
Travel Itinerary Template

1. Trip Overview

● Traveler(s) Name(s): [Insert names]
● Destination: [Insert destination]
● Dates of Travel: [Insert travel dates]
● Purpose of Trip: [Vacation, Business, Adventure, etc.]
● Total Days: [Number of days]
● Travel Insurance: [Provider name and policy number]

2. Flight Information

Date Flight
Numbe

r

Airline Departur
e Airport
(Code)

Departur
e Time

Arriva
l

Airpor
t

(Code
)

Arriva
l Time

Confirmati
on Number

Addition
al Notes

[Date
]

[Flight
No.]

[Airline] [Departur
ee
Airport]

[Time] [Arrival
Airport
]

[Time] [Confirmatio
n No.]

[Special
Requests
,
Baggage
Info, etc.]

3. Accommodation Details

Check
-In

Date

Check
-Out
Date

Hotel
Name

Addres
s

Phone
Numbe

r

Booking
Confirmatio
n Number

Roo
m

Type

Amenitie
s

Additiona
l Notes



[Date] [Date] [Hotel
Name
]

[Addres
s]

[Phone
No.]

[Confirmatio
n No.]

[Roo
m
Type]

[WiFi,
Breakfast
, etc.]

[Special
Requests,
Late
Check-Ou
t, etc.]

4. Transportation

Airport Transfers:

● From Airport to Accommodation:
○ Service Provider: [Name]
○ Type of Vehicle: [Taxi, Shuttle, Rental Car, etc.]
○ Pick-Up Time: [Time]
○ Confirmation Number: [Number]

● From Accommodation to Airport:
○ Service Provider: [Name]
○ Type of Vehicle: [Taxi, Shuttle, Rental Car, etc.]
○ Pick-Up Time: [Time]
○ Confirmation Number: [Number]

Local Transportation:

● Car Rental:
○ Company: [Name]
○ Pick-Up Location: [Address]
○ Drop-Off Location: [Address]
○ Reservation Number: [Number]

● Public Transportation Passes:
○ Type: [Bus, Subway, etc.]
○ Validity: [Dates]

● Other Transfers:
○ Type: [Ferries, Trains, etc.]
○ Details: [Schedule, Ticket Information, etc.]

5. Daily Itinerary



Day 1: [Date]

● Morning:
○ Activity: [Sightseeing, Museum visit, etc.]
○ Location: [Name and Address]
○ Time: [Start-End Time]
○ Notes: [Special Instructions, Tickets, etc.]

● Afternoon:
○ Lunch:

■ Restaurant Name: [Name]
■ Location: [Address]
■ Time: [Start-End Time]
■ Reservation: [Yes/No, Confirmation No.]

○ Activity: [Tour, Shopping, etc.]
○ Location: [Name and Address]
○ Time: [Start-End Time]
○ Notes: [Special Instructions, Tickets, etc.]

● Evening:
○ Dinner:

■ Restaurant Name: [Name]
■ Location: [Address]
■ Time: [Start-End Time]
■ Reservation: [Yes/No, Confirmation No.]

○ Activity: [Show, Nightlife, etc.]
○ Location: [Name and Address]
○ Time: [Start-End Time]
○ Notes: [Special Instructions, Dress Code, etc.]

Day 2: [Date]

● Morning: [Repeat structure as above]
● Afternoon: [Repeat structure as above]
● Evening: [Repeat structure as above]

Day [N]: [Date]

● Morning: [Repeat structure as above]
● Afternoon: [Repeat structure as above]
● Evening: [Repeat structure as above]



6. Important Contacts

● Emergency Contacts:
○ Local Emergency Number: [911, 112, etc.]
○ Local Embassy: [Address and Phone Number]
○ Travel Insurance Contact: [Provider Name and Phone Number]

● Hotel Contact:
○ Hotel Name: [Name]
○ Phone Number: [Phone Number]
○ Email: [Email Address]

● Tour Provider Contact:
○ Company Name: [Name]
○ Guide Name: [Name]
○ Phone Number: [Phone Number]
○ Email: [Email Address]

● Car Rental Contact:
○ Company Name: [Name]
○ Phone Number: [Phone Number]
○ Email: [Email Address]

7. Budget Overview

Category Estimated Cost Actual Cost Notes

Flights [Amount] [Amount] [Notes]

Accommodation [Amount] [Amount] [Notes]

Food [Amount] [Amount] [Notes]

Transportation [Amount] [Amount] [Notes]

Activities [Amount] [Amount] [Notes]

Miscellaneous [Amount] [Amount] [Notes]

Total [Total Estimated] [Total Actual]



8. Packing List

Essentials:

● Passport/Visa
● Travel Insurance Documents
● ID/Driver's License
● Credit Cards/Cash
● Phone/Charger
● Medications

Clothing:

● [List items specific to the destination, weather, and activities]

Toiletries:

● [List items such as toothbrush, shampoo, etc.]

Tech Gear:

● Camera/Charger
● Laptop/Tablet
● Adapters/Converters

Miscellaneous:

● [Books, Snacks, Travel Pillow, etc.]

9. Additional Notes

● Special Requirements: [Dietary needs, accessibility, etc.]
● Weather Forecast: [Summary of expected weather]
● Local Customs: [Important cultural notes]
● Language Tips: [Common phrases, etc.]

10. Post-Trip Reflection



● Highlights: [Favorite moments, best experiences]
● Challenges: [Issues encountered]
● Recommendations: [Advice for future trips]

This template can be customized to fit any type of trip, whether a short weekend getaway or a
more extended international adventure. It provides a comprehensive structure to help travelers
stay organized and enjoy their journey fully.


