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Booking travel for other members of your organisation can be tough. We've put together this document to help you get the information you need to make booking corporate travel easier. Simply remove all pages apart from the next one and save the document for use within your organisation.
We offer a range of travel resources on our website, including a travel policy template, so feel free to visit and download whatever you need for free.
Booking Process
Make sure your teams know how to send in travel requests.  We suggest setting up an internal email address for this purpose. This will reduce the chance that requests are missed or overlooked.
Decide whether you will let travellers check trip details once you have selected them, and if you do, set a time limit on any amendments. Taking too long over this means prices may change. 
Alternatively, use a platform like Ortharize, which has a tailor-made trip building feature that automates the process of submitting travel requests. It  speeds up the booking process for travel arrangers at any organisation, no matter the size. Sign up for free now at www.ortharize.com.














Travel Booking Request
 
Please complete this form with as much detail as possible to ensure the best-suited options are booked for you. 
	Name
	

	Email
	

	Phone Number
	

	Passport number
	

	
Additional Travellers (please also provide the details above for additional travellers):
	



Flight Request
	Departing From:
	

	Returning From:
	

	Date out:
	

	Date back:
	

	Additional Details:
	

	Are additional flights needed? If so, supply details below.
	

	Shuttle required?
	



Hotel Request
	First night required (date):
	

	Last night required (date):
	

	Preferred hotel or location:
	

	Additional Details:
	

	Are additional hotels needed? If so, supply details below.
	









Car Rental Request
	Pick-up location:
	

	Return location:
	

	First day required & time::
	

	Return date & time:
	

	Additional Details:
	

	Are additional car rentals needed? If so, supply details below.
	



Rail Request
	Departing From:
	

	Returning From:
	

	Date out:
	

	Date back:
	

	Additional Details:
	

	Are additional car rentals needed? If so, supply details below.
	



Currency Request
	Do you require any currency for your travel? If so, how much?
	

	If above travel policy allowance, has your manager signed this off?
	




General Details/Additional Requirements:
 
 
Please send this request to your manager. Once they approve, they will send this to [XXX].
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This travel policy template was brought to

you by Ortharize.

Digitise your travel policy and guarantee compliance through our travel booking plat-
form. Here are some of the reasons organisations are moving to Ortharize.

We'll save you money.

Firstly, we don't charge booking fees. Our prices
are competitive-we're in-line with many of the
largest consumer booking sites-but that's not
where it ends. Other booking sites don't give
your employees any incentive to save money,
so they'll usually spend their full allowance on a
slightly nicer room, or other amenities. Ortharize
actually rewards your staff for spending less. On
average, employees booking through Ortharize
choose hotels that are 40% cheaper than their
previous travel provider.

We'll save you time.

Automated reports, saved traveller preferences,
travel assistant functionality and simple man-
ager approval features mean that teams around
your business are spending less time arranging,
booking and reconciling your travel needs.

We'll put you in the data driving seat.

We love data at Ortharize and want to pass this
onto our users. Check departmental trends, mon-
itor individual spend or customise reports based
on a huge range of data points; we can help de-
fine your return on investment from travel spend.

We help you safeguard your employees.

At any time, you can see where your employees are
travelling, on one easy-to-use platform. We offer
24/7 support from our UK-based contact centres, so
whenever you or your traveller needs help, we're here
for you

We'll help you become more environmentally
friendly.

Through our CO2 emissions reporting, you'll be able
to accurately measure the hardest-to-calculate part of
your carbon footprint—your travel. Using our reports,
you can measure individual, team and the entire or-
ganisation’'s carbon emissions and easily set targets to
reduce; helping you with various green qualifications
and awards.

We make employees happier.

Choose a travel management platform that not only
saves you money, but puts a smile on your employee's
faces. By giving back some of the savings you make
on travel, you'll increase employee engagement. Your
team will appreciate the efforts you've made to reward
them for doing the right thing, for your organisation,
the environment and also for caring about safeguard-
ing them while they're out and about.

Sign up and get started for free today at www.ortharize.com.
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Ortharize

Business Travel Better.
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