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BASIC CHAUFFEUR TRAINING
CHAUFFEURING 101
Chauffeuring is an art.  Their is no art to driving a taxi cab or a motor bus.  If you want to just drive a car or even a limo with no stress, open up the yellow pages and go join another company.  Most companies have been in business for 18+ years and have never grown over 4 cars.  Celebrity Limousine is Worldwide and is opening up satellite offices around the United States.  

Chauffeuring is not your average job.  When a bride orders a Wedding Cake, their is no room for error.  When a person sings a song in front of hundreds or thousands of people, their is no room for error.  When your chauffeuring a Wedding in front of videographers and/or photographers....  raise the bar....  their is no room for errors.

Ive done this business long enough to know, their is a method to this madness.  Its called a system.  Learn it.  Follow it.  And have fun performing it.  

Basic Chauffeur Training will consist of the following areas.

1.  Pre-Trip

          A.  Damage Inspection


B.  Meeting & Greeting Clients


C.  Arriving At Your Pick Up

D.  Reviewing Itinerary

E.  Collecting Balance Due


F.  Control Operation

2.  Chauffeuring Clients


A.  Smooth Driving


B.  Do's and Don'ts


C.  Limousine Cleanliness

3.  At The End Of The Night/ Leaving A Client


A.  POST Limousine Inspection


B.  Reviewing Finances
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>PRE-TRIP

_____DAMAGE INSPECTION

As mentioned in your Pre Training Requirements, all chauffeurs must do a pre-trip damage inspection before departure.  By putting one of our limousines in drive and departing from our office to go make money with it, you are accepting full responsibility on any new damage that is found upon your return.  New chauffeurs are always being trained and employed here at CLW and it is YOUR job to protect yourself and walk thoroughly around your limousine pre trip.  If any new damage is found a simple call will inform management that you have not taken off yet and new damage has been discovered from a previous driver.  You should also take a close look at your tires and make sure that their are no gouges in them.  You might save $180.00 if you catch your previous drivers error.  :)
_____MEETING AND GREETING CLIENTS
*All chauffeurs must call their client when in route and introduce themselves!  

Ex:  "Good Evening, is XYZ their?  Hi XYZ!  My name is 123 and I'm your chauffeur tonight.  How's your night going so far?  Excellent!  Just wanted to let you know that my GPS says I should be in your area around 830pm.  I am about a half hour early.  If you guys need anything at all, just let me know.  Also, you can save this number.  Its my cell.  At anytime tonight, if you need me, just call or text me...."   (blah blah blah) 
Calling your client ahead of time is EXCELLENT customer service.

_____ARRIVING AT YOUR PICK UP

All chauffeurs must text BB "On Location" upon arrival. 

When first pulling up to a clients home, always reverse into their driveway unless of course, the limo doesn't fit.

All chauffeurs must then go up to the clients front door and ring the door bell or knock.  If it is a hotel or building with a reception area then you must go up to the main desk and have them inform your client of your arrival.

This is very important.  You cannot just sit in your car like a lost soul.  Nothing bothers me more than when a client calls in all frantic, yelling, "Where's my car???!!!"  Then, after we finally figure out who the client is and who their chauffeur is...   the chauffeur is just sitting on location day dreaming about Sponge Bob in the limo.  Upon arrival, inform your client of your arrival!  Period.
If a pick up is at 5AM and at a private home, we suggest the chauffeur lightly knock on the door 1 minute before his/her pick up time.  Most of the time, they will turn an outside light on to acknowledge they see you.

If for some reason, nobody comes to the door the house is pitch black with no lights on, then chances are you are at the wrong address!  Or, someone has overslept.  Good Luck on that one.
The small talk should be done on the way to the car.  Conversation with clients should be kept at a minimum.  While chauffeuring a client, chauffeurs should not speak unless spoken to.  A Chauffeur is not supposed to be a musician, magician, singer, comedian or a talk show host.  A chauffeur is a servant.  Keep it simple.  Chauffeur.  Don't be a comedian.
_____REVIEWING ITINERARY

All chauffeurs must go over their itinerary at their pick up.  
Review if their are any more additional pick ups.
Review your destination.
Review if their are multiple drop offs.


Ask questions like, "What side of the street is the main door of the church or restaurant on?" - If the main door is on the drivers side, then you may want to figure out an alternative route because you are never allowed to drop off and make your clients walk across the street.  Details like this will play a major role in whether or not you are a professional chauffeur or just a driver.  (And their is a big difference)
Review the number of hours and exactly what is going to take place throughout your event.  Often, I see chauffeurs all nervous, then they run up front and start to take off.  As soon as they do, they stick their head through the divider and are like, "Uhm, where we goin?"   Know whats happening before you jump in the front seat.
Take your time.  Leave no questions unanswered.
_____COLLECTING BALANCE DUE

COLLECT YOUR BALANCE DUE AT PICK UP

Many people are going to say to you that they are our best friend and/or always give their chauffeurs $500 tips.  You can do what you want.  However, only YOU are responsible to turn in the proper amount due at the end of the night, if that limousine gets put into drive.

GO OVER OVERTIME CHARGES

Review the amount due and most important....   what time are they paid in full until and how much is their overtime charges?  Do not, let me repeat, do not...  take a client out and not review those 2 points.  Their is nothing more rude than to walk up to a person who does not know they have an overtime charge and say to them, "OK, well your overtime charges came to..............................................  $325.00"  :)
Remember to always charge for overtime charges. 

If your job has overtime charges you must send a text message to the office the moment your limousine clears so it is on file when your overtime charges stop.

FYI - We have tracking devices in every vehicle so we know exactly when you drop off.  We usually don't pull reports more than once a week so please, text us when your limousine clears and let us know if you collected overtime charges.  Don't let us find out your client went overtime 7 days later and you never charged them.    

We only accept whatever payment your contract says.  If your RSVP says cash or check then its cash or check.  Do not accept any form of payment that is unauthorized or you are responsible for it.
If its cash, collect cash.

If its a check, collect a check.

NO EXCEPTIONS

_____CONTROL OPERATION

Know how to operate the controls in your limousine.

We have alot of limousines and buy and sell them as on a daily basis.  If you are scheduled to take out a 20 passenger Escalade and have only driven our Navigators and Excursions then arrive and early and play around with your controls.

Know how to operate them.

Know how to take your radio off of automatic vs. manual tuning.

Know how to operate your TV from DVD to TV.
Know how to turn on your lasers, strobes, stars, fiber optics etc...

Just don't get into a limousine and drive off without a clue.

If a client calls in after your trip and says they froze because you didn't know how to turn their heat on or they listened to static because you had no clue how to operate their radio you may be subject to giving them a discount on your gratuity.
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CHAUFFEURING CLIENTS
_____SMOOTH DRIVING
All chauffeurs must drive SAFE AND SMOOTH.  I do not want fast drivers.  I don't want taxi cab drivers.  I want safe drivers.  I want smooth drivers.

Clients should not feel you take off too fast, turn too fast or brake to fast.

Remember, our 14 passenger stretch limousines are the absolute largest in New England.  They are so long that the State Of Connecticut band them several years ago in their State.  Excursions are heavy duty, built to pull boats, campers, etc...  They can handle 20 passengers in the back.  A Lincoln stretch was a regular Town car before it was cut in half and stretched.  Which means it has the same engine, same transmission etc...   And it cannot be driven fast.  The rear will blow, or the transmission will definitely blow if you are accelerating too fast.
The management, here at Celebrity Limousine, take out limousines often.  When we do, each driver is evaluated.  View our ROAD TEST EVALUATION.  Even if you think you weren't evaluated, trust me, you were.  And on your annual evaluation, you will be shown all your results.  If you want to see your evaluations anytime just ask.

So please, drive our stretches and buses and SUV's....  slow....  and smooth.

If you don't, your job is definitely on the line.

_____Do's and Don'ts of Chauffeuring
>Chauffeurs should only speak when spoke to.
>All client conversations must be kept confidential.

>Chauffeurs are not allowed to ask for Celebrity clients for Signatures.

>Chauffeurs are not allowed in establishments with clients.

>Chauffeurs are not allowed to eat with clients.

>Chauffeurs are not allowed to sit in the back of a limousine with clients.

>Chauffeurs are not allowed to leave their limousines unattended.

>Chauffeurs must open and close limousine doors for clients.

>Under no circumstance are chauffeurs allowed to take their limousine 3 miles off route without permission.

>All chauffeurs must be able to be contacted by cell phone at all times

>Chauffeurs that have 2 jobs and do not pick up their cell phone during their first job may be subject to lose their next job.

>Anytime a cell phone battery dies, the chauffeur must contact the office by collect call immediately. 

>Chauffeurs must always call clients when in route and introduce themselves.

>Chauffeurs are not allowed to have anyone up front with them without permission.

>Chauffeurs must check in they are on location 15 minutes early.

>Chauffeurs must drive with their headlights on at all times for safety purposes.
>Chauffeurs must have neatly pressed clothes on at all times.

>Chauffeurs should have their own black briefcase with them that has supplies like the following:  Pens, Paper, Flashlight, First Aid Kit, Airport Sign, Cleaning Supplies, Stapler, Maps etc...

>Chauffeurs should be knowledgeable of historical information in major cities.

>Chauffeurs should only appoint 1 person as "in charge" during a trip.
>Chauffeurs must report any problems with clients before contacting police.

>Chauffeurs are responsible for collecting payment on all jobs that go overtime.
>Chauffeurs must ask questions before departure and keep calls to management at a minimum due to our in house high call volume.

>Chauffeurs must always make sure their limousine is in SAFETY Compliance before departure.
>When clients are inside a club or a venue, your limousine should be re-cleaned and spotless upon their re-enter back into the vehicle.

>All clothing articles should be folded neatly, garbage should be emptied and the whole entire rear of the limousine should be back to perfect condition.

_____Limousine Cleanliness

>Management must always pre-approve limousine cleanliness before departure when a chauffeur is allowed to leave.
>Chauffeurs must bring the proper cleaning utensils with them on all jobs.
>Chauffeurs must make sure the interior and exterior of their limousine is spotless before departure.
>Chauffeurs must make sure their are no fingerprints on their windows , bars are clean, refrigerators are clean, floors are spotless, ceilings are clean, exterior is dirt free and rims are brake dust free before departure.  (Pay compensation will be given if our detail crew did not get to your limousine - see management immediately if your limousine is not ready for you.)

>Chauffeurs must always show up early to anticipate their limousine not ready to go and in satisfactory condition.
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At The End Of The Night/ Leaving A Client
IF YOU MAKE IT TO THE END OF THE NIGHT YOU GET A TROPHY. YAY!
_____POST Limousine Inspection (At the end of the night in front of clients)

>At the end of the night make sure when you get to the drop off, you 
immediately log in your drop off time and stop the clock from overtime 
charges

>Go to the back of the limousine and help escort every single person out of 
the vehicle.


>Make sure to go inside the limousine and turn the lights on for inspection.


> Lowe the radio so you can communicate with the clients and u should have 
a small HID flashlight to help you look into the small areas.


>Make sure that if anything at all i broken or damaged we are contacted 
immediately.  If you cannot get in touch with management, then make sure 
your contract is signed at the pick up or you are responsible for the damage.


*Notice all throughout our manual, you are responsible for alot.  Its definately 
no joke.  The tough thing about our industry is, limousine transportation is 
very upscale job.  A lot can go wrong.  And when it does the liability is very 
large.  


>Although you played a major role into making their night an awesome time, 
don't forget to close the night properly.  Their is nothing worse than getting a 
phone call at 430AM that your client left their cell phone, keys, iPod, cd case 
and their coat and camera in the car.  That, shows me clearly, where my 
chauffeurs head was.  Your job is not over until the lights in your limousine go 
on and your vehicle is very thoroughly inspected for articles left behind and 
damage.


>If a client leaves something behind, it is only YOUR responsibility to get it 
back to the client.  We will not be a part of running a Lost & Found Storage 
Company with spreadsheets and inventories and itemized boxes of who and 
what belongs to who.  

_____Reviewing Finances

>At the end of the night its money collection time.  :)  My favorite time.  
Hopefully, at this point you have made the clients well aware of their 
reservations financial status. 


>If your job was paid until 1AM and you drop at 230AM (for example), then 
you must send in a text to Dispatch that shows your drop off time.   It should 
read, "Arrived drop off - 230AM.  Collected $100 in overtime charges"  This 
way we can record your OVERTIME amount due.


>Or.... "Arrived drop off - 230AM.  Invoice client 1.5 hrs at $100/hr + 20%.  
Total = $180.00"  By informing us, that allows us to charge the client their 
overtime and we both get paid. 


>Overtime charges do not just apply to driving time, sometimes clients 
request a 5PM pick up for a point to point transportation and they make you 
wait one hour.  Well, guess what?  That's an hour of overtime that we both 
get paid on. 

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
The above Basic chauffeur Training  covers the basics and has enough knowledge to send a driver out on the road and at least start doing simple A-B Transportation runs.  You will be quizzed on these procedures and given several ON ROAD EVALUATIONS.   Their is nothing worse than a chauffeur who beats on his/her limo.   As owner/operators, we take limousines out almost every other week so you will be chauffeuring us and you will be evaluated every single time you take us out.  And follow up calls will be made after you chauffeur our clients.  So take your time while reviewing your itinerary.  Plan ahead.  Be a step ahead of the clients at all times.  Drive smooth.  And keep it basic and keep it simple.  

Good Luck.

Thus signed this                day of                         2009,

___________________________              ____________________________
Print Name                                               Signature

____________________________      
Sponsor/ Witness
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