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Meeting with Havana Tours 
1. Hotels

1.1 The majority of hotels offered to us by Havana Tours are on their allocation, however Matthew will send through a list of the properties where allocation is in place.

1.2 A regular availability report will be sent through to us to ensure reservations are updated

1.3 For urgent bookings, reservations can phone/msn messenger through to the UK office to check availability and receive a verbal confirmation – must be immediately followed through with an email

1.4 Matthew is to revert back with 2 hotels in Havana and 2 hotels in Varadero where we can receive a small allotment – we can approach at a later stage to request more

1.5 The 2007 rates are currently being checked and will be sent through shortly

1.6 Vanessa to send through special offers upon her return to the office next week

2. Cubana

2.1 To book/check allocation the same way as we would hotels 

2.2 Matthew to send through the rates so that we can load into our system

2.3 To start with 2 seats a week allocation and then approach for more at a later stage – will depend on productivity

2.4 Working on a 2 week release period, whereby flights then go to on request
2.5 Cubana flies Saturdays & Wednesdays

2.6 Paper Tickets – sent through to our office to then send on to our clients – ticketed 14 days prior to departure

3. Payment

3.1 To work on invoice

4. Tourist Cards

4.1 Matthew to advise Cuban Embassy details so that NW can write a letter requesting the tourist cards (cc Havana Tours). Matthew advised it would be in our best interest to work with the Embassy as they will then be aware of our productivity.

4.2 Should we go live before the Tourist Cards are received, Havana Tours can assist

4.3 Must strongly advise clients to fill out the form upon receipt, therefore if any mistakes are made we can then send out another card.
4.4 To send an example page of how to fill out the Tourist Card in with the clients docs

4.5 The Tourist Cards must be stamped by us before sending to clients otherwise will not be valid

4.6 Should clients make a mistake on the cards, clients can buy them at the airline desk at the airport

5. Ground Handling

5.1 The transfers are not scheduled and are arranged as when 

5.2 Reps do not visit all the hotels, but clients can walk to the hotels where the reps will be based

5.3 Clients are given a welcome pack upon arrival with contact details, helpful information etc

5.4 Excursions are to be booked through Havana Tours locally – must put in docs should clients wish to book elsewhere they do so on their own accord and Letsgo2 are not liable

6. Training

6.1 NW to liase with Matthew to arrange a suitable date

7. Product Updates

7.1 Havana Tours will send through regular product updates on the hotels and Cuba

