Hello, 
In order for us to finalize/review a reservation please reply with the following information: 
Identifier U00
Once this information is provided, we can put together an itinerary for review. Once reviewed we can submit for UPenn's approval / ticketing process. Once approved you will receive an "E-Ticket Confirmation"
Needed to book:
1. [bookmark: _Hlk77681907]Passenger's full name as it appears on government issued photo identification that will be presented at the airport.  In the case of International travel, how the passenger's name appears on passport:   
· Last Name:     
· First Name: 
· Middle Name or Initial:   
1. Passenger's date of birth - Month, Day, & Year (MM / DD / YYYY):    
1. Passenger’s gender:
1. Passenger's telephone number – where we can reach the passenger while trip is in progress in case of any trip interruption: 
1. Date of travel and from where to where:
1. Name of person at the University of Pennsylvania who will approve travel: (bgsfinance@lists.upenn.edu)
1. Passenger's email address:
1. Email address of anyone at UPenn that should be cc'd on schedule:
Optional Information:
· Seat preference: Aisle or Window *optional
· Dietary needs: *optional
· TSA Pre-check or Global Entry Number: *optional
· Frequent flier numbers: *optional
 
In order for us to finalize/review a reservation please reply with the following information:
Once this information is provided, we can put together an itinerary for review. Once reviewed we can submit for UPenn's approval / ticketing process. Once approved you will receive an "E-Ticket Confirmation"

Thank you

