[bookmark: _c0dzw6v8732x]USAEV Core Travel Sales Academy Day 9: CRM Systems and Pipeline Automation Study Guide & Operations Manual
[bookmark: _rtuvqzutjzee]Section 1: System Architecture & Subaccount Governance
[bookmark: _s4tnwbjuqlm6]Brand Hierarchy & Operating Infrastructure
USA Entertainment Ventures LLC (USAEV) operates as the legal, licensing, and primary operating entity. All specialty travel brands—including Zoo Media (Safari Travel, Aquatic Adventures), Dream Spas (Luxury & Wellness), Grow Ministry (Faith-Based, Missionary Travel), Ride Fear Free (Motorcycle Adventure Travel), Sports Media (Sports Travel, Team Charter), Fanz (Esports & Team Travel), and Sports Medical (Medical & Recovery Travel Logistics)—are specialized programs and marketing channels structured beneath USAEV.Travel Dakdan GoHighLevel (GHL) serves as the central revenue operating system and candidate management subaccount for the USAEV ecosystem.
                  +-------------------------------------------------------+
                  |            USA ENTERTAINMENT VENTURES LLC             |
                  |         (Legal, Licensing & Operating Entity)          |
                  +-------------------------------------------------------+
                                              |
                   +--------------------------+--------------------------+
                   |                                                     |
+------------------------------------+                 +-----------------------------------+
|     TRAVEL DAKDAN GOHIGHLEVEL      |                 |    SPECIALTY MARKETING CHANNELS   |
|     (CRM / Operating System)       |                 | (Zoo Media, Dream Spas, Grow      |
+------------------------------------+                 |  Ministry, Sports Media, etc.)    |
                   |                                   +-----------------------------------+
       +-----------+-----------+
       |                       |
+--------------+       +---------------+
|   STUDENT    |       |   TRAVELER    |
|  LIFECYCLE   |       |    BOOKING    |
|   PIPELINE   |       |   PIPELINE    |
+--------------+       +---------------+

[bookmark: _2bdd41lpvph4]Architectural Separation Principle
To ensure operational efficiency, proper automation triggers, accurate reporting, and regulatory compliance, Travel Dakdan enforces a strict separation between student/advisor lifecycle pipelines and traveler reservation/booking pipelines:
1. Student / Advisor Lifecycle:  Tracks candidate recruitment, screening, academy day-to-day progression, assessment gates, certification status, and 10-week apprenticeship milestones.
2. Traveler Reservation Pipeline:  Tracks client discovery, itinerary quoting, supplier verification, deposit collection, booking execution, pre-trip service, post-trip follow-up, and retention/referral loops.Under no circumstances may student status updates or training automated workflows cross-pollinate with client booking automation sequences.
[bookmark: _di6i0mmfvvrv]Section 2: Contact Schema & Custom Field Mapping
To ensure accurate reporting, automated pipeline movement, and performance tracking across both advisor production and traveler profiles, Travel Dakdan utilizes standardized custom contact fields and a unified tag taxonomy.
[bookmark: _kfzgdjw0vfgt]Advisor & Student Lifecycle Custom Fields
Custom Field Name,Data Type,Operational Purpose
Travel Program Track,Text / Dropdown,"Identifies recruitment/career track (e.g., Intern, Veteran, Career Changer)."
Travel Recruitment Channel,Text / Dropdown,Tracks lead source attribution for recruitment analytics.
Travel Program Status,Text / Dropdown,"Human-readable status (e.g., Applied, Screening, Onboarding, Academy, Apprentice, Certified)."
Travel Academy Start Date,Date,Cohort start date for Academy Day 1.
Travel Apprentice Start Date,Date,Official start date for the 10-Week Supervised Apprenticeship.
Travel Current Week,Single Select / Num,Tracks weekly progression throughout the 12-week roadmap.
Travel Foundations Exam Score,Percentage / Num,Recorded score for the Day 5 Foundations Exam (85% pass threshold).
Travel Compliance Exam Score,Percentage / Num,Recorded score for the Day 9 Compliance Exam (90% overall / 100% critical items threshold).
Travel Final Capstone Score,Percentage / Num,Final score for the Day 10 Sales Certification Challenge / Capstone.
Travel Credential Level,Dropdown,"Status level: Foundations Certificate, Certified Apprentice, Certified Travel Advisor."
Travel Supplier Practicals Complete,Checkbox / Multi,Identifies verified completion of mandatory supplier lookup exercises.
Travel Client Discovery Count,Number,Production log counter for client discovery interviews (Minimum 10 for graduation).
Travel Quotes Count,Number,Production log counter for completed quotes (Minimum 10 for graduation).
Travel Itineraries Count,Number,Production log counter for complete itineraries built (Minimum 5 for graduation).
Travel Supervised Bookings Count,Number,Counter for actual or supervised client bookings (Minimum 3 for graduation).
Travel Compliance Clearance,Boolean (Yes/No),Operational authorization gate indicating 100% compliance verification.
Travel TRUE Agency Assignment Status,Dropdown,Identifies agency structure tracking and credentialing status.
Travel State Compliance Status,Dropdown,Status of seller-of-travel registration and state compliance checks.
Travel Specialization,Multi-Select,Indicates completed specialty track endorsements.
Travel Production Log URL,URL Link,Link to external/application detailed coursework log or repository.
[bookmark: _ovw69jsf7su1]Advisor Production & Performance Tracking Custom Fields
Custom Field Name,Data Type,Operational Purpose
USAEV Travel Agent ID,Text,"Unique internal credential identifier (e.g., USAEV-TA-000001)."
ID Card Status,Dropdown,"Active credential status: Apprentice, Active, Suspended, Inactive, Expired."
Core Certification Date,Date,Date Phase 1 Core Certification was achieved.
Sales Certification Status and Date,Text / Date,Phase 2 Sales Certification completion record.
Specialties Completed,Multi-Select,List of earned specialty endorsements (1-12).
Current Specialty Training,Dropdown,Active specialty module currently being completed.
Last Training Date,Date,Timestamp of most recent practical or training exercise.
Advisor Status,Dropdown,"Operational status (Active, Inactive, Suspended)."
Annual Sales,Currency,Cumulative booked volume within the current calendar year.
Bookings,Number,Total number of client travel bookings executed.
Gross Travel Value (GTV),Currency,Total dollar value of all travel products booked.
Commission Generated,Currency,Agency and advisor earnings recorded under approved accounting rules.
Average Booking Value,Currency,GTV divided by total number of bookings.
Lead-to-Quote Rate,Percentage,Ratio of discovery sessions turned into formal proposals.
Quote-to-Booking Rate,Percentage,Ratio of sent quotes turned into confirmed bookings.
Repeat Customers,Number,Count of returning client profiles.
Referrals,Number,Count of prospective leads generated from existing clients.
[bookmark: _w1i30apks55x]Standardized Specialty Tagging Taxonomy
Travel Dakdan applies precise system tags upon completion of each specialty endorsement assessment to unlock routing capabilities and CRM segmentation:
· 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 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
· travel_sales_certified — Core Sales Academy Phase 2 Graduate
[bookmark: _f5rh98v6yjd1]Section 3: Lead Opportunity Pipeline Architecture
Travel Dakdan operates two distinct pipeline structures within GoHighLevel. Every stage requires specific data updates and next-action assignments before an opportunity can advance.
[bookmark: _ubp6bxxg83ee]1. Recommended Traveler Sales Pipeline (16 Stages)
New Travel Lead ──> Discovery Scheduled ──> Discovery Complete ──> Research / Supplier Verification
                                                                                │
Follow-Up <── Proposal Sent <── Proposal In Development <──────────────────────┘
    │
    └──> Decision Pending ──> Deposit / Booking Authorization ──> Booked ──> Pre-Travel Service
                                                                                  │
Repeat / Reactivation <── Referral Requested <── Review Requested <── Post-Travel <── Traveling

1. New Travel Lead:  Incoming prospect via form, social, referral, or manual entry. Automated response triggered; lead source captured.
2. Discovery Scheduled:  Consultation appointment booked in calendar. Pre-discovery intake questionnaire dispatched.
3. Discovery Complete:  20-minute needs analysis completed. Core preferences, budget, date flexibility, and constraints documented in contact notes.
4. Research / Supplier Verification:  Advisor matches travel request against approved USAEV/CCRA supplier roster. Live availability, pricing, terms, and entry rules verified.
5. Proposal In Development:  Itinerary architecture finalized. Good/Better/Best options or primary/alternative options constructed with separated base rates, taxes, and fees.
6. Proposal Sent:  Interactive proposal or formal quote document delivered to traveler. Expiration date and supplier price lock constraints explicitly logged.
7. Follow-Up:  Active cadence initiated (7-touch follow-up sequence). Follow-up tasks assigned to advisor with explicit due dates.
8. Decision Pending:  Traveler reviewing proposal; resolving specific objections (price, timing, DIY comparison). Stale alert active if inactive > 48 hours.
9. Deposit / Booking Authorization:  Traveler accepts quote. Deposit terms, cancellation schedule acknowledgment, and traveler legal names collected via secure compliance forms.
10. Booked:  Booking executed in official supplier portal. Supplier confirmation number, payment dates, and final balance deadline recorded in CRM production log.
11. Pre-Travel Service:  Pre-trip itinerary packet, document checks (passports, visas, health forms), and concierge add-ons (transfers, dining, tours) managed.
12. Traveling:  Client currently in transit or at destination. Emergency support protocols on standby; active trip monitoring.
13. Post-Travel Follow-Up:  Client returns home. Welcome home touchpoint executed within 24-48 hours to assess trip satisfaction and resolve service issues.
14. Review Requested:  Satisfaction confirmed. Automated request sent for public review, testimonial, or detailed feedback.
15. Referral Requested:  Targeted referral request sent to satisfied client, framed around the specific specialty program experienced.
16. Repeat / Reactivation:  Client profile tagged for long-term nurture; re-engagement sequence scheduled for next trip planning cycle (6-12 months out).
[bookmark: _kxakjfbj8p38]2. Student / Advisor Lifecycle Pipeline
Applied ──> Screening ──> Accepted ──> Onboarding ──> Academy Week 1 ──> Academy Week 2
                                                                                │
Production Wk 7-10 <── Production Wk 3-6 <── Certified Apprentice <─────────────┘
    │
    └──> Final Capstone ──> USAEV Certified ──> Production ──> Media Cross-Training

1. Applied:  Candidate application received from recruitment landing page.
2. Screening:  Eligibility, fit, and program track review. Task assigned for screening call.
3. Accepted:  Candidate approved for enrollment. Formal acceptance decision logged.
4. Onboarding:  Student agreement signed, orientation scheduled, GHL user credentials provisioned.
5. Academy Week 1:  Days 1-5 Foundations sprint. Active daily quiz logging and Foundations Exam monitoring.
6. Academy Week 2:  Days 6-10 Operations, GHL, Sales, and Compliance sprint.
7. Certified Apprentice:  Academy Days 1-10 passed; Foundations Exam (85%+) and Compliance Exam (90%/100%) cleared.
8. Production Weeks 3-6:  Supervised early production in 10-week apprenticeship. Weekly log verification.
9. Production Weeks 7-10:  Advanced production sprint. Specialty track selected and minimum production targets audited.
10. Final Capstone:  Week 12 graduation audit. Portfolio, change exercise, and full sales simulation defense.
11. USAEV Certified:  Capstone cleared; supervisor signoff recorded. USAEV Travel Advisor ID issued.
12. Production:  Active producing travel advisor authorized for independent, supervised sales.
13. Media Cross-Training:  Optional secondary track enrollment (e.g., content creation, media production).
[bookmark: _xss410hav4il]Section 4: Automated Workflow Sequences & Follow-Up Cadences
Workflows in Travel Dakdan handle communications, status transitions, and task generation based on explicit CRM triggers.
[bookmark: _ksccmjkcx5n8]System Workflow Logic Architecture
                                  GHL AUTOMATION ENGINE
                                             │
      ┌──────────────────────────────────────┼──────────────────────────────────────┐
      │                                      │                                      │
[RECRUITMENT INTAKE]                [ACADEMY PROGRESSION]                [TRAVELER SALES NURTURE]
  • Lead Capture                      • Daily Quiz Delivery                • 7-Touch Follow-Up
  • Segment Tagging                   • Exam Gate Audits                   • Stale Proposal Alerts
  • Task Assignment                   • Status Transitions                 • Pre/Post Service Sequences

[bookmark: _gdpanba3hhzm]1. Recruitment & Screening Workflow
· Trigger:  Form Submission on specialized recruitment landing page.
· Logic:  Source tag applied based on page URL -> Auto-responder confirmation email/SMS dispatched -> Internal screening task assigned to recruiter -> Pipeline stage updated to Applied.
[bookmark: _4c1zq2saii4a]2. Academy Daily Progression & Assessment Gates Workflow
· Trigger:  Daily score entry or assessment completion.
· Foundations Gate Logic:  If Day 5 Exam Score  $\ge 85\%$ , advance Travel Credential Level to "Foundations Certificate" and move stage to Academy Week 2. If Score  $< 85\%$ , trigger targeted remediation workflow.
· Compliance Gate Logic:  If Day 9 Compliance Exam Score  $\ge 90\%$  AND Critical Items Score  $= 100\%$ , mark Travel Compliance Clearance = Yes. Move to Certified Apprentice status upon Day 10 clearance. Any critical miss halts progression immediately.
[bookmark: _vlyngzruwusy]3. Standard 7-Touch Sales Follow-Up Cadence
When a proposal is delivered (Proposal Sent), Travel Dakdan executes an automated follow-up sequence to maintain momentum without applying aggressive pressure:
Day 1: Proposal Sent & SMS Confirmation
Day 2: Value Touchpoint (Inclusions & Support)
Day 4: Supplier Deadline Reminder
Day 6: Soft Touchpoint / Question Check
Day 8: Alternate Option / Budget Adjustment Check
Day 10: Final Supplier Hold / Expiration Warning
Day 12: Decision Resolution / Pipeline Archive

· Touch 1 (Day 1):  Proposal delivery email + automated SMS confirmation ("Hi Name, I just sent over your tailored itinerary quote. Let me know when you've had a chance to review!").
· Touch 2 (Day 2):  Value-framing email highlighting advisor support, coordination benefits, and verified supplier inclusions.
· Touch 3 (Day 4):  Automated task reminder for advisor to check in on specific supplier holds or rate expiration dates.
· Touch 4 (Day 6):  Gentle check-in email answering common client questions regarding payment schedules and cancellation flexibility.
· Touch 5 (Day 8):  Consultative check-in offering to adjust pacing, room categories, or components if budget adjustments are required.
· Touch 6 (Day 10):  Urgent deadline alert notifying traveler of impending supplier rate changes or deposit deadlines.
· Touch 7 (Day 12):  Final decision resolution touchpoint. If unresponsive, stage shifts to Decision Pending (Stale) and an internal task is generated to archive or re-engage.
[bookmark: _6qf7e0j0g7ra]4. Stale Opportunity Alert System
· Trigger:  Opportunity remains in Proposal Sent or Decision Pending for  $> 48$  hours without logged note, call, or email activity.
· System Action:  Sends an automated supervisor alert and generates an urgent advisor task:  "Opportunity Client Name is stale. High risk of lead decay. Execute Touchpoint or log status update."
[bookmark: _llcnjfno8jwh]Section 5: Lead Source Attribution & Segment Management
[bookmark: _lbyl3dhfksr4]Recruitment Lead Channels & Segmentation Rules
To maximize candidate quality and track acquisition efficiency, Travel Dakdan segments applicants into targeted channels. Each segment maps to customized landing pages, intake questionnaires, and nurturing logic:
1. College and University Interns / Apprentices:  Academic focus, career credit, structured learning outcomes.
2. Military Transition Participants & Veterans:  Structured operational execution, leadership background, skill translation.
3. Military Spouses:  Remote work capability, flexible scheduling, portable career building.
4. Students and Recent Graduates:  Early career development, foundational sales training.
5. Career Changers:  Transferable professional skills, business network monetization.
6. Stay-at-Home Parents:  Flexible work arrangements, community/network prospecting.
7. Retirees:  Active lifestyle, personal travel experience monetization, affinity networking.
8. Athletes and Esports Participants:  Specialized vertical expertise (Sports/Esports), team dynamics.
9. Influencers and Content Creators:  Audience monetization, media cross-training integration.
10. Hospitality Workers:  Customer service experience, service-to-sales transition.
11. Existing Independent Travel Advisors:  Agency infrastructure upgrade, host network integration, multi-specialty expansion.
[bookmark: _6uugllbpgml2]Traveler Lead Source Attribution
For client bookings, source tags must be strictly maintained in GHL contact records:
· src_personal_network — Friends, family, personal contacts.
· src_referral_client — Direct referral from a past satisfied traveler.
· src_organization_b2b — Church, corporate, school, or team partner.
· src_social_organic — Inbound lead from specialty brand social content.
· src_event_trade — Trade show, community event, or travel presentation.
· src_outbound_prospecting — Advisor-initiated outbound contact.
[bookmark: _yhemvhz2czxb]Section 6: Pipeline Hygiene, Data Quality, & Key Performance Indicators
[bookmark: _8zfx989fcr7k]Pipeline Hygiene & Data Integrity Standards
Data quality directly impacts conversion rates and compliance audits. Advisors must adhere to six non-negotiable hygiene standards:
1. Zero Blank Fields Rule:  No opportunity may move past Discovery Complete without complete contact details, budget range, travel dates, and purpose logged.
2. Mandatory Next-Action Rule:   Every open opportunity in Travel Dakdan must have an active, assigned Task with a specific due date.  An opportunity without a next action is considered abandoned.
3. Timestamped Documentation:  All phone calls, discovery notes, objection discussions, and client decisions must be logged with timestamped notes in the contact record.
4. Strict Lifecycle Isolation:  Student candidates must never be entered into traveler pipelines, and client prospects must never receive academy workflow emails.
5. No Duplicate Records:  Advisors must perform a search for existing email/phone records before creating new contact entries to prevent conflicting communication threads.
6. Verification Verification:  Notes must explicitly record the source of supplier pricing and terms (e.g.,  "Rates verified live on Royal Caribbean Espresso portal on 2026-10-04" ).
[bookmark: _9md1o9gpumc3]Core Advisor Production KPIs
             ┌──────────────────────────────────────────────┐
             │         LEAD-TO-DISCOVERY CONVERSION         │
             │   (Discovery Sessions / Qualified Leads)     │
             └──────────────────────┬───────────────────────┘
                                    │
                                    ▼
             ┌──────────────────────────────────────────────┐
             │        DISCOVERY-TO-QUOTE CONVERSION         │
             │        (Quotes / Completed Discoveries)      │
             └──────────────────────┬───────────────────────┘
                                    │
                                    ▼
             ┌──────────────────────────────────────────────┐
             │         QUOTE-TO-BOOKING CONVERSION          │
             │             (Bookings / Quotes)              │
             └──────────────────────┬───────────────────────┘
                                    │
                                    ▼
             ┌──────────────────────────────────────────────┐
             │           GROSS TRAVEL VALUE (GTV)           │
             │             & COMMISSION EARNED              │
             └──────────────────────────────────────────────┘

Metric Name,Mathematical Definition,Operational Significance
Lead-to-Discovery Rate,$\frac{\text{Completed Discovery Sessions}}{\text{Total Qualified Leads}}$,"Measures initial contact speed, prospect qualification, and outreach effectiveness."
Discovery-to-Quote Rate,$\frac{\text{Proposals Delivered}}{\text{Completed Discovery Sessions}}$,"Measures ability to translate client travel needs into viable, structured offers."
Quote-to-Booking Rate,$\frac{\text{Confirmed Bookings}}{\text{Proposals Delivered}}$,Primary sales effectiveness metric; evaluates recommendation fit and closing ability.
Gross Travel Value (GTV),$\sum (\text{Total Dollar Value of Booked Travel})$,Tracks total sales volume and scale of production.
Commission Generated,$\sum (\text{Recorded Earnings per Approved Accounting Rules})$,Revenue contribution to the agency and advisor earnings.
Average Booking Value,$\frac{\text{Gross Travel Value}}{\text{Total Bookings}}$,"Evaluates client package quality, upselling, and cross-selling leverage."
Cross-Sell Rate,$\frac{\text{Bookings with Additional Specialty Add-Ons}}{\text{Total Bookings}}$,Measures effectiveness in utilizing the USAEV cross-sell and bundling playbook.
Repeat Customer Rate,$\frac{\text{Repeat Client Bookings}}{\text{Total Served Clients}}$,"Evaluates client satisfaction, post-trip service quality, and long-term retention."
Referral Generation Rate,$\frac{\text{Referral Leads Generated}}{\text{Total Served Clients}}$,Measures client advocacy and organic pipeline expansion.
Training Coverage,$\frac{\text{Active Advisors with Current Credentials}}{\text{Total Active Advisors}}$,"Ensures risk control, ongoing compliance, and specialty capability."
[bookmark: _hseie355u9tc]Section 7: Regulatory Compliance, PCI Security, & TCPA Controls
System usage must maintain compliance with federal guidelines, state laws, and agency operational rules.
[bookmark: _raw7m2shsjia]PCI DSS & Credit Card Security Boundaries
1. Zero Sensitive Payment Credentials in CRM:  Advisors are strictly prohibited from entering full credit card numbers, CVV codes, or bank account details into GHL contact fields, custom fields, call notes, or task details.
2. No Payment Data in Synthetic Intelligence (SI) Systems:  Sensitive payment credentials, credit card details, and restricted supplier passwords must never be entered into public or unapproved SI tools.
3. Approved Payment Processing Only:  All client payments and deposits must be processed through official supplier booking portals or approved USAEV secure merchant processing forms.
[bookmark: _psg8dd1jteej]TCPA & Communication Privacy Compliance
1. Explicit Consent Capture:  Phone numbers and email addresses added to Travel Dakdan must include clear record of opt-in consent for SMS and email communications.
2. Data Minimization:  Advisors must collect only necessary travel preferences, accessibility requirements, and documentation details.
3. Public Credential Verification Boundaries:  Public QR code verification pages for the USAEV Travel Advisor ID show certification status, endorsements, issue date, and advisor status.  No personal phone numbers, home addresses, sensitive notes, compensation details, or supplier credentials may ever be exposed on public verification layers.
[bookmark: _vscl51w7rti8]Critical Compliance Rules (100% Mandatory Pass Criteria)
A violation of any critical compliance item results in an immediate halt to progression, mandatory remediation, and supervisor re-evaluation:
+-----------------------------------------------------------------------------------+
|                        CRITICAL COMPLIANCE GUARDRAILS                             |
|                                                                                   |
|  1. Never misrepresent USAEV internal certification as a government license,      |
|     state seller-of-travel registration, or third-party accreditation.            |
|  2. Verify state seller-of-travel regulations before authorizing sales activity.   |
|  3. Never store or transport unencrypted credit card data inside CRM or SI tools.  |
|  4. Do not copy restricted supplier login credentials into public/training assets. |
|  5. Explain travel insurance/protection strictly within permitted scope.           |
|  6. Document all material client disclosures, terms, and cancellation timelines.   |
+-----------------------------------------------------------------------------------+

[bookmark: _f18kyygk5pye]Section 8: Day 9 Practical Evaluation Gates & Scoring Rubrics
To clear Academy Day 9, advisors must demonstrate complete mastery of Travel Dakdan GHL operations, achieving a minimum score of  90% on the CRM Practical Evaluation  with  zero missing required fields .
[bookmark: _xgd5zz9hnp6g]Travel Dakdan Operations Assessment Standard
+-----------------------------------------------------------------------------------+
|                           DAY 9 CRM PRACTICAL GATE                                |
|                                                                                   |
|  • Threshold Required: 90% Overall Minimum                                        |
|  • Missing Required Fields Allowed: ZERO                                          |
|  • Compliance Item Requirement: 100% Mandatory Pass                               |
+-----------------------------------------------------------------------------------+

[bookmark: _gzbcehccjp52]CRM Practical Evaluation Rubric (0-3 Points Per Criterion)
Criterion,0 Points (Missing),1 Point (Weak),2 Points (Competent),3 Points (Strong)
Correct Lifecycle & Stage,Lead placed in wrong pipeline or incorrect stage.,"Pipeline correct, but lifecycle stage mismatched to actual client status.",Correct pipeline and stage; minor delay in status updating.,Flawless pipeline assignment and real-time stage precision.
Required Fields Completeness,Multiple custom fields left blank or incomplete.,Basic contact info present; key preferences or tracking fields missing.,All core fields filled; minor omissions in secondary tracking fields.,100% field population with zero missing required data points.
Clear Notes & Timestamps,No call notes or interaction logs recorded.,"Vague notes without context (e.g., ""Discussed trip"").","Clear summary of conversation, preferences, and client constraints.","Comprehensive, structured notes with timestamps, client quotes, and verified terms."
Tasks & Due Dates,No follow-up task created for open opportunity.,Task created but missing specific due date or clear action.,"Task created with date, assigned to correct advisor.","Precise, actionable task assigned with explicit due date, priority tag, and description."
Source Attribution,Lead source completely missing or untagged.,Generic source tagged without channel detail.,"Correct source tag applied (e.g., src_referral_client).","Full attribution logged including recruitment/lead source, campaign, and context."
Attachments & Links,"Quotes, itineraries, or disclosures not attached/linked.",Incomplete attachments or broken internal links.,Standard quote or proposal link attached to contact record.,"All verified supplier quotes, proposal documents, and signed disclosures linked."
No Duplicate / Conflicting Data,Duplicate contacts created or conflicting notes present.,Duplicate record exists without merged data history.,Single record maintained; minor formatting inconsistencies.,Impeccable data hygiene; clean single contact profile with synchronized history.
Compliance & Privacy Adherence,Sensitive card data or credentials entered in text notes.,Improper disclosures or ambiguous cancellation terms logged.,Compliance terms noted; privacy requirements respected.,"Flawless handling; payment rules enforced, consent logged, zero sensitive data exposed."
[bookmark: _ezwgtfaujrbo]Practical Drill Scenario: Simulated Opportunity Entry & Nurture Execution
· Task Requirements:
· Log into Travel Dakdan training subaccount.
· Create a clean, complete mock traveler contact profile (Traveler Record).
· Assign proper source attribution (src_personal_network).
· Log a complete 20-minute client discovery call with structured notes, preferences, dates, and budget constraints.
· Build a mock opportunity in the Proposal In Development stage.
· Attach a verified quote summary with clearly separated base rates, taxes, supplier deposit deadlines, and cancellation policies.
· Move stage to Proposal Sent and trigger the automated  7-Touch Sales Follow-Up Cadence .
· Generate a future follow-up Task with a specific due date.
· Audit record against the CRM Rubric to ensure 100% compliance adherence and zero blank required fields.

