PROJEGY

SUCCESS ACHIEVED + DELIVERED

Travel Checklist

Project name and number

Facility name and address

Purpose of visit

Travel date(s)

Facility contact and number

Attendees

Trip sponsor and number

1. Travel Arrangements

a. Approvals for: d. Reservations for:
[0 Overtime [ Flight
[0 Travel [0 Hotel
b. Trip sponsor to call or text when: [ Vehicle
[0 Leaving meeting place or home e. Other:
[0 Arriving at facility [ Setup achatapplication for communication (e.g., WhatsApp)
[0 Leaving facility [ Confirm trip arrangements with facility personnel
[0 Arriving at meeting place or home [ Deploy out-of-office message in email application
c. Remember to: [0 Prepare and submit Journey Management Plan (JMP) form
[0 Saveall receipts [0 Other#1:
[0 Submitan expense report (see 4) [0 Other#2:
2. What to Bring
[0 Cash and credit cards [ Personalitems (e.g., medication)
[0 Coveralls (fire retardant and high visibility) [ Personal protective equipment (PPE) (e.g., boots and glasses)
[0 Document holder [0 Phone, phone charger, and cable(s)
[0 Emergency contact information [ Reference materials (e.g., drawings and specifications)
[0 Glasses, contacts [0 Snacks, food
[0 Hearing protection [ Sunglasses
[0 Hardhat [ Tools appropriate for the work (e.g., flashlight)
[0 Identification, driver’s licence [0 Walletorpurse
[0 Laptop with mouse, laptop bag, and charger | [] Water bottle
[0 Longpantsand sleeves [0 Workclothes
[0 Passport [0 Other#1:
[0 Pensand markers [0 Other#2:
3. What to Bring for Winter Travel
[0 Balaclava or scarf and toque [ Insulated coveralls (fire retardant and high visibility)
[0 Cleats [0 Longunderwear
[0 Gloves [0 Parka

4. Post-trip Follow-up

O

Expense report

| [ Trip report (formal or informal)

Check items as they are completed. Strike-out items that are not applicable.
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