[bookmark: _z8joyr747q8f]Day 9 Compliance, Client Protection and Documentation Study Guide and Field Manual
This study guide and operational field manual establishes the mandatory legal, regulatory, and documentation standards for travel advisors operating under the USA Entertainment Ventures LLC (USAEV) framework. Compliance is an absolute operational prerequisite; travel advisors must maintain strict adherence to legal boundaries, state regulations, payment security protocols, and documentation requirements across all sales and service activities.
[bookmark: _idwurom7x1np]Section 1: Institutional Legal Architecture and Regulatory Frameworks
[bookmark: _1618ewxddoc]1.1 USAEV Entity Hierarchy and Brand Positioning
· Operating Legal Entity:  USA Entertainment Ventures LLC (USAEV) is the primary legal, licensing, and operating brand.
· Specialty Channels and Programs:  Specialty travel channels—including Zoo Media (Safari Travel, Aquatic Adventures), Dream Spas (Luxury & Wellness), Grow Ministry (Faith-Based Travel, Missionary Travel), Ride Fear Free (Motorcycle Adventure Travel), Sports Media (Sports Travel, Team Charter), and Fanz (Esports & Team Travel)—operate as specialized programs and marketing channels beneath the USAEV legal structure.
· Brand Distinction:  Advisors must accurately represent USAEV as the overarching legal entity while utilizing approved specialty program branding for vertical market positioning.
[bookmark: _m88hzbw210cg]1.2 Internal Competency Credentials vs. External Regulatory Licensing
USAEV issues internal competency credentials to reflect training progression and practical mastery. Advisors must maintain clear distinction between internal credentials and external legal authorizations:
· Internal Credentials:
· Foundations Certificate  (End of Day 5)
· USAEV Certified Travel Advisor Apprentice  (End of Day 10)
· USAEV Certified Travel Advisor  (End of Week 12)
· Specialty Endorsements  (Levels 1–6 Certification Ladder)
· External and Regulatory Boundaries:
· Internal USAEV certifications are competency-based evaluations and  do not replace  state seller-of-travel registrations, state insurance licenses, supplier rules, or third-party industry accreditation credentials (e.g., TRUE, IATA, CLIA).
· Advisors are strictly prohibited from representing company-issued credentials or ID cards as government-issued licenses, seller-of-travel registrations, or external industry accreditations unless those credentials have been separately earned, verified, and assigned.
[bookmark: _e0eg21r24mun]1.3 State Seller-of-Travel (SOT) Compliance Framework
Advisors must verify state-specific seller-of-travel compliance requirements before engaging in any client solicitation or authorized booking activity.
· Multi-Jurisdictional Scope:  Compliance requirements must be audited based on both the advisor's state of residence and the state(s) in which the client resides or where selling activity occurs.
· Pre-Authorization Verification:  An advisor cannot be authorized for live sales production until state-specific regulatory obligations and TRUE/agency assignment statuses are verified and recorded in the Travel Dakdan system (Travel State Compliance Status and Travel Compliance Clearance).
[bookmark: _rajh9v1jhmq5]Section 2: Financial Security, Payment Handling, and Privacy Standards
[bookmark: _dxxwfrzh595q]2.1 Payment Processing and PCI Handling Standards
· Approved Payment Gateways:  All financial transactions must process through approved, secure payment channels and supplier-direct portals.
· Prohibited Handling:  Advisors must never collect or store full credit card numbers, CVV codes, or sensitive bank details in unapproved locations, unencrypted text documents, email threads, or general CRM notes.
· Client Authorization:  Every charge processed on a client’s payment card requires explicit, documented booking authorization, including verified trip totals, payment schedules, and deposit agreements.
[bookmark: _lsmnp6z068c1]2.2 Data Privacy and Sensitive Personal/Health Information
· Data Minimization:  Advisors must collect only the personal information strictly necessary for completing travel reservations, securing travel protection, verifying entry documentation, or fulfilling accessibility requests.
· Special Category Data Handling:
· Health and Accessibility:  When gathering mobility or health-related travel needs, capture only necessary logistical details without requesting unneeded medical histories or diagnoses.
· Minors and Educational Groups:  Protect student and minor data in strict compliance with school, university, military, and organizational privacy rules.
· Public Verification Safeguards:  Public-facing credential verification pages (accessible via USAEV ID card QR codes) must never expose sensitive personal data, private CRM notes, supplier credentials, passwords, or internal compensation structures.
[bookmark: _q62ntsvnk38u]2.3 Credential Security and Restricted Access Rules
· Supplier System Access:  Advisors must access supplier portals using approved agency credentials and procedures.
· Credential Protection:  Restricted supplier credentials, agency access codes, passwords, and booking portal logins must  never  be copied into public training content, student deliverables, shareable CRM notes, or public communications.
[bookmark: _wh8yqgalfmv4]Section 3: Scope of Practice and Operational Boundaries
[bookmark: _5rftqj7uje70]3.1 Travel Protection and Insurance Boundaries
· Authorized Scope:  Advisors are strictly limited to offering and presenting travel insurance and protection options within the authorized scope using supplier-provided or approved third-party marketing materials.
· Prohibited Representations:  Advisors must not attempt to interpret policy language, evaluate complex coverage claims, certify coverage adequacy, or provide insurance advice unless separately licensed as an insurance producer.
· Documentation Rule:  Travel protection must be formally presented and documented for every client file, capturing the client's decision to accept or decline protection.
[bookmark: _qfcy9obikl0d]3.2 Cancellation, Refund, and Deposit Recordkeeping
1. Supplier Control:  Cancellation policies, final payment deadlines, deposit structures, and refund terms are governed strictly by the verified supplier agreements.
2. Prohibited Claims:  Advisors must never state or promise cancellation, refund, or exchange rights beyond verified supplier terms.
3. Mandatory Recordkeeping:  Every quote, proposal, and booking confirmation must explicitly document:
4. Base price, taxes, and itemized fees.
5. Non-refundable deposit amounts and due dates.
6. Final payment deadlines.
7. Supplier-specific cancellation schedules and penalty tiers.
8. Expiration dates or rate-change risks associated with unconfirmed quotes.
[bookmark: _n192qd6jprm1]3.3 Advertising, Claims, and Marketing Compliance
· Factual Accuracy:  All consumer-facing marketing materials, social posts, blogs, and proposals must use accurate, supportable statements.
· Unearned Income Disclosures:  Advisors must never represent unearned, prospective, or uncertain commission income as guaranteed earnings.
· Pricing and Availability:  Advertised rates must reflect live, verified supplier availability and disclose all applicable conditions, fees, restrictions, and inclusions.
[bookmark: _56tqf35360y2]Section 4: Specialty-Specific Compliance and Risk Guardrails
Each USAEV specialty travel vertical carries specific operational boundaries and legal disclaimers. Advisors must adhere to the vertical-specific guardrails outlined below:| Specialty Vertical | Primary Program | Mandatory Compliance Guardrail & Risk Boundary || ------ | ------ | ------ || Safari Travel | Zoo Media | Verify current passport, visa, health, and entry requirements from official sources.  Never guarantee  wildlife sightings, weather conditions, or absolute safety. Position conservation responsibly. || Aquatic Adventures | Zoo Media | Do not certify  medical fitness or diving competence. Use qualified dive/marine operators. Verify certifications, age, health, and equipment requirements.  Never guarantee  marine life sightings or weather. || Luxury & Wellness | Dream Spas | Do not make medical or health outcome claims.  Verify resort inclusions, mandatory resort fees, spa terms, and cancellation policies. Avoid unsupported VIP amenity or upgrade promises. || Faith-Based Travel | Grow Ministry | Do not make theological promises  or spiritual claims. Document group deposit schedules, rooming minimums, attrition rules, and cancellation terms clearly. || Missionary Travel | Grow Ministry / USAEV | Never advise travelers to misstate travel purpose  on visa applications. Verify visa/entry rules for actual mission/humanitarian activities.  Do not provide medical advice  or guarantee emergency evacuation. || Cruise Travel | USAEV | Verify promotions, cabin availability, deposit deadlines, cancellation schedules, and port documentation.  Never promise  unconfirmed upgrades, onboard credits, or price matching. || Motorcycle Adventure | Ride Fear Free | Motorcycling involves inherent risks;  never guarantee safety . Verify rental licensing, age requirements, insurance coverage, and equipment rules. Keep training claims separate from supplier contracts. || Sports Travel | Sports Media / USAEV | Never imply unauthorized affiliation  with teams, leagues, events, or venues. Source event access only through verified, authorized channels. Use trademark and sponsorship language accurately. || Team Charter | Sports Media Charter | Never represent USAEV or the advisor as the air carrier/operator.  Sourcing must occur through properly certificated air carriers or licensed charter brokers. Confirm provider documentation before quoting. || Esports & Team Travel | Fanz / Esports | Comply with school, university, military, youth, and organizational travel policies. Protect minor/student data. Verify equipment/baggage policies with carriers. Do not imply unauthorized league affiliation. || Medical & Recovery | Sports Medical / USAEV | Provide no diagnosis, treatment recommendations, outcome claims, or medical fitness advice.  Refer all medical/travel-fitness decisions to qualified clinicians. Protect health privacy. || Corporate & Group | USAEV | Adhere to client procurement, contracting, data security, and duty-of-care requirements.  Do not promise unverified savings.  Fully document group minimums, attrition, deposits, and cancellation terms. |
[bookmark: _kna9leb5mb9o]Section 5: Synthetic Intelligence (SI) Operating Rules and Oversight
[bookmark: _9xotdyym2pv4]5.1 Core SI Guardrails and Verification Standard
Synthetic Intelligence (SI) serves as an operational assistant to accelerate research, workflow execution, comparison, drafting, and roleplay.
┌─────────────────────────────────────────────────────────────────────────┐
│                          CORE SI OPERATING RULE                         │
│                                                                         │
│  SI accelerates research and execution. The advisor remains solely     │
│  responsible for factual verification, regulatory compliance, and all   │
│  final client recommendations.                                          │
└─────────────────────────────────────────────────────────────────────────┘

· Fact-Checking Requirement:  Advisors must audit and verify all SI-generated text, pricing logic, dates, policies, and supplier details against current, live supplier source documents prior to client delivery.
· Professional Judgment:  Analytical tasks, safety determinations, client suitability matches, and final travel recommendations cannot be outsourced to SI systems.
[bookmark: _6wpiuojzn5m3]5.2 Prohibited SI Data Practices
· Credential Protection:  Advisors must  never  input restricted supplier credentials, agency portal passwords, or system API keys into unapproved or public SI tools.
· Payment & PII Restrictions:  Advisors must  never  input sensitive payment card details, bank credentials, government ID numbers, or protected medical/health details into SI systems.
[bookmark: _cr2893ga2oed]Section 6: Travel Dakdan CRM Compliance Tracking and Audit Logs
[bookmark: _a3uthr93snj6]6.1 Lifecycle Separation (Student vs. Traveler)
The Travel Dakdan GoHighLevel (GHL) system maintains a strict structural separation between student/apprentice training records and traveler reservation pipelines:
· Training Lifecycle:  Tracks recruitment, onboarding, academy progress, quiz/exam scores, credential milestones, and supervisor signoffs.
· Reservation Pipeline:  Tracks client discovery, quotes, itineraries, deposits, booking authorizations, pre-trip service, and post-trip follow-up.
· Rule:  Student training records and live client opportunity pipelines must never be combined or confused in CRM reporting.
[bookmark: _2ncym4uzyltn]6.2 Compliance Tracking Fields and Pipeline Governance
To maintain compliance clearance, the following dedicated tracking fields must be updated and audited in Travel Dakdan:
[System Tracking Architecture]
 ├── Travel Compliance Clearance (Gate Status: Passed / Pending)
 ├── Travel State Compliance Status (State Registration Verified)
 ├── Travel TRUE Agency Assignment Status (Active / Pending)
 ├── Travel Credential Level (Foundations / Apprentice / Certified)
 └── Travel Compliance Exam Score (Score % / Gate Status)

· Opportunity Governance:  Every open sales opportunity in the CRM must contain complete client discovery notes, verified quote assumptions, documented supplier source references, and a defined next task with an assigned due date.
[bookmark: _2p4q5v2pkb1o]6.3 Verification and Identification Governance (ID Cards and QR Codes)
· Card Architecture:  The internal USAEV Travel Advisor ID card (Format: USAEV-TA-000001) displays the advisor's photo, full name, agent ID, status, and QR verification code.
· QR Verification Resolution:  Scanning the QR code resolves to an advisor status verification page displaying active core certifications, sales certifications, specialty endorsements, compliance clearance status, and training refresh dates.
· Data Integrity Guardrail:  The verification record must remain completely free of sensitive personal data, internal compensation terms, CRM notes, or restricted supplier access credentials.
[bookmark: _8dorep7rhft1]Section 7: The Critical Compliance Pass Gate and Assessment Standard
[bookmark: _srp3azluz7vm]7.1 The 100% Critical Compliance Pass Gate Standard
The Day 9 compliance gate enforces a zero-tolerance policy for regulatory and client-protection failures:
· Overall Exam Score:  Minimum  90%  on the general compliance assessment.
· Critical Compliance Items:  Minimum  100%  score required on all critical compliance items.
┌─────────────────────────────────────────────────────────────────────────┐
│                      ASSESSMENT GATE THRESHOLDS                         │
│                                                                         │
│   Overall Compliance Exam: 90% Minimum                              │
│   Critical Compliance Items: 100% Mandatory Pass Gate                  │
│                                                                         │
│   *Any failure on a critical item triggers immediate remediation.*       │
└─────────────────────────────────────────────────────────────────────────┘

[bookmark: _2i20bloiswh4]7.2 The 7 Non-Negotiable Critical Compliance Items
A failure on any of the following seven items constitutes an automatic gate failure and requires immediate remediation:
1. Certification Integrity:  Do not represent internal USAEV certification as a government license, state seller-of-travel registration, or third-party industry accreditation.
2. State Authorization:  Verify state-specific compliance and regulatory requirements before authorizing any live selling activity.
3. Payment Security:  Use only approved, secure payment handling methods; never store unencrypted payment credentials or CVV numbers.
4. Credential Protection:  Do not expose restricted supplier passwords, agency portal logins, or system credentials in training outputs or public assets.
5. Term Accuracy:  Do not state or promise cancellation, refund, or exchange rights beyond verified supplier contractual terms.
6. Insurance Boundaries:  Do not sell, advise on, or interpret travel insurance beyond the authorized scope and approved supplier materials.
7. Client Documentation:  Document all material client decisions, quote assumptions, payment deadlines, disclosures, and risk acknowledgements in the client record.
[bookmark: _ng0t6xl0jqgi]7.3 Remediation Workflow and Escalation Protocol
· Immediate Progression Pause:  If a learner misses a critical compliance item during assessment or practical simulations, advancement to Day 10 (Certification Challenge) is immediately paused.
· Targeted Remediation:  The instructor/supervisor assigns targeted drills focusing specifically on the failed competency area.
· Reassessment Gate:  The learner must undergo re-evaluation and achieve 100% compliance on the critical items before receiving clearance to proceed.
[bookmark: _nyda01d3u1g6]Section 8: Field Manual Compliance Audit Checklists
[bookmark: _lz7sy13rul5x]8.1 Pre-Recommendation Self-Review Checklist
Advisors must complete this mental and operational audit prior to delivering any travel proposal or quote to a client:
·   Supplier Fact Verification:  Have all prices, inclusions, terms, and availability been verified directly against live, current supplier sources?
·   Logistical Verification:  Have travel dates, connection times, passenger names, and routing buffers been checked for conflicts?
·   Documented Terms:  Are deposit amounts, non-refundable elements, final payment due dates, and cancellation penalty schedules explicitly stated?
·   Payment Handling:  Are payment processing instructions strictly compliant with approved secure methods without unencrypted card storage?
·   Regulatory Audit:  Has the client’s state of residence been cross-referenced against seller-of-travel compliance authorization?
·   SI Output Quality Check:  Has all SI-generated content been reviewed and corrected for factual errors, tone, and unsupported claims?
·   CRM Update:  Is the next follow-up action, task, and note accurately recorded in the Travel Dakdan system?
[bookmark: _sf6ic330ezmt]8.2 Full Client File Compliance Audit Template
===========================================================================
                  USAEV CLIENT FILE COMPLIANCE AUDIT
===========================================================================

CLIENT & TRANSACTION IDENTIFICATION
---------------------------------------------------------------------------
Client/Case ID: ______________________  Advisor Name: _____________________
Primary Destination: _________________  Travel Dates: _____________________
Specialty Program Track: __________________________________________________

REGULATORY & AUTHORIZATION CHECKS
---------------------------------------------------------------------------
[ ] Client Residence State verified for SOT compliance: __________________
[ ] Advisor authorized for sales in target state(s)          (Pass / Pending)
[ ] USAEV Agency & TRUE status active                        (Pass / Pending)

DISCLOSURE & DOCUMENTATION AUDIT
---------------------------------------------------------------------------
[ ] Complete Client Discovery Log recorded in CRM            (Yes / No)
[ ] Written quote clearly separates base rate, taxes, fees   (Yes / No)
[ ] Supplier deposit and final payment deadlines documented  (Yes / No)
[ ] Verified supplier cancellation schedule provided        (Yes / No)
[ ] Travel protection formally presented and logged          (Accepted / Declined)
[ ] Passport, visa, and entry requirements disclosed         (Yes / N/A)
[ ] Specialty-specific disclaimers issued (e.g., medical,    (Yes / N/A)
    charter operator, dive fitness, motorcycle safety)

FINANCIAL & DATA SECURITY AUDIT
---------------------------------------------------------------------------
[ ] Payments processed via approved direct portals          (Yes / No)
[ ] Zero unencrypted credit card/CVV data stored in CRM/text (Verified)
[ ] Restricted supplier passwords excluded from client file   (Verified)

SUPERVISOR COMPLIANCE CLEARANCE
---------------------------------------------------------------------------
Compliance Audit Status:   [ ] APPROVED    [ ] REJECTED (Remediation Required)

Supervisor Signature: __________________________________ Date: ____________
===========================================================================


