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DEFINITIONS

Entourage Livery, Inc. is a Massachusetts based corporation, to be further referred to here-in as ELI.

Celebrity Limousine Worldwide, Inc. is a Massachusetts based corporation to be further referred to here-in as CLW.

Celebrity Chauffeur is a department inside the corporation of CLW, to be further referred to here-in as CC.

COPYRIGHT PROTECTION

As proud leaders in the Limousine Industry, ELI has placed no copyright protection on this manual.  The purpose of this manual is to teach the Chauffeur Guidelines and Procedures of ELI to each chauffeur.  It is also to help other limousine operators raise their standard of limousine excellence to a higher level.  The Limousine Industry should not be equal to the Transportation Industry.  It should be higher. Therefore, raising the bar in this field is highly needed, and all copying, changing and duplication of this manual is FREE.  Too bad it’s not illegal to run a poor limousine operation.  90% of my competition would be out of business.    

INTRODUCTION

The following Chauffeur Guidelines and Procedures are to be followed by all chauffeurs that are directly employed  by ELI and/or any Limousine Service that is owned or partners of ELI.

ELI will only employ or contract work to chauffeurs that are consistent in maintaining our high standards of customer service as described in the following Chauffeur Guidelines and Procedures.    

HIRING PROCEDURES

Nothing in the granting of an interview or acceptance of an application will indicate employment with ELI unless binded upon in writing.   

We are not looking for comedians, magicians, musicians, singers, artist, painters, vocalist, super heroes or “popular” people to drive our limousines.  We are looking for Professional Chauffeurs.  Men and woman.  Professional employees, who know how to chauffeur and act like a chauffeur, which by TRUE definition means “to serve”.  Not  entertain. 
   


FROM THE EDITOR

Hello, my name is Brandon Braddock and I am the President of Celebrity Limousine Worldwide, Inc. I’ve been in the Limousine Industry now for well over a decade.  In spring of 2006 I partnered up with one of my best friends, Jon Coombs.  President of Entourage Livery, Inc., a very fast growing and hot new Limousine Service out of Franklin, MA.  Today me and Jon are partners of the two hottest Limousine Services New England has ever seen!  Celebrity Limousine and Entourage Livery. We are the Official Limousine Service of almost every major nightclub/bar in Providence and Boston, we do the largest nightlife business in 6 states as well as the largest wedding and prom business in all of New England. 

Every sedan, van, limo, SUV and bus is owned by the corporation Entourage Livery, Inc.   For those of you wondering what is Celebrity Limousine, Celebrity Limousine is a NETWORK.  It owns Celebrity Chauffeur, Celebrity Coach Building and Celebrity Limo Sales, which buys and sells limousines and the website http://www.celebritylimousineworldwide.com .  In Spring of 2006 Celebrity Limousine started brokering WORLDWIDE and is now renting Authentic Celebrity Limousines in over 450 Cities, with a fleet size of over 175 different types of exotic and luxury transportation. While Entourage Livery owns approximately 20-22 vehicles, Celebrity Limousine strictly brokers limousines and owns none.  Our website is over 600 pages long and the estimated value of all the transportation vehicles being advertised in our portfolio is well over $100,000,000.00.  For those of you this miss read those zero’s…   that’s one hundred “million” dollars.  

While others are complaining the economy is bad and times are tough, we are proud to be franchising and growing at any extremely fast rate.  Today, both my partner and I own Entourage Livery, Ultra Auto Center, Celebrity Limousine, Celebrity Coach Building, Celebrity Travel, Celebrity Chauffeur, 508-Tickets.com and the New England Nightlife Network, offering the clients of Celebrity Limousine and Entourage Livery, the largest VIP Entertainment Network found anywhere in the North East.

I hope you take this manual very serious.  All of our hard work means nothing if you don’t hold up your end.  We love this industry.  We are the best at it and we know the Art of Chauffeuring better than anyone!  Follow our guidelines.  One day at a time.  One job at a time.  If you do, you will make a lot of money with us.  Easy money.  Oh yea…..  one more thing.  Your employment depends on it.

I will not tolerate repeated mistakes.







ENTOURAGE LIVERY & CELEBRITY CHAUFFEUR

Celebrity Chauffeur is an online school created for both the public and the employees of ELI.  You are reading the Chauffeur Manual of ELI which teaches the personal guidelines and procedures of Entourage Livery.  This manual does not teach you how to chauffeur.  It only teaches you our personal rules.  If you pass your first two interviews, you will be placed into our 30 Day Training Program.  Once you are in our 30 Day Program you will be required to take our FREE online course of Celebrity Chauffeur, The Art of Chauffeuring, which definition means to serve.   

To view the course, The Art of Chauffeuring, simply click below:
http://www.celebritychauffeur.com/art_of_chauffeuring.html


MISSION STATEMENT

“To provide BETTER Limousines than our competition.  BETTER prices.  BETTER service.  BETTER chauffeurs and BETTER guarantees.”  




















CONTACT INFORMATION

Jon Coombs, President, 401-378-7664

Brandon Braddock, Vice President, 401-487-3964

Chris Sullivan, General Manager, 401-374-9986

George Vadnais, Operations Manager, 508-842-5387
	
Steve Francisco, Safety Manager, 401-338-3845

Blake Anderson, Vice President of Sales, 860-707-9186 

Brian Watson, Head of Security, 401-261-9823

Office Main Line, 508-LIMOUSINE, 508-546-6874

Office Line 1, 401-333-4500

Office Line 2, 401-333-4501

Office Line 3, 401-333-6890

Office Line 4, (Fax), 401-333-4503


LOCATIONS
RI Home Office: 25 Melrose Street, Cumberland, RI 02864
At our Melrose Street location, we have a home office where just a few desks are kept. No vehicles are stored at this location.

MA Satellite Office:  Noble Hardware, Rt 1, 601 East Washington Street, North Attleboro, MA 02760
A large selection of Limousines and SUVs are kept in our North Attleboro location.

MA Satellite Office:  Ultra Auto Center, 809 East Washington Street, North Attleboro, MA 02760
Ultra Auto Center is a repair shop owned by Celebrity Limousine.  Sometimes, buses are being built at this location also.

MA Satellite Office:  389 East Washington Street, North Attleboro, MA 02760
Usually 2-3 Limousines are parked at this location.

PRE TRIP DAMAGE
One of the most important problems here at Entourage Livery, Inc. is the damage that is found on the limousines when they come back.  Limousines are not like plumbing trucks.  Limousines are supposed to be luxury vehicles that are kept in showroom condition!!  When we notice anything that is damaged on our limousines, we have them fixed immediately.  Or maybe I should say, “We try to!”  We charge top dollar on our limousines and the public expects perfection.  Even if there is just a scratch on a bumper, it still looks bad.

The only way to properly solve this problem is to hold each driver responsible for their own actions.  If a chauffeur damages a vehicle and is found at fault he/she will be given two choices; (1) Be fired or (2) Accept the fault, get on a payment plan for the damage and learn from the error and try to drive more slower and more careful.

The only problem with this formula is how to handle it when another driver did the damage but someone else gets blamed for it.  We came to the conclusion that if a driver comes to the office, walks around the vehicle and finds any new damage, they must contact management immediately “before” departure.  If a chauffeur finds the damage in the middle of doing a job, it would not be fair to blame the previous driver, therefore, he/she will be held liable for the damage.

The solution is simple.  Walk around your vehicle, do a pre-trip inspection and if you find new damage report it immediately!!!  Don’t just take off with the vehicle because when you report it in the middle job or at the end of your job, you are going to be blamed for the damage.

If a chauffeur gets into an accident and the damage is very expensive and it needs to be put under our insurance coverage, then the chauffeur will be responsible for the deductible if found at fault in the accident report.  Damage deductibles can be anywhere from $500 - $2,000.00.  

DAMAGE LIABILTYCONSENT

I, [PRINT NAME] ___________________________________________________, understand that I am responsible to do a Pre-Trip Inspection before I take off in any Limousine.  I understand that I am responsible for any new damage upon return.  I understand if the damage exceeds the deductible, I will be responsible to pay the deductible and the damage will be paid through the coverage of Entourage Livery, Inc.  I also understand, that the only way I will not be responsible if new damage is found on my vehicle, is if I contact management direct “before” I put my vehicle in drive.  I understand if I put my vehicle in drive and notice the damage after I have driven the vehicle, then I am ultimately responsible for the damage or I will immediately resign.

_____________________________________________                   ____________________
                                             Signature                                                                        Date
AVAILABILITY/ SCHEDULE

All chauffeurs must maintain their availability as recorded in their Application upon hire.  Any last minute change must be verbally authorized by management.  ELI will only give jobs to chauffeurs that maintain their availability hours.  If you are hired with a FLEXABLE schedule from the start that changes weekly, please call 508 -LIMOUSINE (508-546-6874) on a Monday afternoon and give us your weekly availability. Often, we call employees that are on the schedule and they are out to dinner or somewhere far away from home.  Excuses for not being available will not be accepted. If you are on the schedule as “AVAILABLE” then you will be held responsible to do the job. I want to be clear on this point.  Entourage Livery will only give jobs to chauffeurs that maintain their availability hours.


DRESS CODE

[Color]  Black.  CLW does not allow any color to be in the uniform of a chauffeur except solid black.  Grey, charcoal grey, dark grey or any other color is absolutely not allowed.  

[Socks]  Solid black socks must be worn at all times.

[Suit Jackets/ Overcoats]  Suit Jackets must be worn at all times when on the job,
or when driving a limousine.  Even if the weather is 100 degrees out, management must be contacted first if you want to remove your suit jacket!  If we do authorize you to take off your suit jacket, then please make sure to hang it up on coat hanger.  By the way, black leather jackets are not allowed.  Fonzy from Happy Days went off the air a long time ago.  Again, suit jackets must be worn at all times. NO EXCEPTIONS.

[Shoes]  Black Patten Leather Tuxedo Shoes will be required to be worn by
all male chauffeurs.    

[Scarf’s, gloves, hats and sunglasses] Only solid black scarves, gloves, 
hats and sunglasses will be allowed.  

[Jewelry]  All jewelry must be kept at a minimum.  Any unnecessary jewelry
will be asked to be removed by CLW management. 

[Tuxedos]  CLW does not make it mandatory for chauffeurs to own a tuxedo.   
Chauffeurs are only allowed to wear a tuxedo upon client request only. 
Clients may only request their chauffeurs to wear a tuxedo if there is a
chauffeur available who has a tuxedo.  Chauffeurs with black tuxedos will be
given the opportunity to chauffeur jobs that are Tuxedo Requested.  

[Facial Hair] Facial hair is not allowed.  All chauffeurs must be clean shaven and must look sharp at all times.


PAY STRUCTURE

Green Airport = $15 + 20% of the reservation.

Logan Airport = $20 + 20% of the reservation.

Vehicles 10 passenger or less = $15/hr.

Vehicles 14 passenger or more = $20/hr.

Reservations of 50 minutes in travel time  or more,  pay one hour of travel time.
 



CHAUFFEUR SUPPLIES

If you’re going to chauffeur, you will need a few things.  Some companies provide some of the items below.  Here at Entourage Livery, we do not.  Instead, we focus on our vehicles and there daily maintenance.  Our top priority is SAFETY.  Operating a 22 car fleet has a very large liability.  We focus on preventative maintenance and let you focus on the small stuff.

1.  GPS
2.  Map Books (In case your GPS fails)
3.  A Briefcase or black bag 
4.  An X-large heavy duty umbrella. (Rainy days)
5.  Small garbage bags
6.  Cleaning supplies
7.  Weather gear for rainy or snowy days
8.  A black suit, A black overcoat (Winter)
9.  2 champagne glasses (Wedding reservations)
10.  A cell phone

CDL drivers that chauffeur our buses will be required to not only sweep their buses at the end of the job, but also clean the floor.  Mop and glo is a simple solution.  All you have to do is squirt the floor a few times and then a fast mop.  

VERY IMPORTANT:

The fastest way to go through all your training and then get fired after your first job, is to return your vehicle a filthy mess. 


PAPERWORK TRAINING
Chauffeurs will be given a Limousine Reservation on each job that will show all the info about your pick up and destination along with the contact info and financial status of the job. The rest of the forms below, you will need to download on our OFFICE FORMS page.  Get familiar with this link.  You will be using it before each job.  Before you leave your home, you will need to bring a VBR Report with you, a Post Trip Report and a Damage Contract, all downloadable on our OFFICE FORMS page.  

During you second interview, you will be asked if you know where to download these forms from.  (Hint)
 
1. Limousine Reservations  

2. ONLINE Vehicle Bulletin Reports (VBR)
Each vehicle owned by ELI has a Vehicle Bulletin Report (VBR)online. 
It is your responsibility to read each Vehicle Bulletin Report to stay up to date with all the latest vehicle bulletins regarding each limo.  

3. Post Trip Report (Safety Report)
Our Post Trip Reports are also called Safety Reports.  Each Post Trip Report is to be filled out completely and turned in after each job.  This report is not only mandatory but it is a new FMCSA requirement.  If you get pulled over by a State Police you will be asked to show your Safety Report.  To read more about this new regulation click here.
4. Damage Contract
A Damage Contract is to be filled out on Night out reservations.  The purpose of this contract is to slow things down at the pick up and let the client clearly know that they will be responsible for any new damage.  You must inspect the vehicle with the client, have them initial the contract then do it again at the end of the evening.  Do not forget to do both inspections slowly with the client.  If you do not protect us from damage that clients cause then you are invaluable to us so please take this point very, very serious.
5. Driver Vehicle Inspection Report
According to FMCSA Part 396.11, “A driver must prepare a DVIR at the completion of each day’s work and shall submit those reports to the motor carrier upon his/her return to the home terminal”. Therefore, each driver must fill out this report before he departs our parking lot.  This DVIR Report can be found in your vehicle. 

I know where to download these forms.  I have also reviewed examples of these forms and I understand the importance of these forms and all questions that I have regarding these forms have been answered to my satisfaction.

  ________________________
       Initials                Date

TURNING IN CASH 

At the end of the night, our system of turning in cash depends on which car you are driving and where you are returning the vehicle.  To find out exactly where you should turn your cash in, please contact a manager.  Do not just go home with our cash and make us chase you for it.  If we authorize you to take our money home and turn it in on a different date, please follow the order.  Do not make us send a driver to your house to collect our money that YOU are responsible to turn in.  If we have to send a runner to you, you will be charged a runner fee of $20.  Office cash must be turned in no later than Tuesday nights.  No exceptions.

MECHANICAL PROBLEMS 

When a vehicle FIRST starts to show the signs of a mechanical problem, management must be contacted immediately!  There is so much we could say about this subject.  It is so important to understand the consequences of your actions if you DO NOT contact us as soon as your vehicle starts to show signs of a mechanical problem.  Just recently, a chauffeur had a battery light come on in a 40 passenger bus.  He thought he sent in a text but never confirmed if management received it.  The bottom line is, when we found out about the alternator being blown, it was too late for us to pull it out and get the bad alternator rebuilt and/or buy a new one.  A simple phone call can save $2,000 so pleeeeeeeeeeeeeeeeeeeeeeeeeeeeease, when you notice something about to go or has gone, let us know right away.  Somebodies SPECIAL EVENT is counting on it.

NO TIME LIMIT PROMOTION
Here at Entourage Livery, we sometimes offer a NO TIME LIMIT promotion to be competitive.  After all, we have approximately 550 other limousine services we go up against.  If we do offer a NO TIME LIMIT promotion, the clients have a restriction of not being allowed to travel more than 10 miles off route.  If they do the OFF ROUOTE rate applies.  The OFF ROUTE rate can be found on the bottom right of the Limousine Contract. If your clients have a NO TIME LIMIT promotion make sure to note that on your POST TRIP REPORT so we can determine if we need to run their credit card for the OFF ROUTE rate.  Also, if your clients have the NO TIME LIMIT promotion, make sure to circle the OFF ROUTE rate on the reservation “at the pick-up” so the clients do not get surprised at the end of the night about the OFF ROUTE charges. 







TEXT CONFIRMATIONS 

If you do not know how to send a text message through your cell phone, today may be a good time to start learning because you will be required to send a variety of TEXT CONFIRMATIONS into the office throughout your job.

Send the following TEXT CONFIRMATIONS to 401-487-3964 accordingly:

IN ROUTE = Once you have arrived the lot, inspected your car for damage, your limo is clean on the exterior and interior, your lighting, mood and music is set properly “and” you have called the client to review details with them, send us the this text to let us know that you are cleared to go and officially “in route.”  All text coming in are monitored on our board so make sure you do this immediately when you depart and put your limo into drive. Do not just take off without sending us this text.

$$$ = Once you have collected your money “at the pick-up” and have gone over all the overtime charges with the client, text us these 3 dollar sign symbols to let us know you are in possession of our money and have reviewed all financial terms with the client.  Do not just take off without sending us this text.

COLLECTED OVERTIME = If your job has overtime charges after a specific time then send us this text so we know that you collected your overtime charges and text us the AMOUNT you collected.  If, for some reason, there is a problem with collecting your charges, we must be called immediately.  Do not just take off and not collect your payment.  Otherwise, you will be held responsible for the payment terms. 

CLEAR = Once your job has ended and your vehicle does not have a single person in it and you have left your departure location, send us this text.  If you do not then we are going to be questioning you the next day and looking for our overtime charges.  Even if you do not have overtime charges still text us CLEAR when you have cleared.  This point is so very important.  Often, a break down will happen and it is 230AM and the office is closed.  The convenient thing about this text is as soon as you text me, I can immediately call you and re-route you to the broken down limo.  So again, please, send me this text as soon as you CLEAR.

*If your job is cleared at 5PM and you have another reservation at 630PM, send us your CLEAR text first.  Once you leave, go somewhere up the street, pull over, re-clean your car, call your next client confirm all your details and send us the new text IN ROUTE when your officially heading to your new pick up.

**There is a reason why we want you to send these 4 texts.  It is a check and balance system to help red flag problems before they happen, so please, send these text in before, during and after each of your jobs.   Unlike our competitors, we do not babysit our drivers.  These text are not set up for us to babysit you.  They are not for rookies vs. experienced drivers.  They are needed for us to professional run a very large dispatch board of drivers and monitor a very large cash flow on the streets.




CHAUFFEUR QUALIFICATION FILES

Each chauffeur will have a Chauffeur Qualification File according to the FMCSA.  In this file will not only be FMCSA qualification documents, but it will also contain  management files and reports from Entourage Livery like evaluation reports, complaints, compliments and other employment info.

The following things will be mandatory to complete your Qualification File:
1. Driver Application For Employment (FMCSAR 49 Part 391.21)
2. Inquiry To previous Employers - 3 Years (FMCSAR 49 Part 391.23 A2 & C)
3. Inquiry To State Agencies - 3 Years (FMCSAR 49 Part 391.23 A1 & B)
4. Inquiry To State Agencies - Annual (FMCSAR 49 Part 391.25 A 7 C)
5. Annual Review Of Driving Record (FMCSAR 49 Part 391.25)
6. Annual Driver's Certification of Violations (FMCSAR 49 Part 391.27)
7. Drivers Road Test Certificate or Equivalent* (FMCSAR 49 Part 391.31)
8. Medical Examiners Certificate (FMCSAR 49 Part 391.43)
9.  Photocopy of employees Commercial Driver’s License
10. Background Criminal Check
11. Photocopy of RI Taxi-LPMV-PMV License.
12. 2 Letters of Recommendation 
13. Entourage Livery Chauffeur Manual - Signed & Dated
14. Certification From Celebrity Chauffeurs Online Program, The Art of Chauffeuring 
15. On The Job Evaluations














CHAUFFEUR DISQUALIFICATIONS 

1. If we cannot get through to you on your cell phone, then you are useless to us. 
2. If you damage a vehicle, are found at fault and are not willing to fix the damage, then yup, you guessed it.  Your employment will be terminated.
3. If you do not show up to all your pick-ups, minimum, 15 minutes early, you will no longer be given jobs.  We are an ON TIME or FREE Limousine Company and will not employee chauffeurs that are a liability.
4. Chauffeurs out of proper dress will be terminated.
5. Facial hair is not allowed and is grounds for dismissal.  To be more explicit, we consider facial hair as scruff and an unshaven face.  If you have a beard or mustache or something consistent growing on your face, that is not FACIAL HAIR.
6. Any chauffeur caught partying with our clients will be disqualified.
7. No GPS. No Job.
8. Chauffeurs that need consistent adult supervision, like little ‘itty’ babies, will be disqualified. Sorry, see ya later.
9. Chauffeurs caught taking a limousine more than 5 miles off route without permission, will be immediately fired.
10. Chauffeurs that do not turn their money in at the end of their job or at the date authorized by management will be dismissed.  
11. Chauffeurs that pick their clients up in a dirty limousine and/ or return a limo dirty will be terminated.
12. Chauffeurs that fail a random drug or alcohol test will be immediately disqualified.
13. Chauffeurs caught inside a nightclub or any venue with our clients will be disqualified to drive for us.  Our vehicles should never be unattended without manager approval.
14. Chauffeurs that are one minute late may be terminated unless they are willing to give their clients a full refund of their reservation.  We are an ON TIME or FREE company.  We do not tolerate chauffeurs showing up late. Now that you know this, I know who you are going to call for your wedding day or any other day you cannot afford to have your chauffeur show up late.
15. Chauffeurs that have accidents or major violations on their driving record will be disqualified to drive a commercial vehicle as in accordance to the FMCSAR Part 49 CFR 391.15 



I UNDERSTAND THE ABOVE POINTS MAY RESULT IN MY IMMEDIATE TERMINATION.  ALL POINTS ARE CLEAR AND I HAVE NO QUESTIONS CONCERNING THEM.

__________     ___________
Initial                            Date

INTERVIEW II  - PRE TEST QUESTIONS/ANSWERS

1. If you are on our schedule and you are listed as “AVAILABLE” and you haven’t heard from us in 4 days, does that mean you can just up and go to the movies without calling us?  No.  However, if you would like to request a night or a time zone off, the process is as simple as what?     

Calling us and requesting the time off

2. It is not only mandatory to have your cell phone on 24 hours, but if your cell phone dies and you are on standby, we should be contacted immediately. What is our telephone #?  

508-LIMOUSINE

3. Entourage Livery is an ON TIME or FREE Limousine Service.  However, that does not mean that that you can act like Kramer from Seinfeld by racing down the street at 100mph, showing up to the pick up at exactly 1 millionth of a second before your pick up time.  How many minutes early is it MANDATORY that you show up to your pick up? 

 15 minutes

4. We tell Chauffeurs that they are responsible for any new damage that they are found “at fault” for.  The problem is, often, chauffeurs take off with vehicles without PRE INSPECTING them and the damage is actually, from the previous chauffeur.  That is why we tell drivers to take their time, walk around their vehicle with a L.E.D flashlight and carefully look for pre-existing damage.  This way, they are not blamed for damage they have not done.   We find that often, a chauffeur is to rushed and doesn’t notice the damage till he gets to his clients pick up.  He then calls us and reports it.  If you were the previous chauffeur and you didn’t do any damage to your vehicle, would you be OK with knowing that your being blamed for damage “after” the next chauffeur drove the car to his pick up and probably did the damage?  No you wouldn’t.  So tell us, who is responsible for this new damage and why?  

You.  Because you didn’t report the damage “before” you left the lot

5. You just got done eating a chilli dog from Haven Brothers in downtown Providence and you notice a small stain on your black shirt.  You go to change your shirt and you notice you only have a dark grey shirt, not jet black. The problem here is that dark grey and “any other color” is absolutely forbidden.  What should you do if you are unable to maintain dress code? 

Call management immediately 


6. If you have no GPS, then you better go borrow one.  Because you having no GPS could result in you getting lost and completely ruining someone’s Special Event.  Sometimes, a fuse could blow in your limousine and guess what?  Your GPS goes night-night.  Is it OK now that you could possibly get lost but it isn’t your fault because it wasn’t your fuse that blew?  No.  It’s not OK.  One time we had a driver get lost and his client s missed their cruise!!!!!!!!!!!!!!!!!!!  So, go explain whose fault it is to them. A professional chauffeur carries a black briefcase.  Its leather.  And it goes nice with his black suit that he wears that’s all ironed and pressed. What key thing should be in the briefcase that might just come in handy when your GPS dies?  

A map book of RI and a map book of South East Mass

7. You’re doing a prom and want to get a bite to eat.  No problem.  Your clients go inside.  You know they are not coming out of the prom till 11 PM.  So you drive down the street 3 miles away and you order a pastrami and Swiss cheese grinder on a toasted bun with mustard.  Ahhhhhh!  The nights going great!  What happens if we find out though, that you went outside the 5 mile radius because your client calls up and wants to know if she can get her camera out of the back seat… and where are you?  Home, chillin with your girlfriend.  

Any chauffeur caught more than 5 miles off route, without management approval, will be dismissed.

8. What happens if you are ever caught inside a nightclub with your clients?

YOUR FIRED 

9. What text symbol must you send in to management when you are made sure your limo is clean, you are stocked with all you supplies, you have confirmed there is no damage on the exterior, you have called your client to touch base and you are “officially” in route to your pick up?

IN ROUTE

10.  Once you have collected your cash due at the pick up what text should you send in to management so that we know you have collect your cash like a good chauffeur?

$$$

                  
                       



SCORE ___________________  DATE ____________________



30 DAY TRAINING PROGRAM 

All chauffeurs that pass their second interview will be put into our 30 Day Training Program.  During these 30 days, chauffeurs will be tested and evaluated on their safety performance and their knowledge of the qualifications and disqualifications as a commercial driver and also as an employee of Entourage Livery.

PART 1.  THE ART OF CHAUFFEURING
All employees must pass the online course The Art of Chauffeuring.

To view the course, simply click here:
http://www.celebritychauffeur.com/theartofchauffeuring


PART 2.  CERTIFICATION OF ROAD TEST
[bookmark: _GoBack]All employees must complete a Certification of Road Test per vehicle category. A Certification of Road Test is a one page form that is signed and dated by a manager, showing that you are qualified to safely operate whatever vehicle size you passed the test with. 
Certification Of Road Test

PART 3.  ON THE JOB EVALUATIONS
Unless you are an experienced chauffeur, you will need the evaluation forms (below) before you will given jobs.

Logan Airport Evaluation Form

Night Out Evaluation Form

Wedding Evaluation Form


PART 4.  SAFETY PERFORMANCE EVALUATION
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