Deposit policy 
 
·         Total deposit payable is £375 per person 
·         They can pay £250 per person payable at time of booking and a further £125pp in 8 weeks 
·         Or they can pay £125 per person at the time of Booking £125 pp payable 4 weeks later and a further   £125 pp 4 weeks after that 
·         The full balance will be due 12 weeks prior to travel 
·         If the second or third deposit IS DUE within 12 weeks of travel AND OVERLAPS THE BALANCE DUE DATE, the full £375 pp would need to be taken at the time of Booking.
·         Any elements of the booking that attract an additional deposit e.g. Disney UK, Cruise booking or flights with full payment due immediately, must be covered at time of booking in the initial deposit.
·         Any bookings that fall outside of the above criteria will be held back until full deposit payment is received from the client.  
·         If a sales agent has a legitimate reason to request that the booking be included in their figures this can be authorised by sales management only, and accounts must be advised at the time of authorisation and not once payroll has commenced. 
· All quotes must be loaded with the deposit due date as the 4-week due date 
· All due dates must be worked out as 4 weeks and NOT a month 
 
If any of the above is not met by the Travel Specialist, we cannot pay out the booking until the full deposit has been taken
 
 
  
This statement below must be added to all Booking’s with 3-way split deposit. If agents fail to do this, it may be the case they will only be paid out once the full deposit has been taken
 
“Thank you for Booking with Ocean Florida,
 
Following on from our conversation, your full deposit of £375.00 per person is required for your Holiday. Today you have paid £125.00 per person which has now confirmed your booking.
The second of deposit of £125.00 per person will then be due on 29.01.19 and the third and final deposit of £125.00 per person will then be due 8 weeks from today on the 26.02.19. 
 
(Please note, your invoice it will only show the date of your second deposit due until this has been paid)
 
Once again Thank You for Booking with Ocean Florida, should you need any further assistance or Information please do not hesitate to contact.”
 
 
 
Policy for chasing second deposit 
 
·         On due date of second deposit client will be contacted via phone call 
·         If no contact is made client will be emailed via Topdog 
·         The following day we will again attempt to contact the client via a phone call 
·         If no contact a 7-day letter will be emailed via Topdog as well as a hardcopy sent recorded post 
·         7 days from the second attempt to contact the client they will be called again 
·         If no contact is made a final email will be sent via Topdog and the booking will be passed to Ops for cancellation 
 
 
 
Gentle reminders 
 
·         16 weeks prior to travel client will be sent a text advising balance due date and contact details to make payment 
·         13 weeks prior to travel client will be sent an email via Topdog advising balance due date and contact details to make payment.
· Cruise Bookings please make sure to add notes in the deposit section to clarify the amount taken
· Booking’s that include Full payment Flights please add a note in internal section to clarify the extra amount taken
· If you take in a Booking and either it’s the beginning of the month, or the booking is a carry over and the 2nd deposit falls into a date prior to the 3rd of the next month, the customer then fails to pay the 2nd deposit the company hold the right to not pay this Booking out until the full deposit has been taken.
· On the back of that please remember that you may have been paid out on Booking’s that fail to pay the 2nd deposit if booked after the first few days of the month
 
 
 
 
  
Policy for chasing full balance 
 
·         On due date of the full balance which will be 12 weeks prior to travel the client will be contacted via phone call 
·         If no contact is made client will be emailed via Topdog 
·         The following day we will again attempt to contact the client via a phone call 
·         If no contact a 7-day letter will be emailed via Topdog as well as a hardcopy sent recorded post 
·         7 days from the second attempt to contact the client they will be called again 
·         If no contact is made a final email will be sent via Topdog and the booking will be passed to Ops for cancellation 
 


