Standard Operating Procedure (SOP)

Itinerary Creation with Detailed Timeline and Activity Descriptions

This SOP describes the process for itinerary creation with detailed timeline and activity descriptions, focusing on
the systematic planning and organization of events and activities. It includes defining objectives, selecting activities,
allocating time slots, and providing comprehensive descriptions to ensure clarity and smooth execution. The purpose is to
enhance travel or event experiences by delivering well-structured and informative itineraries tailored to participants'
needs.

1. Purpose

To ensure the effective creation of detailed and structured itineraries with clear timelines and activity descriptions,
enhancing the overall experience and organization of travel or events.

2. Scope

This SOP applies to all team members responsible for planning and organizing itineraries for trips, tours, events, or
programs.

3. Responsibilities

¢ Planner/Coordinator: Develops and structures the itinerary as per requirements.
¢ Supervisor/Manager: Reviews and approves the final itinerary.
¢ Participants: Reviews the itinerary and provides feedback prior to finalization, if appropriate.

4. Procedure

1. Define Objectives and Requirements
o Identify the purpose of the itinerary (e.g., tour, business trip, event).
o Gather participant details and preferences.
o Establish constraints (budget, timelines, special needs).
2. Select and Sequence Activities
o Listall possible activities/events that align with objectives.
o Prioritize activities based onimportance, relevance, and feasibility.
o Arrange activities in a logical order.
3. Allocate Time Slots
o Assign specific start and end times to each activity.
o Include buffer times for breaks, travel, or unexpected delays.
4. Draft Detailed Activity Descriptions
o Write a clear, brief description for each activity, including objectives, location, participants, and requirements.
o Mention any prerequisites, materials needed, or dress codes.
5. Review and Finalize Itinerary
o Check for conflicts, overlaps, or missing information.
o Circulate draft itinerary to relevant stakeholders for feedback (if required).
o Incorporate feedback and finalize the itinerary.
6. Distribute and Communicate
o Share the final itinerary with all participants through appropriate channels (email, print, app, etc.).
o Be available for clarification or queries.

5. Documentation Template: Example Itinerary Format

Time Activity Description Location Notes/Requirements
08:00- | Welcome Introduction and overview of the day. Meet and Hotel Casual attire

09:00 Breakfast greet with all participants. Restaurant

09:15- CityWalking  Guided walk exploring historical sites and key Main Comfortable shoes,
11:00  Tour attractions. Plaza bring water bottle
11:15- | Workshop: Participate in a cooking class with local chef. Learn = Culinary All materials provided
12:30 Local Cuisine to prepare signature dishes. Studio P

6. Quality Assurance



¢ Allitineraries must be reviewed and approved by a supervisor/manager before distribution.
¢ Ensure all information is accurate, clear, and updated.
¢ Solicit feedback after execution for continuous improvement.

7. References
e Company travel or event planning guidelines

¢ Participant feedback forms
e Local regulations or venue protocols
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