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1. Dashboard:

Select the travel request form v2 tab on the home page.

 TWEF AV:R

Travel wih Pieie iy d - Powered by Travelit

EeXDO &8O

)
- = @
TRAVEL REQUEST FORM
o W

Book ONLINE LocaL TRiIP MANAGER FOR MY e QuTt oF OFFICE
AND INTERNATIONAL BOOKINGS

2. Create Travel Request Form

2.1 Add New TFR:

Select add new TFR to start the process

Search for Existing Travel Request Forms:
search by Request Form Number Search by Traveller Search by Status

Capture Trip dates (From / To) , Add Traveller (search for a traveller using Name, Surname,
email address).
If traveller not loaded, select Create Traveller and complete.

Start New Travel Request Form

Trip Dates* Add Traveller*

[ Create Traveller ” Clear Form H < Back to List

Ask our team of expert consultants for assistance.
Up to 3 quotes will be provided, based on the best available rates and availability, based on your company travel policy.

= An email notification will advise once the quotation is ready. Simply login and select the best option per booking,
* Our expert consultants will process the booking and documents will be issued upon approval.

+ Instant Chat Messenger allows you to communicate simply and effectively with the consultant.

= Hint: Additions or changes can be requested any time before final guote acceptance.

_________________________________________________________________________________________|
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Any Future Trips linked to the Traveller this will be displayed under Future Trips.

Start New Travel Request Form

Trip Dates* Add Traveller*
2025-03-17 10 2025-02-20 Create Traveller H Clear Form H € Back to List
Number of Trip Days: 3
Traveller Profile
Name Business Unit Cost Center Policy Name IsPrimary Action
Jasen Classen All Employees Level 1-13 - VIP Yes = w
Future Trips e
Traveller Name TRF Number Trip Ref Trip Name Status Start Date End Date
Jason Classen TBSBOEB 09101AF Testing Cancellation Accepted By Vendor Thu, 20 March 2025 Thu, 20 March 2025
Complete the Request for Quote field/s.
Request for Quote
))' m Oneway  Multi-City [ ]
Air From* To*
OR Tambo International, Johannesburg (Airport) - South Africa Cape Town International, Cape Town (Airport) - South Africa
Departure Date Return Date
2025-03-17 2025-03-20
Departure Time Return Time
08:00 ~ 16:00 ~

Preferred Cabin/Class* Baggage Required*

Economy (cheapest) only Yes ¥

*Add Flight I I |2m Add Hotel ] I & Add Car ‘ [ &= Add Transfer

[ Add Parking B Add Allowance

Finalise TRF

The Travel Booker may select Add Flight, Add Hotel, Add Car, Add Transfer, Add Parking and
Add Allowance more than once should there be a need for additional sectors within the Trip.

I r)-Add Flight ] l |2m Add Hotel I [ &= Add Car I I @ Add Transfer l

B Add Parking B Add Allowance

Finalise TRF

TFR PROCESS
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Once all sector requirements have been completed, select Finalise TRF.

Request for Quote
»- m Oneway  Multi-City (]
Air From* To*
OR Tambo International, Johannesburg (Airport) - South Africa Cape Town International, Cape Town (Airport) - South Africa
Departure Date Return Date
2025-03-17 2025-03-20
Departure Time Return Time
08:00 ~ 1600 ~
Preferred Cabin/Class* Baggage Required*
Economy {cheapest) only v~ Yes v
))-Add Flight ] [ |em Add Hotel ] [ & Add Car ] [ & Add Transfer

O Add Parking B Add Allowance

Finalise TRF

2.2 Finalise Travel Request Form:

Complete all required fields:
- Business Unit
- Cost Centre/Responsibility number

Insert additional notes / requirements into Message to Consultant field.
Any attachments required to be sent (e.g. Purchase Orders, Confirmations etc.) select
Attach Files to upload documents.

Finalise Travel Request Form < Back to Request for Quote

TRF Number: Status: Message to Consultant
New New Travel Form
Company Name: Trip Name*
“
Business Unit* Please upload supporting documents if applicable:
Choose File | No file chosen Upload File

Cost Center*

Do you have a deviation Memo: *

Request Form is for:*

Attach Files

Quote Required* Drop files here or dlick to upload

Yes, Quote Required v e

TFR PROCESS 5
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2.2 If New Booking:

Request Form is for*

MNew Booking hd

Requestor will have the following two options to select from
- Quote Required, select Yes, Quote Required
- Quote is not required, select Do NOT Quote, Book Only, a consultant will book the
required option/s and submit for approval.

Quote Required*

Yes, Quote Required v

Yes, Quote Required

Do NOT Quote, Book Cnly b
2.3 If Existing Booking:

Selecting Existing Booking, allows the Requestor the ability to request additional
assistance/changes on an existing trip.

- Existing trip reference to be inserted.

Request Form is for*

Existing Booking v

Existing Trip Reference:*

_________________________________________________________________________________________|
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Once all fields have been completed, select Send to Consultant;
Note
» Quotes are not held and are subject to the “availability and price” at the time of booking
« To avoid higher prices accept quotes as soon as possible.
» All bookings will be made within company travel policy and approval rules
A travel request form reference will display.
Success
Travel Request Form T296479 Received Successfully
OK
3. How to search for a TRF
On the dashboard select the travel request form v2 tab.
—
. TWF .
o
- °.,f..?.?.,.,‘.'f..5 Powered by Travelit
XD a0
(&
TRAVEL REQUEST FORM
" M
Book ONLINE LocaL TRiIP MANAGER FOR MY V& QuTt oF OFFICE

AND INTERNATIONAL BOOKINGS

_________________________________________________________________________________________|
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Multiple search criteria are available.

Complete search criteria and select Search, alternatively scroll down to see the latest
requests created.

@ Add New TRF

Search for Existing Travel Request Forms:

Search by Request Form Number Search by Traveller Search by Status
x x
TMC Hub Company Consultant
x x x
Unassigned TRFs Business Unit Requester
~ x x
SLA First Travel Date Last Travel Date
~ x x

3.1 Open Travel Request Form:
Select Open TRF to View the request or Quote.

Search Results

T8BAT96 Open TRF
Sent To Consultant Ndina Nemahunguni —
TEST Ndina Nemahunguni oS

Cart Cancelled By Requisitioner Print TRF

Tue, 06 May 2025
963C4C1

Travel Request Form

’ Edit Form H Refresh Form Close Form H 4 Back to List

{ J )

Linked Trip Ref: 09101AF
Request Number TRF Status {Cart Status p Name
TB8BOEB t tant (Cancellation Accepted By Vendor) Testing
Wed, 26 February 2025 Jason Classen
First Travel Date U ed e Q S0
Tue, 18 March 2025 Jason Classen Existing Booking: 05101AF
Show Hidden Fields Traveller(s Quote Required

Jason Classen - VIP; Yes, Quote Required

Empty Request Form Created for Messages

TFR PROCESS 8
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Request for Quote

Mon, 21 July 2025 OR Tambo International, Johannesburg Baggage Required
Thu, 31 July 2025 London - Heathrow (LHR),
Sent To Consultant

1-)- Add Flight I [ |em Add Hotel ] [ & Add Car I [ & Add Transfer

B Add Parking I Add Allowance

3.2 Edit Travel Request Form:

Edit Form allows the Requestor to edit sectors before the consultant processes the request.
- Change dates/ departure or arrival airport / cost centres etc.
- Add additional sectors

Travel Request Form

Linked Trip Ref: 09101AF

TB8BOEB t tant (Cancellation Accepted By Vendor) Testing

Wed, 26 February 2025 Jason Classen
Tue, 18 March 2025 Jason Classen Existing Booking: 0910 1Af
Jason Classen - VIP, Yes, Quote Required

Empty Request Form Created for Messages

TFR PROCESS
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Select Finalise TRF once amendments have been completed.
Request for Quote
* m Oneway  Multi-City
Air From* To*
OR Tambo International, Johannesburg (Airport) - South Africa London - Heathrow (LHR), (Airport) - United Kingdom
Departure Date Return Date
2025-07-21 2025-07-31
Departure Time Return Time
All Day v All Day v
Preferred Cabin/Class* Baggage Required™
Economy (cheapest) only v Yes
=y Pickup Location* Dropoff Location*
Car Awis London Heathrow T2 T3 T4 (Branch), London Avis London Heathrow T2 T3 T4 {Branch), London
Pickup Date* Dropoff Date*
2025-02-27 2025-08-11
Booked as per Flight Time* ) consultant({e.q. car type)
Yes v
))-.i-\dd Flight l [ |em Add Hotel l [ = Add Car ] [ & Add Transfer

O Add Parking B Add Allowance

Finalise TRF

4. Close Travel Request Form
Successfully actioned TRF’s will automatically close once booking is awaiting approval or
approved.

To ensure all TRF’s are completed and require no further action there are two functions
available:

« Complete — All messages have been actioned, no further assistance required (approved
bookings)

« Cancel — Cancel TRF, request no longer required.

Please note once you have cancelled a TRF, it cannot be reopened.

Select Close TRF.
Search Results
T8BAT%6 & Open TRF
Ndina Nemahunguni essage: 19 m
TEST Ndina Nemahunguni R N7
- I - Print TRF

Tue, 06 May 2025
963C4C1

TFR PROCESS 10
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Select required action.

Complete or Cancel TRF

Do you want to Complete or Cancel this Request Form?

Complete - All queries have been actioned, no further assistance required.
Cancel - Cancel TRF, request no longer required.

Complete TRF Cancel TRF No

5. Print Travel Request Form
Select Print TRF to generate the request as a PDF File.

Search Results

T296479 Open TRF
Sent To Consultant Come Lubbe
TEST TRF 1 Come Lubbe
Mon, 21 July 2025 Print TRF

Close TRE

Print Request Form

-
L
by

Generating Request Form PDF

[537)
(=]
i
[34]

_________________________________________________________________________________________|
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Travel Request Form

Linked Trip Ref: BSB96A6

Request Number: TRF Status (Cart Status): Trip Name:
TDE2F82 Cart Cancelled By BOOK ONLY
Requisitioner
Request Created:

Wed, 26 February 2025

Consultant Name: Trip Reason: First Travel Date:
Fri, 16 May 2025

Requestor Name: Request Form is for: Company Name:
New Booking

Traveller(s): Quote Required: Business Unit:

Jason Classen - VIP; Do not Quote, Book Only CABINET SERVICES

Total Elapsed Time: Approval Comments: Cost Center:

00h 04m 001 ( AV8R Test )

Do you have a deviation Memo:
No, I did not deviate

Message to Consultant:

HI PLEASE BOOK SA602

Request for Quote

6. Messages

Messaging allows the ability to record messages between the Requestor and consultant.
This simplifies all communication in one platform for ease of reference.

_________________________________________________________________________________________|
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6.1 Before Approval:

Search for the Travel Request Form using the Request Number and select Open TRE.

Search Results

T296479

Sent To Consultant
TEST TRF 1

Mon, 21 July 2025

Select New Message.

Request Number:

1296479

Request Created:

Thu, 27 February 2025

First Travel Date
Mon, 21 July 2025

Show Hidden Fields

Message to Consultant:

Please provide 3 quotes.

Request for Quote

Mon, 21 July 2025
Thu, 31 July 2025
Sent To Consultant

Come Lubbe
Corme Lubbe

{

Consultant Name
Mot Assigned

Requestor Name:

Corne Lubbe

Traveller(s)

Corne Lubbe;

OR Tambo International, Johannesburg
London - Heathrow (LHR),

Open TRF
Close TRF

Print TRF

Trip Name
TESTTRF 1

Request Form is for:

MNew Booking

Quote Required:
Yes, Quote Required

Baggage Required

W= Add Flight

2w Add Hotel I [

&= Add Car I [

& Add Transfer

B Add Parking B Add Allowance

TFR PROCESS
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Insert message and include any attachments if applicable.
Select send message icon.

New Message
Enter Message: *
B I U ;< =

Thank you.

Find attach a copy of my passport fo apply for the visa.

Select Request Form ltem ~

6.2 KB

Test order 1....

H
14}
4!
4]
Lf,
[<4)
=]
14}
=]
7]
5]

View Messages in the TRF section

To Reply to existing message, select arrow on the Reply icon.
Select New Message to create a new message

Blue ticks show messages have been read.
- Hover over the blue tick, it will display date, time and who read the message.

Messages New Message
Ihu, 27 February 2025

Corne Lubbe conzuiang Thu, 27 February 2025 21:19 «
Thank you.
Find attach 2 copy of my passport to apply for the visa.

& Test order 1.pdf @

_________________________________________________________________________________________|
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To view attachment/s, select the attachment link.

Corne Lubbe corzuizn
Thank you.
Find attach a copv of my passport to apply for the visa.

# Test order 1.pdf

7. Approved Bookings

Select trip via trip Manager for my bookings icon.

{TWF AVR

Teavel with Flair [Py} Lid Powered by Travelit

= AXBGBHESD

TrRIP MANAGER FOR MY
BOOKINGS

Book ONLINE LocAL TrAVEL REQUEST FORM Out oF OFFICE
AND INTERNATIONAL V2

Select Trip reference

- Select New Consultant Messenger and Requestor can send and view messages
- Anew TRF will be created linked to existing trip.

R Thursday. 19 June 2025 Corne Lubbe
Trip Reference Corme Lubbe
BEECSTB Date Created Thursday, 27 February 2025
Trip Name: TEST Woodford CAR

@ 10:50

Cost Center Description Percentage
Local

o001 ANER Test 100.00%

4| Come Lubbe

Come Lubbe E 7| Mew Consultant Messenger (Chat) Corporate Policy Notes |

TFR PROCESS 15
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New Message

Enter Message:*

B I U|;: =

Please assist with a halaal meal.

Drop files here or click to upload.

7.1 Sector Messages:

Requestors have the ability to create a message for a specific sector.

New Message

Enter Message: *

B I U|

Select Request Form Item v

Select Request Form Item
Air- CPT LHR
Hotel - Church Street East, Woking GU21 6HR, United Kingdom

Send Message Close

_________________________________________________________________________________________|
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Message will display a link to the hotel. Select the link to display the Hotel Request.

Tue, 26 September 2023

Don John (Conzultant 05:07 w7
& Hotel: Church Street East, Woking GU21 6HR, United Kingdom
Goeod day Don,
Accommeodation confirmed at the requested guest house. a
1 Room

Church Street East, Woking GU21 6HR, Mon, 22 January 2024 14:00
United Kingdom Wed, 31 January 2024 11:00

United Kingdom

Accommodation required
as close to address as

possible
Quote Approved v

Requestor can select view unread sector messages to view all communication related to that

sector, if applicable.

Sector Message: Hotel: Church Street East, Woking GU21 6HR...

Den John (Consultant 0507 7

CJ‘ Hotel: Church Street East, Woking GU21 6HR, United Kingdom

Good day Don,
Accommedation confirmed at the requested guest house. <h

_________________________________________________________________________________________|
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8. Email Notification

Requestor will receive email notifications when a new message has been added.

From: notifications@travelit.co.za

To: Master Class

Cc

Subject: Travel Request From Notes TSA7B54

CAUTION: This email originated from outside of the organisation. Please do not click links or open attachments unless you recognise the sender and know the content is safe.

Dear User,
Travel Request Form Notes Update

Request Number: TSA7B54

Status: Quote Approved. Booking in Progress
Trip Name: Training

Start Date: 2024-01-22

Company: Tourvest Training Company
Business Unit: Training

Requester: Don John

Traveller: Don John

Consultant:

Please login to check the notes/comments.
ncgdras

The TravellT Team.

9. View Quotation

Requestor has the ability to access and view the quotation once the email notification has
been received.

9.1 View via AV8R:

- Loginto AV8R
- Access TRF icon
- Search using TRF reference and select Open TRF

TFR PROCESS 18
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9.2 View via OTP Link:

An OTP verification code will be generated if the requestor selects Click Here to View via
the email notification.

Travel Request Form New Message Received - T296479 - 2025-07-21

notifications@travelit.co.za
To @ Corne Lubbe
Test order 1.pdf -
POF 6 KB

Dear Corne Lubbe,
A new message has been received 2025-02-27 21:19

Click Here to View/Reply

Request Number: T296479

Trip Name: TEST TRF 1
Start Date: 2025-07-21
Traveller: Corne Lubbe
Consultant: Corne Lubbe

Message:
From: Corne Lubbe (Consultant) Senton: 2025-02-27 21:19
To: Corne Lubbe (Requestor) Unread
Thank you.

Find attach a copy of my passport to apply for the visa.

TFR PROCESS 19
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- Only the intended requestor will be able to view the quotation.

- The requestor will need to complete the prompts as per below.

- Select Sign in with Password or Request OTP.

- If Request OTP Selected an OTP (One Time Pin) will be generated to the requestor
email.

- Insert OTP to view quotation.

Welcome to

Travelit

W | Simple yet Powerful

please confirm the full emall address for:
Dtravelitcoza

Some quotations may include an attachment for further information.

Request for Quote
Mon, 21 July 2025 OR Tambo International, Johannesburg -> Londen - Heathrow (LHR), Baggage Required
Thu, 31 July 2025 London - Heathrow (LHR), -> OR Tambo International, Johannesburg
Date Airline Route Class Checked Bags Depart/Arrival Price (ZAR)
Quote 1 21 Jul ‘25 Virgin Atlantic Airways Ltd JNB -> LHR ECONOMY LIGHT (Q) 1Bag 20h40 - 06h45 +1 19185.75  Collapse
31 Jul ‘25 Virgin Atlantic Airways Ltd LHR -> JNB ECONOMY LIGHT (Q) 1Bag 22h15 - 10h20 +1
Quote 1
::lrllnet: \g;g;n A:lar'l‘t\: AIN\;B)’S itji -hVSAEOb ot Afres 2040 JUL Quote Waiting Acceptance 19 185.75
e[:uar : ambo Interna \un.a‘ ohannesburg, Sou rica 20 21 ECONOMY LIGHT (0)
Arrive: Heathrow, London, United Kingdom 06:45 Quot
) L B R s M 1Bag Quote
refund. ge requires upgrade to same or higher on
Terminal: A
Flight Duration: 11h 05m
:"Imet: \:rgltr;]Aﬂanan .:rwalj's :tc; ;(VSI:S 2215 JUL Quote Waiting Acceptance
e[:uar : Heathrow, London, United Kingdom 22: ) 31 E£CONOMY LIGHT (0)
Arrive: OR Tambo International, Johannesburg, South Africa 10:20
B . 1in faes. Chings requires Upgrade to ssme or higher fs Thu i)
afund. m Changs requires upgrade to same or highe
Terminal: 3
Flight Duration: 11h 05m
Quote 2 21Jul'25 Egyptair JNE - CAl ECONOMY LIGHT (W) 2 Bags 21h45 - 0ThOS +1 1813275  Expend
Quote 3
Airline: Executive Airlines JAN . 25 189.43
Depart: Cape Town International,Cape Town (Airport), Cape Town, South Africa 17:00 e noccortancy
part: tap P port. tap . : 22 Offer Reference: ABC123
Arrive: London - Heathrew (LHR), (Airport), London, United Kingdom 03:45
_Offerpdf [0
:lrlme: ELxe::hvE n:rhn:s e Lonson, Used i 1900 JAN Quote Waiting Acceptance
epart: London - Heathrow (| ). (Airport), Londen, United Kingdom 19:4 31 Offer Reference: ABC123
Arrive: Cape Town International,Cape Town (Airport). Cape Town, South Africa 08:45
_Offerpdf g
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10. Approve Quotation
Select the accept quote icon.
Date Airline Route Class Checked Bags Depart/Arrival Price (ZAR)
Quote 1 21 Jul ‘25 Virgin Atlantic Ainwvays Ltd JNB -> LHR ECONOMY LIGHT (O) 1Bag 20h40 - 06h45 +1 1218575 Collapse
31 Jul 25 Virgin Atlantic Airways Ltd LHR -> JNB ECONOMY LIGHT (O) 1Bag 22h15 - 10h20 +1
Quote 1
Airline: Virgin Atlantic Airways Ltd - V5450 JuL 19 185.75

Quote Waiting Acceptance
ECONOMY LIGHT (0)

Mon 1Bag

Terminal: A

Flight Duration: 11h 05m

Depart: OR Tambo International, Johannesburg, South Africa 20:40 21
Arrive: Heathrow, London, United Kingdom 06:4.

Airline: Virgin Atlantic Airways Ltd - VS449 JUL

y Quote Waiting Acceptance
Depart: Heathrow, Londen, United Kingdom 22:15

. 31 ECONOMY LIGHT ()
OR Tambo International, Johannesburg, South Africa 10:20
= Thu 1Bag
Terminal: 3

Flight Duration: 11h 05m

Quote 2 21 Jul 25 Egyptair JNB -> CAI ECONOMY LIGHT (W) 2 Bags 21h45 - 07h05 +1 1813275 Collapse
22 Jul 25 Egyptair -CAI - LHR: - ECONOMY LIGHT (W) 2 Bags 10h20 - 13h35
31 Jul 23 Egyptair LHR -> CAl ECONOMY LIGHT (Q) 2 Bags 15h00 - 21h55
31 Jul 25 Egyptair ;:AI -:> JN:B)‘ 7 ECONOMY LIGHT (Q) 2 Bags 23h45 - 0Th10 +1
Quote 2
Airline: Egyptair - MS340 JuL 18132.75

te Waiting A s
Depart: OR Tamba International, Johannesburg, South Africa 21:45 e ating[Accentanss

21 ECONOMY LIGHT
Cairo International, Caire, Egypt 07:05 ¥
min fe g Mon 2Bag
Terminal: B

Flight Duration: 8h 20m

Once all options have been approved, the system will automatically notify the Consultant to
proceed with confirming the reservation.

Success

Approver Acceptance Completed

OK

_________________________________________________________________________________________|
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The request status will change to Quote Approved, Booking in Progress.

Search Results

TEA7B54 Open TRF
Towing Don John Close TRF
Quote Approved, Booking in Progress Don John

TIGH, 22 JanUary 2028 Tourvest Training Company Print TRF

On quotation approval, the trip will be created and sent for approval.

First Travel Date

Traveller(s)

Trip Details

A Monday, 22 January 2024 Don John Tourvest Training Company
Training
Trip Re ce Don John
T45EB8C Tuesday. 26 September 2023 @ 0452
Trip Name Training
Request Form Number
T8ATB54 Waiting for approval ?
1 1 - -
. Reject Quotation
Select Remove Segment, and follow screen prompts.
Request for Quote
* Mon, 21 July 2025 OR Tambo International, Johannesburg -> London - Heathrow (LHR), Baggage Required
Thu, 31 July 2025 London - Heathrow (LHR), -> OR Tambo International, Johannesburg
Date Airline Route Class Checked Bags Depart/Arrival Price (ZAR)
Quote 1 271 Jul 25 Virgin Atlantic Airways Ltd JNB -> LHR ECONOMY LIGHT {O) 1Bag 20h40 - 08h45 +1 19185.75 Expand
31 Jul'25 Virgin Atlantic Airways Ltd LHR -> JNB ECONOMY LIGHT (0) 1Bag 22h15 - 10h20 +1
Quete 2 21 Jul'25 Egyptair JNB -= CAl ECONOMY LIGHT (W) 2 Bags 21h45 - 07hos +1 1813275 Expand
Layover: 3h 15m - CA
22 Jul 25 Egyptair CAl -» LHR ECONOMY LIGHT (W) 2 Bags 10h20 - 13h35
371 Jul 25 Egyptair LHR -= CAl ECONOMY LIGHT (Q) 2 Bags 15h00 - 21h535
31 Jul 25 Egyptair CAl -> INB ECONOMY LIGHT (Q) 2 Bags 23h45 - 07h10 +1
Quote 3 21 Jul'25 Qatar Airways JNB -» DOH ECONOMY LIGHT (N} 2 Bags 13h55 - 23h15 2184575 Expand
22 Jul 25 Qatar Airways DOH -> LHR ECONOMY LIGHT (N} 2 Bags 01h10 - 08h25
371 Jul 25 Qatar Airways LHR -> DOH ECONOMY LIGHT (V) 2 Bags 16h00 - 00h50 +1
Layover: 1h 45m - DOH
01 Aug 25 Qatar Airways DOH -> JNB ECONOMY LIGHT (V) 2 Bags 02h353 - 10h00
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o Number: Effective

Title: Revision:
\ ME AVBR-T LR t F BSD250 1 Date:
—Travel Request Form 27-02-2025

Travel with Flair (Piy) Lid

Requestors have the ability to either :

- Reject and Add New Sector to request an alternative option.
- Reject Only to remove the sector

Reject Reason .

Reject Reason®

Reject and Add New Sector Reject Only
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