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Transportation Request Form

Dear Guest,

Thank you so much for staying at the James L. Allen Center.  We hope you enjoyed your time here, and we look forward to welcoming you back in the near future.  If you will complete this form and return it to the Front Desk or your Program Manager at least 24 hours in advance, we will make arrangements for your departure transportation from the Allen Center.  A confirmation of your arrangements will be posted on your classroom bulletin board no later than 8:00 a.m. on your final day of class.

Sincerely,
Allen Center Front Desk
NAME ________________________________________________________________________________
PROGRAM ____________________________________________________________________________

OTHER PERSONS IN YOUR PARTY _______________________________________________________

DATE REQUIRED ______________________________________________________________________
TIME REQUIRED FOR PICKUP AT THE ALLEN CENTER ______________________________________

TAXI (

LIMOUSINE (
PREVIOUS ARRANGEMENTS HAVE ALREADY BEEN MADE WITH ______________________________
(Name of limo/taxi service provider)

I AM WILLING TO SHARE THIS RIDE WITH ANOTHER EXEC ED PARTICIPANT Yes (
No (
DESTINATION
O’Hare (
Midway (
Other _________________________________________

Approx. travel time from the Allen Center to O’Hare is 1 hr., to Midway is 1 ½ hours.  Allow more time during rush hours and bad weather.
As a reminder, check-out is at 10:00 a.m. on your final day of class.  Take your key card and luggage to the Front Desk at checkout.  We will gladly store your luggage in our secured luggage room until your departure.
	Transportation Rates to Nearby Airports

	
	O’Hare (ORD)
	Midway (MDW)

	Taxi
($1 each additional person)
	$30-40
	$48-55

	Limousine   

($1-5 each additional person)
	$44-54
	$69-75
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