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System Emails & Automated Reminders

Depending on your market, the system may not present every option described in this document.

System Emails

The Qantas Group Travel website will send email confirmations to the user when actions are requested or
completed by the user.

These messages which are sent, may vary depending upon your local terms and conditions. Please see
below for a list of system emails:

Quote Request — sent when the user requests a quote

Quote Awaiting Confirmation — sent when a booking has been requested and is awaiting
confirmation of any sector/s

Booking Confirmation — sent when the booking is confirmed

Change Quote — sent went the user requests a quote amendment

Booking Change Confirmation — sent when the user confirms an amendment

PNR Cancelled — sent when the user cancels a PNR

Booking Summary — sent when requested, outlining a summary of the group booking
Payment Recorded — sent when the user makes a payment.

Final Payment Statement — sent by the user when requested. This is to be sent prior to
making payment on the outstanding balance due. This will lock the ticket taxes for 14 days
to allow full payment with no changes to the tax.

Ticketed Statement — sent once ticketing is completed and details ticket numbers and
names

Post Ticket Amendment Confirmation — sent when the user actions a change after tickets have
been issued

Below is an example of a booking confirmation email:
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firmation

Thank you for choosing Qantas. Your group and key dates are below.

By accepting a quatz and requasing a hoaking, you accept the temis and condifons refemed to below,

Group beoking details

Agency Calrom Today's date Wednesday 08-Mar-2023
Booked by Muhammmad lorar Hanif Days fo depariure 18

Group fravel referance 736245220 Depasit payment dzading Wednzsday 22-Mar-2023
Group name TEETING GROUF MAR MH Final payment deading Saturday 12-Aug-2013
Group size ] Fassanger naming and ficketing deadline Saturday 02-Sep-2013
Passengers breakdoun 10 Seated

Wain PNR L0

Booking confimation date Wednesday 08-Mar-2023

Terms & Condifions Group Fare: Domesfic Saver Fare

PNR 6K4XUU

Status Confirmed Booking Option
Created Wednzzday 08-Mar-2023 21:3422
Group name TESTING GROUP MAR MH
Group size 10

Unnamed 10

Hinerary

Flight Departure Date Time Terminal Arival Date Time Terminal Cabin Hirline

QR4 Sydney Kingsfard Smith (3YD) (882023 0800 3 Melooume Tulamarine (MEL) 005223 73 1 Econamy Qantas Ainways

Adult

Costs Seated Sub Total
Group Fare 0@ As1023 A3aa
Q Surcharge @A 51200
Taxes, fees, camier chargas 10@AM8 A300
Total 0@AN ARLITIN
[Grand Total A237390

Costs Amount|

Group Fare A
0 Burchange A0
Taxes, fees, camer A0
charges

Total Aana

The boaking confirmation email confirs your boaking. A booking vil bz held without fee until the deposit payment deadin date
specfisd above.

Prices are corract at the date of quote above, but may fluctuate i Group Fare, carmer charges, fees, taes or eurrency change. Al
bookings are subject o the terms and candiions referred to above,

Deposit amount and deposit payment deadiine
A non-refundable deposit amount of AS33.00 per seat (Total A5350.00) is due by Wednesday 22 March 2023,

Deposit payment may be by Electronic Funds Transfer (EFT), credit or debit card, f 2 ravel agent, payment may also be madz by
Eleatronic Miscellanzous Document (EMD). or a commitment fo pay i an IATA travel agent.

For payment by EFT, pleaze allow suficient fime for bank clearance, 23 the deposit payment deadine cannat be extended andis
subjsct to Qantas recefving cleared funds by this dus date.

Payment of the deposit amount, ar commitment fo pay the depasit amount by an IATA travel agent, canfitms your aceeptance of tis
group booking confirmation and the temis and canditions.

Failure to pay a daposit amount by the depozit payment dzacline will resut in the baoking being cancellzd without nofie.
Final payment and final payment deadline
Final payment s due by Saturday 12 August 2023

Fingl payment may bz by EFT. Ifa travel agent, payment may alz be made by EMD, or 3 commitment to pay the final payment, f an
|ATA travel agent

For payment by EFT, pleaze allow suficient time for bank clearance, 22 the final payment deadine cannot be extended and s subject
to Qantas receiving cleared funds by this due date

Provided the group size does not fall below the minimum group size 2s per the fems and conditions th group boaking may be reduced
by up to 20% without loss of depasit and the depasit amount may be us=d fowands the remaining group's final payment f the deposit
amount w25 a commitment to pay by an IATA travel agent, no loss of deposit ADM wil apply. Any redustion in extpess of 20% wil incur
loss of deposit.

Failura to pay the final payment by the final payment deading (by cleared funds) wil result in the cancelafion of this booking without
nofiz. For the avoidance of doubt, 2ven f a depost amount has bezn paid but youail to pay the final payment by the final payment
deadline, cancelztion fees wil apply including loss of deposi.

Please contact us on 13 23 24 within Al Gountries or emal info@qantasgroupiravel com if you have any questions.

Regards

(antss Ainways

Please da not reply fo this emal address as it not monitared
OngWorkd is & rapistersd rademark of Oneiord Alliance, LLC.

Qantas Ainways Limited
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Automated Reminders

The Qantas Group Travel website will generate automated reminders, and these are forwarded to the
booking owner. The following reminders are sent as outlined to assist with booking management-

Deposit Reminder - 4 days prior to due date

Deposit Final Reminder 1 - 1 day prior to due date
Deposit Final Reminder 2 - on the due date

Final Payment Reminder - 10 days prior to due date
Final Payment Reminder 1 - 4 days prior to due date
Final Payment Reminder 2 - on the due date

Ticket Deadline reminder - 7 days prior to due date

Nogkrwpdr

The reminders can be viewed by selecting the Reminders button on the booking summary page.

Summury 122) Names Financials J) Notes 3 ) Comms ) GMA

Group Travel Ref: 74015127 10 Adults in1PNR i e
Booked 17-Apr-2023 This baoking is govered by the Terms and Conditions applicable o Qantas Group Travel ' Deposit Payment
B Final Payment Statement
Deposit Payment 01-May-2023 *  Group Fare: Infernational Saver Fare B Final Poyment
Final Payment 26-Jun-2023 B Pussenger Naming
bassenger Names 27412023 No balance statement has been sent. Send M Ticketing
M Seat Allocation
Ticketing 27-Jul-2023

B Travel Commenced
W Flown

The below box will appear where a list of reminders set up for the booking is scrollable

Additional reminders can be set up at any point during the booking life cycle by simply clicking ‘Add
reminder’-

Reminders o

Reminder Type Send Date Send To Notes ‘

bravo@qantfasgroupfravel.com
Deposif - Reminder 27-Apr-2023 . View
jo@abctravel.com |
|
bravo@qantasgroupiravel.com
Deposit Final Reminder 1 30-Apr-2023 . View
jo@abctravel.com
bravo@qantasgroupiravel.com
Deposit Final Reminder 2 01-May-2023 View

jo@abctravel.com

‘ Add reminder '

Extra fields will display, to be complete for the new reminder-
o multiple email addresses can be added
e enter the reminder send date
e select the reminder type to be set up
e add any additional notes for reference
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Reminder Type

Deposit - Reminder

Deposit Final Reminder 1

Deposit Final Reminder 2

New Reminder

Send Dafe Send To Notes

bravo@qantasgroupfravel.com
27-Apr-2023 View
jo@abctravel.com

bravo@qgantasgrouptravel.com
30-Apr-2023 Vie
jo@abctravel.com

bravo@qgantasgrouptravel.com
01-May-2023 View
jo@abctravel.com

To email address

Reminder send dafe
20-May-2023

Reminder Type

Select v

Select
Final Poyment - Reminder

andy@abctravel.com ®

jo@abctravel.com ® @

Final Payment - Final Reminder 1
Final Payment - Final Reminder 2
Deposif - Reminder

Deposit Final Reminder 1

Deposit Final Reminder 2
General Reminder

Pre-Trovel Reminder 1
Reminder to Book
Ticket Deadline Reminder
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