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Program Review Visit Logistics Survey Form 
After filling out the missing information, please return this form by [DATE] to Satoko Siegel at: ssiegel@westernu.edu. Thank you.
	Team member information

	Name: 
	Institution: 

	Office Phone No: 
	Email: 


	Transportation

	Will you fly to Ontario International Airport (ONT), Ontario California?       YES(      )                   NO(      )  

	If it is YES, please provide your flight information.

	Arrival Information (To ONT)


	Date:


	Time:


	Flight No.:



	Departure Information (From ONT)


	Date:


	Time:
	Flight No.:



	Are you planning to rent a vehicle?                                                                   YES (                    NO (


	Accommodation

	Hotel Name: 

	Address:  

	Phone: 
	

	Website: 
	Confirmation number:

	Check-in date: 
	Check-out date: 

	If you need lodging for additional nights, please state the date (You will be responsible for payment for these additional nights.):



	Please provide details of any special accommodation needs:




	Others

	Please state your dietary restrictions, if any: 

	Please provide details of any special accommodation needs:  



	Do you need a computer to use during the visit?                                            YES (           NO (
If yes, state preference for:                                                           IBM-compatible (           Macintosh (

	Please provide other needs you would like to request:



	Comments or questions:




Transportation

External reviewer is responsible for arranging own transportation to hotel.  In order to maintain budget limits, round trip economy class airfare should be arranged unless otherwise approved by the Office of Institutional Research and Effectiveness (IRE). 

The local airports:

· Ontario International Airport (ONT)

· located approximately 10 miles East of WesternU 

· 15-20 minutes by car to campus  
· Los Angeles International Airport (LAX)
· located approximately 50 miles West of WesternU 

· 60-120 minutes by car to campus, depending on a traffic.
Arrival time should be scheduled for reviewers to attend a team dinner.  Provide a copy of the invoice and itinerary to IRE as soon as a ticket is booked. Reimbursement would be provided after the visit.
Meals

Program under review is responsible for arranging meals.  Meals should not be excessive and should be fiscally responsible. 

Lodging

Lodging is arranged by IRE. 

Reimbursement Protocol

Upon completion of the review, provide IRE with a detailed expense report attaching all receipts.  Reimbursement will not be made without proper receipts.   

