MEMO TO:
Travel Counselors and Office Staff

FROM:
Susan Allen

DATE:
December 15, 2001

SUBJECT:
Group Travel

I would like to ensure that we are all following the same procedures for setting up group travel. Please review the items below so we are in sync and our groups get to their destinations!

Deadlines
Establishing deadlines is critical. We have all experienced the problems that arise from missing a deadline, but when it concerns a group, of any size, we are talking about a disaster! Do not wait for the supplier to remind you of a deadline. They forget sometimes, too.

To play it safe, plan group travel well in advance. For a group departing on September 1, the deadline schedule should look something like this:

July 1 - Give a preliminary count to suppliers (including airlines, hotels, and tour operators). Let participants know you will be billing them and that final payment is due by July 15.

July 15 - This is the due date for all land and air travel. We would like payment received at the agency by this time.

July 17 - Start calling participants who have not yet remitted. Valerie can help with this, as can Darrell. The idea is not to pressure people, but to let them know we simply want to make sure they are included in the group.

August 1 - Issue the air tickets and mail final payment to all suppliers. Darrell is most familiar with this procedure. In addition, send suppliers the participation and rooming lists.

August 15 - Mail all travel documents to the participants. Some of our local customers may prefer to stop by and pick up their documents. Give them the option.

Write these deadlines on your calendar, and leave enough time to do the things you have to do to meet the deadlines. If you are going to need the help of Valerie or Darrell, make sure you let them know in advance so they can plan their time properly.

Record Keeping
All correspondence between group participants and you should be kept up to date in the computer. Each group is named and kept as its own database, so you always have access to all the active participants. The master list for each group should be constantly updated to reflect any change in name, itinerary, accommodations, options bought, money paid, and so forth. This way, you can tell at a glance where you are in finalizing the details. Valerie keeps a hard copy of all these records in her master file.

Deposits/Cancellations
A booking should never be considered firm until a deposit has been received. Use the deposit schedule sheet to determine the exact amount for each category of travel. There are going to be participants who pay the deposit but cancel later. Remember that, in some cases, we have to absorb the cancellation fees if the cancellation is made outside the time allowed by the supplier.

Finalizing the Arrangements

Making the final arrangements is time consuming, as we all know. And getting it right is crucial! So allow yourselves plenty of time to have everything ready. You will need to issue the following items:

Airline tickets

Boarding passes

Rail tickets (if applicable)

Detailed itinerary

Participation and rooming list

Baggage tags

Instructions about check-in, meals, travel connections, etc.

Duke City Gateway Travel wallets for holding documents

Flight bag

For more detailed information about past group travel or Gateway policy and procedures, ask Valerie for copies of the following:

Gateway Travel Agency Group Travel Policy and Procedures, 3/6/01, Thomas Myerson, President and Regional Manager

Group Travel at the Duke City Gateway Travel Agency, 1/3/01, Susan Allen

Touring Around the World, 10/12/01, IATA

