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Travel Itinerary and Service Request

Email or Fax to Host Institution to arrive 2 weeks prior to contest date.
	Institution:
	 FORMDROPDOWN 


	Traveling To:
	 FORMDROPDOWN 


	Sport:
	 FORMDROPDOWN 

	Date of Competition:
	     


Men’s Team
	Travel Party Size:
	     

	Coach:
	     

	Email:
	     

	Office Phone:
	     

	Cell Phone:
	     


Transportation Information
Provide corresponding info if travel by other than air.
	Arrival
	Date:
	     
	Time:
	     

	
	Airline:
	     
	Flight:
	     


	Depart
	Date:
	     
	Time:
	     

	
	Airline:
	     
	Flight:
	     


Lodging Information

	Hotel:
	     

	Location:
	     

	Phone:
	     


Practice Requests

	1st Choice
	Date:
	     
	Time:
	     

	
	Area:
	     


	2nd Choice
	Date:
	     
	Time:
	     

	
	Area:
	     


Practice date, time, and location to be confirmed by host.

Equipment Needed:

	     


Post-Game Food Request

Complete if you would like the host institution to arrange or assist in arranging post-game food service

	Type of Food:
	     

	Number:
	     

	When:
	     

	Arrangement:
	 FORMCHECKBOX 
 Deliver
  FORMCHECKBOX 
 Pick Up
 FORMCHECKBOX 
 Sit Down

	Contact for Follow-up:
	     



Women’s Team
	Travel Party Size:
	     

	Coach:
	     

	Email:
	     

	Office Phone:
	     

	Cell Phone:
	     


Transportation Information
Provide corresponding info if travel by other than air.

	Arrival
	Date:
	     
	Time:
	     

	
	Airline:
	     
	Flight:
	     


	Depart
	Date:
	     
	Time:
	     

	
	Airline:
	     
	Flight:
	     


Lodging Information

	Hotel:
	     

	Location:
	     

	Phone:
	     


Practice Requests

	1st Choice
	Date:
	     
	Time:
	     

	
	Area:
	     


	2nd Choice
	Date:
	     
	Time:
	     

	
	Area:
	     


Practice date, time, and location to be confirmed by host.

Equipment Needed:
	     


Post-Game Food Request

Complete if you would like the host institution to arrange or assist in arranging post-game food service

	Type of Food:
	     

	Number:
	     

	When:
	     

	Arrangement:
	 FORMCHECKBOX 
 Deliver
  FORMCHECKBOX 
 Pick Up
 FORMCHECKBOX 
 Sit Down

	Contact for Follow-up:
	     


Men’s Team (continued)
Request for Athletic Trainer Services

	Practice:
	     

	Game:
	     


Laundry Service Request

	 FORMCHECKBOX 

	Yes, practice uniforms.

	 FORMCHECKBOX 

	Yes, game uniforms.

	 FORMCHECKBOX 

	No, we will not require laundry service


Special Requests or Notes
(e.g., Meeting Rooms, Alumni Functions, etc.) 
Please include times, numbers, and details as appropriate.

	1
	     

	2
	     

	3
	     



Women’s Team (continued)
Request for Athletic Trainer Services

	Practice:
	     

	Game:
	     


Laundry Service Request

	 FORMCHECKBOX 

	Yes, practice uniforms.

	 FORMCHECKBOX 

	Yes, game uniforms.

	 FORMCHECKBOX 

	No, we will not require laundry service


Special Requests or Notes
(e.g., Meeting Rooms, Alumni Functions, etc.) 
Please include times, numbers, and details as appropriate.

	1
	     

	2
	     

	3
	     


	IMPORTANT NOTES

	The information requested on this form should be completed and forwarded to the host institution so it is received at least two (2) weeks prior to the scheduled contest date. 

It is important that requests for practice facilities, laundry, and other services be received by the host institution

well in advance of the contest.

	Please note it is the policy of the UAA that the setting of priorities for the use of all campus facilities is the prerogative of our individual member institutions, and as such, the priorities established by each member institution shall be honored by all visiting teams without exception.


Please direct completed request forms to the attention of the appropriate individuals.

	Institution
	Contact Person
	Email Address
	Phone
	Fax

	Brandeis University
	Tom Rand
	rand@brandeis.edu
	(781) 736-3632
	(781) 736-3656

	Carnegie Mellon University
	Jason Mlodzianowski
	jmlodzia@andrew.cmu.edu
	(412) 268-7526
	(412) 268-3099

	Case Western Reserve University
	Rebecca Copeland
	rebecca.copeland@case.edu
	(216) 368-5329
	(216) 368-5475

	Emory University
	Joyce Jaleel
	jjaleel@emory.edu
	(404) 727-6557
	(404) 727-4989

	New York University
	Carl Villanueva
	cv2@nyu.edu
	(212) 998-2034
	(212) 995-4591

	University of Chicago
	Jennifer Coleman
	colemanj@uchicago.edu
	(773) 834-1664
	(773) 702-6517

	University of Rochester
	Andrea Golden
	andrea@sports.rochester.edu
	(585) 275-7209
	(585) 461-5081

	Washington University
	Sara Burton
	sburton@wustl.edu
	(314) 935-5128
	(314) 935-5545
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