[bookmark: _4t49qzmnj1n1]Day 6 Study Guide and Field Playbook: Supplier Systems and Booking Readiness
[bookmark: _e55ntuozv1ep]Section 1: Strategic Foundations & Core Operating Principles
[bookmark: _ufbxd4g2qery]1.1 Organizational Context & Brand Hierarchy
USA Entertainment Ventures LLC (USAEV) is the legal, licensing, and operating entity. Specialized travel programs (e.g., Dream Spas, Grow Ministry, Zoo Media, Ride Fear Free, Sports Media, Fanz) operate as marketing channels and specialty programs beneath the overarching USAEV umbrella.Internal certifications issued by USAEV validate competency within this ecosystem; they do not replace state seller-of-travel requirements, insurance licensing obligations, supplier-specific authorization rules, or third-party industry credentials.
                  USA ENTERTAINMENT VENTURES LLC
             (Legal, Licensing & Operating Entity)
                               |
  -----------------------------------------------------------
  |           |            |               |                |
Dream Spas Grow Ministry Zoo Media Ride Fear Free Sports Media / Fanz

[bookmark: _q0g6sb5r48va]1.2 Learning Objectives & Mastery Gates
Day 6 serves as an operational competency sprint within the 10-Day Core Academy, establishing mastery in supplier systems, inventory evaluation, traveler qualification, professional supplier interaction, and recordkeeping.
┌────────────────────────────────────────────────────────────────────────┐
│                        DAY 6 COMPETENCY SPRINT                         │
├───────────────────┬───────────────────┬───────────────────┬────────────┤
│   MODULE 6.1      │   MODULE 6.2      │   MODULE 6.3      │ MODULE 6.4 │
│ Supplier Access   │  Rate & Inventory │ Booking Readiness │ Supplier   │
│   & Portals       │    Evaluation     │    Checklists     │ Comm Templates
└───────────────────┴───────────────────┴───────────────────┴────────────┘
                                     │
                                     ▼
                       ┌──────────────────────────┐
                       │        MODULE 6.5        │
                       │     CRM Recordkeeping    │
                       └──────────────────────────┘
                                     │
                                     ▼
                       ┌──────────────────────────┐
                       │     ASSESSMENT GATE      │
                       │   100% Security Pass     │
                       └──────────────────────────┘

[bookmark: _lt8x3lk917gc]Core Learning Objectives
· Navigate approved supplier categories, portals, and centralized agency resources correctly.
· Evaluate rate structures, inventory availability, inclusions, fare restrictions, and supplier policies across competing offers.
· Compile complete, verified traveler booking-readiness documentation prior to committing funds or requesting supplier holds.
· Execute professional supplier communications covering holds, special requests, logistical inquiries, and escalation pathways.
· Record complete confirmation data, deadlines, deposit schedules, and supplier terms in the Travel Dakdan CRM without violating security boundaries.
[bookmark: _fiad5ka8cab3]Day 6 Assessment Gate Requirements
· Supplier Practical Gate:  Complete all three supplier lookup and booking-readiness practical exercises to standard.
· Credential Security Gate (100% Pass Required):  Zero restricted credentials, passwords, or unencrypted payment card details copied into training outputs, CRM notes, public files, or Synthetic Intelligence (SI) prompts.
[bookmark: _rykxht5zxt0z]1.3 Synthetic Intelligence (SI) Acceleration Standard
Synthetic Intelligence (SI) is utilized to accelerate research, draft supplier inquiries, compare terms, and streamline workflow execution. The advisor retains total professional responsibility for verifying factual accuracy, enforcing compliance boundaries, and validating final client recommendations.
       ┌─────────────────────────────────────────────────┐
       │             SYNTHETIC INTELLIGENCE              │
       │  (Accelerates Research, Drafting & Comparison)  │
       └────────────────────────┬────────────────────────┘
                                │
                                ▼
       ┌─────────────────────────────────────────────────┐
       │             HUMAN TRAVEL ADVISOR                │
       │   (Verifies Facts, Ensures Compliance & Owns    │
       │           Professional Judgment)                │
       └─────────────────────────────────────────────────┘

· Verification Guardrail:  Summarize supplier terms using SI, but cross-check every date, cancellation policy, deposit deadline, and restriction against current, live supplier source documents before presenting them to a client.
· Drafting Standard:  Use SI to generate initial supplier communications or client summary drafts, but review every line for accurate dates, pricing, inclusions, obligations, and professional tone prior to dispatch.
· Security Standard:  Never input sensitive payment card credentials, financial account numbers, or restricted supplier account passwords into an unapproved SI system.
[bookmark: _qnlvlj9tezvd]Section 2: Approved Supplier Access & Portal Protocols
[bookmark: _ul7995unqskw]2.1 Supplier Source of Truth
The operational starting point for sourcing travel across ocean cruises, river cruises, resorts, tours, rail, hotels, car rentals, and specialty fulfillment is the approved  USAEV/CCRA Supplier Roster  stored in Google Drive.Advisors must access supplier systems through approved agency portals and designated identifiers. They must complete required supplier orientation before accessing live booking tools.| Supplier Category | Sample Approved Roster Partners (Source: USAEV/CCRA Roster) || ------ | ------ || Ocean & River Cruise | AMA Waterways, American Cruise Lines, Holland America Line, Seabourn, Cunard, Princess Cruises, Hurtigruten, Lindblad Expeditions, MSC Cruises, Norwegian Cruise Line, Royal Caribbean International, Azamara, Celebrity Cruises, Silversea, Regent Seven Seas, Scenic, UnCruise Adventures, Uniworld, Viking, Virgin Voyages, Windstar Cruises || Tours, Packages & Land | Abercrombie & Kent, ALG Vacations / VAX Vacation Access, Amstar, Amtrak Vacations, Classic Vacations, Club Med, Collette, Contiki || Specialty & Program Media | Zoo Media (Safari & Aquatic), Dream Spas (Luxury & Wellness), Grow Ministry (Faith & Missionary), Ride Fear Free (Motorcycle), Sports Media / Fanz (Sports, Team Charter & Esports) |
[bookmark: _9vuz7yz7doqf]2.2 Account Identifiers and Access Protocols
Advisors must navigate supplier systems using registered USAEV agency credentials, industry identifier numbers (such as TRUE or assigned agency credentials), and personalized advisor profile logins.
           ┌───────────────────────────────────────────┐
           │      USAEV / CCRA MASTER ROSTER           │
           │           (Google Drive SOP)              │
           └─────────────────────┬─────────────────────┘
                                 │
                                 ▼
           ┌───────────────────────────────────────────┐
           │        AGENCY PROFILE IDENTIFIERS         │
           │        (TRUE / Agency Credentials)        │
           └─────────────────────┬─────────────────────┘
                                 │
                                 ▼
           ┌───────────────────────────────────────────┐
           │      INDIVIDUAL ADVISOR USER PORTAL       │
           │      (Approved Access & Training)         │
           └───────────────────────────────────────────┘

1. Roster Verification:  Access the current USAEV/CCRA roster in Google Drive to identify the approved vendor for the target product.
2. Portal Authentication:  Log in through the specific agency profile or advisor account linked to USAEV.
3. Supplier Training Clearance:  Complete any supplier-mandated orientation or introductory modules required before booking live inventory.
4. Operational Boundary Check:  Confirm if the booking requires supervisor oversight (e.g., during the 10-Week Supervised Apprenticeship period).
[bookmark: _ob82egu096i1]2.3 Credential Security Protocols
To protect agency assets and maintain system security, advisors must strictly adhere to data protection standards:
· Zero Storage in Unsecure Tools:  It is strictly prohibited to record, store, or copy supplier portal passwords, master login credentials, or administrative access codes into public content, client-facing documents, training submission artifacts, or unapproved SI prompts.
· Data Separation:  Keep personal log credentials separate from client documentation.
· Audit Compliance:  Violations of credential security rules result in immediate failure of the Day 6 assessment gate and require targeted compliance remediation.
[bookmark: _72j5zich2lh6]Section 3: Rate and Inventory Evaluation Framework
[bookmark: _vb0o8peejpcf]3.1 Comparative Evaluation Criteria
When reviewing inventory across supplier portals, advisors must conduct a structured, multi-factor evaluation rather than relying solely on top-line price.
┌────────────────────────────────────────────────────────────────────────┐
│                   INVENTORY EVALUATION FRAMEWORK                       │
├───────────────────┬───────────────────┬───────────────────┬────────────┤
│   BASE PRICE &    │   RESTRICTIONS &  │   SCHEDULE &      │ INCLUSIONS │
│   SURCHARGES      │   FLEXIBILITY     │   LOGISTICS       │    & VALUE │
│ Base fare, taxes, │ Deposit, payment, │ Dates, times,     │ Meals, Wi-Fi,
│ resort/port fees  │ cancel penalties  │ transfers, buffers│ transfers  │
└───────────────────┴───────────────────┴───────────────────┴────────────┘

Evaluation Dimension,Operational Checklist Items
Price Anatomy,"Base fare/rate, mandatory taxes, port fees, government charges, resort fees, fuel surcharges, single supplements, and optional add-ons."
Inclusions vs. Exclusions,"Meal plans (e.g., All-Inclusive, European Plan), ground transfers, baggage allowances, Wi-Fi access, gratuities, guided tours, and amenity credits."
Deposit & Payment Rules,"Required deposit amount, deposit refundability (refundable vs. non-refundable deposit fares), final payment due dates, and schedule for partial payments."
Cancellation Exposure,"Tiered cancellation penalty dates, administrative fees, non-refundable components, and supplier voucher/credit terms versus cash refund rules."
Change Sensitivity,"Name change penalties, date change flexibility, reticketing fees, and inventory re-pricing rules upon alteration."
Operational Feasibility,"Logical routing, transfer buffers, check-in/check-out timing alignment, and seasonal operational constraints."
[bookmark: _65hfdsn19sld]3.2 The Ask-Research-Verify-Compare-Recommend Workflow
Advisors execute a five-step workflow to translate supplier availability into client-ready recommendations:
┌───────────┐     ┌───────────┐     ┌───────────┐     ┌───────────┐     ┌───────────┐
│    ASK    │ ──► │  RESEARCH │ ──► │  VERIFY   │ ──► │  COMPARE  │ ──► │ RECOMMEND │
│ Discovery │     │ Approved  │     │ Live Terms│     │ Tradeoffs │     │ Clear-Cut │
│ Standards │     │ Roster    │     │ & Rules   │     │ & Options │     │ Options   │
└───────────┘     └───────────┘     └───────────┘     └───────────┘     └───────────┘

1. Ask:  Establish client needs, dates, flexible windows, passenger structure, budget limits, and risk tolerance during the discovery phase.
2. Research:  Query approved USAEV/CCRA suppliers for suitable rate categories, room/cabin types, and itinerary options.
3. Verify:  Independently verify live inventory, exact rate breakdowns, fare conditions, expiration dates, and current supplier terms. Do not present unverified SI summaries or cached pricing.
4. Compare:  Construct a comparative analysis detailing primary, value, and premium options, outlining clear tradeoffs (e.g., non-refundable lower rate vs. flexible higher rate).
5. Recommend:  Present 1 to 3 structured options with clear inclusions, exclusions, payment schedules, and explicitly stated decision deadlines.
[bookmark: _h8iq1fzbmzo9]Section 4: Traveler Booking-Readiness Checklist & Qualification
[bookmark: _sq1mmfdsnp6f]4.1 Universal Traveler Booking-Readiness Data Points
Before initiating a live booking, locking in space holds, or processing payments, advisors must collect and verify all mandatory traveler information.
┌────────────────────────────────────────────────────────────────────────┐
│                TRAVELER BOOKING-READINESS CHECKLIST                    │
├────────────────────────────────────────────────────────────────────────┤
│ [ ] Full Legal Names (matching government ID/passport exactly)        │
│ [ ] Dates of Birth & Gender Identifiers                               │
│ [ ] Contact Details (Email, Mobile Phone, Residential Address)         │
│ [ ] Passport Details (Number, Expiration Date, Country of Issuance)   │
│ [ ] Emergency Contact Information (Third-party contact not traveling) │
│ [ ] Special Service Requests (SSR) & Accessibility Needs             │
│ [ ] Dietary Restrictions & Health/Mobility Factors                    │
│ [ ] Written Authorization & Payment Credentials                        │
└────────────────────────────────────────────────────────────────────────┘

· Full Legal Names:  Exactly as they appear on the government-issued photo ID or passport used for travel (First, Middle, Last).
· Dates of Birth & Gender Identifiers:  Required for airline Secure Flight, cruise manifests, and international tour bookings.
· Contact Information:  Email, cell phone number, and primary address for all principal adult travelers.
· Passport Information:  Passport number, issuing country, citizenship, issuance date, and expiration date. (Ensure passport validity meets destination requirements, such as remaining valid 6 months past return date).
· Emergency Contacts:  Name, relationship, phone number, and email of an off-trip contact person.
· Special Service Requests (SSR):  Mobility assistance, dietary requirements, room location preferences, or medical equipment transport requests.
· Payment & Authorization Documentation:  Signed quote approval, client consent to supplier terms/cancellation schedules, and payment processing details submitted through approved, secure channels.
[bookmark: _872zie8q5py3]4.2 Specialty Vertical Booking-Readiness Qualification
Different specialty channels require distinct operational verification steps before booking authorization:| Specialty Brand / Program | Specific Pre-Booking Qualification Requirements || ------ | ------ || Zoo Media Safari Travel | Confirm species/wildlife priorities, camera equipment space needs, daily physical mobility level, remote medical/evacuation awareness, and regional entry requirements. || Zoo Media Aquatic Adventures | Verify dive certification levels (e.g., Open Water, Advanced) if diving, gear requirements, non-diver inclusion options, and operator medical form requirements. || Dream Spas Luxury & Wellness | Confirm suite/villa categories, preferred atmosphere (quiet vs. social), spa service scheduling rules, property fees, transfer arrangements, and wellness outcomes. || Grow Ministry Faith & Missionary | Confirm group rooming lists (singles, double occupancy), organizer payment schedules, mission/entry visa conditions for actual work performed, and baggage allowances for supplies. || USAEV Cruise Travel | Confirm stateroom category, dining time/seating preference, bed configuration, gratuity options, port requirements, and pre/post cruise hotel/transfer logic. || Ride Fear Free Motorcycle | Confirm rider licensing, years of riding experience, preferred bike model/rental class, helmet/gear specifications, non-rider companion arrangements, and damage waiver options. || Sports Media / Fanz (Sports & Esports) | Confirm verified event access/hospitality source, event ticket transferability, hotel proximity to venue, team/player manifests, and equipment/transit rules. || Sports Media Team Charter | Qualify aircraft capacity, passenger count, total equipment baggage weight, origin/destination airport handlers, catering preferences, and verified air operator credentials. || Sports Medical / USAEV Logistics | Confirm provider-authorized travel dates, companion lodging preferences, ground transport accessibility, and post-treatment recovery space needs.  Do not give medical advice. || USAEV Corporate & Group Travel | Confirm procurement contact, room block attrition terms, group deposit schedules, meeting space/AV specifications, and attendee billing setup. |
[bookmark: _ugo6pv1ghm38]Section 5: Professional Supplier Communication Playbook & Templates
[bookmark: _q8wj5mp8g2bl]5.1 Communication Protocols & Escalation Logic
When contacting suppliers regarding holds, special requests, alterations, or service issues, advisors must maintain a professional, precise, and documented line of communication.
┌────────────────────────────────────────────────────────────────────────┐
│                     SUPPLIER ESCALATION PATHWAY                        │
├────────────────────────────────────────────────────────────────────────┤
│ 1. Standard Inquiries  ──► Query direct portal tools or initial service │
│                            desk with complete agency details.           │
│ 2. Logistics & Holds   ──► Draft written request detailing client ID,   │
│                            dates, and exact itemized requirements.     │
│ 3. Service Urgent      ──► Utilize direct phone queues or dedicated B2B │
│                            support desks using TRUE/agency identifier. │
│ 4. Complex Escalation  ──► Engage USAEV supervisor or assigned agency   │
│                            account executive with documented trail.    │
└────────────────────────────────────────────────────────────────────────┘

1. Preparation:  Have the agency identifier, advisor name, client ID, quote/booking reference number, and exact issue details ready before initiating contact.
2. Written Trace:  Follow up phone interactions with written confirmation (email or portal ticket) to document agreed-upon changes, fee waivers, or space holds.
3. Clarity:  Express requests clearly—including exact dates, flight numbers, cabin/room categories, and traveler names—to avoid misunderstandings.
4. Escalation Protocol:  If standard supplier channels cannot resolve a critical issue (e.g., deadline extensions, rate mismatches, or schedule disruptions), escalate the file to the assigned USAEV supervisor or CCRA/supplier account representative with a complete audit trail.
[bookmark: _13rg1bkqdl5c]5.2 Field Communication Templates
[bookmark: _gbl7k4jic2kq]Template A: Supplier Inquiry & Space Hold Request
SUBJECT: Inquiry / Option Hold Request - USAEV Agency Identifier [Agency ID] - Client: [Client Last Name]

Dear [Supplier Name / B2B Reservations Team],

Please assist with a rate and space availability inquiry for the following client itinerary:

Agency/Account Name: USA Entertainment Ventures LLC
Agency Identifier: [Agency TRUE / Identifiers]
Advisor Name: [Advisor Name]
Advisor Contact: [Advisor Phone / Email]

Traveler Details:
- Principal Traveler: [Full Legal Name - First Middle Last]
- Total Party Size: [Number of Adults / Children]

Requested Itinerary / Inventory:
- Category / Product: [e.g., Ocean View Stateroom Category V1 / Resort Suite Class]
- Destination / Vessel / Property: [Name of Ship or Property]
- Travel Dates: [Check-in/Departure Date] to [Check-out/Return Date]
- Requested Option / Space Hold: [Request 24-48 Hour Option Hold if available under supplier policy]

Please confirm live availability, base pricing, applicable taxes/fees, deposit requirements, final payment deadlines, and current option hold rules for this category.

Thank you for your assistance.

Sincerely,

[Advisor Name]
Travel Advisor | USA Entertainment Ventures LLC
[Contact Information]

[bookmark: _2rprt88oqoqz]Template B: Special Request & Logistics Coordination
SUBJECT: Special Service Request (SSR) - Confirmation #[Confirmation Number] - [Client Last Name]

Dear [Supplier Service / Special Services Team],

Please add the following Special Service Requests to Confirmation #[Confirmation Number] for traveler [Full Legal Name].

Booking Details:
- Confirmation/PNR Number: [Confirmation Number]
- Traveler Name(s): [Full Legal Name(s)]
- Departure/Check-In Date: [Date]

Requested Adjustments / Logistics:
1. Ground Accessibility / Mobility Support: [e.g., Wheelchair assistance required at transfer point]
2. Dietary Requirements: [e.g., Strict Gluten-Free / Kosher / Vegan meal plan]
3. Bedding / Room Configuration: [e.g., Two Twin Beds / Single King Suite]

Please confirm receipt of these requests and update the master reservation record. If any fee applies to these items, notify our office prior to confirmation.

Sincerely,

[Advisor Name]
Travel Advisor | USA Entertainment Ventures LLC
[Contact Information]

[bookmark: _46a4a3p6tu0p]Template C: Operational Disruption & Recovery Escalation
SUBJECT: URGENT Escalation: Schedule Disruption / Recovery - Confirmation #[Confirmation Number] - [Client Last Name]

Dear [Supplier Partner Support / Escalation Desk],

We require urgent operational assistance to resolve a schedule disruption for the following confirmed client booking:

Booking Information:
- Agency Name: USA Entertainment Ventures LLC (Agency ID: [Agency ID])
- Supplier Confirmation Number: [Confirmation Number]
- Client Name: [Full Legal Name]
- Current Location / Flight / Itinerary Segment: [Segment details]

Issue Summary:
[Concise, factual description of disruption: e.g., Supplier schedule alteration created an invalid 15-minute connection / Unannounced facility closure affects booked dates.]

Requested Resolution:
[Specific desired outcome: e.g., Rebook client to alternate flight segment XYZ arriving at 14:00 without change fee / Reassign lodging to equivalent category at sister property.]

Please review this file immediately and provide written confirmation of the adjusted itinerary and updated vouchers.

Sincerely,

[Advisor Name]
Travel Advisor | USA Entertainment Ventures LLC
[Contact Information]

[bookmark: _wikpm26kfnx]Template D: Client-Facing Itinerary & Terms Summary
SUBJECT: Travel Summary & Option Review: [Destination / Trip Title] - Action Required by [Deadline Date]

Dear [Client Name],

Thank you for partnering with USA Entertainment Ventures LLC. Below is the verified proposal summary for your upcoming trip to [Destination].

TRIP SUMMARY & INVENTORY
- Primary Option: [Selected Resort / Cruise / Tour Package Name]
- Travel Dates: [Start Date] to [End Date]
- Room / Cabin Category: [Category Name & Description]
- Key Inclusions: [List itemized inclusions: e.g., Breakfast daily, Transfers, Excursions]
- Key Exclusions: [List exclusions: e.g., International airfare, Personal gratuities, Resort fee payable on-site]

FINANCIAL & PAYMENT SCHEDULE
- Total Package Price: $[Amount] USD (Includes estimated taxes and port fees)
- Deposit Amount Due: $[Amount] USD
- Deposit Refundability: [Refundable until Date / Non-Refundable]
- Final Payment Deadline: [Exact Date]

IMPORTANT DECISION DEADLINE
Supplier pricing and inventory holds are guaranteed only until [Time, Date]. To authorize this booking and lock in this rate, please review the attached booking confirmation document, verify that all traveler legal names match your passports/IDs exactly, and approve the payment authorization form.

Next Step: Reply to this message confirming your approval of these terms or submit the authorization link here: [Link]

Sincerely,

[Advisor Name]
Travel Advisor | USA Entertainment Ventures LLC
[Contact Information]

[bookmark: _35iie1i3zlme]Section 6: CRM Confirmation Recordkeeping & Travel Dakdan Protocols
[bookmark: _oggaoqf96tqr]6.1 Travel Dakdan Operating Environment
Travel Dakdan (GoHighLevel subaccount) serves as the agency's primary CRM and operational system. To preserve system integrity and reporting accuracy, advisors must maintain a strict operational separation between the  Student Lifecycle  (training, assessments, credentials) and the  Traveler Reservation Pipeline  (client opportunities, quotes, bookings, and revenue).
                      TRAVEL DAKDAN CRM OPERATING SYSTEM
                                      │
         ┌────────────────────────────┴────────────────────────────┐
         │                                                         │
         ▼                                                         ▼
┌────────────────────────────────┐       ┌────────────────────────────────┐
│   STUDENT LIFECYCLE PIPELINE   │       │   TRAVELER RESERVATION PIPELINE│
├────────────────────────────────┤       ├────────────────────────────────┤
│ • Applied / Onboarding         │       │ • New Travel Lead              │
│ • Academy Week 1 & Week 2      │       │ • Discovery Scheduled/Complete │
│ • Certified Apprentice         │       │ • Research & Verification      │
│ • Production & Capstone        │       │ • Proposal Sent / Follow-Up    │
│ • Credential Level Tracking    │       │ • Deposit / Booking Authorized │
│                                │       │ • Booked / Pre-Travel Service  │
│                                │       │ • Post-Travel & Referrals      │
└────────────────────────────────┘       └────────────────────────────────┘

[bookmark: _dioentcfysz5]6.2 Mandatory Confirmation Fields
When recording a mock or live supplier confirmation in Travel Dakdan, advisors must complete every required field accurately. Missing required fields will fail the Day 7 CRM gate.
┌────────────────────────────────────────────────────────────────────────┐
│                  TRAVEL DAKDAN CRM RECORDKEEPING AUDIT                 │
├────────────────────────────────────────────────────────────────────────┤
│ Client Contact Record:                                                 │
│ [ ] First / Last Name (Clean formatting, zero duplicates)              │
│ [ ] Valid Email & Mobile Phone Number                                  │
│ [ ] Tagging Applied (e.g., travel_cert_safari, lead source)            │
│                                                                        │
│ Opportunity Pipeline Details:                                          │
│ [ ] Opportunity Stage Updated (e.g., "Booked")                         │
│ [ ] Supplier Name & Product Type Recorded                              │
│ [ ] Supplier Confirmation Number / PNR Entered                         │
│ [ ] Gross Travel Value (GTV) & Commission Estimate Captured            │
│ [ ] Deposit Paid Amount & Final Payment Due Date Logged                │
│ [ ] Cancellation Schedule & Terms Summary Attached                     │
│ [ ] Mandatory Task Created: Assigned Next Action + Specific Due Date    │
└────────────────────────────────────────────────────────────────────────┘

CRM Field Category,Required Entry Data Points
Contact Record,"Primary traveler legal name, cell phone, email, residential address, emergency contact, travel tags (e.g., travel_cert_luxury, lead_source_referral)."
Opportunity Record,"Opportunity Name (Client Last Name - Supplier - Destination), Correct Pipeline Stage (e.g., Booked), Opportunity Value ($ Gross Travel Value)."
Confirmation Data,"Supplier name, supplier confirmation number/PNR, main product booked, check-in/departure date, check-out/return date."
Financial Tracking,"Total gross package price, deposit paid amount, deposit date, final payment due date, estimated commission amount."
Document Attachments,"Supplier invoice/confirmation PDF, client-signed quote approval, written payment authorization, itinerary summary."
Task Hygiene,"Every open record must have at least one active, assigned task detailing the  Next Action  and a specific  Due Date  (e.g., ""Verify final payment processing - Due Oct 12"")."
[bookmark: _31jv4sjru5ls]6.3 CRM Data Quality & Audit Standards
· No Cryptic Notes:  Notes must be factual, structured, clear, and timestamped. Include exact supplier terms, deposit refundability rules, and change policies.
· Zero Credential Leakage:  Confirm that no credit card numbers, CVVs, supplier system passwords, or personal identity secrets are pasted into plain-text CRM notes or file attachments.
· Status Integrity:  Never advance a pipeline record to Booked without a confirmed supplier confirmation number and documented payment transaction.
[bookmark: _49m42s52vceq]Section 7: Day 6 Practical Labs, Self-Review & Verification
[bookmark: _v4wkc28xg8ez]7.1 Practical Lab Execution Workflows
┌────────────────────────────────────────────────────────────────────────┐
│                       DAY 6 PRACTICAL LAB STEPS                        │
├────────────────────────────────────────────────────────────────────────┤
│ Lab 1: Supplier Lookup Exercises                                       │
│ └── Locate 3 approved suppliers on USAEV roster; query portal details. │
│                                                                        │
│ Lab 2: Booking-Readiness Checklist                                     │
│ └── Build a full checklist for a multi-traveler specialty scenario.     │
│                                                                        │
│ Lab 3: Supplier Communication Drafting                                 │
│ └── Draft 1 supplier hold inquiry + 1 client itinerary/terms summary.  │
│                                                                        │
│ Lab 4: Mock Confirmation Logging in CRM                                │
│ └── Enter complete mock booking details in Travel Dakdan CRM log.      │
└────────────────────────────────────────────────────────────────────────┘

[bookmark: _jn1ok7i9guhe]Lab 1: Supplier Lookup Exercises
1. Access the current USAEV/CCRA roster in Google Drive.
2. Select three distinct travel categories (e.g., one Ocean Cruise line, one Tour Operator, one Specialty Program).
3. Query each approved portal to identify contact details, booking instructions, and deposit requirements for a sample itinerary.
[bookmark: _tnz5l6p7v1zg]Lab 2: Booking-Readiness Checklist Creation
1. Review a complex client scenario (e.g., a family booking a Zoo Media Safari or a group booking a Grow Ministry Faith trip).
2. Compile a complete booking-readiness package, listing every required passport, medical/mobility, dietary, rooming, and payment authorization data point needed before requesting locks.
[bookmark: _8koyf6ulq75p]Lab 3: Supplier & Client Communication Drafting
1. Draft a formal supplier inquiry seeking a 24-hour space option hold for a specific itinerary using  Template A .
2. Draft a comprehensive client proposal summary and terms disclosure using  Template D .
[bookmark: _97hi3d7pa47v]Lab 4: Mock Confirmation Logging
1. Take a sample supplier confirmation output.
2. Log into the Travel Dakdan training environment.
3. Create or update the traveler contact and opportunity records, input all mandatory confirmation fields, attach the mock documentation, and set the next follow-up task.
[bookmark: _oa9z4p6pd5zx]7.2 Pre-Recommendation & Pre-Booking Self-Review
Advisors must complete this self-review audit before submitting any final quote, client summary, or booking authorization:
┌────────────────────────────────────────────────────────────────────────┐
│                ADVISOR PRE-RECOMMENDATION SELF-REVIEW                  │
├────────────────────────────────────────────────────────────────────────┤
│ [ ] FACT CHECK: Did I independently verify live supplier facts, rates,  │
│     and terms instead of relying solely on unverified SI output?      │
│                                                                        │
│ [ ] LOGISTICS AUDIT: Have I cross-checked dates, transfer buffers,     │
│     check-in/check-out times, and legal traveler names?               │
│                                                                        │
│ [ ] DISCLOSURE CHECK: Are all inclusions, exclusions, deposit due      │
│     dates, final payment deadlines, and cancellation penalties explicitly │
│     documented for the client?                                         │
│                                                                        │
│ [ ] SECURITY COMPLIANCE: Have I ensured zero supplier passwords or     │
│     restricted card details are present in CRM notes or SI prompts?    │
│                                                                        │
│ [ ] COMPLIANCE CLEARANCE: Did I confirm that state compliance and      │
│     selling requirements are clear before authorizing the sale?       │
│                                                                        │
│ [ ] CRM TASK HYGIENE: Is the Travel Dakdan opportunity record updated  │
│     with a clear Next Action and assigned Due Date?                    │
└────────────────────────────────────────────────────────────────────────┘

[bookmark: _1sjy1t2s47jl]7.3 Day 6 Remediation & Signoff Protocol
· Evaluation Score Requirement:  The Day 6 practical evaluation requires a successful pass on all lab deliverables and a  100% score on the credential security check .
· Remediation Event Trigger:  Copying restricted supplier credentials, passwords, or plain-text payment card data into CRM notes, training files, or SI prompts results in an immediate failure.
· Remediation Workflow:  Upon a critical compliance or security miss, the advisor pauses progression, completes a targeted remediation exercise on data protection protocols, re-executes the lab exercise, and receives supervisor signoff before advancing to Day 7 (Travel Dakdan Operations).

