
 

Guideline to your  

Professionally Planned Vacation 

HOW DO THINGS WORK @ CHECK: EUROPE TRAVEL? 

We plan your trip from start to finish with airfare, hotels, transfers, tours, tickets, etc. Those can 

be trips for individuals, couples, families, or groups, saving you, the traveler(s), time, and money.  

In case you have already planned some parts for your trip and need help with local 

arrangements, we are able to fill in the blanks in-between the arrangements you have already 

made. 

What we require to get started, 

1) Tell us a little more about your dream vacation so that we can get a better picture of what would be 
the best trip for you. Please answer the following questions for us: 

a. What stage of planning are you in? 

i. ☐ I am just starting. 

ii. ☐ I have booked airfare. 

iii. ☐ I have/will have flights and hotels and just need help with local arrangements. 
b. Where would you like to go? 
c.  How long would you like your vacation to be?  
d. Do you have a set time schedule for your trip, or are your travel dates flexible? 
e.  How many people are traveling?  
f. What type of accommodation do you prefer? 

i. 3-star*** 
ii. 4-star**** 

iii. 5***** 
iv. Bed & Breakfast / Apartment 

g. Do you have any special interests or bucket list items for your trip – art, architecture, history, 
food, wine, beach, riding an elephant, etc.? 

h. What is your budget per person or per group for the trip (without international airfare, 
food, and shopping expenses)?  

i. Do you have passport(s) valid until at least 6 months after your return? 
 

2) If you have booked your flight already, please forward your flight itinerary to us. If you require 
assistance with airfare, please let us know:                                                                                                                                                                                                                               

a. What airport(s) would you prefer to fly out of? 
b. What booking class would you like to fly 

i. Economy 
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ii. Premium Economy 
iii. Business Class/First Class 

 
We are not able to book airfare with credit card points or miles from a personal frequent flyer account, as 
per the Data Protection Act of the European Union. We are prohibited from accessing those accounts.  
 

3) Provide your personal information, 
a. Fill out the Traveler Datasheet with your personal and passport information and send it to 

us. If you send us a copy/photo of your passport you can leave the passport fields empty.  
 

4) Send us the signed Tour Planning Guideline, 

a. We want to make sure that we have informed you about how our tour planning works and 
that you know what steps to expect and when. 

 

WHAT WE DO: Based on your information, we will tell you if we think your vacation can be 

                            accomplished within your budget.  

5) We separate international airfare from the land part.  
a. Airfare to/from your destination - airline terms and conditions apply ONLY to airfare. 
b. The land package - includes hotels, transfers, tours, entrance tickets, etc.  

 

Please let us know if you have any special needs, like food allergies or disabilities, so we can 
implement them in your trip to make your vacation as enjoyable as possible.  
 

WE ARE PREPARING YOUR OFFER 

6) We do detailed research on accommodation, transfers, entrance tickets, etc., and send you 
your offer. 

a. Depending on the complexity of your trip, and the time of booking, your offer will be valid 
between 1 – 5 days. Offers for trips within 12 weeks of departure will only be valid for 24 
hours!  

b. Itemized offers are available, upon request to corporate clients only, at a cost of $55 for 
each offer. It is a manual process, and due to changes in pricing and currency exchange 
rates, it must be re-calculated daily. 

WE SEND YOU YOUR OFFER FOR YOUR TRIP WITH A VALIDATION DATE 

1) Our offers have validation dates on them. If you agree with our offer, please accept it before the 
offer expiration date. 

a. We can only guarantee the prices offered for land packages for the validation period. If, for 
whatever reason, you miss the deadline we can re-check availability and prices and send you 
an updated offer. 

 
OFFICE HOURS 

Our office hours are: 

• Tuesday – Friday:    10:00 AM – 4:00 PM Central European Time 

• Every 1st and 3rd Saturday of the month: 2:00 PM – 6:00 PM Central European Time 
 

Our office is closed during the following tours: 



1) St. Patrick’s Day trip:   March 7th through March 19th   
2) Oktoberfest:   2nd weekend in September through the 1st weekend of October 

 

You can always send us an email to bookingoffice@checkeurope.net and we will get back to you during our 

office hours.  

Should you not hear back from us within 72 hours during our business hours, please call our toll-free 

number: -1-888-240-3740 

OUR FEE STRUCTURE 

Our hourly rate is non-refundable, and we charge the following rate for travel parties up to 6 

travelers. For every additional traveler we charge $75. 

 

$85 per hour for inquiries received up to 16 weeks before departure 

$105 per hour for inquiries received 12 weeks before departure 

$130 per hour for inquiries received 6 weeks before departure 

$160 per hour for inquiries received less than 3 weeks before departure   

A 2 % non-refundable credit card fee applies to our fees and to the land package cost. 

 

On average, this is what you can expect for the time the trip planning takes (please note that a change of 

dates or itinerary basically means we must start from the beginning) 

1) One week trip 
a. 1-2 hours to establish the land package offer.  
b. 2-3 hours to book everything and write your itinerary. 

2) 8-12 day trip 
a. 2-3 hours to establish the land package offer. 
b. 3-5 hours to book everything and write your itinerary. 

3) 13-16 day trip 
a. 3-4 hours to establish the land package offer. 
b. 5-6 hours to book everything and write your itinerary. 

 

The three stages of planning: 

1) Stage 1: We research airfare and items for your land package and create your offer(s). 

a. You will receive your offer(s) as a .pdf document via email. If you approve the offer the 
following charges will apply: 

i. a 25% deposit of the subtotal on your offer. 
ii. The time we spend making your offer. 

iii. 2 % credit card fee on the deposit and time. 
 

2) Stage 2: We confirm your travel arrangements and establish your personalized itinerary. 

a. Some of the items might not be available straight away, for example some entrance 
tickets or tour times. Those will be updated in your itinerary along the way. 

b. The following charges will be applied 3-4 months before your trip departure 
i. The final payment of 75% of the subtotal on your offer 

ii. The time we spend booking the items and writing your itinerary. 
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iii. 2 % credit card fee on the final payment and time 
 

3) Stage 3: Last-minute changes and assistance before departure. 

a. Please make sure that you read the itinerary and double check if all the travel 
documents are in there. 

b. There might be flight changes, train changes, or other issues that might require a change of 
itinerary before you depart. We will update them in your itinerary. 

c. Should you require last-minute bookings, or changes before your departure we will do our 
best to accommodate them and add them to your itinerary. The charge for tours/tickets and 
our time will occur when the trip is concluded. 

 
In order to keep the amount of time as transparent as possible, we bill in 15-minute increments. 

 

HOW DO YOU GET YOUR TRAVEL DOCUMENTS 

a. You will receive your documents through Trip Plans on the Travefy App. We send you an 
invitation to the app with your itinerary’s first draft and then 3-4 weeks before your 
departure, we send you an update. The itineraries are automatically updated, and you see 
those updates when you log in.  

i. You can print out your itinerary as PDF. 
ii. The trip plans on the Travefy app are available online on your phone/tablet and 

offline. 
iii. Please read the itinerary and if you have any questions/concerns, please let us 

know. 

b. We will also send you your travel document by email before your trip. 
 

WHILE YOU ARE TRAVELING: 

2) If you have booked your own airfare and there has been a change, please let us know as 
soon as possible that we can adjust your transfers. 

3) A lot of guides, drivers and local agents use WhatsApp to communicate as it only requires 
internet access and not an international phone plan. 

a. Please install WhatsApp on your phone to make communication easier 
4) In case we are informed of a driver or guide change, we will update the information in the 

trip plans on the Travefy app and send you a message about it. 
 
TRAVEL INSURANCE 
 
We do recommend taking out travel insurance for your trip to cover financial losses that might result from 
illness or other unforeseeable events. 
 

☐ I would like to receive a travel insurance quote. 
 

TRAVEL CONCIERGE SERVICE 

A lot of our clients are well-travelled internationally and great at figuring out things themselves. However, 

people sometimes feel more comfortable when they have somebody to get in touch with when they are not 

sure. For cases like this, we offer a travel concierge service. 



A "travel concierge while you are traveling" refers to a dedicated person or service that assists you with 

various aspects of your trip while you are already on location, including making restaurant reservations, 

finding local activities, and handling any unexpected issues that may arise. The concierge, essentially acts as 

your personal assistant throughout your journey. Our fee for a concierge service is 

1) Tours for up to 7 days: $275 
2) Tours for 8-12 days:  $375 
3) Tours for 12-16 days:  $475 

 
☐ I would like to add concierge services to my trip. 

In order to provide a travel concierge service, we need to know no later than 60 days before your trip 

departure. 

AFTER YOUR VACATION: 

5) We love to hear from you. 
a. Please give us feedback about your vacation 
b. Send us a handful of your favorite memories in pictures or videos. 

 

CANCELLATION POLICY: 
 
All cancellations must be received by Check: Europe Travel in writing. All cancellations, for any reason, 
whatsoever, will be subject to a service fee of $75 per booking. In addition to the service fee the following 
costs apply:  
 
Land package:  

• Cancellation between 210-121 days before departure results in a forfeiture of 5% of the tour cost. 

• 120-91 days:  35% of the tour cost 

• 90-61 days:  50% of the tour cost 

• 60-8 days:  80% of the tour cost  

• Cancellation within 7 days of departure or a “no-show” at the time of departure will result in 
forfeiture of the entire cost of the trip. The date of the receipt of the cancellation will determine the 
penalties assessed. 

 
AIRFARES and TRAIN TICKETS: are highly restrictive, NON-REFUNDABLE, and, NON-TRANSFERABLE, once 
ticketed. Cancellation of airfare or train reservations are subject to, regulations and additional penalties of 
the airlines or train companies used. Reservation changes are subject to penalties. 
 
In the event of cancellation, the liability of Check: Europe Travel Inc. shall be limited to a FULL REFUND on all 
payments received from applicants, except non-refundable items (for example airfare, train tickets). Check: 
Europe Travel Inc. can accept no responsibility for strike, war, quarantine, weather, pandemic and any other 
natural or unnatural causes. Additional expenses, if incurred under any of these circumstances, will be borne 
by the tour participant. 
 
Due to the new data protection laws in the European Union we would like to advise you that passengers 
must inform Check:Europe Travel Inc. about physical, mental, and other condition(s) or disabilities (allergies, 
etc.) that would create a hazard for himself/herself or other passengers & accepts the terms of this contract. 
This information will be treated as confidential. 

 

☐ I have read, understand, and accept the tour planning terms and conditions:  



 

 

Date        Signature 


