


Travel Reservation Request Form

Fax (510) 486-4252 ( E-mail fdelro@berkeley.edu 
(Double-click on check boxes)

This is a new request  FORMCHECKBOX 
   
This is a modification to previous request  FORMCHECKBOX 

	Traveler’s Name (same as on government-issued ID):


	Affiliation: PI -Lab  /  SAB   IAB  Company                      
Address:

	Purpose of Travel:

	Traveler’s Email:

	Date of Request:

	Gender: 

Date of Birth (mm-dd-yyyy):
Gender:

	Traveler’s Phone:


	DHS-Redress No.:



	Airline preference:

Frequent Flyer #:


	Seat Preference (select):
Window  Aisle | Front  Rear


	Arranger: Fernando @ SynBERC Central
Phone: 510-486-5562

Fax: 510-486-4252


UC Berkeley Travel Policies:  
· Economy class tickets are to be purchased. To obtain the lowest fare, book/purchase tickets at least a month prior to travel date, if possible.
· Traveler pays for any incremental fees due to ticket upgrades over the normal economy class fare. After ticket is purchased, any changes on the ticket will be paid by traveler.
· To be reimbursed for other travel expenses (baggage fee, meals in transit, etc.), keep the receipts and attach to the Travel Reimbursement Form. 
· In case of an emergency preventing travelers from proceeding or changing their flights, inform SynBERC Central Office (c/o Fernando) immediately. 
	AIRLINE RESERVATIONS

	Date
	FROM

(specify airport)
	TO

(specify airport)
	Preferred

Airline
	Departure

Time
	Arrival

Time

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	


Fare Parameters: 2-hour window
YES
NO
(Double-click on check boxes)
Are you flexible on departure/arrival times if this results in lower fares?
 FORMCHECKBOX 

 FORMCHECKBOX 

Will you accept a penalty fare? (extra fee to change or cancel reservation)
 FORMCHECKBOX 

 FORMCHECKBOX 

Will you accept a non-refundable fare?
 FORMCHECKBOX 

 FORMCHECKBOX 

	HOTEL RESERVATIONS (if different from SynBERC contracted hotel)

	Check-in

Date
	Check-out

Date
	Hotel
	Location
	Special Requests

	
	
	
	
	

	
	
	
	
	


	ADDITIONAL INFORMATION/SPECIAL REQUESTS/COMMENTS




