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Name Form/Final Numbers
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College Name 






Booking Ref: 

Destination





 
Departure Date: 
IT IS ESSENTIAL THAT THESE FORMS ARE COMPLETED AND RETURNED TO US, NO LATER THAN 8 WEEKS BEFORE DEPARTURE. APART FROM BEING VITAL TO OUR OFFICE ADMINISTRATION, ALL SERVICE SUPPLIERS MUST BE ADVISED OF YOUR PARTY’S COMPOSITION AND REQUIREMENTS BY AGREED DEADLINES.

PLEASE RETURN BY: 

	Emergency Telephone Number Contact:      
A responsible adult who will remain in the UK during the trip, who can be 
contacted at any time in emergencies:
	Daytime Telephone Number:
	 

	
	Evening/ Weekend Telephone Number:
	 

	Name:


	Mobile Telephone Number:
	


	Group Emergency Mobile Number 
(used whilst travelling on tour.)


	Mobile Telephone Number:
	 


Final Party Composition 

	Gender
	16 - 18 
	19 - 21
	Paying Adults 
	Free Places
	GRAND TOTAL

	Male
	
	
	
	
	

	Female
	
	
	
	
	


In order for us to confirm your flights we require the enclosed names list to be completed and returned to us by the <<Date>>
Names must be exactly as they appear on the passport NO ABBREVIATIONS (such as Sam). Once we have submitted names to the airline, any subsequent amendments or name changes will carry a charge (see grid below).  This charge will be passed on to the group and must be paid for prior to the issue of the amended tickets. Airlines do not allow name changes after tickets have been issued, or with certain carriers once names have been received at the time of booking the flight and in this instance, the charge is usually the full cost of the flight. In view of the above, please check party member’s names very carefully.   
IMPORTANT INFORMATION
Name Change Charges

Please note ANY name changes are subject to the following charges:  We are unable to guarantee changes can be made and will inform you at the time if it is possible. One letter changes will incur a charge. 
	AIRLINE
	CHARGES

	Low cost airlines 
	£50 - £200+ Charges vary between airlines and also how late the change is made

	British Airways
	£60 - £200 (the charge will increase if a name change is made less than 2 weeks prior to departure)

	Virgin
	£100 - £200 (the charge will increase if a name change is made less than 2 weeks prior to departure) 

(No changes within 3 working days of travel) 

	Continental
	£150 - £250 (the charge will increase if a name change is made less than 2 weeks prior to departure) 

(No changes within 3 working days of travel) 


Meal on Board Flights

Kindly note flights under 4 hours do not provide meals on board. 

Completing the enclosed Names Form

All sections of the names list are to be completed if you are travelling to: 
Spain 


Turkey

Japan

Malta

Germany

United States 

China

Mexico

Cyprus

Gibraltar

Canada

India

USA 

France

Italy

Netherlands

These countries are required by law to provide Advanced Passenger Information System.  APIS enhances border security by providing officers with pre-arrival and departure manifest data on all passengers.  

If you are NOT travelling to these countries you DO NOT complete the following sections of the names form:

· Issue Country

· Passport Number 

· Passport Expiry

· Country Residence

· Citizenship
When filling out the Names Form 
· THE LAYOUT OF THE FORM MUST NOT BE ALTERED IN ANY WAY

· PLEASE DO NOT FREEZE THE PANES ON THE SPREADSHEET 
· PLEASE OBSERVE THE FORMAT OF THE FORM FOR ENTERING DATES, FOR EXAMPLE, DATE OF BIRTH SHOULD BE DD/MM/YY AND THE PASSPORT EXPIRY DATE NEEDS TO BE DD/MM/YYYY 

· PLEASE USE THE FORWARD SLASH KEY TO SEPERATE THE NUMBERS AND NO OTHER PUNTUATION

· IF ANY PASSENGERS NEED TO RENEW THEIR PASSPORTS, PLEASE ENSURE THAT THEY DO SO AS QUICKLY AS POSSIBLE SO AS NOT TO DELAY THE SUBMISSION OF THIS INFORMATION TO THE AIRLINE
Travel to the United States

For travel to the U.S I would like to draw your attention to the last page which provides information on the new Electronic Travel Authorisation system implemented this year and should be completed by all members of your group.  

I hope this information is helpful and informative however please remember to check all your passport arrangements now, with particular reference to any visas, which may be required for non-British group members.

Yours sincerely

EQUITY STUDENTS

TRAVEL TO THE UNITED STATES

Electronic Travel Authorization
If you or your students are eligible nationals of the Visa Waiver Program (VWP) and as such do not require a visa to enter the USA, you will NOW need to obtain an electronic travel authorization prior to departure. 

From 12 January 2009, all qualified VWP travelers will be required to obtain electronic travel authorization prior to boarding an air or sea carrier to the United States. Travelers who do not receive travel authorization prior to their departure may be denied boarding, experience delays or be denied admission into the United States. Applications may be submitted at any time prior to travel, but no less than 72 hours prior to departure

Travel Authorization is obtained through an online registration system known as the Electronic System for Travel Authorization (ESTA), https://esta.cbp.dhs.gov . While not compulsory, travelers may obtain travel authorization from August 1, 2008 onwards. If you are planning on traveling to the United States anytime after August 1, you may wish to consider registering with ESTA before your departure. If your registration is successful, it will be valid for multiple applications for two years or until the date on which your passport expires, whichever comes first. 

Before going on line to register, you should ensure that you are qualified to travel under the Visa Waiver Program; otherwise your registration will be rejected. ESTA only authorizes a traveler to board an air or sea carrier for travel to the United States. It also does not guarantee entry into the United States; that decision rests with the immigration official at the Port of Entry in the same way that travelers currently entering the U.S. under the Visa Waiver Program or with a visa are subject to inspection. 

ESTA is not a visa.

ESTA does not guarantee entry into the USA.

ESTA application is free (at the time of writing).

Further information can be found on http://www.cbp.gov/xp/cgov/travel/id_visa/esta/esta_faq.xml . (The section on FAQ’s is particularly useful.)































