SOP Template: Itinerary Coordination and
Communication Protocols

This SOP details the itinerary coordination and communication protocols, covering the scheduling of events and
meetings, delegation of responsibilities, communication channels and tools, timeline management, confirmation
procedures, updates and changes handling, and proper documentation. The goal is to facilitate seamless coordination
and clear communication among all stakeholders to ensure efficient and timely execution of planned activities.

1. Scheduling of Events and Meetings

Gather details of all events/meetings (purpose, participants, time, location, duration).
Review participants' availability using a shared calendar or scheduling tool.

Propose tentative dates and times for each event/meeting.

Confirm final schedule with all relevant stakeholders.

Distribute finalized itinerary to all participants.

S

2. Delegation of Responsibilities

1. Identify all required tasks for each itinerary item (e.g., venue booking, logistics, materials preparation).
2. Assignresponsibilities to designated team members with clear deadlines.

3. Document delegated tasks in a shared tracking system.

4. Monitor task progress through regular check-ins and updates.

3. Communication Channels and Tools

Emails &€“ Official correspondence and document sharing.

Instant Messaging (e.g., Slack, Teams) 4€“ Real-time updates and quick queries.

Shared Calendar &4€* Scheduling and visibility of planned activities.

Project Management Platform (e.g., Trello, Asana) &€" Task allocation and progress tracking.
Video/Phone Conferencing &4€“ Remote meetings/discussions as needed.

4. Timeline Management

1. Establish key milestones and deadlines for all itinerary activities.
2. Regularly review progress against the timeline.

3. Address any delays or bottlenecks proactively.

4. Communicate timeline changes to all stakeholders promptly.

5. Confirmation Procedures

1. Send confirmation requests to participants and vendors at least one week prior to events/meetings.
2. Request acknowledgements from all parties involved.
3. Update the itinerary with confirmed details and circulate to relevant stakeholders.

6. Updates and Changes Handling

1. Document any itinerary changes immediately in the shared system.

2. Notify all affected parties via pre-established communication channels.

3. Update and resend the most recent version of the itinerary, highlighting changes.
4. Record reasons for significant changes for future reference.

7. Documentation

¢ Maintain a master itinerary document with version control.

e Store all relevant correspondence, confirmations, and change logs in a dedicated folder (cloud or local as per
policy).

o After each event/meeting, archive itineraries and related documentation as per organizational policy.



Roles and Responsibilities Example Table

Role Responsibility

ltinerary Coordinator Overall management, scheduling, confirmations, and communication oversight.
Support Staff Task execution, logistics, and status reporting.

Team Members Timely completion of assigned tasks and responsive communication.
Stakeholders Providing timely input, approvals, and confirmations.

Appendix: Sample Itinerary Overview

Date Time Event/Meeting Location Lead Notes
2024-07-01 | 10:00-11:00 = Project Kick-Off = Conference Rm A/Zoom @ Jane Smith = All stakeholders required

2024-07-02  14:00-15:30 Vendor Meeting = Vendor Office John Doe Confirm transport logistics
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