
P R O F E S S I O N A L  T R AV E L
B U S I N E S S  T R I P  C H EC K L I S T

P R O F E S S I O N A L  I T E M S

PA C K I N G  T I P S

C L O T H I N G

P E R S O N A L  I T E M S

I T I N E R A RY/ C A L E N DA R

R EC E I P T  E N V E LO P E

H E A D P H O N E S / E A R  P LU G S

H OT E L  I N F O R M AT I O N

F L I G H T  I N F O R M AT I O N

I D/ PA S S P O RT

WA L L E T/ C A S H  &  C R E D I T  C A R D

N A M E TAG S

L A P TO P  &  C H A R G E R

F O L D E R S / D O C U M E N T S

G P S / D I R EC T I O N S  

C E L L  P H O N E  &  C H A R G E R

U M B R E L L A

G L A S S E S  &  S U N G L A S S E S

B R I E F C A S E / BAG

S U I T S / S P O RT  C OAT S

T I E S

D R E S S  S H I RT/ B LO U S E

U N D E R G A R M E N T S / C A M I S O L E

WATC H /J E W E L RY

B E LT/ H A N D K E R C H I E F

S H I RT S / T- S H I RT S

OV E R C OAT/J AC K E T

H AT/ G LOV E S

PA N T S / D R E S S E S

D R E S S  S H O E S

S L E E P W E A R

C A S UA L  W E A R

WO R KO U T  W E A R

D R E S S  S O C K S / H O S E

TO OT H B R U S H / TO OT H PA S T E

H A I R  P R O D U C T S

Q - T I P S

N A I L  C L I P P E R S

M A K E U P/ L I P  BA L M

S U N S C R E E N

R A ZO R / S H AV I N G  C R E A M

S OA P/ B O DY  WA S H

M O U T H WA S H / G U M

D EO D O R A N T

S H A M P O O/ C O N D I T I O N E R  

M E D I C AT I O N

1 .  W H E T H E R  F LY I N G  O R  N OT,  G E T  AC C U S TO M E D  TO  PAC K I N G  
L I Q U I D S  I N  A  Q UA RT  S I Z E  Z I P LO C K  BAG

5 .  T R AV E L  W I T H  N O - I R O N  C LOT H I N G  I F  P O S S I B L E

4 .  A N Y T H I N G  YO U  N E E D  AC C E S S  TO  W H I L E  F LY I N G ,  S H O U L D
B E  PAC K E D  I N  A  BAG  T H AT  W I L L  F I T  U N D E R  YO U R  S E AT.  

3 .  H AV E  A  S U I TC A S E  T H AT  W I L L  F I T  I N  A N  A I R L I N E  OV E R H E A D
B I N ,  C H EC K  A I R L I N E  S I Z E  R EQ U I R E M E N T S  B E F O R E  D E PA RT U R E

2 .  H AV E  A  P E R S O N A L  I T E M S  BAG  A LWAYS  PAC K E D  A N D  
R E A DY  TO  T R AV E L



USE AIRLINE APPS AND WEBSITES TO BOOK TRAVEL,  DO NOT USE DISCOUNT THIRD PARTY TRAVEL SITES.  

CHECK AIRLINE POLICIES ON BAGGAGE BEFORE YOU PACK.

PACK EVERYTHING INTO A CARRY-ON BAG IF AT ALL POSSIBLE.  IF NOT,  PACK ONE CHANGE OF CLOTHES 

IN YOUR CARRY-ON BAG IN CASE YOUR CHECKED BAG GETS LOST.

ARRIVE AT THE AIRPORT A MINIMUM OF 1  HOUR BEFORE A DOMESTIC FLIGHT AND A MINIMUM OF 2 HOURS

BEFORE AN INTERNATIONAL FLIGHT.

MAKE SURE TO GIVE YOURSELF PLENTY OF TIME TO ACCOUNT FOR POSSIBLE DELAYS SUCH AS TRAFFIC,  

ROAD CONSTRUCTION, OR WEATHER.

KNOW THE TSA AIRPORT TRAVEL RULES AND BE PREPARED TO ACCOMMODATE TSA AGENTS WHEN GOING 

THROUGH SECURITY.  BE READY TO GO THROUGH SECURITY.

HAVE EARPHONES AND A MUSIC OR VIDEOS TO WATCH ON THE FLIGHT.

IF YOU HAVE TO USE YOUR OWN CAR, KEEP UP WITH YOUR MILEAGE,  MAKE SURE YOUR CAR IS IN GOOD 

MECHANICAL SHAPE,  AND YOU HAVE A FULL TANK OF FUEL.

RENT A CAR IF POSSIBLE OR USE A FLEET CAR.  IF THERE IS A PROBLEM WITH THE CAR THEN YOU HAVE 

THE OPPORTUNITY TO GET ANOTHER ONE 

USE THE HOTEL WEBSITE OR THE HOTEL APP TO BOOK YOUR ROOM. IF THERE IS PROBLEM ITS EASIER TO

MAKE CHANGES.

MAKE SURE YOU HAVE APPLIED TO BE IN THE REWARDS PROGRAMS FOR HOTEL CHAINS YOU PLAN TO USE.

USE A HOTEL OR AIRLINE CREDIT CARD TO BOOK YOUR STAY TO EARN POINTS FOR FUTURE STAYS AND 

AIRLINE TRAVEL.
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A I R  T R AV E L

C A R  T R AV E L

H O T E L  S TAY S


