
 

 
 
 

WELCOME MEMORANDUM 
Please read thoroughly; extremely important 

 
Greetings from the Muse Journeys Operations team!  We are delighted that you have elected to travel 
with us and hope that your upcoming trip will be your best experience ever.  This memorandum is to 
notify you of the items required to ensure your trip runs successfully.  Please read carefully and let us 
know if you have any questions or need our assistance in any way. 
 
Please be aware that your Passenger Manifest has a specific due date.  If this document is not submitted 
in its entirety by the specified due date, you may incur additional airline costs due to a late submission.  

We very strongly urge you to collect passport copies when signing guests up for the trip so as not to 
jeopardize potential benefits. 

 

Passenger Manifest 
The Passenger Manifest is vital and mandated in its entirety for all traveling groups.  Regardless of whether 
traveling by motorcoach or flight, it must be filled in and submitted no later than the due date specified.  
This form is then submitted to the airlines, our resort partners, your destination manager and your Tour 
Director so you are set up for success. 
 
It is vital that this form be submitted prior to or no later than the due date.  If we do not have the form 
filled out in its entirety, you may jeopardize your booking and your airline seats if traveling by flight.  We 
have found that the best practice is when patrons are initially signing up for the trip, they submit a 
photocopy of their passport during the registration process, so you have all the relative information 
necessary.  It is equally important that if anyone traveling needs to apply for, or renew their passport, it 
is done in a timely manner to ensure that passports will be received prior to the due date assigned.   
 
Please be aware that if traveling via flight, this document is submitted directly to the airlines.  If you have 
a change to any passenger (including a passport number or expiration date), the airlines will charge a fee 
to make the revision.  The general fee is generally between $150 to $300 per change, dependent upon 
the airline, and the guest will be responsible for submitting any fees necessary prior to the re-issue of 
tickets.   If one member of your party is delayed it can result in that party member not being able to be 
ticketed and therefore, unable to travel with your group. 
 
Due dates for the passenger manifest are below.  Please be advised that in some instances, flight 
requirements may mandate that an earlier due date is necessary.  If this is the case with your booking, we 
will advise you accordingly.  The dates listed here are the latest dates we may accept your documents. 



 

 
  Departure Date     Document Deadline 

Groups departing in September   1-June 
Groups departing in October   1-July 
Groups departing in November   1-August 
Groups departing in December   1-September 

  Groups departing in January   1-October 
  Groups departing in February   1-November 
  Groups departing in March   1-December 
  Groups departing in April   1-January 

Groups departing in May   1-February 
Groups departing in June   1-March 
Groups departing in July   1-April 
Groups departing in August   1-May 

 
Once the Passenger Manifest is opened (it is sent as an Excel spreadsheet), please note there are several 
tabs located at the bottom.  Simply toggle between the tabs to input relative information.  Here is a brief 
overview: 
 
TAB 1 – WELCOME 
This page contains general notes.   
 
TAB 2 – PARTY DETAILS 
This is general information about your booking and also emergency contact information for a person who 
is not traveling with your party.  For your Reference Number, please list your assigned booking number.  
For your tour name, please list your destination or the name of the trip you will be taking. 
 
TAB 3 – PARTY INFORMATION 
This section breaks down all required information necessary for travel.  There are a few key details that 
we need to draw your attention to: 

• All names must exactly match the names shown on the traveler’s passport/identification.  No 
nicknames please.   

• If any person traveling has a middle name shown on his/her passport/identification, this must be 
shown. 

• The ‘Age in Years’ refers to the age that the person will be when traveling. 
 
Extra tabs for scuba diving or winter sports – If your group is participating in one of these sports, you will 
find additional information is required.  Please ask us if you have any questions on how to prepare these. 
 
TAB – ADDITIONAL INFORMATION 
Please use this tab to share any additional information you would like sent to the airlines, transportation 
companies, hotels, resorts, or ground information teams. 
 

It is extremely important that you double-check all data for accuracy to ensure 
you will not be required to pay additional fees for changes. 

 
If for any reason, you do need to make a change after your due date, please notify us and we can assist 
you.   Please be aware that all changes must be re-submitted on your forms.  Unfortunately, we may not 
update this on your behalf.  This ensures that all changes made are 100% accurate and represent your 



 

needs.  Please do not send in any changes that are not accompanied by a revision to your Passenger 
Manifest. 
 

PLEASE DO NOT SEND IN PASSENGER MANIFESTS THAT ARE NOT 100% COMPLETED.  
UNFORTUNATELY, WE MAY NOT ACCEPT PARTIALLY COMPLETED MANIFESTS. 

 
It is also important to note that we must receive the completed form in its entirety please.  Although we 
appreciate efforts to send us periodic updates, we are unable to submit the form to relevant suppliers 
until it is totally complete.  Please check for your specific due date to ensure that all information is 
gathered and recorded prior to this date. 
 
No changes may be accepted to any manifest within 30-days of travel.  The only exception will be in the 
event of a documented medical emergency. 
 

Additional Information 
Hotel Rooming  
The process for hotel rooming varies according to your destination.  Your quote that has been issued is 
based on the specific amount of rooms your group will utilize and how many people are occupying each 
room.  Please check your Provisional Booking documentation to determine your assigned rooming.  If for 
any reason you need to change the rooming assigned, please let us know at your very earliest convenience 
so we can then enquire if additional rooms will be available and also revise your costs based on your 
independent needs.  Unfortunately, hotels will not disburse actual room numbers until physical check-in. 
 

Flights 
If traveling via flight, please know that your flight details are generally available approximately 60-days 
prior to departure.  Please also understand that although we always try to ensure your preferences are 
achieved, we may only guarantee that flights are ticketed as per the general itinerary noted (departure 
from a general area – i.e. New York City, not JFK, LaGuardia or Newark specifically).  Additionally, we are 
not able to guarantee direct flights as a standard practice.  If you prefer to ensure a direct flight, please 
discuss this with your sales representative.  In most cases, if a direct flight is requested and available, 
additional fees will be assessed by the airlines. 
 
Please also be aware that although airlines will give us general routes, flight numbers and timings, these 
are not guaranteed until approximately one week prior to travel when final tickets are issued.  Airlines 
reserve the right to make changes to layover cities, timings and flight numbers until final tickets are issued.  
This said, if we are able to let you know specific flight details earlier than normal, please understand that 
these may change up to the time of travel as they are at the discretion of the airlines.  The airlines are also 
responsible for deciding how long of layover times will be required in specific cities and a variety of other 
factors.   
 
Finally, while we try our best to arrange group seating on all flights where possible, this is on a request 
basis only and as much as we would like to, it cannot in any way be guaranteed as it is up to the individual 
airline. 
 

  



 

Airline Baggage & Limits 
Please understand that as a general rule, airline baggage fees are not included in your quote and instead, 
are the direct responsibility of the individual passengers, allowing them to determine how much they 
personally desire to bring.  There are occasions where airlines include one complimentary checked bag in 
the booking and if that pertains to your reservation, we will certainly alert you.  For planning purposes, 
please have each passenger initially plan on absorbing their own baggage fees, paid at check-in for their 
outbound flight, and again at check-in for their inbound flight.   
 
Baggage weight and size restrictions vary and are subject to change.  We have listed the most recent 
weight and size maximums below however we urge you to check your group ticketing details for the most 
up-to-date information as these do tend to change frequently.  If these should change and we are made 
aware by the airline, we will of course advise you personally.  Please understand that it is your 
responsibility to be aware of limits or pay any applicable fees for oversized or overweight items. 
 

Aer Lingus:    50 lbs / 23 kgs 
Air France:    50 lbs / 23 kgs 
Alitalia:    50 lbs / 23 kgs 
American Airlines:  50 lbs / 23 kgs 
Avianca Airlines: 50 lbs / 23 kgs 
British Airways:    50 lbs / 23 kgs 
Delta Airlines:    50 lbs / 23 kgs 
Easyjet:    44 lbs / 20 kgs 
Icelandair:    70 lbs / 32 kgs 
KLM:     50 lbs / 23 kgs  
Lufthansa:    50 lbs / 23 kgs 
Monarch/ZB:    44 lbs / 20 kgs 
Norwegian Air:   44 lbs / 20 kgs 
United Airlines:   50 lbs / 23 kgs 
Virgin Atlantic:    50 lbs / 23 kgs 
WOW Air:  44 lbs / 20 kgs 
 

Luggage Handling 
If passengers elect to check multiple pieces of luggage, depending upon the tour, they may also need to 
be able to carry these to/from hotel rooms and transportation loading as hired assistance may not always 
be available.  If it is available, it is at individual cost as luggage assistance is not an ‘included’ part of your 
tour.  If you would like to add on luggage handling, please let us know and we will be happy to determine 
associated costs on your behalf. 
 

Changes within 30-days of Travel 
If for any reason you opt to change or add services that may result in increased fees within 30-days of 
travel, please be advised that we will require the passenger to sign a Credit Card Authorization Form and 
submit credit card details before we may implement changes.  This may include items such as passenger 
name changes, additions of activities and/or transportation over the original package, or other changes 
implemented.  Please understand that this will only be requested when you request a change.  All master 
billing will be authorized by the Tour Leader and have an opportunity to pay by bank transfer or check, 
however if the payment is not received in time, the credit card submitted will be charged for the relevant 
fees and any credit card charge fees that we incur. 

 



 

Waivers & Release of Liability 
All passengers – whether paying or free place – are required to sign and submit a standard Release of 
Liability.  These must be submitted to our offices in advance of travel.  Unfortunately, guests who have 
not returned this waiver will not be eligible for travel and will forfeit any payments submitted.  It is strongly 
suggested that you make this known when initially accepting registrations. 
 
Additionally, many activity providers also require a waiver.  Please check with us to determine if waivers 
will be required for any of your activities.  If they are, these will be emailed to you for distribution if 
available.  When you travel, each passenger will need to be able to produce the signed copy of the waiver 
to participate in the activity or sign the activity waiver upon arrival. 
 

Group Travel Insurance 
As part of your booking, each passenger will be entitled to a basic travel insurance policy.  If guests wish 
to upgrade their policy, they are welcome to do so and should contact the issuing agency directly for 
information and costs.  If you are on tour and need to use your insurance, please direct passengers to 
contact the insurance company directly.  Although we have included this as a benefit for your guests, we 
in no way administer the insurance nor can give guidance on policy questions and coverages. 
 

Passport Questions 
We understand that as the Tour Organizer, you may have passport questions relating to international 
guests attending your tour.  Unfortunately, government regulations change frequently so in order to 
ensure you have the most up-to-date information, it is best for you to refer guests with questions to a 
website operated by their home country for the latest information.  Unfortunately, due to the frequent 
changes, we are not able to advise on this subject directly. 
 

Coach Company Requests 
If you would like to request the use of a specific motorcoach company, please alert our transport team to 
this at your very earliest convenience.  While we cannot guarantee any specific provider, we can certainly 
make the request for consideration. 
 

Dietary Requirements 
Please be advised that while every effort will be made to meet specific dietary requirements, these may 
not be guaranteed.  Please reconfirm all dietary requirements to your Tour Director upon arrival.  Meal 
providers are generally able to cater to Vegetarian requests however others such as Vegan, Celiac, Organic 
and religious preference diets generally require that specialty food is brought by the participant.  
Unfortunately, dislikes may not be catered for and no discounts are available for those that require 
specialty foods.  Please consult us if you have a specific question regarding airline or ground arrangements.  
We will be happy to assist in any way we are able.  Please review the type of meal service that will be 
provided during your tour.  If you are on a dine-around program, it is always best to be prepared as select 
meals may not be adequate for all needs.   
 

Itineraries 
Please be advised that your final itinerary will be made available to you approximately 2 weeks prior to 
travel.  Also, please be aware that we will be unable to send any itineraries if we have not received all 
required documents and payments.   

 



 

Seatbelts on Motorcoaches in North & Central America 
Please be advised that in the Americas, most motorcoaches do not have seatbelts.  If this is a condition of 
travel, please alert us when booking and we can attempt to source this on your behalf.  Additional fees 
may apply dependent upon the provider. 
 

Data Submission 

To comply with data submission regulations, we must advise you that all documents required should be 
sent via email straight to our Operations team and not copied to other sources.  This will assist in 
protecting against compromising data.  When submitting your documents, please do not copy anyone 
other than our Operations department member assigned to your tour.  
 
Thank you for taking the time to read this document.  We know you want to minimize any potential issues 
and/or delays so appreciate your assistance.  As always, if we may serve you in any way, please do not 
hesitate to contact us directly. 
 
 
Kind regards, 
 

The Muse Operations Team 
P: 913.235.9187 
E: info@musejourneys.com  
W: www.musejourneys.com  

mailto:info@musejourneys.com
http://www.musejourneys.com/

