORMCHECKBOX 
 Non-Lactose
 FORMCHECKBOX 
 Low Purin 
 FORMCHECKBOX 
 Raw Vegetarian 

	Special Air Request:
	     

	HOTEL PREFERENCES

	Room Type: 
 FORMCHECKBOX 
 Smoking  
 FORMCHECKBOX 
 Non Smoking 
 
Bed Type:  
 FORMCHECKBOX 
 King 
 FORMCHECKBOX 
 Queen 
 FORMCHECKBOX 
 Double
 FORMCHECKBOX 
 2 Doubles

	Special Hotel Request:
	     

	CAR RENTAL PREFERENCES

	Car Type: 
 FORMCHECKBOX 
 Smoking  
 FORMCHECKBOX 
 Non Smoking 


 FORMCHECKBOX 
 2 Door
 FORMCHECKBOX 
 4 Door
 FORMCHECKBOX 
 Automatic
 FORMCHECKBOX 
 Manual

Car Size: 
 FORMCHECKBOX 
 Intermediate 
 FORMCHECKBOX 
 Full
 FORMCHECKBOX 
 Compact

	Special Car Request:
	     


	MEMBERSHIP PROGRAMS

	Airline Name
	Membership #
	Membership Type

	
	     
	     

	     
	     
	     

	     
	     
	     

	Hotel Name
	Membership #
	Membership Type

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Rental Car Company
	Membership #
	Membership Type

	     
	     
	     

	     
	     
	     

	     
	     
	     

	TRAVEL COORDINATORS

	Email:
	     
	 FORMCHECKBOX 
 Add

 FORMCHECKBOX 
 Delete

	Email:
	     
	 FORMCHECKBOX 
 Add

 FORMCHECKBOX 
 Delete


When you are ready to enter your profile online, simply log onto your company's private webpage and click on "New Online Profile".  Move down to the registration box and click “New User”. Remember, when completing your online profile, you must SAVE each section, then click on RETURN TO THE PROFILE MASTER MENU to move on to the next section.   

NEW USERS - Self-Registration/Quick Start Profile 
You will be taken to the Quick Start Profile to sign-up for system access. All required fields on the form must be completed before you click "Submit". Name fields should include your legal name as noted on your photo identification you use to travel with. The email address you enter on this registration form MUST BE YOUR COMPANY EMAIL ADDRESS. Your Login User ID will be your email address. 

· "Traveler Details: profile for YOUR NAME" will automatically pop up, start completing this document in its entirety, then SAVE. You will get an acknowledgment that your basic profile changes have been accepted. 

· Click on "RETURN TO PROFILE MASTER MENU" (see bar on the top, right).  "Manage your Personal Profile" will appear.  Here is where you need to  provide Travel-OnLine™ with additional required information, including:   

· Credit Cards 

· Travel Preferences 

· Membership Programs 

· Traveler Coordinators 

Once your basic profile has been entered, you may add, delete, or change any piece of personal information stored.  Simply access the "Profile Manager" under the "MY TOOLS" section of Travel-OnLine™.  Another reminder - your password is case sensitive and can also be changed at anytime under the "MY TOOLS" section. 

Thank you for your cooperation in setting up your profile.  We look forward to working with you! 

The Employees of Travel-On


