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BASIC LOT TRAINING
Basic Lot Training will vary according to the company that hires you.  Our default Lot Training is for our Corporate Headquarters here in North Attleboro, MA.  If you join CELEBRITYCHAUFFEUR knowing that you are going to be job placed in a specific limousine service than your Lot Training will be for that location.

Below is 3 locations Celebrity Limousine currently operates out of.

North Attleboro Office/ Corporate Headquarters:
375 East Washington Street  (Rt1)

North Attleboro, MA 02760

508-546-6874

Johnston Office:
Also known as New England Bus & Limousine

389 George Waterman Rd

Johnston, RI 02917

PIC:  Bob Braddock

Office:  401-232-7394

Cell:  401-569-3002

Mansfield Office:
Rt 140, off 495 Exit

Across the street from the main entrance at the Tweeter Center.

(Now, the Comcast Center)

PIC:  Paul Souza

508-397-7984
:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::

BASIC LOT TRAINING> North Attleboro

Basic Lot Training in North Attleboro will be broken down into the following areas:  Check off each procedure once you have read and agree to follow each one. 
___1.  Parking


All employees must park across the street.

If an employee does park in this parking lot, he/she must reverse in and park 
as far back as possible allowing clients to park in front of their vehicle.


If an employee does park in this parking lot, he/she must leave his/her keys 
inside if it becomes necessary to move the vehicle.


Employees are "forbidden" to leave their car parked up front by the main 
door.  No exceptions.

___2.  Outside Walk Around


All chauffeurs must take a two minute tour of the outside premises by their 
Sponsor.

___3.  Code 2 Office


All chauffeurs must get the exterior security code off their Sponsor to gain 
access into the building.

The code to our office is confidential and any chauffeur caught giving our code 
to anyone without permission will be immediately dismissed. 

___4.  Interior Walk Around


All chauffeurs must be shown downstairs and briefly walked around the office.

___5.  Bulletin Board/ Posted Schedule 


All chauffeurs are responsible for their weekly schedule and all new bulletins 
posted on the board. 

___6.  Keys


All chauffeurs must be taught where our keys are kept.
___7.  Finding Paperwork



All paperwork will be put together on a daily basis and put on clip boards 
under the plasma TV in the kitchen/ office.


All paperwork not found on the board under the plasma may still be in the 
black book.
___8.  Understanding And Reading Paperwork


The following forms must be taught hands on.  Check off once you have been 
shown each form.

      A.  Reservation Form
      B.  Pre Trip Inspection Form
      C.  Post Trip Report
      D.  No Overtime Contract
      E.  Overtime Penalty Contract
___9.  Preparing A Limo
      A. Pre-Trip Damage Inspection


All chauffeurs must do a pre trip walk around their vehicle before departure.

      B. Exterior


The exterior of every limousine must be immaculate before departure.

      C. Interior


The interior of every limousine must be immaculate before departure.

      D. General Knowledge Of Controls

___10.Returning A Limo

      A. Post Trip Inspection


All chauffeurs must return their limo clean, according to the Post Trip 
 
 
Inspection Form.

A Post Trip Inspection will be done on all vehicles brought back.

      B. Vacuuming 


We have our own vacuum downstairs in the basement.  

      C. Liens/ Penalties


A $10-$20 lien will be placed on the pay check of any chauffeur that brings 
their limo back in unsatisfactory condition.

      D. Leaving Money and Paperwork 


A Post Trip Report must be put in a sealed envelope with all money due and 
dropped in the mail slot at the end of every job.  No exceptions.
___11.Pay Roll
     
Payroll is done every Tuesday.

     :::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
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BASIC LOT TRAINING> Johnston

Basic Lot Training in Johnston will be broken down into the following areas:  Check off each procedure once you have read and agree to follow each one. 

___1.  Parking


Our Johnston office is small.  It is very important that the parking in the 
Johnston office be followed very carefully.  

All chauffeurs that park in Johnston must park their personal car along side 
Building A.  The nose of the vehicle should be facing the main street with the 
passengers tires on the grass and the drivers tires on the street.  Any 
questions ask Bob.

___2.  Outside Walk Around

___3.  Keys are left in a hidden spot.  Just ask.
___4.  Receiving Paperwork

Paperwork for all jobs that depart out of the Johnston office will be emailed or 
faxed to the chauffeur unless the chauffeur wants to come to the office and 
pick it up ahead of time. 

___5.  Preparing A Limo


Our Johnston office has its own detail crew that preps up each car in advance.  
However, their is room for error as we do not have supervision like we do at 
our Headquarters in North Attleboro, we do ask for a little help when 
taking a car from our Johnston office.

A.  Exterior


Their are cleaning supplies below the deck in our Johnston Office.


If the exterior of your limousine is not clean please call immediately so when 
can authorize you to run your limousine through a local car wash.
     B.  Interior

If the interior of the limousine is not perfect, again, their are plenty of 
cleaning supplies under the deck.  If their is a problem, call our office 
immediately.
___6.  Returning A Limo


If a chauffeur leave a limo dirty at the end of his/her job when returning it to 
the Johnston office, a $25- $50 lien will be put on his/her next pay check, due     
to the high level of inconvenience in the Johnston office.

     A.  Gassing Up


It is the chauffeurs responsibility to gas their limo up before departure.  

B.  Vacuuming


Their is a vacuum under the deck.  You may vacuum at the Shell on Killingly 
Street, the Cumberland Farms in Centerdale on Rt44, or the Mobile at the top 
of Rt44/ 295.   Bottom line:  Don't return the car dirty or you will pay the 
next chauffeur $25 to clean your limo.

     C.  Leaving Paperwork 


When returning a limo in Johnston, just hold onto your paperwork at the end 
of every job and turn it in to the North Attleboro office next time you come in.  
Do not leave cash or your paperwork in the limo without permission.

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::

BASIC LOT TRAINING> Mansfield

Basic Lot Training in Mansfield will be broken down into the following areas:

<Under Construction>

<Completion Date = 7/10/2009>

___1.  Parking

___2.  Outside Walk Around

___3.  Keys

___4.  Receiving Paperwork

___5.  Preparing A Limo

          A.  Exterior

          B.  Interior

___6.  Returning A Limo

          A.  Gassing Up

          B.  Vacuuming

          C.  Leaving Paperwork 

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::

The above Lot Training has a lot of important little details that need to be followed.  They are not as important to me as some other areas.  Example:  collecting your balance due of $1,000.00.   However, the procedures are simple and have a domino effect if not followed right to the T.  So, please pay attention.  You will be evaluated.  If you cannot remember these simple details it will make me think you wont remember the important ones later on.  They say practice makes perfect and that's why I will have you in training for a little while. Your length of training will depend on how quickly you pick up on everything.

Good Luck.

Thus signed this                day of                         2009,

___________________________              ____________________________
Print Name                                               Signature

____________________________      
Sponsor/ Witness

Chauffeurs that have passed their Basic Lot Training Evaluation will be put into Basic chauffeur Training.
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