
Standard Operating Procedure
Personalized Itinerary Planning and Activity Coordination
This SOP establishes guidelines for personalized itinerary planning and activity coordination, detailing the
process of customizing travel schedules based on client preferences, coordinating various activities and events,
managing bookings and reservations, ensuring seamless transitions between itinerary components, and providing
timely updates to clients. The goal is to enhance customer satisfaction by delivering tailored travel experiences that are
well-organized, efficient, and enjoyable.

1. Purpose
To outline effective procedures for designing and managing personalized itineraries and activities for clients, ensuring
a seamless and satisfying travel experience.

2. Scope
This SOP applies to all personnel involved in travel planning, coordination, and customer engagement.

3. Responsibilities
Travel Planners: Gather client preferences, design itineraries, and coordinate bookings.
Activity Coordinators: Manage activity scheduling and ensure all components are synchronized.
Customer Support: Provide timely updates and address client inquiries.

4. Procedure
1. Client Consultation

Gather detailed client information via questionnaire or interview (interests, budget, special
requirements, preferred activities, travel dates, etc.).
Clarify any specific needs or constraints.

2. Itinerary Design
Draft a customized travel plan incorporating client preferences and recommended experiences.
Balance activity pacing, leisure time, and logistical feasibility.

3. Activity and Reservation Coordination
Contact vendors and make bookings for accommodation, transportation, activities, dining, and
events.
Confirm all reservations and maintain a detailed schedule.
Ensure special requirements (dietary, accessibility, etc.) are communicated to providers.

4. Seamless Transition Management
Arrange transfers and buffer times between activities.
Verify address and timing details for smooth hand-offs.

5. Client Communication
Share the finalized itinerary with the client for approval.
Send timely updates regarding any changes, confirmations, or important reminders.
Provide contact information for on-trip support.

6. On-Trip Monitoring & Issue Resolution
Monitor the trip's progress remotely.
Address unforeseen issues swiftly (delays, cancellations, etc.).

7. Post-Trip Feedback Collection
Request client feedback for continuous improvement.

5. Documentation
Maintain records of client preferences, finalized itineraries, and all bookings.
Document any deviations or incidents during travel.

6. Quality Assurance
Periodically review itineraries and processes for optimization.



Incorporate feedback to enhance future client experiences.

7. Contacts and Escalation
Designate points of contact for client support and escalation protocols for urgent issues.

8. Revision History
Date: [Insert Date]
Version: 1.0
Changes: Initial release
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