Hello, and welcome to Carnegie Mellon University International Finance!  We are here to assist you with your Qatar travel needs and want you to enjoy your travel experience.  Whether traveling abroad or domestically, we in International Finance are here to assist you in coordinating your Qatar business travel arrangements in order to make the reservations process as simple and convenient as possible for you.
Our objective is to provide you with necessary support and services relative to booking your travel arrangements related to Qatar business activities.   As such, we will be your primary conduit for coordinating travel accommodations that are charged to Carnegie Mellon University’s international campus accounts.
Typically, the process of booking travel accommodations involves a variety of departments in order to obtain flights, lodging, transportation, Visa documents, and insurance coverage (when applicable).  While each of these items may involve a variety of individuals, you as the traveler will normally only need to work with the International Finance Travel Analyst who will be your advocate for processing your travel arrangements.  This individual can be reached at the following email account in order to start the process:    
qartravl@andrew.cmu.edu
In order to begin coordinating your travel arrangements there are a few forms and documents (attached) that you will need to review and complete.  Explanations related to each of the documents you need to become familiar with is also provided within the “Travel Guidelines” document that is attached to this email as well.  
To start the process for your international travel you will need to send a colored scanned copy of your passport to International Finance at qartravl@andrew.cmu.edu.  This information is needed in order to obtain an entrance Visa for Qatar.
Also, prior to International Finance booking your travel we ask that you please utilize the following web-link in order to complete a traveler profile which will assist the University’s travel agent when making travel arrangements specifically for you.
https://www.secureauthorization.com/flsecure/carlsonuta/CMU/profile.htm
You will also need to complete the attached “International Travel Registration” form and return it via email to the Qatar Travel email account at:
qartravl@andrew.cmu.edu
It is critical that this form has the correct spelling of the traveler’s name as it appears on the passport or ID since this information will be used for airport security clearance; in other words the passenger's name MUST match the photo ID name exactly. 
We also require an email authorization from the sponsoring agent and/or person who will be sponsoring your trip in order to complete the process of booking the flight arrangements.  If you are traveling to Qatar on an Expatriate assignment, the signed offer letter you receive from Human Resources will serve as the required authorization needed.
Once all required information is received by the Travel Analyst, the travel agency (Tzell) will be instructed to create the initial itinerary according to the specified departure/return dates and city/state of departure/return.  The travel agent will provide a tentative flight itinerary to the University’s Travel Analyst for initial review and if accurate based on travel specifications; the Travel Analyst will forward this document to the traveler for their review and approval.  Once the itinerary is approved by the traveler, the travel agent will be instructed to book the flight and forward all pertinent information via email including the confirmed tickets/e-ticket receipts to the Travel Analyst for distribution to the traveler.
On a final note, your satisfaction and safety are the University’s primary concern when coordinating your business travel accommodations.  Therefore, if you have any questions or comments as a result of this process, please do not hesitate to contact us directly at qartravl@andrew.cmu.edu.
Once again, for additional information please refer to the attached travel guidelines document which should help to answer the majority of your international travel-related questions.
Thank you, and have a safe, productive and enjoyable travel experience!
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