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GROUP AGREEMENT 
between a TRAVEL PROFESSIONAL and a GROUP 

 
 
Travel Professional contact information: 
Stuart Cohen, Stuart’s Travel, 8359 Barncliff Cove, Germantown, TN 38139 
Group Contact information: 
XYX Association, 999 Main Street, Billingstownville, TN 37777 
Group Leader contact information: 
Hugo Jones, (555) 555-5555, hjones@xyzassociation.com 
Name of Trip:  
25th Anniversary Gala 
Travel Dates: 
March 22-29, 2016 
Mission Statement for the GROUP: 
To produce a magically successful celebration event for all participants. 
Goals for the GROUP: 
Sell out 100 cabins. 
Make it stress-free for guests to get questions answered and purchase. 
Raise $2,500 for the new scholarship fund based on sales. 
Surprise guests with the special private dinner. 
Make the even extra special for the awards recipients. 
 
 
 
 
 
SIX SECTIONS: 
 
1) The TRAVEL PROFESSIONAL WILL 
 
2) The TRAVEL PROFESSIONAL will NOT 
 
3) Additional services and products available 
 
4) The GROUP WILL 
 
5) How the incentive works 
 
6) Payments & key dates 
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1) The TRAVEL PROFESSIONAL WILL: 
 
Serve as the exclusive company of record. 
 
Provide professional services to the group including collaboration, planning, 
management and expert delivery of the group trip. 
 
Handle contracts, communications, bookings and payments with suppliers and 
vendors. 
 
Create and clearly communicate the package and price for the GROUP’S 
approval and signature. 
 
Create a launch campaign for the GROUP’S approval and signature. 
 
Provide the following early-booking (or other) promotions on this schedule to 
those who are eligible. 
 
Create a schedule of key due dates (including payment due dates) along with a 
list of penalties/consequences for late or missed deadlines.  
 
Submit for GROUP’S approval any materials that are created. 
 
Furnish a weekly group status report to include bookings and changes and alert 
GROUP of any discrepancies. 
 
Not allow a guest to participate in any element of the trip or package if their 
reservation was not made with the TRAVEL PROFESSIONAL. 
 
Adhere to and enforce all terms & conditions outlined by the TRAVEL 
PROFESSIONAL, suppliers and vendors. (These terms & conditions will be 
attached to this agreement). 
 
Clearly communicate what travel documents are required and provide the 
following assistance in obtaining these items: 
Valid passports. Requiring copy of passport helps identify who requires new 
passport. We will provide clear instructions for guests to proceed and monitor. 
 
Pay the following deposits on this date: 
$1,750 to various suppliers to secure rates and space due July 8th  
 
Handle customer inquiries and reservations expeditiously via these phone 
numbers, email addresses, text numbers, and/or instant chat address: 
Sales & Service: 888-888-8888, My cell phone for texts: 555-555-5555, 
stuart@stuartlloydcohen.com, Skype: stuart lloyd cohen 
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Provide the following staff to perform the following duties: 
Bernie: sales & service, Marge: accounting issues, Frank: onboard coordinator 
 
Perform these marketing/launch plan tasks: 
Create survey, deliver 3 launch webinars, host weekly open question forum. 
 
Perform these meeting & event tasks: 
Facilitate meeting at Jose’s house, host bon voyage cocktail party, host after 
trip welcome home party with greatest hits pics. 
 
Create these printed materials: 
Pre-trip info sheet (online),Trip Hot Sheet, customized supplier flyer, event 
agendas, survey forms, next year’s Hot Sheet and deposit form 
 
Create/Maintain/Update these social media (i.e. Facebook, Twitter, etc.): 
I will provide content to the GROUP’S sites for them to upload. 
 
Create/Maintain/Update these online resources (i.e. web sites, blogs, etc.): 
xyzanniversarygala.com  
 
Issue the following invoices and confirmations: 
Custom invoices for deposits and final payment. Custom confirmation that 
includes emergency contact info, their excursion schedule and onboard agenda. 
 
Accept these forms of payment and how they will be accepted: 
Credit & debit cards, personal or company checks. Will have cc swipe option at 
the meeting. CC accepted on secure website or over phone. CC not accepted 
via email. 
 
Communicate cabin or room numbers to guests on this date: 
If full deposit, confirmed instantly. If ‘best available’ option, 30 days prior to 
departure. 
 
Allow for these changes and/or exceptions: 
None outside the standard supplier terms and conditions. 
 
Provide the following meet and greet staff and services: 
1 staff at airport to greet guests till all through security. 1 staff at airport to greet 
guests upon return. 1 staff to meet at arrival airport and coordinate group 
transfer to ship, same for return. 
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Designate the following staff to travel with the GROUP and provide these 
services: 
Alice is tour coordinator/escort. She will ensure all meeting rooms are set, dining 
is coordinated, staff hospitality desk for Q&A, concierge assistance, manage 
excursions. 
 
Provide these additional special guest services: 
Coordinate meds with select guests and shipboard nurse. 
 
Create the following materials to be distributed to the group during the trip: 
Apply door magnets, distribute daily pillow gift, daily agenda, survey, deposits. 
 
Provide a final post-trip report to include: 
Final manifest for trip and excursions, overpayments/underpayments, daily 
‘How’d It Go’ summary report, guest feedback, survey, deposit list. 
 
Do these other post-trip tasks: 
Coordinate best photo contest, post on web site. 
 
Other tasks the TRAVEL PROFESSIONAL will provide: 
None. 
 
 
The above provisions are the responsibility of the TRAVEL PROFESSIONAL and 
will be included as part of the TRAVEL PROFESSIONAL’S services, unless a fee 
has been otherwise noted. 
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2) The TRAVEL PROFESSIONAL will NOT: 
 
Be responsible to pay any fees that are incurred do to changes or missed 
deadlines by the GROUP and the guests. 
 
Under any circumstance allow a person to participate in any element of the trip 
or package if their reservation was not made through the TRAVEL 
PROFESSIONAL. 
 
Under any circumstance allow any of the following changes and/or exceptions: 
Supplier t&c are strictly adhered to without exception, no name changes within 
21 days of departure, will not accept payments received after stated deadlines. 
 
Other tasks the TRAVEL PROFESSIONAL will not provide: 
Completion of pre-trip information form. Guest must complete the pre-trip form 
online. 
A booking confirmation (reservation) without the deposit. 
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3) Additional services and products available to the GROUP by the TRAVEL 
PROFESSIONAL:  
 
Print and mail documents: $5 per person. 
 
Van transfer to airport: $20 per person. 
 
Onboard couples photos & video of events (unedited): $500 total. 
 
Welcome cocktail party: $15 per person, one hour, open bar. 
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4) The GROUP WILL: 
 
Collaborate with the TRAVEL PROFESSIONAL to achieve the Mission and the 
Goals. This collaboration includes all staff of the GROUP. 
 
Review and approve the package elements and pricing. 
 
Review and approve the launch, marketing and sales plan. 
 
Follow the published schedule of key due dates and understands the penalties 
and consequences for late or missed deadlines.  
 
Submit for approval any materials that are created. 
 
Review the weekly group status report and alert the TRAVEL PROFESSIONAL to 
any discrepancies. 
 
Not allow a guest to participate in any element of the trip or package if their 
reservation was not made through the TRAVEL PROFESSIONAL. 
 
Adhere to and enforce all terms & conditions outlined by the TRAVEL 
PROFESSIONAL, suppliers and vendors. (All terms & conditions will be attached 
to this agreement). 
 
Provide the following staff to perform the following tasks: 
Jean: all social media tasks. Bob: meeting coordination (virtual and at the club). 
Sandy: point person for guest q’s. Bob, Frank, Alice: onboard coordinators. 
 
Be responsible for handling these guest issues: 
Confirming what friends and family are eligible. VIP events and trophies. 
 
Pay the following deposits: 
First deposit for the executive staff as indicated, all excursions for staff. 
 
Perform these launch and marketing plan tasks: 
Promote to entire network using list per plan, post all content provide on social 
sites. 
 
Perform these meeting & event tasks: 
Schedule webinars, meetings at the club, social party at restaurant. 
 
Create these printed materials: 
All materials relating to the awards ceremony, and anniversary pamphlet. 
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Provide access to the following GROUP lists for these purposes and when: 
Email database, mailing list, Facebook. 
 
Create/Maintain/Update these social media (i.e. Facebook, Twitter, etc.): 
Facebook and Twitter, will post messages/content provided by PROFESSIONAL 
 
Create/Maintain/Update these online resources (i.e. web sites, blogs, etc.): 
Not applicable – even web site is created by PROFESSIONAL. 
 
Provide the following meet and greet staff and services: 
Bob, Frank, Alice. 
 
Designate the following staff to travel with the GROUP and provide these 
services: 
Bob - meetings, Frank - excursions, Alice – hospitality/services. 
 
Create the following materials to be distributed to the group during the trip: 
All club related events. 
 
Provide these additional special guest services before, during and after the trip: 
None. 
 
Other tasks the GROUP will provide: 
Video clips of the execs endorsing this trip. 
 
 
The above provisions are the responsibility of the GROUP and will be included 
as part of the GROUP’S services, unless a fee has been otherwise noted. 
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5) How the incentive works: 
 
What is the purpose of the incentive? 
To motivate the GROUP to actively promote cabin sales to reach the goal. 
 
What is the reward? 
Pre-paid welcome aboard cocktail party. Spa package #1. 
 
How will it be earned? 
Based on final number of guests booked. 
 
Who is it for? 
Cocktail party is for all guests. Spa package #1 for the President & spouse. 
 
What is included? 
Cocktail party is 1-hour top shelf open bar, semi-private. Spa package per flyer. 
 
What is not included? 
Gratuities not included for spa package. 
 
Who is responsible for what is not included? 
President & spouse. 
 
What are the reward levels? 
Party: 40 guests booked & checked in (excluding PROFESSIONAL). Spa 
package: 50 guests booked & checked in. 
 
On what date will it be determined what reward has been earned? 
Date of departure, upon receipt of final checked-in manifest. 
 
When will the reward be distributed? 
Cocktail party – announced at event. Spa – notified when it is booked. 
 
What documentation will be used to confirm what reward has been achieved? 
Guest services will provide final ‘checked in’ manifest for the group to confirm. 
 
What are the exceptions? 
No exceptions. 
 
What can be changed about the award and what are the costs? 
Cocktail party can include hors d'oeuvres package for $10 per person. 
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Other terms & conditions: 
Cocktail party is pre-booked as a cash bar. If incentive is earned, guests will be 
surprised to learn it is complimentary. Spa package will be booked immediately 
upon confirming checked in guests per ship’s manifest. 
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6) Payments and key dates: 
 
The TRAVEL PROFESSIONAL & GROUP sign off on all elements of the GROUP 
trip (i.e. package, price, marketing plan, etc.) will be signed by: What happens if 
missed: 
July 7th. Package rates, inclusions and availability no longer guaranteed. 
 
Supplier contract(s) due by:  What happens if missed: 
July 8th. Package rates, inclusions and availability no longer guaranteed. 
 
Supplier deposit(s) due by:  What happens if missed: 
July 7th. Package rates, inclusions and availability no longer guaranteed. 
 
Upfront monies due to the TRAVEL PROFESSIONAL: What happens if missed: 
$1,750 due July 7th. Package rates, inclusions and availability no longer 
guaranteed. 
 
Promotional on-sale date opens and closes on: What happens if missed: 
Opens September 1, closes September 4. VIP and early booking promotion not 
valid beyond the close date. 
 
General on-sale date opens and closes: What happens if missed: 
Opens September 7, closes October 7. Package rates, inclusions and 
availability no longer guaranteed. 
 
Customer deposit deadline is: What happens if missed: 
October 7th. Package rates, inclusions and availability no longer guaranteed. 
 
Customer final payment deadline is: What happens if missed: 
December 1st. Booking is cancelled and deposit is forfeited.  
 
Excursion and extras deadline is: What happens if missed: 
February 1. Options are no longer available for purchase. 
 
Travel insurance deadline is: What happens if missed: 
February 1. Travel insurance is no longer available for purchase. 
 
Deadlines to make additions/changes/deletions to the reservations (i.e. 
accommodations, dining, activities, air, etc.) are: 
Reservations & accommodations: January 1. Dining: February 1. Activities: 
February 1. 
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Refunds and cancellations: 
Deposits are refundable if cancelled within 3 days. Final payments are subject to 
the supplier’s cancellation terms & conditions (see attached).  
 
Other key dates: 
Marketing plan sign-off: July 15th. 
 
 
 
 
The TRAVEL PROFESSIONAL and the GROUP agree to this list of deadlines and 
the consequences and penalties if missed. Exceptions cannot be made under 
any circumstance. 
 
This Agreement between TRAVEL PROFESSIONAL and GROUP constitutes the 
complete understanding between the parties and supersedes any prior 
understanding, if any, between them. No modification, amendment, promise, 
waiver or representation shall be valid or binding unless made in writing and 
signed by both parties.  
 
Both parties, including their staff, agree to keep the terms of this Agreement 
confidential. 
 
This Agreement is not valid until executed by the parties.  
 
On behalf of the 
TRAVEL PROFESSIONAL: 

On behalf of the 
GROUP: 

 
Signed:  

 
Signed:  

 
Name: Stuart Cohen 

 
Name: Hugo Jones 

 
Title: President 

  
Title: Executive Director 

 
Date:  

 
Date: 

 
 


