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AIRPORT CURBSIDE PICK UP AND DROP OFF TRAINING
All chauffeurs must be knowledgeable of how to pick up and drop off at all the major airports in their area.  The Airport Training in this manual will be mainly focused on all airports in RI and Mass.  In RI the only two airports mainly used are TF GReen and North Central in Lincoln, RI.  Easy.  The tough one is...you guessed it.  Logan International!  Governed by The Mass State Police's MASSPORT.  So take your time reading this section.  I will try to make it as simple as possible.  If you mess up while at Logan Airport, you will be fined.  The Mass State Police are not as nice as your local park rangers.

Airport Transfers

Pretty simple.  Pick them up.  Drive them smooth.  Get them out.  Just pay very close attention to a few basic rules.

Corporate Clients

When dealing with corporate clients, be professional. When working with CORPORATE clients, you must pay attention to detail.  CORPORATE clients have a little higher standard than your neighbor, the local farmer who raises corn all day.  
Pre-Trip

>Arrive 10-15 minutes early as required in your basic training.
>Make sure your limousine is spotless.

>Make sure you purchase a newspaper and stock your limousine with bottled water.

>Inform your client of your arrival.

>Help the client carry and load all luggage. 

>Review your itinerary, what airport, what airline and what is the ETD.  [At the pick up].  You will be surprised at the results if you do.

>Review the financial status of the job.

>Make the small talk before you take off.

>Give the client an ETA if able.

During Your Trip

>Speak when spoken to.

>The radio should be off unless the client would like to listen to it.

(By the way....  the rumor that corporate people like elevator music is bullshit, so keep your piano cd's at home) - sorry to ruin your dream.

>Drive smooth.

>Don't sit in the slow speed lane on the highway.  Don't sit in the high speed either and give them a heart attack.  Just use your common senses.

>If the limousine your driving in has a TV or DVD, know how to use it.

>As your are approaching your destination, maybe 10 minutes out, you should inform your client of your ETA.
Airport Drop Offs
>As you approach the airport, you should ask your client if they booked a return with us.  If no...  give them a business card and inform them our Reservation Center is open 24 hours.  If yes, still give them a business card, however, inform them that we will be tracking their return flight and their is no need to call unless they change their flight #.  Also, ask them if they know where to meet their chauffeur upon the return.  If they don't know, then show them, if your able to, otherwise, tell them where.  Also, tell them upon their return, if for any reason they cannot find their chauffeur, a simple phone call is all they have to do for us to put them directly on a 3 way call with their driver.
>Chauffeurs are not allowed to take down any flight information.  All flight details must go through the office only.  Period.  No exceptions.  Please!!!!  If you take down flight info and you forget to write down AM or PM or anything that results in an error YOU will be responsible for the error.
>Unload all luggage curbside for the client.  Do not let them touch the luggage.
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Airport Pick Ups
Most Federal/State Airports are going to be extremely strict when picking up their clients at their airport.  Anyone can do a drop off at an Airport.  However, when a client arrives an Airport, they expect the Airport to screen the people that do business with them.  At that includes me and you.  So pay attention to Airport Guidelines.  They change often.  And you are responsible to adhere and abide by them. Most of the time, if you don't, you will be fined.  Unfortunately, you will probably find out the hard way.
Logan Airport requires all chauffeurs go to Massport, located on harbourside Drive, and purchase a ticket.  The ticket cost approximately $1.50/$2.00 and can only be purchased by companies that have registered with Massport and have an ID Tag with a Massport # on it.  By showing the clerk our Mass port Id Tag, they bill us and give you a ticket.  When you get to your terminal, a Massport Official will approach you and ask for the ticket.  Once you are checked in at the pick up location you will then be given 15 minutes to get your client and leave.  If your client does come out fast enough, you may be asked to go back to Massport and get a new ticket.
Chauffeurs at Logan Airport should never leave their car by more than 10ft when at a Terminal.

If you are waiting for your client and you think you are at the right spot and you don't see any limousines at all, the odds are... your at the wrong spot.  

Chauffeurs waiting for their clients should not sit in their vehicle.  They should be outside waiting.  Rain or shine.  Cold or Hot.  

Any chauffeur caught just sitting in his/her limousine while their client cannot find them will forfeit his/her full gratuity.  I have seen many clients walk up to 25 limousines...  "Are you my driver?"   "Are you my driver?"   "Are you my driver?" "Are you my driver?"   "Are you my driver?"  "Are you my driver?" "Are you my driver?"   "Are you my driver?"   "Are you my driver?" "Are you my driver?"   "Are you my driver?"  "Are you my driver?" "Are you my driver?"   "Are you my driver?"   "Are you my driver?" "Are you my driver?"   "Are you my driver?"  "Are you my driver?"  "Are you my driver?"   "Are you my driver?"   "Are you my driver?" "Are you my driver?"   "Are you my driver?"  "Are you my driver?" "Are you my driver?"   "Are you my driver?"   "Are you my driver?" "Are you my driver?"   "Are you my driver?"  "Are you my driver?" "Are you my driver?"   "Are you my driver?"   "Are you my driver?" "Are you my driver?"   "Are you my driver?"  "Are you my driver?" "Are you my driver?"   "Are you my driver?"   "Are you my driver?" "Are you my driver?"   "Are you my driver?"  "Are you my driver?" Get the point?  You would be pissed off if you finally walked up the 25th car and the driver was just sitting their and then you saw a tiny little sign on a crinkled up piece of toilet paper that had your name on it in pencil.  

Stand outside your car.  Hold a real airport sign and get your client and get the hell out of the airport.  Treat the client how you would like to be treated.  Actually, scratch that idea.  Treat the clients how I tell you to or you are going to work for FREE.

If its raining outside, make sure you are outside holding an umbrella.

If its freeeeeeezing outside, make sure you are wearing long johns and have to scarf's on and some warm gloves (all black by the way).  Again, if I find out, you were sitting inside your car staying warm, while your clients were freezing, and walking up to 25 cars saying, "Are you my driver then you have just worked for FREE, because I refuse to pay an employee who is not going to do their job.  

By the way, the next time your Mom is flying, I bet I know who you are going to call when its cold out and she is arriving Logan Airport.  CELEBRITY LIMOUSINE.


Drop Offs At Logan:

Terminal                 Location

A, B, C, D, E            Departures, Upper Level, Curbside of Departing Airline 

Designated Pick Up Areas At Logan:

Terminal                 Location 

A                            Arrivals, Lower Level, Outside Parking Lot, Limo Area

B                            Departures, Upper Level, Curbside, Next to the Limo Area At                                         

         Departing Airline

C/D                        Departures, Upper Level, Outside Lane
E                            Lower Level, Outside Parking Lot
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Flight Tracking

>Flight tracking is the chauffeurs responsibility and is to be started immediately to insure accuracy.

1.  Confirm what ETD and from what city.

2.   If multiple cities are involved the ETD should be from the last city.

3.  20 minutes after the ETD, a confirmation must be recorded if the plane has left the gate.

4.  Once the plane has left the gate, confirmation must then be recorded if the flight has gone airborne.

5.  Once the flight has gone airborne, a follow up phone call should be done a half hour before the ETA if possible.

6.  A last follow up phone call should be done upon the confirmed ETA to see if the plane has actually landed.
7.  Flight tracking should be done by speaking to a live operator only.

8. It is not possible to track a flight if the flight has not gone airborne.

9.  It is impossible for a flight to leave the gate and go airborne in the same minute.  This type of information is invalid.

10.  If proper, logical information has not been given by an operator, a second follow up phone call must be placed with the airline.

11.  Short flights may not always be able to be tracked.

12.  If their is ever a problem with tracking a flight, management must be contacted immediately.

13.  Chauffeur must enter into TF Green Airport exactly 5 minutes before the confirmed ETA.

*Chauffeurs are not allowed to go to the Airport unless they have tracked their clients flight.

Greeting clients at an airport.
All airport signs must have the correct spelling.

All cell phones must be close by.

All chauffeurs must greet their client with a professional hand shake.

All chauffeurs must help carry and load their clients luggage
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:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::

The above Airport Procedures must be followed.   People expect a little more out of us then your average company.  So follow these simple rules.  Be on top of your game.  Be waiting for your clients when they walk out.  Look sharp.  Have your car clean.  And be prideful.  Good Luck.

Thus signed this                day of                         2009,

___________________________              ____________________________
Print Name                                               Signature

____________________________      
Sponsor/ Witness
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