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This manual will show you step by step how you can audit excursions with support of the Travelife 

Excursion Management tool. The Excursion Manager tool is designed for registering excursions 

and their transport, food, guide and activity suppliers. Through the tool, operators can link their 

suppliers to their related excursion products. Specific suppliers checklists will be generated for 

each type of supplier. In addition tour guides are required to sign the guide Code of Conduct and 

complete the Leading the Way guide training''. Tour operators or their suppliers can complete the 

checklist to obtain an overview of the sustainability state of each individual supplier. By linking the 

suppliers to registered excursions tour operators can evaluate their complete excursion on 

sustainability on minimum sustainability standards. If all suppliers of an excursion comply to the 

standards, the excursion could be considered "sustainable" and is ready for an external audit and 

certification. This is called "product certification". The recognition and certification are linked to 

the manager/owner of the excursion and not the specific supplier. This manual shows how yu as 

an auditor can evaluate the compliance of an excursion with the relevant standards.  

 

 

Introduction 

Step 1: Login & select the assigned excursion to audit 
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To view the list of excursions within an audit, click on the "Open" text In the list of audits. 

 

                     
 

After opening the excursion audit you can see the list of excursions connected to this, and 
Information about number of PAX and number of suppliers connected. On mouseover you can see 
a brief list of connected suppliers.  
 

Step 2: Excursion list of the audit 

 

 

 

 

 

 

a 

 

 



 

522 5 

 

    
    
   

5 

 
 
You can click on the excursion name that you want to view from the list. 
 
Under the Suppliers you can see which supplier types are connected to the excursions activities, 
guides, transport, and food. A ''green tick'' indicates that all suppliers comply with the checklist. If 
the checklists for the connected suppliers have not yet been (all) completed or you have not linked 
any of your suppliers under your excursion yet, you see the ‘’gray dash’’ near that excursion. 
 

 
 
 
 
 

 
 
 Step 3: Supplier Sustainability Check 
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To view the ‘’Supplier Sustainability Check’’ of the specific supplier, click on the icon as shown 
below. 
 

 
 
 
 
 
Then click on the ‘’Supplier Sustainability Check’’ to view the compliance of the checklist for the 
related supplier profile. The checklist also has specific criteria which have emerged according to their 
chosen supplier type. 
 

 
 
Following this, you can click the relevant sub-chapter that you want to check the criteria. For 
instance, if you want to review how the supplier complies with the ‘Community-based Toursim 
Activities’ criteria click on that sub-chapter. 
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You can also view the percentage that shows the criteria compliance from the specific supplier. For 
instance, all sub-chapters are completed while ‘’Visiting Communities’’ are not completed yet. 

 
You can click the criterion that you want to review and see if they choose ‘’Yes’’ or ‘’No’’. Besides 
explanation part shows the details how they comply with related criterion. 
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If you want to give feedback for the specific criterion, you can use the ‘’Remarks’’ function. After 
you indicate your remarks, click the ‘’Save’’ button before going to the next criterion. You can click 
the ‘’Theme overview’’ button when you want to go back general checklist page. 
 

 
 
Click on the ‘’PLANNING & REPORTING’’ to go back general supplier list after you review the specific 
supplier checklist. 
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After checking the Suppliers Sustainability checklist the auditor completes the Individual audit reports 
for the suppliers selected for on-site audit. 

Step 4: Individual audit report 
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The selection can be made from the list of suppliers In the excursion audit's Suppliers tab, as shown 
below. 
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After completing the audit reports of all suppliers selected for onsite audit, the final audit report has 
to be completed and signed by the excursion auditor 
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The audit will be closed after this. 
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Audit and sustainability reports can be downloaded from the overview: 
 

 

 
 
If all Suppliers are approved the excursion is approved: 
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