[bookmark: _v2qq0j6a48hd]Day 7 Study Guide and System Operations Manual: Travel Dakdan GoHighLevel Operations
This document serves as the official study guide and system operations manual for  Day 7: Travel Dakdan GoHighLevel Operations  within the USA Entertainment Ventures LLC (USAEV) Travel Advisor Certification and Apprenticeship Program.The objective of Day 7 is to master the operational mechanics of the Travel Dakdan GoHighLevel (GHL) CRM platform. Advisors and system administrators must understand contact hygiene, specialized student lifecycle tracking fields, workflow automation logic, the absolute separation of training lifecycles from traveler reservation pipelines, and strict data-entry quality assurance (QA) standards.
[bookmark: _3698ynce6tvc]1. System Architecture & Operating Principles
[bookmark: _nrz47oay6u3y]Brand and Entity Hierarchy
· Legal and Operating Brand:  USA Entertainment Ventures LLC (USAEV) is the legal, licensing, and umbrella operating entity.
· Specialty Marketing Channels:  Brands such as Zoo Media (Safari / Aquatic), Dream Spas (Luxury & Wellness), Grow Ministry (Faith-Based / Missionary), Ride Fear Free (Motorcycle Adventure), Sports Media (Sports / Team Charter), and Fanz (Esports) function as programs and marketing verticals beneath USAEV.
· Core Operating System:   Travel Dakdan  is the designated GoHighLevel subaccount operating platform used for managing recruitment, student tracking, traveler contacts, pipelines, automated communication sequences, tasks, and production performance.
[bookmark: _64wf9ixr28az]Fundamental Segregation Rule
A core rule of the system is the  strict separation of the Student Training Lifecycle from the Traveler Reservation Pipeline . Student candidates and active clients have fundamentally different status requirements, legal/compliance considerations, automation triggers, reporting structures, and communication workflows. Conflating student records with traveler booking pipelines creates operational failures and compliance breaches.
[bookmark: _6we82gnjr1uw]2. Contact Hygiene & Data Integrity Standards
System performance depends on clean, uncorrupted contact records. Standard contact hygiene protocols apply to every record created within Travel Dakdan.
[bookmark: _avb3n9mk5wau]2.1 Core Contact Information Requirements
Every contact record entered into Travel Dakdan must contain fully populated core contact fields:
· Full Name:  Proper capitalization (First Name, Last Name).
· Primary Email Address:  Validated, active email.
· Primary Phone Number:  Formatted phone contact.
· Lead Source / Recruitment Channel:  Clear attribution tag or field entry identifying how the contact entered the ecosystem.
· Consent Status:  Explicit record of communication consent for email and SMS outreach.
· Segmentation Tags:  Category tags defining the record type (e.g., student candidate segment vs. traveler lead vertical).
[bookmark: _4yw20qbbvkn1]2.2 Duplication & Conflict Rules
· Single Record Standard:  A contact must never exist as duplicate records within the system.
· Conflict Resolution:  If an individual is both a student/advisor and a traveler, their identity resides in one master contact record, while their distinct activities are tracked across separate pipelines (e.g., Student Lifecycle Pipeline vs. Traveler Opportunity Pipeline).
· Timestamps and Notes:  All client or student interactions—including discovery calls, support logs, and follow-ups—must be logged in the contact activity feed with explicit notes, accurate timestamps, attachments, and a defined next action.
[bookmark: _hc7eiiobgfcm]3. Dedicated Student Lifecycle Custom Fields & Tagging Architecture
To manage advisor candidates from initial recruitment through academy training, apprenticeship, and active production, Travel Dakdan utilizes custom field sets and tag structures.
[bookmark: _nvnktgjzmh0u]3.1 Required Student Lifecycle Custom Fields
Field Name,Description / Operational Use
Travel Program Track,Tracks the specific recruitment or career program type.
Travel Recruitment Channel,Source attribution for candidate intake.
Travel Program Status,"Human-readable lifecycle status (e.g., Applied, Screening, Accepted)."
Travel Academy Start Date,Assigned cohort start date for Days 1–10.
Travel Apprentice Start Date,Formal start date for Weeks 3–12 supervised apprenticeship.
Travel Current Week,Numerical progress tracker (Weeks 1 through 12).
Travel Foundations Exam Score,Recorded percentage score for the Day 5 exam (Minimum 85% required).
Travel Compliance Exam Score,Recorded percentage score for the Day 9 compliance exam (Minimum 90% required).
Travel Final Capstone Score,Final capstone assessment score at graduation.
Travel Credential Level,"Official qualification tier:  Foundations ,  Certified Apprentice , or  USAEV Certified Travel Advisor ."
Travel Supplier Practicals Complete,Tracks completion of mandatory supplierlookup and portal exercises.
Travel Client Discovery Count,Cumulative count of completed discovery sessions (Minimum 10 for graduation).
Travel Quotes Count,Cumulative count of completed client quotes (Minimum 10 for graduation).
Travel Itineraries Count,Cumulative count of completed client itineraries (Minimum 5 for graduation).
Travel Supervised Bookings Count,Cumulative count of completed/supervised bookings (Minimum 3 for graduation).
Travel Compliance Clearance,Boolean / Status tracking full compliance authorization.
Travel TRUE Agency Assignment Status,Agency alignment and host/network assignment tracking.
Travel State Compliance Status,State seller-of-travel regulatory check status.
Travel Specialization,Selected primary specialty track.
Travel Production Log URL,Secure link to the student’s external/application production log.
[bookmark: _1tsajzjqko7p]3.2 Production & Advisor Field Tracking
For active advisors progressing through the career ladder, Travel Dakdan tracks ongoing production metrics:
· Identity Tracking:  USAEV Travel Agent ID, ID Card Status, Advisor Status.
· Certification Dates:  Core Certification Date, Sales Certification Status and Date, Last Training Date.
· Production Financials:  Annual Sales, Bookings, Gross Travel Value, Commission Generated, Average Booking Value.
· Sales Efficiency:  Lead-to-Quote Rate, Quote-to-Booking Rate, Repeat Customers, Referrals.
[bookmark: _vywgmy3widvx]3.3 System Specialty Endorsement Tags
When an advisor successfully completes a specialty endorsement module and passes both the scenario evaluation and compliance gate, automation applies the corresponding system tag:
· travel_sales_certified (Applied upon passing the core 10-day sales academy)
· travel_cert_safari (Zoo Media Safari Travel Specialist)
· travel_cert_aquatic (Zoo Media Aquatic Adventures Specialist)
· travel_cert_luxury (Dream Spas Luxury & Wellness Travel Specialist)
· travel_cert_faith (Grow Ministry Faith-Based Travel Specialist)
· travel_cert_mission (Grow Ministry / USAEV Missionary Travel Specialist)
· travel_cert_cruise (USAEV Cruise Travel Specialist)
· travel_cert_motorcycle (Ride Fear Free Motorcycle Adventure Travel Specialist)
· travel_cert_sports (Sports Media / USAEV Sports Travel Specialist)
· travel_cert_charter (Sports Media Charter / USAEV Team Charter Specialist)
· travel_cert_esports (Fanz / Esports Ecosystem Specialist)
· travel_cert_medical (Sports Medical / USAEV Medical & Recovery Travel Specialist)
· travel_cert_corporate (USAEV Corporate & Group Travel Specialist)
[bookmark: _9z81tlmlafn]4. Pipeline Architecture: Recruitment vs. Traveler Reservations
Travel Dakdan operates two separate pipeline structures to prevent operational cross-contamination.
[bookmark: _ybb067kdp4bg]4.1 Recruitment and Student Lifecycle Pipeline
The recruitment pipeline manages individuals seeking entry into the USAEV academy and apprenticeship system. Target recruitment segments include college/university interns, military transition participants, veterans, military spouses, students/recent graduates, career changers, stay-at-home parents, retirees, athletes/esports participants, influencers/creators, hospitality workers, and independent travel advisors.
[bookmark: _tdblpfgkvi0d]Dedicated Lifecycle Stages
[Applied] ➔ [Screening] ➔ [Accepted] ➔ [Onboarding] ➔ [Academy Week 1] ➔ [Academy Week 2] ➔ [Certified Apprentice] ➔ [Production Weeks 3-6] ➔ [Production Weeks 7-10] ➔ [Final Capstone] ➔ [USAEV Certified] ➔ [Production] ➔ [Media Cross-Training]

1. Applied:  New candidate application received via dedicated recruitment landing page.
2. Screening:  Candidate eligibility, fit review, and screening interview in progress.
3. Accepted:  Candidate approved for enrollment following screening.
4. Onboarding:  USAEV agreement executed, orientation complete, platform access granted.
5. Academy Week 1:  Learner actively completing Days 1–5 Foundations curriculum.
6. Academy Week 2:  Learner actively completing Days 6–10 Operations, Sales, and Certification curriculum.
7. Certified Apprentice:  Learner has passed the Day 10 certification challenge; credential issued.
8. Production Weeks 3–6:  Apprentice engaging in supervised practical shadow workflows and quote construction.
9. Production Weeks 7–10:  Apprentice conducting advanced client discoveries, group proposals, and specialized marketing.
10. Final Capstone:  Execution and evaluation of the final capstone project and production audit.
11. USAEV Certified:  Program graduate; supervisor signoff and compliance clearance achieved.
12. Production:  Fully authorized active advisor engaged in independent client production.
13. Media Cross-Training:  Optional secondary track enrollment following core travel graduation.
[bookmark: _94ie3wccuhdr]4.2 Traveler Reservation Pipeline
The Traveler Reservation Pipeline tracks live travel client opportunities from initial lead capture through post-trip retention.
[bookmark: _qbextytpdnbi]The 16 Recommended Sales Pipeline Stages
Stage #,Stage Name,Operational Focus
1,New Travel Lead,Unqualified lead intake categorized by specialty vertical tag.
2,Discovery Scheduled,Consultation call set; pre-brief sent.
3,Discovery Complete,"Purpose, budget, dates, constraints, and traveler priorities documented in notes."
4,Research / Supplier Verification,Advisor researching live supplier options; verifying terms and availability.
5,Proposal In Development,Constructing primary and alternative itineraries/quotes.
6,Proposal Sent,"Client proposal delivered; inclusions, exclusions, and deadlines clearly stated."
7,Follow-Up,Systematic execution of follow-up cadence; addressing client questions.
8,Decision Pending,Client reviewing final options; monitoring supplier hold deadlines.
9,Deposit / Booking Authorization,Client authorization collected; deposit processing initiated via approved channels.
10,Booked,Confirmation numbers logged in CRM; deposit/final payment dates set.
11,Pre-Travel Service,"Document delivery, travel protection review, itinerary finalization."
12,Traveling,Active trip monitoring; support escalation ready.
13,Post-Travel Follow-Up,Welcome home outreach; client experience review.
14,Review Requested,Requesting formal client testimonial/review.
15,Referral Requested,Specialty-specific referral request initiated.
16,Repeat / Reactivation,Annual trip planning or secondary specialty cross-sell sequence initiated.
[bookmark: _s3k2t4ubzp5p]5. Automated Follow-Up Cadences & Workflow Logic
Automations in Travel Dakdan handle administrative workflows, student progression alerts, and client conversion sequences without sacrificing quality control.
[bookmark: _xitx86sdabn7]5.1 Student Lifecycle Workflows
· Recruitment Intake Workflow:  Application submission triggers source tag attribution, auto-confirmation email/SMS, screening task creation, and pipeline placement into  Applied .
· Screening & Acceptance Workflow:  Completing the screening form triggers an accept/decline decision step. Acceptance updates status to  Accepted/Onboarding  and dispatches agreement documentation.
· Academy Day 1–10 Curriculum Workflow:  Automates daily pre-brief communications, lesson links, diagnostic quiz delivery, missing-assignment alerts, and score tracking.
· Foundations Gate Automation:  Upon entering the Day 5 exam score, if Travel Foundations Exam Score  $\ge 85\%$ , student automatically advances to  Academy Week 2 . If  $< 85\%$ , student is routed to a remediation workflow.
· Compliance Gate Automation:  Evaluates the Day 9 compliance exam score. Requires a minimum score of  $90\%$  overall  and   $100\%$  on critical compliance items to authorize advancement to the Day 10 Certification Challenge.
· Certified Apprentice Trigger:  Passing Day 10 updates Travel Credential Level to  Certified Apprentice , issues the digital certificate trigger, updates status to  Weeks 3–12 Apprenticeship , and notifies the assigned supervisor.
· Graduation Audit Automation:  Verifies completion of all production minimums (10 discoveries, 10 quotes, 5 itineraries, 3 supervised bookings, 25 clean GHL records, compliance clearance). Capstone pass + supervisor signoff moves contact to  USAEV Certified .
· Advisor Activation:  Checks state compliance status and TRUE agency assignment before updating status to authorized active  Production .
[bookmark: _8r8f4z9u3g0b]5.2 Client Conversion & Service Automation Logic
· Next Action Mandate:  Every open opportunity in the traveler reservation pipeline  must  have an active task and assigned next action with a due date.
· Stale Proposal Rules:  If a proposal remains in  Proposal Sent  or  Decision Pending  without activity, automated follow-up reminders trigger for the advisor, and structured follow-up messages are sent to the client without aggressive or high-pressure tactics.
· Post-Booking Service Progression:  Authorizing a deposit automatically transitions the client record from  Deposit / Booking Authorization  to  Booked , creates task reminders for final payment deadlines, schedules pre-trip document delivery, and queues the  Post-Travel Follow-Up  sequence.
[bookmark: _vocnt01g2gcb]6. Data Entry Quality Assurance Standards & Practical Assessment
Data entry quality directly affects compliance, revenue reporting, and client satisfaction. Day 7 requires students to demonstrate flawless data entry discipline.
[bookmark: _yioqe356btfu]6.1 CRM Practical Assessment Gate
To pass Day 7, learners must complete the CRM Practical Assessment with a  minimum score of 90%  and  zero missing required fields  on the final evaluation exercise.
[bookmark: _8lh7juffmu6m]6.2 CRM Evaluation Rubric
Evaluators grade student CRM practical performance across seven criteria on a 0 to 3 scale (0 = Missing, 1 = Weak, 2 = Competent, 3 = Strong):| Rubric Criterion | Scoring Standard (Level 3 - Strong) || ------ | ------ || Correct Lifecycle | Record is placed in the exact pipeline and stage reflecting real-world status without mixing student and traveler pipelines. || Required Fields | 100% of required custom fields (contact info, program track, lead source, score fields, dates) are populated correctly. || Clear Notes | Detailed, structured interaction notes logged with proper capitalization, professional language, clear context, and client preferences. || Tasks and Due Dates | Every open file has a specific, actionable task assigned with a logical due date and time. || Source Attribution | Lead source and campaign tags accurately identified and populated. || Attachments / Links | External quote documents, itineraries, or production log links attached or correctly hyperlinked to the record. || No Duplicates | Zero duplicate contact records or conflicting pipeline entries created. |
[bookmark: _rcmqghjr9z2k]6.3 Pre-Submission Advisor Self-Review Checklist
Before saving any record or presenting a quote recommendation, advisors must verify the following:
1. Contact name, email, phone, and communication consent are verified and correctly formatted.
2. Source attribution tag is accurately attached.
3. Student tracking fields vs. traveler opportunity fields are placed in their respective locations.
4. Interaction notes include traveler preferences, constraints, budget, and decision deadlines.
5. All supplier terms, inclusions, exclusions, and payment deadlines noted in the CRM match live supplier documentation.
6. A clear next task with a assigned due date is scheduled in the system.
[bookmark: _tqsfi937vs6y]6.4 Critical Security, Privacy, and Compliance Guardrails
· No Exposed Payment/Personal Credentials:  Credit card numbers, sensitive banking credentials, or full unencrypted payment details must never be typed into public notes, general text fields, or unapproved AI/SI systems.
· No Restricted Supplier Passwords:  Agency supplier portal passwords, restricted agent credentials, or host agency logins must never be stored inside contact notes or training exports.
· Public Verification Page Privacy:  The QR code behind the internal USAEV Travel Advisor ID resolves strictly to public credential status (e.g., certification level, active endorsements, issue date). It  must never  expose private compensation figures, internal notes, sensitive personal data, or supplier access details.
· Third-Party Credential Guardrail:  Internal USAEV credentials and GHL certification statuses represent company competency milestones. They must never be represented to clients as state seller-of-travel registrations, government licenses, or third-party industry credentials (e.g., IATA, CLIA, TRUE) unless those credentials have separately been earned, verified, and documented in the compliance module.

