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GROUP BLOCK REQUESTS
NEW GROUP BLOCK REQUEST FORM

Fox Portal Group Travel
= Group Block Services
o Submit
= Fill in group details
o Submit

Group Air Services:

Custom Booking Solution (CBS): A booking product that may be requested for 20 or more travelers, allowing each traveler to book their tickets

individually, while adhering to a customn policy. Typically utilized for travel coordinators who handle complex travel within a defined start and end
date (maximum duration of one year). Examples include graduate school recruiting events, board meetings, conference travel, etc.

CBS requires a standard set-up fee of $120 when establishing each new group

neral in nature, and not UW-specific. For guidance completing the request form, please referer

ote that the CBS request form ce the UW
S Job Aid. The travel coordinator will complete the request form to the best of their ability. The more information that is provided, the better

the Fox World Travel agents can assist the UW travelers. Any questions the travel coordinator has will be addressed when the Fox World

Travel representative reaches out to establish the group.

the travel coordinator within 10 business days of request form submission. They will review the

« A Fox World Travel representative will contac

request form and any questions the travel coordinator has, discuss set-up, and obtain the credit card for the set-up fee
= Standard domestic and International agent fees will apply when each airline ticket is issued
groups may not be open indefinitely; usually groups are open until the end date of an event, but they may never be open for longer than a

year.

Please consider using the One-Time Individual Booking Request Form (link to UW OTIBRF job aid), This will immediately create a booking request
and avoid CBS set-up fees. Typically utilized for travel coordinators who are requesting a one-off reservation, or a low volume of reservations over
time. The traveler will work with the travel agency directly to book based on the parameters of the individual request. Examples include guest

speaker travel, interviewee travel, individual student travel, etc

Group Block Services: A Group Block refers to the reservation of 10 or more tickets with a specific airline through a special contract. This
arrangement ensures that all travelers are booked on the same flights for their round trip, and a single form of payment is used for all tickets

Group Blocks are typically utilized for group travel when all attendees are flying the same route. The Group Leader will provide the final ticketing

reguirernents to Fox.

Block - Create

= Stepl
o Person filling out form will be the contact
=  Will need to add phone number
o Add back up contact
= Step?2
o Add reportable remarks (required by UW)
= Submit request
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Your group is not submitted until “Submit Request” has been selected. Please complete each step prior to subr| tting. Steps in Yellow are incomplete. Steps in Green ar’ complete.
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Chasity Schlimm cschlimm@mfoxworldiravel.com 2024-06-25 3:11 pm EDIT m

= Fox Group Block Specialist will be in contact with in 48 hours to verify details and collect

air sourcing fee of $205 per group.
— Paid deposit prior to sourcing occurring. Deposit will be applied against

ticketing fees if group moves to ticketing stage.
Deposit will also be refunded after the group tickets are issued and ticketing
fees are paid to Fox. If the group does not fulfill the block contract (i.e. issue

tickets), the deposit is non-refundable.

= Non-air (i.e. hotel and ground sourcing) = $100 per group non-refundable deposit paid
prior to sourcing occurring.

= Both group air and non-air sourcing quotes are active for 45 days. If there re-sourcing
process is needed, it will be considered a new group, and new fees apply. Where
sourcing requires 30-days activity for air and non-air sourcing, 30-days will be

honored/required and apply.

= Vendor quotes response time
— Minimum of 3 quotes per type of service, ie: air, hotel or ground transportation
— 48 hours for domestic, 72 hours for Interntional

Team will coommunication if delayed response from vendor, giving an estimate

of when to expect quotes.




