Company Information:
Company Name: __________________________________Federal Tax ID#: _____________________________

Mailing Address: ______________________________City: ___________________State: __________Zip: ___________

Office #: __________________________________ Toll Free#: ___________________________________

Emergency/After Hours #: __________________________________ Fax#: ________________________________

E-Mail Address: ____________________________________ Web Address ___________________________________

Contact Information:

Owner/Operator: ____________________________________ E-Mail: ___________________________________________

General Manager: ___________________________________​ E-Mail: ____________________________________________

Accounting Contact: _________________________________ E-Mail: ____________________________________________

What hours can you be reached (without reaching an answering service)? _____________________

Please attach a list of your airport & hourly rates for all vehicle types within your service and email them to Joejr@aelegant.com
Include all airport parking fees and pickup instructions.

AFFILIATE STANDARDS 
ELS International Network continually strives to maintain a reputation of being first in client satisfaction. Service is our number one priority and these standards must remain consistent throughout our affiliate network. 

In order to give our clients the ELS Standard they are accustomed to, we ask that all network affiliates follow a few guidelines. We thank you for your continued support and great service. 

RESERVATIONS MADE WITH AFFILIATE BY ELS: 
Reservations will be made via email, fax, by our Client Service Representatives (CSR) with your company. A confirmation of the reservation should be emailed or faxed back for our records to Reservations@aelegant.com or faxed to 718-816-5557. The confirmation should include confirmation #, rate and the name of the affiliate agent booking the reservation. A breakdown of the rate, versus all-inclusive would be ideal. The breakdown should include ELS’s discount and any additional fees, i.e. Gratuity, airport fees, etc. Please also include on the confirmation where you meet at the airport, if applicable. 

If our client requests a reservation through your company, either call us to get authorization or give them our 800# to book directly with our staff. A faxed copy must be sent to us for billing purposes. We would prefer that all reservations be made through our offices. 

The CSR department will call your company the day before to confirm all reservations for the next day. This will help us to be proactive and prevent any potential incidents. 

REQUIRED STANDARDS & PROCEDURES: 
1. Chauffeurs should be dispatched in a timely manner to arrive at the pick up point at least 15 minutes prior to pick up time. 

2. If contact is not made within 15 minutes of the pick up time, ELS must be contacted for assistance. Do not release your chauffeur without consent from ELS. 

3. All client requests may be granted, unless otherwise specified by our offices. Any changes to a reservation must be called into ELS to avoid billing discrepancies. 

4. All vehicles must be black and 2005 or newer. 

5. Chauffeurs are required to have GPS or all local maps. 

6. Chauffeurs are never to indicate a gratuity is owed to them. 

7. No affiliate marketing or promotional material should be given to the client or displayed in the vehicle. 

8. Chauffeurs should not partake in any conversations regarding political, religious, or financial natures. All conversations within the vehicle are confidential. 

9. Never ask an ELS client to sign or pay anything directly to the affiliate company. 

10. Do not upgrade any vehicle or subcontract reservation without prior notification and/or approval by   ELS. Our clients may deny payment for this type of error. 

11. Any incident, (i.e. Lateness, chauffeur lost, missed client, etc.), must be reported immediately to our office. 718-816-5666. Incidents must be resolved within 24 hours. 
12. Affiliate will return a completed request for charges or a company invoice to ELS within 48 hours of the receipt of request for charges from ELS; all charges submitted to ELS are considered Final Charges.
ROADSHOWS & MAJOR VIP CLIENTS: 
1. Our VIP clients require chauffeur name & cell phone number at least 24 hours prior to pick up time for these reservations. Any changes in this information must be communicated immediately to our office so we can inform our client. 

2. Some reservations may require the chauffeur to call the client directly upon arrival at the pick up location. This will be indicated on the reservation request. 

3. Chauffeurs must know specific Road-show destinations and financial institutions in your local market. 

4. Please contact ELS if you feel there is not enough travel time scheduled between stop locations so we may advise our client prior to the reservation occurring. 

INSURANCE: 
Please forward a copy of certificate of insurance naming ELS International Network LLC DBA A Elegant International Limousines as additionally insured. 

ELS International Network LLC

1140 Bay St, Suite 2E 

Staten Island, NY 10305

ELS has established a policy not to use the services of affiliate without this documentation. It is a priority for the safety of our clients to have valid insurance certification on file. We require a minimum of $1.5 million in liability insurance. 

Please provide copies of the following items: 
􀂾Current certificate of insurance naming ELS International Network, LLC, DBA A Elegant International Limousines as additionally insured. 

􀂾Current W-9 Form 

􀂾Completed Rate Grid (attached) 

􀂾Additional copy of your current rate grid 

􀂾Fleet Information Grid 

