SOP: Booking Transportation (Flights, Trains, Buses,
Car Rentals)

This SOP details the process for booking transportation including flights, trains, buses, and car rentals, covering steps
for selecting appropriate transport options, comparing prices, verifying schedules, ensuring compliance with travel
policies, securing reservations, managing payment and confirmations, and handling changes or cancellations to optimize
travel efficiency and cost-effectiveness.

1. Purpose

To provide consistent, efficient, and cost-effective procedures for booking all business or organizational transportation
requirements.

2. Scope

This procedure applies to all employees or authorized individuals responsible for arranging transportation for business
travel, meetings, or events.

3. Responsibilities

¢ Traveler: Provide accurate details and preferences for the trip.
¢ Travel Arranger/Administrator: Complete booking process per this SOP and company policy.
¢ Finance/Approving Authority: Approve bookings and process payments as required.

4. Procedure

1. Gather Traveler Requirements:
o Obtain traveler's full name (as per ID/passport), travel dates, destinations, times, preferences, and any special
requirements (e.g., accessibility needs).

2. Review & Confirm Compliance with Travel Policy:
o Check all selections are within company travel policy (approved classes, carriers, cost limits, preferred providers,
advance booking requirements).

3. Search & Compare Options:
o Utilize approved travel management platforms or recommended booking websites.

o Compare routes, schedules, and prices for:

= Flights: Nonstop vs connecting, preferred carriers, fare classes

= Trains/Buses: Express vs local, seat classes, timings

= Car Rentals: Vehicle class, pick-up/drop-off locations, mileage limits, insurance
o Document at least three viable options if possible.

4. Validate Schedules & Availability:
o Verify departure/arrival times align with itinerary and traveler needs.

o Check for seat, vehicle, or ticket availability.

5. Obtain Approval (if required):
o Submit proposed options (with costs) for approval to designated authority before booking.

6. Secure Booking:
o Book the selected option through approved channels, providing all necessary traveler details.

o Ensure the correct application of loyalty numbers, discount codes, or business accounts.

7. Arrange Payment:
o Process payment using company card, travel account, or as per organizational guidelines.

o Retain and document receipts/invoices for expense reporting.

8. Send Confirmation to Traveler:
o Forward booking confirmations, e-tickets, receipts, and booking references to the traveler.

o Include pertinent instructions or restrictions for each mode of transportation.

9. Record & File Booking Details:
o Enter all booking details into the travel management system or designated log.



10. Manage Changes or Cancellations:
o Upon traveler request or schedule changes, promptly initiate changes or cancellations per policy.

o Document any additional costs or refunds, and update records accordingly.

5. Documentation & Record-keeping

e Maintain copies of all bookings, approvals, payments, and confirmations for at least one year (or as per company
policy).
e Backup records regularly in company-approved storage systems.

6. Compliance

¢ Ensure all bookings comply with national/international travel regulations and organizational policies.

¢ Use only authorized booking platforms and payment methods.

7. Appendix: Suggested Booking Comparison Table

Option Mode Provider Schedule Cost Remarks

1 Flight ABC Airlines  10:004€“13:00 $320 Non-stop, includes bag

2 Train National Rail  09:305€“14:00 $150 Express, Wi-Fi available

3 CarRental XYZRentals Pick-up 08:00 / Drop-off 18:00 $100 Economy class, unlimited miles

Note: Always refer to your organization's travel policy for specific approval requirements or preferred
accommodations.
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