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TRAVELTIME

Business Travel Services

Overview

May 2009

THE TRAVELTIME GROUP

TRAVELTIME was set up to meet the needs of discerning travellers looking for personal service when making their leisure and business travel arrangements. 
Long established business

The business was established in 1993 in Watlington. Over the last fifteen years the business has grown profitably with the addition of four further branches in Beaconsfield, Gerrards Cross, Crowthorne and Frimley, and more recently Weybridge and Henley. There are plans for further expansion in the coming years.

Dedicated business travel team

TRAVELTIME has a dedicated business travel team, based at our Crowthorne office, responsible for providing travel services to our clients. The services we offer are always tailored to the needs of our clients.

Friendly, experienced business travel consultants

Our staff are experienced business travel consultants, having worked for larger agencies before joining Traveltime. They use their experience and expertise to meet the needs of all sizes and types of businesses. 
Fully accredited business travel agency

TRAVELTIME is a member of ABTA. We hold IATA accreditation at our Beaconsfield and Crowthorne branches, which enables us to issue airline tickets on demand. For the financial protection of our clients the company has lodged bonds with ABTA and holds and ATOL licence granted by CAA.

Our service emphasis

Service is a top priority. We aim to offer first class service to all of our clients. In doing so we believe that four factors are consistently important, namely:

· Value for money – in our experience all clients want to obtain value for money. We offer a range of services and prices to enable you to choose the most appropriate for your needs. We can offer a simple travel booking service or a fully personalised travel management or anything in between. Our fees reflect the services that clients require and in all cases we believe offer value for money. 

· Efficiency – our business is organising travel for our clients. They trust us to do this efficiently so that they can concentrate on their own businesses.

· Range of choice – we believe in offering a wide range so that out clients can choose what is best for them.

· Advice and expertise – our team have travelled extensively, so we can in many cases offer first hand advice about destinations and services. Our policy is to offer unbiased advice with the aim of matching our services to our clients needs.

Your account team

Our team of business travel consultants are all qualified, experienced travel professionals. Many have been with the company for a number of years. All are dedicated to providing the best possible service to our clients.
Account management

Every client has two business travel consultants assigned to their account to provide continuity and cover. These consultants will get to know your needs closely and effectively become a member of your team. 

Single contact number and email

We offer a designated business account telephone reservations number and email for direct contact with your business travel specialists.

Review meetings

Customer service is a high priority for us. We ask for your assistance in regularly completing a 2-minute service snapshot questionnaire. In addition, for those clients wanting a more detailed evaluation we offer optional travel management reviews at which we discuss your changing needs and savings opportunities in greater detail.

Our standard portfolio of services

TRAVELTIME is able to offer the capability of arranging a wide range of travel related services including:

Airline tickets

TRAVELTIME as an IATA appointed agency is able to issue airline tickets for scheduled airlines on demand. Using travel trade dedicated reservation systems we are able to efficiently check availability and make reservations on the majority of scheduled and no frills airlines. 

Hotel reservations 

TRAVELTIME offers our corporate clients access to corporate hotel rates through travel trade dedicated reservation systems. For clients with regular requirements to stay in specific locations we are able to negotiate preferential hotel rates.

Car hire 

TRAVELTIME offers our corporate clients access to corporate car hire rates through travel trade dedicated reservation systems. 

Conferences and meetings

We undertake arrangements for conferences and meetings both in UK and overseas. 

Incentive travel

Nothing motivates like travel! We work with a number of our clients to design innovative and inspiring travel incentive programmes to encourage and reward exceptional performance. In many cases our clients have told us that a travel incentive is valued more highly by their staff than the equivalent amount as a cash bonus. Whatever your budget we are pleased to provide ideas and suggestions.

Group Travel 

We are able to obtain special fares for groups of 10 passengers or more, using specialist group departments. 

Out of Hours Service 

Traveltime have in place an out of hours service for any emergency travel requirements or changes that are required outside of our normal office working hours, therefore providing support at all times.  

Optional additional services

In addition to our standard services we are able to offer a range of optional services for which additional charges are made. 

Our business travel clients can select their requirements from those listed below so that a tailor-made quotation can be provided.

Travel Management Services

Organisations spending in excess of £50,000 per year on travel can benefit from ‘outsourcing’ most of their business travel organisation to a specialist agency, such as Traveltime. We will then work with you to set travel policies based on obtaining best value for your organisation. We will be responsible for implementing the policies whilst making all reservations. We offer regular travel management reports and reviews at which we discuss performance and your changing needs in greater detail. We also offer business travel value reviews where we explore with you ways of making your travel budget go further without compromising quality and service.

Credit facilities

We are able to offer credit facilities to approved clients, or payment can be on a pay as you go basis with a credit/debit card. We do ask that any outstanding invoices be paid by the 15th of the next month.

Visas

TRAVELTIME offers advice on your passport and visa requirements. We can save you time and effort and take over responsibility for obtaining any travel documents and visas required. Often they can be collected from the Embassy and delivered to you the same day.

Local representation/ contacts abroad

Our network of contacts throughout the world enables us to offer your travellers local representation and contacts, if required, for additional support in selected countries on a prearranged basis.  

Benefits of using TRAVELTIME

TRAVELTIME meets the needs of a range of companies from individual entrepreneurs up to large companies. The benefits that we offer include:

Save you time

One email or phone call from you is all that is required to make a booking. Our staff are travel professionals with access to travel trade tools that enable them to search efficiently for availability in the least amount of time.    

Save you money

The prices of flights, hotels and other travel services changes regularly. Keeping up to date is a full time job. As we are 100% dedicated to meeting the needs of our business clients we are fully conversant with the best fares and availability at any time.    

Find best value

With regular access to the market for business travel we are best placed to ensure that you receive the best value for your business travel. Prices change regularly. Our staff are up to date with where to get the best value for our clients.    

Allow you to focus on running your business 

Delegate all of your travel requirements to our staff so that you can concentrate on those areas of your business that generate your profits. 

In comparison our focus is 100% on travel. So we ensure that our clients travel needs and budgets are met without them having to be travel experts too.    

Personal service from our dedicated business travel experts

TRAVELTIME has a dedicated business travel team based at our Crowthorne office. 

Single point of contact

We offer a single point of contact by phone on 01344 772005 or email businesstravel@traveltime.uk.net available from 9.00 to 5.30 Monday to Friday.    

Up to the minute news and advice

Whether it is an ash cloud or a strike, we are notified immediately of any schedule changes or cancellations, and we can act immediately to make necessary re-arrangements. 

Out of Hours Service 

Traveltime have in place an out of hours service for any emergency travel requirements or changes that are required outside of our normal office working hours, therefore providing support at all times.  

Our fees

TRAVELTIME offers a choice of two fee bases:

Transaction charges

TRAVELTIME makes charges based on the number of reservations and transactions made as follows:

Per return domestic flight       GBP  25.00

Per return European flight      GBP  35.00

Per return Longhaul flight       GBP  45.00

Per Hotel  booking                  GBP  25.00

Per Rail booking                     GBP   25.00

Per Car Hire booking              GBP   25.00

Per Passport/Visa application GBP   25.00

Per Misc booking                     GBP  25.00

Changes per item changed      GBP  25.00

Out of Hours service                GBP  25.00 per call / enquiry

Fixed monthly/annual fee

Depending on organisation spending per year on travel we will be pleased to provide a personalised quotation to meet your requirements. We will agree with you a fixed monthly/annual fee to cover all of your normal business travel needs.  

Your requirements

In order to prepare a personalised quotation we would appreciate your assistance in providing some background details on your requirements and travel usage by completing the attached questionnaire. The information you provide will be used as the basis for providing a proposal for your consideration. If at that time our understanding does not accurately reflect your needs we will be pleased to amend our proposals accordingly. 

Next steps

Please complete and return the attached Travel Requirements Questionnaire. We will then be pleased to provide a personalised quotation reflecting your needs and requirements. We will then be pleased to review the options with you in greater detail to decide which best fits your needs and budget and undertake any tailoring to ensure that they match your needs as closely as possible.

In the event that you decide to choose TRAVELTIME we will require a letter of confirmation signed by an authorised representative. We will then contact your designated representative to construct profiles of each of the travellers for whom bookings will be made and details of regular destinations so that destination profiles can also be constructed. 

- - - o o O o o - - -

TRAVELTIME

Travel Requirements Questionnaire

Company Name






Contact

Address

Telephone Number





Email address

Company Registration Number

Our aim is to ensure that executives have trouble-free travel arrangements. We seek to offer high levels of service by understanding the needs and preferences of our clients and their executives. We are able to offer alternative service arrangements ranging from ad hoc bookings to a dedicated account co-ordinator with whom clients can meet regularly to review services and performance. The information you provide below will enable us to tailor quotations for your consideration offering alternative levels of service, account support and fees. 

Travel usage overview

Total number of executives travelling





-

Total number of journeys booked per month on average


-

Which destinations/ routes are regularly visited



-
  

Estimated monthly expenditure on travel

Please provide an estimate of monthly expenditure on travel divided between flights, hotels and other services.

Flights £


Hotels £ 


Other £


Total £

Class of travel

Please provide an estimated breakdown of your expenditure by class of travel. 

First/ Business



%


Economy  




%   

'Low cost airlines'


%

Travel policy

Please provide a brief overview of the company travel policy as regards choice of airline. 

Does the company have preferred carrier(s)?  



Yes/ No

If Yes 
Which airline(s)?

If No

Are individual travellers free to select their airline of choice?
Yes/ No

If Yes 
Which are the most frequent choice of airlines? 

Invoicing

Does your company need TRAVELTIME to provide any special information required on our invoices to you? (Such as the name of traveller(s), the name of the person making the reservation or order number etc ?)

Special requirements 







Yes/ No

TRAVELTIME

Travel Requirements Questionnaire

Credit

Would you require credit / or pay as you go type of account.  Delete as required.

Credit can be provided, subject to obtaining appropriate credit references. Where available our normal credit terms are for payment of invoices on or before 15th of the month following invoicing. Invoices are generated when a booking is made. 

Are credit facilities required? 





Yes/ No

Do you have any special credit requirements 



Yes/ No

Management Information Reports

Management information reports can be provided for your account to assist your company in planning travel budgets and making the most of them.

Are management information reports required?


Yes/ No

Account Saving Reviews

We are able to provide regular reviews of your account expenditure patterns and trends and offer advice and suggestions to help make your travel budgets go further. 

Are Account Saving Reviews required?




Yes/ No

Company specific circumstances

Please advise of any additional company specific requirements. 

Thank you for your time.

Page 10 of 10
03/02/12

[image: image2.jpg]