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Agency Lodging Card: Individual Request Form
Complete and email to copahotels@adtrav.com and your agency’s lodging card coordinator. 

Use the traveler’s name as the subject line.
Requests must be received at least 3 full business days prior to check-in.
Traveler’s Agency:











Name of Travel Arranger:




     Email:




	 Traveler Information

	Name
	

	Employee ID Number
	

	Bureau/Office/Department
	

	Email
	

	Work Phone
	

	Fund Center/Account Code

For This Trip
	

	Reason for Lodging Card Use
	

	Travel Information

	Destination City and State
	

	Check-In Date
	

	Check-Out Date
	

	Hotel Name
	

	 Hotel Complete Address
	

	Hotel Phone
	

	Per Night Rate
	

	Confirmation Number
	


   **Reason examples: 

Non-commonwealth employee (board member, commissioner)


     


Travels less than 4 times per year and does not have a corporate card

                


Attending a conference and does not have a corporate card

                


Employee awaiting issuance of corporate card

