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New User Profile Form
           Instructions:
 Once you have completed all necessary information below, please Save the file as a Word Document 

 and e-mail the form to:   canadaprivacy@bcdtravel.com  

Email Subject line to read:  McMaster Profile Request – traveler name
Legal name – must match with Citizenship & Passport
ALL INFORMATION WILL BE HELD IN STRICT CONFIDENCE
All fields marked with * are required
Personal Information:
	*Last name
	*First name / middle name
	*Date of birth (d/m/y)
	*Gender:  M/F

	
	
	
	

	*Business email address:
	*Business Phone:

	
	


	Passport Number:
	Citizenship:
	Issuing Country:
	Expiration Date:

	
	
	
	

	International Visa Number:
	Visa Country:
	Visa Type:
	Expiration Date:

	
	
	
	

	
	
	
	

	Company Name:
	Business Address:

	
	

	Home Address:


	Cell Phone Number:



	
	 

	City:
	Province/State:
	Postal/Zip Code:
	Home Phone Number:

	
	
	
	


Travel Admin Information:


	Travel Planner:
	Travel Planner Phone Number:
	Travel Planner Email Address:

	
	
	

	
	
	

	
	
	


Emergency Contact Information: 

	Contact Name:
	Contact Phone:
	Relationship:

	
	
	


Credit Card Information:

	Business Credit Card:
	Number:
	Expiration:

	
	
	

	Hotel Guarantee Credit Card (if different from above):
	Number:
	Expiration:

	
	
	


Seating and Meal Information: 

	Aisle:
	Window:
	Other (e.g. bulkhead/exit row) :
	Additional Seat Remarks:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	

	Special Dietary Requests (e.g. low sodium, vegetarian, diabetic) :
	Special Meal Time:  (Breakfast/Lunch/Dinner) :

	
	


Airline Information: 

	Airline/Airport Preferences and Special Requests:

	

	Frequent Flyer Airline:
	Member Number:
	Member Type/Status:

	
	
	

	
	
	

	
	
	


Hotel Information: 

	Special Requests:
	Non Smoking / Smoking

	
	

	Hotel Chain:
	Member Number:
	Member Type:

	
	
	

	
	
	

	
	
	


Rental Car Information: 

	Rental Car Size Preference:
	Special Requests:

	
	

	Rental Car Vendor:
	Member Number:
	Member Type:

	
	
	

	
	
	


Privacy: 

	In accordance with Canada’s Personal Information Protection and Electronic Documents Act (PIPEDA) which is in effect as of January 1, 2004, BCD Travel agrees to: 

	

	· The use of your personal profile information is for the sole purpose of finalizing travel arrangements.
· The personal profile information will not be disclosed for any other purpose without your consent.
· This information will be destroyed when it is no longer required by BCD TRAVEL at your request.
· Personal profile information will be loaded into BCD Travel’s reservation system in accordance with the details you provide.
· Personal profile information will be available for your review.  
· All data is housed in a secure environment and access is limited only to BCD TRAVEL employees through confidential passwords.
· Personal profile information will be disclosed to 3rd party suppliers (i.e. airlines, hotels, car, wholesalers) for the sole purpose of travel reservations.  




By completing this, I hereby authorize BCD TRAVEL to use my travel profile data as noted above.  Furthermore I authorize BCD TRAVEL to charge my credit card(s) for airline tickets/travel documents, hotel reservation guarantees, applicable service fees and any other travel related expenses.

	Traveller Signature
	Date
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