
TRAVEL PLANNING CHECKLIST 
 

OFFICE 

Confirm Business Schedule 

Confirm Travel Schedule 

Confirm Accommodations 

Set Out-of-Office Notifications 

Delegate Responsibilities to Teammates 

Print Required Documents 

Arrange for Transportation; Finalize Plans 

HOME 

Secure Home 

Adjust Thermostat 

Arrange for Child and / or Pet Care 

For Extended Trips: Make Alternate Arrangements for Mail / Deliveries 

PACKING 

Double Check Clothing for Each Event 

Consider Weather 

Avoid Checking Luggage 

INFO FOR FAMILY / FRIENDS / CAREGIVERS 

House Keys, Car Keys, Itinerary and Contact Info to Distributed to Necessary Parties 

Important Phone Numbers for Care Givers 

Payment for Care Givers 

https://goo.gl/7Zr2n4


 
 

DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for 
reference only. While we strive to keep the information up to date and correct, we 
make no representations or warranties of any kind, express or implied, about the 
completeness, accuracy, reliability, suitability, or availability with respect to the website 
or the information, articles, templates, or related graphics contained on the website. 
Any reliance you place on such information is therefore strictly at your own risk. 
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