Travel Checklist
Pre-planning can eliminate much of the stress associated with business travel. This checklist will help you get started and can be adjusted to fit your specific travel needs. The most important item you can take along is a good attitude. Traveling can be demanding and often times the unexpected happens. When you recognize this from the on-set, adopt an easy-going approach to last minute changes, and allow plenty of time to get from point A to point B, you will greatly improve your overall travel experience.
Even with pre-planning, sometimes things just fall through the cracks. Should you forget the shampoo, do not panic. Most corporate housing providers offer basic welcome packets and many offer concierge service.    
	Before You Go

	 FORMCHECKBOX 

	Cancel subscriptions
	 FORMCHECKBOX 

	Lock windows, doors, garage

	 FORMCHECKBOX 

	Redirect mail or arrange for someone to get it
	 FORMCHECKBOX 

	Adjust thermostat settings

	 FORMCHECKBOX 

	Leave copies of itinerary with someone
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Arrange for house/yard/pet care
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Turn off water (toilet tanks & clothes washer)
	 FORMCHECKBOX 

	

	

	Documentation Essentials

	 FORMCHECKBOX 

	Travel visa's for destination countries
	 FORMCHECKBOX 

	MasterCard, Visa, American Express

	 FORMCHECKBOX 

	Passport
	 FORMCHECKBOX 

	Copy of credit cards and phone numbers

	 FORMCHECKBOX 

	Drivers license
	 FORMCHECKBOX 

	Emergency phone numbers

	 FORMCHECKBOX 

	Medical insurance cards
	 FORMCHECKBOX 

	Driving instructions

	 FORMCHECKBOX 

	Airline/train/bus tickets
	 FORMCHECKBOX 

	Work materials/presentation/proposals

	 FORMCHECKBOX 

	Housing car rental confirmations
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Cash - native currency
	 FORMCHECKBOX 

	

	

	Clothing 
 ____ Number of Days on Travel   FORMCHECKBOX 
 Casual      FORMCHECKBOX 
 Business Casual   FORMCHECKBOX 
 Formal

	 FORMCHECKBOX 

	Pants/skirts/dresses
	 FORMCHECKBOX 

	Overcoat/Sports Jacket

	 FORMCHECKBOX 

	Shirts
	 FORMCHECKBOX 

	Bathing suit

	 FORMCHECKBOX 

	Shorts/exercise wear
	 FORMCHECKBOX 

	Hat

	 FORMCHECKBOX 

	Pajamas
	 FORMCHECKBOX 

	Handkerchiefs

	 FORMCHECKBOX 

	T-shirts/tank tops
	 FORMCHECKBOX 

	Belt

	 FORMCHECKBOX 

	Underwear/slips/bras
	 FORMCHECKBOX 

	Jewelry

	 FORMCHECKBOX 

	Socks/panty hose
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Rain/Windbreaker jacket/sweatshirt
	 FORMCHECKBOX 

	

	

	Shoes

	 FORMCHECKBOX 

	Runners
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Sandals, sport sandals
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Dress
	 FORMCHECKBOX 

	

	

	Medical

	 FORMCHECKBOX 

	Prescription Medications/Refills 
	 FORMCHECKBOX 

	Throat lozenges

	 FORMCHECKBOX 

	Adhesive bandages
	 FORMCHECKBOX 

	Pain Reliever Tablets

	 FORMCHECKBOX 

	Anti-biotic ointment
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Antacid
	 FORMCHECKBOX 

	

	
	
	
	

	Toiletries

	 FORMCHECKBOX 

	Toothbrush, travel size
	 FORMCHECKBOX 

	Shampoo-conditioner, travel size

	 FORMCHECKBOX 

	Toothpaste, travel size
	 FORMCHECKBOX 

	Tweezers

	 FORMCHECKBOX 

	Dental floss, travel size
	 FORMCHECKBOX 

	Bath gel/soap, travel size

	 FORMCHECKBOX 

	Brush/comb combination
	 FORMCHECKBOX 

	Contact lenses / lens solution, travel size

	 FORMCHECKBOX 

	Hair styling products/gel/spray/pins/elastic
	 FORMCHECKBOX 

	Glasses/case/glasses cleaner

	 FORMCHECKBOX 

	Deodorant/antiperspirant, travel size
	 FORMCHECKBOX 

	Eye drops

	 FORMCHECKBOX 

	Birth control/condoms
	 FORMCHECKBOX 

	Hand Sanitizer

	 FORMCHECKBOX 

	Lotion/cream (face/body)
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Nail clippers
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Razor
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Cotton Swabs
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Feminine hygiene products
	 FORMCHECKBOX 

	

	

	Essentials

	 FORMCHECKBOX 

	Alarm clock/watch
	 FORMCHECKBOX 

	Flashlight, mini

	 FORMCHECKBOX 

	Cell phone charger
	 FORMCHECKBOX 

	Extra batteries

	 FORMCHECKBOX 

	Power plug adapters
	 FORMCHECKBOX 

	Notebook/writing utensil

	 FORMCHECKBOX 

	Power converter (110V/220V discrepancies)
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Sunscreen
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Ear plugs
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Safety pins/mini sewing kit
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Lip balm (with spf)
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Sun glasses
	 FORMCHECKBOX 

	

	

	Photo Equipment

	 FORMCHECKBOX 

	Camera
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Memory cards/film
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Spare batteries/battery charger
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	USB or connection cords
	 FORMCHECKBOX 

	

	

	Food

	 FORMCHECKBOX 

	Vitamins, daily packs
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Protein/granola/fruit bars/almonds
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Bottled water
	 FORMCHECKBOX 

	

	

	Extras

	 FORMCHECKBOX 

	Umbrella
	 FORMCHECKBOX 

	Reading material

	 FORMCHECKBOX 

	Deck of cards
	 FORMCHECKBOX 

	Handheld electronics and chargers 

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	


