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Supplier Information Pack 

 
March 18th 2010 

 
We would like to introduce bookmycoach.com and are pleased to present you with this step by step guide in order to give you the opportunity to use the latest 
version of our e-Coach  bidding, allocation and despatch system. 
 
This new technology has considerable advantages for coach and mini-bus operators and completely replaces the Barracuda system so whether you are a new 
or existing supplier please take a few minutes to read through this pack. 
 

You will find that e-Coach is quicker to use if you  have Google Chrome  as your internet browser. 
To get free Google Chrome please click here . 

 
 
Our aim is to expand our network by giving coach and mini-bus operators the chance to work and built up a solid partnership so by simply registering with us 
you will be granted unlimited access to all of our existing booking(s)” and/ or “quote(s)” anytime, anywhere in order to bid for the job you wish to cover. 
 
Should you not wish to be listed on our supplier database then please e-mail operations@bookmycoach.com. 
 
 
What are the advantages? 
 
These are a few, of the reasons why your company should be registered with Book My Coach: 
 

·  No fees or commission . A zero cost option to increase your sales 
Take the opportunity to use our efficient and effective system to search for jobs that may be of interest to you. 

 
·  Out of area jobs . Save time and money with vehicles returning empty from “single journeys”. Simply log in and search for a job within the area where 

your vehicle is ending and maybe there is a new job from there! 
 

·  Organize your operating schedule months in advance and boost your sales by simply checking our bookings on different date ranges from “tomorrow” 
to “next month” or by picking a “define date” from the calendar. 

 
·  Stay in control of the services you provide as you are always able to update your company data from “My account”. 

 
·  Instantly update your “vehicles range” as you are expanding your fleet to ensure you don’t miss any opportunity for more business. 
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·  Offer a one-stop solution to your clients by using our UK network for out of area work 
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How can I register? 
 
Call 0844 55 60 739 and one of our operators will register you on line. 

OR 
Send back via e-mail, post or fax the “Supplier Application Information” (see Appendix) with all the details requested and you will be notified by e-mail with the 
necessary information in order to get started. 
 
Registration is completely secure and is valid at all times and you should therefore please store your username and password securely. 
 
How do I log in?  Go to www.bookmycoach.com  to view our web page. 
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Supplier Log In 
 
Enter your e-mail address to which you want all of our correspondence sent e.g. proprietor@fredscoaches.com 
 
   Enter the password xxxx (lower case please) You can change your password later 
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This will take you to the menu page 
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Tender Screen 
 
This first section allows you to filter (sort) and view all jobs that are on our system that you might be interested in; these are jobs where the journey commences 
within your default distance radius (e.g. 25 miles of base). 
You can filter by   Service  (vehicle type & size)  Status  (quoted or booked) or  Travel date range (from/ to)  
 
Tendered Jobs 
 
This section displays all jobs on which you may wish to bid or buy now. 

·  Highlight the job that you are interested in by clicking on it. 
·  Click on either the Bid now  or Buy now  button 
·  If you see a job that is of no interest to you then highlight the job and click on the Remove now  button and when you Refresh the screen or next time 

you log in then you won’t have to view that job again. 

 
 
Jobs Bids 
This section displays all of the jobs on which you have bid 
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My Jobs 
 
My jobs displays all the jobs that have been allocated to you. 
 
This first section allows you to filter (sort) and view all jobs that you have bid on, jobs that are allocated to you but you have not yet accepted and jobs that you 
have accepted. 
 
You can filter by   Service  (vehicle type & size)  Status  (quoted or allocated) or  Travel date range (from/ to) 
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Dashboard 
 
Messages 
 
The system will send you messages as well as sending you an e-mail to advise you of any updates e.g. ” Please accept this job” , “Job amended” or 
 “Please advise driver details”  
 
Job Allocated to you 
 
Details of new jobs allocated to you. 
 
Allocate Driver 
 
Enter the driver details to a particular job, name & mobile number. If you have pre-loaded all of your drivers onto the system (see next section Account Info) 
then allocation of driver will be much quicker for you. 
 
 

 
 

Allocate driver 
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Account Info 
 
When you go into Account Info then you have seven pages where you can maintain the details of your company that will keep us informed. 
 

 
 
Suppliers editor . You can either review and update any of your company information and bank details. 
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Depots 
 
If you operate from more than one garage or depot than you can enter the addresses of all of your depots and this will ensure that you can view jobs within the 
default distance of all of your depots. 
 

Click “Search” to start  

Select a 
distance 

within 
the City 
chosen 
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Drivers 
 
You can enter (create) and edit your drivers’ names and mobile numbers. This will save you time when you are allocating drivers through Dashboard. 
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Staff 
 
Enter the details of the key personal in your business. This will help us in improving communication. For example it is always a good idea to let us have the 
details of your key person in your accounts department so that any disputes on invoices can be quickly resolved. 
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Attachments 
 
Here you can upload any document that we need. e.g. operator’s license, your public and employee liability insurance certificates, CRB declaration letter. 
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Fleet 
 
This function allows you to easily enter your fleet details, the type & size, upload photographs of the coach or minibus and most importantly the facilities that are 
on each vehicle. Please complete all of the details. The better we know your vehicles then the better our sales team can promote your company and your 
vehicles. It will cut down of the amount of repeated phone calls as well. 
 
Enter your Your fleet reference number  
  Registration number 
  Upload pictures (exterior & interior) 
  Upload vehicle description as a PDF or Word document 
 

 
Continued……… 
 



�� � � �

Addison Lee Plc T/A BookMyCoach.com 
35-37 William Street, London, NW1 3ER 

Phone 0844 55 60 739 Fax 0844 556 0702 
operations@bookmycoach.com 

Company Registration Number 1205530  VAT Number  844 189 504 
Supplier intro to Book My Coach March 2010 

 

 
Add vehicle type by highlighting coach type then cl ick on the Add button 
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For each coach type select Add vehicles services (bottom right of screen) to record the facilities that the coach or minibus is equipped with. 
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Out of Area Jobs 
 
If you have vehicle traveling empty of area then use this function to find jobs that are of interest to you. Select the area, drill down if you want to select a city or 
town and find available work. 
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For New operator’s who wish to register with BookMy Coach.com 
 
Operators License & Insurance 
 
We require a copy of your current operator’s license, and your public and employee liability insurance certificates. These can be uploaded via your login on our 
web site or by e-mail to  
operations@bookmycoach.com, by fax to  0844 556 0702 or by post to; 
 

Compliance Team 
Addison Lee T/A Book My Coach 

5th Floor, 35-37 William Street, London, NW 1 3ER 
 

School and educational trips 
 
We need to have a signed declaration that all of your drivers are CRB checked if you wish to undertake journeys on our behalf which involve minors. Please 
see the appendix regarding this document. 
 
Service Issues 
 
We expect suppliers to notify us in writing within 24 hours of travel of any services issues that arose or any behavioral issues by the coach party. 
 
If we e-mail you regarding a customer complaint we require you to investigate and e-mail your response within 48 hours. 
 
Do Not Sub-Contract work 
 
Excepting an emergency situation such as a vehicle breakdown a supplier may not sub-contract any jobs to another operator without first getting authorisation 
in writing from our operations team. 
 
Lost Property 
 
Please advise within 24 hours following travel of any items left behind on the coach by e-mailing operations@bookmycoach.com 
If a customer notifies us that they believe they have left any belongings behind then we will notify you. 
 
Extras 
 
Unless the vehicle is booked as an “as directed” the supplier should not accept any instructions from the passengers or group leader concerning extra pick-ups 
or drops or amendments to the journey details without written confirmation from a representative of Book My Coach. 
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Any extras, such as waiting time, must be notified within 24 hours of travel in writing to operations@bookmycoach.com or by fax to 0844 556 0702. 
 
Do not accept extra payment directly from a customer/ group leader for any additional pick-ups or drops or amendments to the journey details without checking 
first with our operations team. 
 
 
 
We take pride in giving our customer the best service each and journey so we expect the same quality with our suppliers. 
 
Bookings are allocated to suppliers based on ; 
 

Quality of service 
Proven track record 
Competitive price 

 
Invoicing 
 
Please send your invoices by post to BookMyCoach, Addison Lee Plc,, 35-37 William Road, London, NW1 3ER 
 

Or       by fax to 0844 556 0702        Or       by e-mail to operations@bookmycoach.com  
 
Invoices need to made out to Addison Lee Plc T/A BookMyCoach.com  and to ensure efficient processing please quote our job number on the invoice 
 
 
 
 
 

 
If there any further questions then please do not h esitate to contact our operations team who will be delighted to assist 

you. 
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Appendix  

 
 
 

A) Declaration of CRB checked drivers  (to be submitted on your company letter headed paper.) 
 
 
To Book My Coach compliance team  
 
We hereby confirm that for all drivers working on behalf of Addison Lee Plc T/A Book My Coach.com are CRB checked whenever we are providing vehicles for 
travel nominated as “school contracts”, “school trips”, “educational trips” or journeys involving unsupervised minors. 
We have completed and hold an extended CRB check.   
 
Additional checks have been carried out where required and all checks are renewed every three years. 
 
On behalf of         ………………………………………. 
 
Address       ………………………………………. 
 

………………………………………. 
 
        ………………………………………. 
Signed  _______________________ 
 
 
Name  _______________________ 
 
 
Position  _______________________ 
  
 
Dated     ………/……../………… 
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Appendix 2 Terms & Conditions 

 
 
 Supplier Terms & Conditions 

February 2010. 
This document outlines the details of coach and minibus supply between suppliers also known as operators or affiliates to Addison Lee PLC T/A 
BookMyCoach.com hereafter called BMC 
 
Introduction 

·  BookMyCoach.com will e-mail all bookings, amendments and cancellations to the supplier 
·  Suppliers must not sub-contract work, except in the case of emergency recovery, to other coach or minibus operators without the express permission of 

BookMyCoach.com 
·  Suppliers must not perform additional work for the customer (lead passenger) without the express permission of BookMyCoach.com. 

 
1.  General 
1.1 The supplier shall provide BMC with coach(es), minibuses cars, American style stretch limousines, luggage vans, drivers and other personnel and perform 
the hires as required by BMC and more particularly detailed in the individual bookings sent by BMC to the supplier by e-mail or fax. 
1.2 Final job details of the hire will be sent to the supplier prior to the departure date. The supplier must contact BMC immediately if there are any concerns with 
the travel details and/or the itinerary. 
 
2.  Prices and Payment 
2.1 Unless otherwise agreed payments will be made to the supplier by BMC either 14 or 30 days after the 
date of the supplier's invoice by bank transfer subject to the following conditions:- 
 
(i) BMC shall be entitled to deduct from the payment any disputed invoices where we are waiting for a credit note or where the price deviates from that originally 
quoted. It is vital that any extras requested by the customer or group leader are agreed with BMC. 
(ii) All invoices must be accompanied by any relevant documentation that BMC have requested. 
(iii) To avoid delay in paying the invoice, the invoice must show the following information: 

·  Job(s) number 
·  a detailed breakdown of any extras 
·  For multiple day bookings such as tours the invoice must show the booking reference, number of days, daily rate, and any other information as 

requested by BMC. 
 
2.2 Unless specifically stated the price cover should include all costs e.g., feeder driver(s) if required, Euro tunnel, tolls, ferries, parking charges, drivers 
accommodation City passes and taxes unless otherwise agreed within the job details. 
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3. Supplier 
 
The Supplier must:- 
 
3.1 That having accepted the allocation of a job or having bought the job on-line they cannot then decline or “send back the job” in the period 7 days before 
travel date. In the event of a confirmed booking being declined or sent back the supplier will be debited with 50% of the original accepted price. 
3.2 They will comply with drivers' hours regulations. 
3.3 Request the driver to give a brief welcome and safety introduction advising the passengers: 
 

·  No smoking,  
·  Remaining in seats whilst in transit 
·  Use of seatbelts 
·  Emergency exit 
·  Any other information deemed necessary for health & safety reasons 

 
 

3.4 The driver should welcome the group or tour leader and advise them on the following 
·  Use of P.A. system if fitted 
·  Use of W.C. if fitted 
·  Use of any on-board media e.g. DVD 

 
3.5 Suppliers must not perform additional work for the customer (lead passenger) without the express permission of BookMyCoach.com. Any extras not agreed 
with BMC operations personnel and subsequently confirmed in writing may result in none payment of any extras. 
 
 
 
4. Drivers  
 
Unless otherwise agreed in writing by BMC, all drivers should be employed by the supplier and should be appropriately qualified and experienced. 
The drivers should have appropriate funds and/or cards for the payment of parking fees, road tolls, and any other relevant costs. 
It is our policy to phone drivers to check they are on-route, on site, POB. We do not expect that drivers should answer their mobile phones whilst driving but 
they should have a mobile phone, with sufficient credit, to be able to phone the customer, their employer or BMC personnel. 
We expect that drivers have all necessary maps, itineraries, telephone numbers, monies and have planned the route in advance. 
 
Drivers must not perform any extra work for the customer or group leader without the consent and approval of BMC. The supplier must check the itinerary prior 
to commencement of travel to ensure that  
It’s not in breach of drivers' hours regulations. 
Drivers and other persons provided by the supplier will be neatly and smartly dressed (smart casual is OK, collar & tie preferred). 
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We expect that drivers are polite and helpful to the passengers. 
If there are any problems or disputes it is best that the driver remains impartial and reports it to BMC or their manager as quickly but discretely as possible.  
Where specified drivers will have been vetted and cleared for work by the Criminal Records Bureau. 
Driver's relatives and/or friends shall not be permitted to travel on any coach without the written permission of BMC 
The drivers must observe all traffic legislation and should not break the speed limit even if asked to by the passenger. 
 
5.  Coach Requirements 
 

·  Vehicle should be in clean and well maintained, mechanically sound, clean and in full working order including, where applicable all facilities e.g. DVD, 
videos, P.A. system, fridge, microphone, washbasins and W.C., air conditioning, heating and drinks facilities. 

·  Coaches must have the minimum specifications as detailed on the booking confirmation. 
·  Any name boards supplied by BMC must be properly displayed. 

 
 
5.1 Should a breakdown occur that prevents the coach arriving on time or during the journey then the supplier must contact BMC operations immediately. In the 
event of repairs cannot be achieved within a reasonable time then the supplier must provide a replacement coach or, BMC will find a replacement vehicle. 
 
45.2 Lost property 
Any articles of lost property recovered from the vehicle will be retained by the supplier in a safe and reasonable manner and it is the responsibility of the lost 
property owner to collect the lost property. 
 
  
If the supplier is unable to provide a coach of the correct size and standard then BMC reserve the right to find a replacement vehicle and the original supplier 
will be liable for any increase in cost between that quoted by the original supplier and the replacement supplier. 
 
 
6. Arrival at pick up points 
 
Vehicles should arrive at pick up point 15 minutes prior to the scheduled departure time. The supplier must advise BMC of any delay in arrival at the pick up 
point or via points as soon as practically possible. 
 
 
7. Service Issues 
 
7.1 Any customer complaints need to be advised to BMC as soon as possible and the supplier shall assist BMC in reaching a resolution of the issue. 
 
7.2 Suppliers need to respond to any customer complaints within 2 working days of receipt. 
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8. Damage by Passengers 
 
The supplier must inform BMC within 24 hours of any damage, loss and/or expenses of any nature caused by any of its customers, in writing and with relevant 
photographic evidence.  
 
9. Passenger Details 
 
The names, addresses and all other details of persons, bodies and organisations carried by the supplier on BMC's behalf are the exclusive property of BMC. 
The supplier shall make no use whatsoever of nor disclose any such names, addresses or other details to any third party without BMC's prior consent in writing. 
 
 
12. Sub-Contracting and Cancellation by the Supplie r 
 
12.1 Suppliers must not sub-contract assign or transfer any booking to any other person, firm or company except with BMC's express prior agreement in writing.  
12.2 Once a booking has been accepted and confirmed, it cannot be rejected or cancelled by the supplier. If the allocated coach is not available it is the 
responsibility then the supplier must find a replacement vehicle of similar standard which is acceptable to BMC. Any cancellation by the supplier must be sent in 
writing and accepted by BookMyCoach.com in writing. 
 
13. Insurance 
 
The Supplier must have an insurance policy or policies to cover public liability to the sum of £5m. 
 
 
14. Cancellation/Termination 
 
BMC can cancel any confirmed booking(s) without penalty, charge or liability on the basis that BMC shall make all reasonable efforts to replace the cancelled 
booking(s) with a suitable alternative but not necessarily on the same date. 
16.2 BMC can amend or cancel any confirmed bookings without incurring any penalty, charge or liability.  
 
15. Force Majure 
 
15.1 In the event of circumstances amounting to "force majure" as defined in this agreement occurring, BMC shall be entitled at any time (including during any 
hire) to immediately cancel any confirmed booking and/or require the supplier to curtail, deviate from or otherwise change any itinerary and/or route or 
otherwise. The supplier shall only be entitled to receive payment in respect of any hire or such part of any hire as is actually performed. 
15.2 "Force majeure" includes, war, threat of war, riot, civil strife, industrial dispute, natural or nuclear disaster, fire, epidemics, bad weather, terrorist activity, 
governmental action, acts of God and all similar events outside BMC's control which prevent or seriously impede BMC from carrying out its scheduled 
programme or which, in the opinion of BMC, may prejudice the safety, comfort or enjoyment of its clients. 
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16. Change of Ownership or Management 
 
The supplier will notify BMC if it transfers or sells ownership or management in whole or part of the business. 
 
 
 
 


