
Please complete and e-mail this form to Ovation Corporate Travel (aiatravel@ovationtravel.com), Meetings (Meetings@aia.org), Amy Medawar (amymedawar@aia.org) and Lastenia Boyle (lboyle@aia.org).

	Meeting information

	Meeting name:		

	Meeting date(s):		

	Meeting location (Hotel, City & State):		

	Account # :		



	Funded AIA Members

	1.
	
	
	11.
	
	
	21.
	

	2.
	
	
	12.
	
	
	22.
	

	3.
	
	
	13.
	
	
	23.
	

	4.
	
	
	14.
	
	
	24.
	

	5.
	
	
	15.
	
	
	25.
	

	6.
	
	
	16.
	
	
	26.
	

	7.
	
	
	17.
	
	
	27.
	

	8.
	
	
	18.
	
	
	28.
	

	9.
	
	
	19.
	
	
	29.
	

	10.
	
	
	20.
	
	
	30.
	



	
	                 Additional information & AIA staff contacts	

	Special details:
	 Travel costs exceeding $750 require approval.	

	
	(Maximum budgeted total fare amount, approved upgraded class of travel, etc.)

	AIA contact person:
	 	

	
	(Ovation -- Please call this person if you have questions or need approval prior to ticketing)

	Telephone: 	

	Fax:		

	Email:		

	Meeting planner assigned:
	 	

	
	(Ovation -- Only contact if the AIA contact person is not available)












	Please provide the following information to your committee members to reserve travel:

	Account number:	xxxx-1-xxx-xxxx
Travel agency:	Ovation Corporate Travel Contact:	AIAtravel@ovationtravel.com
	Travel booking via telephone:
Call Center Hours:	24 hours a day, 7 days a week
Phone:	(800) 925-4055


[image: ]Meetings Department Services
Travel Authorization – Direct Billing of Airfare / Amtrak


	Online Travel Booking: www.concursolutions.com
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