Boarding Time for Cruise
If cruising after arriving on a domestic flight please allow at least 4 clear hours to arrive at the Port before departure and make customers aware there may be a delay

[Example: If cruise departs at 4 pm customers must be a Cruise Port at 12 pm]
 
They should be at the Port 4 hours before Cruise departs on any given Cruise Line at any given Port
 
Disembarkation for a Cruise
The disembarkation process can take anything from 1 – 4 hours depending on cruise line and nationality.

Therefore please make sure if you are booking a Flight on the same day you are allowing at least 5 clear hours from Cruise docking time before check in for flight

[Example: Cruise docks at 7 am Flight must be no earlier than 2 pm]

Top Tip: Recommend to a client that they pre-book early boarding and disembarkation directly with the cruise line to save them time.
 
Drinks Packages
Always give a client that wants a Drinks Package the relevant cruise line website with the cruise confirmation number to add these on directly themselves
 
If a Cruise line has a particular offer whereby they receive a FREE beverage package this is IMPERATIVE you check the details of this before booking.

Details can either be obtained by asking the Destinations Team, Sales Management or the quickest way would be checking on the cruise lines website.

In some instances Amadeus may show a FREE drinks package but this may only be Non Alcoholic, in which case you may have miss-sold it.
 
Cabins
Where ever possible do try and up sell the Customer a slightly higher category of Cabin as not every customer would want the cheapest cabin available.

Check the bed configuration (Not Bunk Beds & not the Disabled cabin) again if unsure please check with Sale Manager.

ALWAYS give the customer the Cabin number at the time of Booking and the confirmation so they can check the deck plan themselves.
 
Gratuities
Gratuities should always be Included IF they are not this needs to be written on the customers notes on Go2Book and authorised by Sales Management AGREED NO GRATUITIES ADDED 
 
Passports
You must ensure you are obtaining the correct nationality for each passenger for the Cruise Liner as this can affect things like gratuities, disembarkation etc.

Disney Cruises
Please ensure you are always comparing a Disney Cruise on their website to Amadeus.

When you are in the process of confirming the reservation, you will notice that payment details ask you to provide a credit card. To ensure that we can place this cabin on a deposit, please HOLD ON OPTION and notify accounts and load team immediately once you have the reference number, this way we can ensure that payment is dent directly to the cruise line straight away.

Royal Caribbean
Royal Caribbean will hold on an option before you add payment. Hold the cruise on option and it will say ONF. Then go back in to the reservation, add payment and select BK in the first yellow box and agency check in the second box, put in Ocean Holidays and your name in the next two yellow box options, confirm then go back and put in the ref to check that the reservation says CNF in the top right hand corner. 

If you do not do this, the reservation will auto cancel.


Norwegian Cruises

Important info to remember:
You MUST add VAT onto the costings of the NET price as this will not show when making the Booking – please ask a member of Sales Management if you are unsure

If there is no Offer and one person in the cabin wants a drinks package they all have to have the drinks package

They recommend booking the Wifi prior to departure as this always works out cheaper.
They can do this when they log onto the website at the same time as booking Excursions, Gratuities etc

But:
They have lots of OFFERS included and there is strict rules on these EXTRA’s

Beverage packages – will be for the first two travellers within the cabin and includes the ULTIMATE Drinks package (on this occasion the other two don’t have to have one) but depending on the OFFER at the time it doesn’t always include inside cabins so always check

If you select the Free Dining selection – This includes some of the speciality restaurants 
Kids menu is still free in the speciality restaurant (if the cabin was based on 2 ad and 2ch)
But if the kids wanted to eat of the main menu there would be a surcharge

On board credit can be another item included, the amount would depend on what cabin you have selected, for a Suite is $100 for mini suite $200 
(you need to ring Norwegian and let them know the category for them to clarify if its included)

Wifi included – would be 250 hours per cabin

Before booking a Norwegian Cruise please make sure you check all Offers with Norwegian direct on : 02088349019

Transfers
IF they have TRANSFERS back to the Airport they MUST be made aware that they will be at the Airport by LUNCH and most flights won’t be departing until EVENING.
Please ensure that you have added notes in to Go2Book to ensure that this has been done. 
Remember, if they are cruising back in to Tampa, there is plenty to do in the downtown area, as well as the Aquarium that they can visit before heading back to the airport as something good to do.

Port collection/return procedures:

Miami – For all Miami port bookings you will need to book the airport and Alamo then provide a free shuttle bus which operates every 15 minutes when the cruise liners dock.
Fort Lauderdale – Same procedure as above
Port Canaveral –  All clients arriving off a cruise will take the Alamo courtesy bus to their local office. If clients are booking this as part of a one way (i.e. MCO – Port Canaveral) clients will leave the vehicle at the Port Canaveral office and then take the free shuttle service to the port.
Tampa – The office that is closest to the port is Tampa Westin Downtown. Now this office does not provide a shuttle service so clients will have to make their own way to the office in a cab. This is the same procedure for clients wishing to return their vehicle to Tampa. There is no shuttle service from Tampa Airport.
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THINGS TO KNOW 

· You can hold the Cabins prior to taking Payment on Royal Caribbean and Carnival  
· You will always need to take an Extra Deposit just for the Cruise normally £150.00pp at the time of Booking 
· Only book the Cruise once you have confirmed and taken payment 
· Then always give the customer the booking reference to log onto “Manage My Cruise”  
· They recommend booking drinks packages, excursions, gratuities and Wifi prior to boarding 
· When booking on Royal Caribbean & Norwegian websites Gratuities are normally always included but Carnival you do have to manually add if you want to include it 
· Norwegian you do need to add VAT to the price which works out approximately 17% if booked on either Armadeus or their website

