
Travel Arranger & Guest Account Form
If you plan on making travel arrangements for someone other than yourself please fill out 
the following form.                      Email form to procurement@northeastern.edu

Travel Arranger (your name): _____________________________________________

NU email Address: _______________________________________________________

Department: ____________________________________________________________

Phone: _________________________________________________________________

Check one
________ADD to my traveler list       ________Delete from my traveler list 

________________________________________________________________________

______Arranging Travel for a University Employee
Traveler’s Names: (list only the first and last name of those that you will be planning travel for) 
Northeastern University Employees Only

Travelers Name      Travelers Authorization*

*We need an authorization from the Traveler.

GUEST ACCOUNTS
______Arranging Travel for a Guest to the University

________________________________________________________________________




