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Checklist

Passport

Visa

Air Ticket

Hotel/Accommodation

Travel Insurance

City Maps

Custom Tax Document

Business Appointment

Business Document

Sample/Brochures

Name Cards

Customer Listings

Credit Cards

Travellers Cheque

Foreign Currency

Clothes

Personal Effects

Photograph

Business Appointments

Name Date/Time Venue Agenda

Travel Checklist
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Projects
Person Incharge: Destination:

Company: Phone:

Address: Mobile:

Facsimile:

Target Start Completion

Project Description:

Budget:

Plan/Ideas:

Suppliers:

Remarks:
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• Projects
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Reminders

Passport Renewal

Insurance Renewal

Road Tax Renewal

Driving Licence Renewal

Income Tax Date Due

Property Tax Date Due

Medical Check-up

Dental Check-up

Memberships Due

Others

Important Dates

Birthdays

Anniversaries

Social Events

Company Functions

Personal

Name

Address

Telephone Blood Group

Identity Card No.

Passport No.

Bank Account No.

Credit Card No.

Insurance Policy No.

Income Tax No.

Car Registration No.

Business

Company

Address

Telephone Fax

E-mail

Important Telephone Numbers

Doctor

Dentist

Solicitor

Travel Agent

Taxi Service Airport

Railway Station Police

Fire Brigade Ambulance

Electricity Gas

Others

Personal Memoranda
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