Pre-Recruitment Travel Checklist
What to Bring:
· Cell phone

· Cell phone charger

· Cell phone hands-free device

· Umbrella

· Navigation System

· Travel binder

· Recruitment itinerary with list of high school visits and college fairs

· Confirmations for flight, hotel and rental car

· Directions for each day

· Receipt holder

· Office contact numbers (work and cell)

· Copy of each publication

· Nametag

· Business cards

· Laptop computer

· Computer charger

· Computer internet chord

· Cash and quarters 

· Table Banner

· Pens

What to Do:

· Remind your manager that you are leaving
· Change your voicemail message

· Add email out-of-office message

· Confirm that publications have arrived at your hotel

· Confirm that your out-of-office dates and travel information match up with the office calendar
