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[bookmark: _gjdgxs]DIRECTOR TRIP REQUEST PACKET
All blanks MUST be completed!
School Name:	___________________________________________________
Team Name:	___________________________________________________
Director Name:	___________________________________________________
Office Number:	_______________ 	        Cell Number:	 ___________________
Email Address:	___________________________________________________
Date of Tour:	___________________________________________________
Destination:		___________________________________________________
PASSENGER BREAKDOWN: 
Number of Comp Packages:		_______________
Number of Directors:			_______________
Number of Administrators:		_______________
Number of Dancers:			_______________
Number of Additional Students:	_______________
Amount Budgeted for tour:		_______________
PAYMENT PLAN:	DEPOSIT:	Date:	_______________	Amount:	$___________
Payment #1	Date:	_______________	Amount:	$___________
Payment #2	Date:	_______________	Amount:	$___________ 
Payment #3	Date:	_______________	Amount:	$___________
 	Payment #4	Date:	_______________	Amount:	$___________
	Balance:	Date:	_______________	Amount:	$___________
Cancellation Date:	_______________
DIRECTOR TRIP REQUEST PACKET
All blanks MUST be completed!
NON-NEGOTIABLES:  These are the items you DEMAND to be included:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
WISH LIST:	 These are the items that you would like to see included:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
NOTES:	Please provide any additional information/expectation:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for your interest in HTEDance On Tour!
This package is designed to help make your tour exactly what YOU want it to be.  We have predesigned itineraries that make the most of each tour destination.  But only YOU know what will make your tour a true success to you, your team and your parents.
Please complete the entire form as it is what we will use as the basis of your tour while planning all of the details.
1. DIRECTOR INFO:		In this electronic age, we have found tremendous success in our social media communications program.  All director/student communication information and compliance is expected to assist us in making this trip safe, organized and memorable.  Please let us know if we can assist you in the setup of Twitter, Facebook, Remind101, Group Me, Flickr, Tumblr and/or Instagram.
2. DATE:			Please note that we have only a certain number of weeks available to tour.  We list dates for our tours on a first-come, first-served basis.  The earlier you get your contract turned in, the better your chances for anchoring your requested date.
3. PASSENGER COUNT:	We know that every school and school district is different. Please let us know the breakdown of your passenger manifest to include the number of comp packages you need built into the pricing.
4. [bookmark: _GoBack]CUSTOM PACKAGE:	We take great pride in building a tour that reflects the unique needs and programs of our client.  Please share as much detail as you can with us as this helps us better guarantee your experience to be everything you are wanting.  Also, list the “Non-Negotiable” you are expecting as well as your “Wish List.”
5. PAYMENT SCHEDULE:	We take great pride in being the ONLY organization that allows you to customer create your own payment schedule. With that in mind, when setting your payment schedule, please take into account national holidays, school holidays and calendar and your own team account payments, etc. Once we execute your payment plan, we expect you to stick to it!
6. ROOMING LIST:		Please note, once we receive your initial rooming list, we will prepare an invoice to your school account. The details of the invoice are directly linked to the configuration of the Rooming List. Changes to the invoice will occur ONLY when you send in a new Rooming List.
7. CANCELLATIONS:		Many of the services and products provided in your tour require advance planning, contracting and payment.  It is this that allows us to assemble a tour at value-driven prices. Your organization’s tour is designed with this in mind. While we make every effort for you to concern yourself with only one payment plan, we must take all of these details into account when fulfilling your tour.  Cancellation and refund policies differ from organization to organization.  Consequently, with HTEDance ON TOUR, cancellations are allowed up to and until December 1st.  After that, no cancellations are accepted.  You are expected to find replacements for your cancellations.  Please let us know in the notes if we need to edit this policy for your team’s specific needs.
8. REFUNDS:		As listed in the section previously, your tour, its itinerary and its payment plan are all based on advanced planning, contract and payments.  Refunds for cancellations falling within the date restrictions are made as soon as the final balance of the tour is paid off.  Refund checks will be issued to the entity from which the payment came.  Refunds are NOT made to cancellations made after the Cancellation Date.
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