**PLEASE REMEMBER to customize your greeting to each client, personalize this template, delete what is not needed (extra rooms/itineraries, etc.). Remember to make the entire quote all black and one font size to ensure it looks professional. This is just a sample; each agent is responsible for keeping the package components and itineraries up-to-date. The template below is subject to change.  Verify the accuracy of all components of the package offered in your quote from the supplier. Please also inform the client of the cancellation policies before taking a deposit.  Copy the quote info below into your email to send to your clients.**
Experience the CruisingCo / MouseEarVacations Advantage! 

Booking with us guarantees you unparalleled personalized service, including the following:

· Consultants who are Destination Specialists

· Personalized planning assistance by your own vacation consultant 

· Itinerary suggestions and planning
· Travel Protection arrangement

· Coordination and booking of all travel components: Air, Transfers, Excursions, Car, & Hotels

· Expedited delivery of your documents, once issued

__________________________________________________________________________

Hi _________,
Thank you for contacting me for a quote for your vacation.  I am happy to provide the following ________ quote for your _____________ Cruise or vacation! The rates are based on current pricing and may include early booking savings that often increase as the ship's capacity fills.  Please let me know if you would like to hold any of these, and we can place a courtesy hold on it (no money or obligation) while you decide. If you have any questions please call or email me right away.

All prices include the following for      adults and      children (ages         ): 

· Shipboard accommodations in the category listed below 

· All port charges, fees 

· All meals on the ship 

· Most entertainment aboard the ship 

· Please be assured that if you book your vacation now, and the cruise rate drops, we will contact the cruise line and have them apply any reductions in cost that your booking qualifies for between now and time of sailing. It is important to note that the price I am listing DOES INCLUDE all of the port charges, fees, and taxes. The items not included in this quote are the optional insurance, onboard purchases, tips, alcohol, specialty restaurant cover charges, shore tours, etc.
____________________________________________

This is ONLY a example. Enter only the cabin categories you are quoting, along with cabin details. For another LAND template, see AbD (Adventures by Disney) sample template.
October 10-17, 2012 - 7-night Eastern Caribbean Cruise – Royal Caribbean Freedom of the Seas 

· Category 6  
Deluxe Stateroom with Verandah - 268 sq. ft. - Decks 5,6 = $ 

· Category 10  
Deluxe Inside Stateroom - 214 sq. ft.- Decks 1,2,5,7 = $ 

· Category 11 
Standard Inside Stateroom - 184 sq. ft.- Decks 5,6,7 = $
*Prices are subject to change, and depend on availability.

Include the cruise itinerary. Sometimes you can copy a nice table from the confirmation, Signature Travel Network website or the cruise line website and enter it here. Be sure to change the font style/size/color to match the rest of your quote form:
Eastern Caribbean Itinerary:
Saturday - Port Canaveral
Sunday – Coco Cay
Monday - At Sea
Tuesday - St. Thomas
Wednesday - St. Maarten
Thursday - At Sea
Friday – At Sea
Saturday - Port Canaveral  

___________________________________________________________________________________ 

ADDITIONAL TRAVEL ARRANGEMENTS: 

· Roundtrip ground transfers can be added for $____ per person 
· Roundtrip town car transportation 
· Airfare from most major cities. Please Note: If you buy your own air, there are specific time frames you would need to arrive and depart – please be sure you do not buy a ticket until you understand the restrictions. Example you must customize: Flights must arrive in Orlando no later than 12 noon, and depart Orlando no earlier than 1pm on date of return.
· Travel Protection coverage is recommended and our key supplier Travelex.  They offer comprehensive coverage to protect your investment in your vacation.  I will provide you a specific quote by email once I have the ages of each person in your party, including adults. We will need ages in order to get accurate pricing. 

· Excursions for your vacation are available and often not only an excellent experience but competitive priced.

· Optional land package (before or after the cruise) at Walt Disney World® Resort or at ___________________.
· Prepaid Gratuities
__________________________________________________________________________
I will be happy to put a no obligation, courtesy hold on a cabin for you! All I will need is the following information and the space would hold for a few days at no obligation. Or, you can choose to already secure your room with a deposit of $____   per person. 

To secure your reservation, all I need is the following: 

· Your choice of cabin category

· Full name of each guest as it appears on the passport* 

· Date of birth for each guest 

· Home phone and address 

· Please confirm the citizenship of each guest 

· Provide any special dietary or medical needs (including pregnancy, allergies, etc.) 

· Do you prefer main (early), second (later), or personal choice (anytime) dining? 
· May I coordinate and arrange transfers, pre/post hotels, and/or airfare for this trip? 

*Please be advised that passports are highly recommended for this cruise. In case of an emergency, you would not be able to fly back into the US from a foreign city without a valid passport.
Should you need assistance locating where to obtain a passport, I will be able to assist you with this process.
 <OR, depending on itinerary>
*Please be advised that passports are required for this cruise. 
Should you need assistance locating where to obtain a passport, I will be able to assist you with this process.
If there are any other dates or staterooms you would like to consider, or if you have any questions at all, please do not hesitate to ask!

Looking forward to your reply!! 

<Insert signature & Contact Info here>

CruisingCo.com Cancellation Policies:

** Once your deposit is applied, if purchaser cancels for any reason, we will charge an agency cancellation fee of $50 per land package or cruise reservation under $2000 and $75 per land package or cruise reservation $2000 and over. Room-Only hotel reservations will only be charged $25 in the event of cancellation. CruisingCo.com cancellation fees will be credited to a new vacation purchase if re-booked within 30 days of date of cancellation for travel at any future time. We reserve the right to charge a nominal fee for changes to a reservation after it is under deposit.

Prices quoted are in US dollars and do not include the supplier travel protection waiver which is not required, but our travel protection policy is highly recommended.  The prices listed are based on double occupancy, subject to availability, and subject to change.  Other restrictions and terms may apply
================================================

Supplier Cancellation & Change Policies  ** Once your deposit is applied, you will be subject to any cancellation penalty that may apply from the supplier. See the specific cancellation penalties (see below).
SAMPLE ONLY. Be sure to list your supplier’s cancellation policy here- copy from supplier’s website or confirmation
___________ Cruise Line Cancellation Policies:

Cancellation Fee Schedule: Within 56 days for sailings less than 20 days and within 63 days for sailings more than 20 days (prior to the cruise or land package departure date – whichever comes first), all items (including air add-ons) will be assessed a fee as per the published policy. Air cancellation fees will apply even if the air tickets are returned to Princess. If tickets are not returned, the value of the ticket or the add-on (whichever is greater) will be charged 100% regardless of which cancellation fee period the passenger is in. Please note, air-related Government Fees and Taxes will not be subject to a cancellation fee provided the air tickets are returned.  

Days prior to Cruise or Land Package Departure date, whichever comes first 

7-19 day sailings

Cancellation Fee 

75 days or more 

None

74-57 days 


Brochure Deposit Amounts

56-29 days


50% of Total Charges 

28-15 days 


75% of Total Charges 

within 14 days 


100% of Total Charges 

 

Once booked, a fee may apply if air arrangements are changed or cancelled prior to air tickets being issued. 

__________Cruise Line Change Fees:

Beginning 45 days prior to sailing, a $50 per person will be assessed per event per passenger for the following: Adding Air or Adding or changing Cruise Plus 

Per the current policy, the $50 change fee remains in effect for the following items: Changing the first and/or last name (including name corrections); changing the Air City. 

