
 

 
 
 

 
Although it seems like a pretty basic question, inquiring about how to actually book a tour is a really good 
move.  Knowing the specific steps simplifies all tasks.  In a nutshell, here are the steps required to book your 
tour with Muse Journeys: 
 

 
1. Write or call in and ask us for more information.  If you see a marketing flyer that catches your eye 

or a destination that you are interested in, simply let us know.  We can then send you more 
information and also have someone personally contact you to see how we may assist you.  They can 
help by answering questions you may have, giving you guidance on destinations, processes, the 
works.  If you don’t want to speak to someone, no problem.  We can email you everything you need 
for consideration. 

 
A note on pricing:  So many times we hear feedback from our clients that we don’t put pricing in our 
marketing materials so you have no idea whether you may want to consider a potential tour.  Yes, 
this is correct.  The reason is that pricing usually varies and is dependent upon dates of travel, where 
you would like to depart from, the number of guests and staff, mode of transport, etc.  You tell us 
what you want, and we will happily give you a quote based on your needs and your preferences.  
Unfortunately, airline rates vary widely so we need this basic information to be able to give you a 
good starting point. 

 
2. Ask us for a quote.  Are your ready to move forward?  If so, your next step is to ask us for a quote.  

The quote will be customized for your organization, on the dates you need and to your specifications.  
To request a quote you will need to supply the following information: 
 

a. The number of paying passengers you will want to bring 
b. The specific number of FREE staff you wish to bring and the rooming they will need 
c. The dates of travel and method (i.e. motorcoach, train or flight) 
d. Any special rooming needs (if not, all quotes are based on double occupancy of rooms.  We 

can then provide additional rate structures for singles and family rooms) 



 

e. How much you want to earn in fundraising (talk to us about your goals please) 
 

We know that numbers will change and that’s okay.  The initial quote is just to give you a really good 
idea on what costs to expect for planning purposes. 

 
One thing to consider is how many free staff places you desire.  We generally quote with one free 
staff place for every ten paying passengers, however, this may be changed to whatever works for 
your organization.  You may feel free to add in extra places and have these absorbed into the 
standard passenger rates.  Just let us know what works best for you. 
 
The final thing to consider are your dates of travel.  If you plan on flying to your destination, general 
airfares can change greatly dependent upon the time of year and also on the demand level for the 
route.  This is why we require specific dates before we are able to confirm details.   
 
A ‘Quote’ is valid for 30-days while you consider your options. 
 

3. Get the approvals needed to run your trip.  Once you have worked with our team to finalize your 
quote and you know how you will be traveling, the specific dates, what’s included and the costs, the 
next step is to gain approvals from anyone necessary.  This may include your Board of Directors, 
Senior Management Team, or a Department Head.  If you need help, simply tell us what you need 
and we will always try to supply you with anything necessary to gain approvals.   
 

4. Ask us for a Provisional Booking.  A Provisional Booking is a non-binding agreement that states you 
are moving forward with your trip and that we will hold space and quoted rates for you while you 
gather the initial deposits required to confirm your booking.  The paperwork issued will confirm 
everything agreed and will act as an initial contract between you and Muse Journeys.  If after going 
to Provisional Booking status, you do not get the passenger interest you had hoped, the booking may 
be cancelled at no penalty at any time.   
 
After a Provisional Booking has been issued, this is when you will start advertising to your guests with 
all details required so they may register for the tour.  A Provisional Booking is valid for 21-days.  
During this period, it also allows us to double check with our suppliers to ensure space is still available 
and that all programming is on track.  If for any reason we are not able to accommodate you on the 
specific dates or with the quoted rates, we will let you know immediately.  After the 21-day period is 
over, your tour may be required to be re-costed if deposits have not yet been received.   
 
Deposits and payments may be accepted via check, bank transfer, credit card (with an added 
transaction fee) or a variety of other ways.  All initial deposits paid must be made at one time, 
collectively, although we will accept individual checks if you need to send them in that way.  Another 
important thing to understand is that all deposits are non-refundable because as soon as we have 
received these from you, we in turn pay them out to our various suppliers to hold your places.   
 
During this time period you will also want to designate which staff members will oversee which 
elements of your tour.  We suggest you put someone who is highly organized in charge of registration 
and collection of funds.  You will want to alert guests that they will need to bring a photocopy of their 
passport if traveling internationally.  Many organizations get tripped up by passengers who say they 
are going to obtain or renew passports and then do not follow through.  This then causes a major 
disruption with airlines who require certain information by certain dates otherwise they will cancel 
the booking.  We cannot stress enough how important it is to have a cut-off date well in advance 



 

of when the information is due to us.  And equally important, that all details are logged directly into 
our Passenger Manifest during registration so no one has hours of paperwork to follow up on.   
 

5. Confirm your booking.  Send in your initial deposits and your Booking Forms and you are confirmed!  
Once deposits are received we will send you a confirmation, a payment schedule and all the forms 
required.  You will also be assigned a specific contact in our Operations department to work with so 
you know that every question can be answered.  They will then take over as your chief contact for 
anything needed up until your tour departs.   
 

6. Set up a pre-travel Skype meeting with your entire group.  Have your entire group attend a meeting 
and allow one of our team to skype in and talk through needed details, cover the itinerary, review 
travel arrangements, plus answer any questions from your guests and staff.  This meeting is a key is 
getting set up for success!  We suggest this meeting is scheduled for 8 to 10 weeks in advance of 
travel. 
 

7. Skype with your Tour Director prior to departure.  After you receive your full itinerary and about 2 
weeks prior to departure, you will be assigned a Muse Tour Director.  They will contact you, usually 
via email, and ask for you to set up a Skype call with them.  Your Director may then review general 
items, take your suggestions as to anything extra that your group might want to participate in, and 
even do things like start to set up birthday celebrations which may be happening.  They are here to 
serve your needs and make sure that we are positively providing the best experience for your guests. 
 
Your Tour Director will meet you in your destination and will be there to accompany your travels, 
every step of the way.  Your Director is not a local guide, but instead is an expert at making sure every 
single thing is just right on your tour so you, the trip leader, can enjoy your travels along with your 
guests.  Your Director is also highly trained from an emergency management standpoint.  You just 
need to let them know what you need and they will ensure it is taken care of.   
 

8. Ready, set, go!  Let us know how we may serve you! 


