Book Flights

Book Flights

Clarify:

« date « seating preferences
« arrival or departure time e related bookings

« departure / destination  « budget

» number of travellers

Sl A Consider preferences:
; i « preferred airline
Clarify flight CO:ﬂg;aalny Review available QSZ?:; ftlrlgC;sl « time constraints
details __spec flights online 9 - ticket type
instructions preferences * business
* economy
* saver
- etc
« budget
Confirm the Best Flight/s —
No
\dentify the b - Confirm
entify the best eed to basic flight ’
flight confirm? details with Proceed: Confirm:
traveller/manager - date
« times
Yes « airline
« ticket cost (options)
* urgency

Refer to preferences:
« preferred airline
« time constraints
« ticket type
o business
> economy
° saver
o etc
« extras
o insurance
o CO, offset
« payment method
° points only
> points plus card
o card only

Could include:
« flights
« care hire

« airport pickup/drop off

« venue hire
* meeting bookings

(if limited seats)

Book the flight/s

Travel Details
Register

—_—
The Travel Details Register lists
key information for all ‘travellers'
within your business, such as:

« loyalty/frequent-flyer numbers
and member log-in details

« preferred flight seating

« usual preferences for flights,
accommodation & car hire

« dietary requirements

Select Seats

Can
you choose

Select seat/s for All seats
this flight booked?

seats? « usual payment method
* Finalise and Pay for the Farels

Deter_mme impact Apply
(of this purchase) points to
on points balance tickets?

Agree how many
points to apply

No

\
. Email itinerary
Finalise the Pay for . -
booking the ticket/s Save the itinerary & receipt
to traveller

J

Notify Others of Booking

Save a copy of
the itinerary &
receipt to shared
Travel folder

Any related

bookings? » Notify others?

Yes¢

Note details

i Might include: ;
for related Mty NS e « dlient Flight/s
i required all Booked
bookings * team

« others



