[bookmark: _GoBack]CONCUR TRAVEL REQUEST FORM
24 Hr. Phone:  1-855-847-6398
Fax:  770-291-5175

CRC Corporate Card Number:  (last 4 digits) 6152 Expiration 08/2014


Today’s Date__________________________   Ordering Person_________________________________

Travel Agent__________________________    Locator ID: _____________________________

Traveler Information

Full legal name on photo ID ______________________________________________________________

DOB_____________________     M/F____________    Date/Time Available________________________

Desired ETA Date/Time________________________ Desired Departure Airport___________________

Flight Information
Departing Airport_________________________   Destination Airport___________________________
Airline_____________________   Flight Number________________  Ticket Cost__________________
ETD_________________   ETA__________________
Rental Car Information
Is Rental Car needed? ____________________ 
Incident Information
Incident Name____________________   Incident Number______________________   O#__________
Concur will email the itinerary to:  craiginteragency@gmail.com.  If you do not receive itinerary in 30mins follow up with your agent.
· See Travel Directions section for printing and filing instructions.
RECORD THE REQUIRED INFORMATION ON THE “TRAVEL LOG” FORM UNDER THE “TRAVEL LOG” TAB
