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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.

You can log in to the Travelife platform with the credentials provided to you through
www.travelife.info

After you logged into the platform, you go to My Space > My Excursion audits
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Travel if - \ Excursion Auditor ﬂf! English
Susta \‘(lhlht‘)'lﬁIr)lJ'IQITT“ Home |:| Learning Planning & Reporting Suppliers

Excursion audits /

Excursions  Suppliers  Final audit

Excursion pax Suppliers Status
Koh Phi Phi Adventure 3 6
Bangkok Temples & Canals 2700 3
Chiang Mai Elephant Sanctuary Experience 4500 2

Assigned excursion audits

Company Date created PAX Auditor Sustainability report Audit report Tools

Sawasdee Horizons 29-11-2024 7203 Excursion Auditor B Open
o

To view the list of excursions within an audit, click on the "Open" text In the list of audits.

Assigned excursion audits

Company Date created PAX Auditor Sustainability report Audit report Tools

Sawasdee Horizons 29-11-2024 7203 Excursion Auditor

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.




Excursion audits

Excursions  Suppliers  Final audit
Excursion pax Suppliers Status
Koh Phi Phi Adventure & 6 Transport out B,
Bangkok Temples & Canals 2700 3 T_rﬂréSp:rt IntA,
Guide A,
Chiang Mai Elephant Sanctuary Experience 4500

Test Food Supplier,
Activity A

Aerimnad Aavenireinn andike

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.

Excursion audits

Excursions =~ Suppliers  Final audit

Supplier First name Last name Report Type Status Onsite audit Approve
Transport out B Trans B T%J Transport v

O (]
Transport Int A Trans A T%J Transport v

O (]
Guide A Guide A T%J Tour guide

O (]
Tour B Tour B T%J Tour guide

O (]
Test Food Supplier Test Food T@L\J Food

O (]
Activity A Act A T@L\J Activity provider v

0 O
Test Transport Test Transport T%J Transport

0 O
George Green George Green T‘a Tour guide

] ]
Restaurant A Res A T‘a Food

] 0
Activity B Act B B Activity provider v




To view the “Supplier Sustainability Check’”” of the specific supplier, click on the 9V icon as shown
below.
Excursion audits
Excursions ~ Suppliers  Final audit
Supplier First name Last name Report Type Status Onsite audit Approve
Transport out B Trans B %\J Transport v
) O O
Transport Int A Trans A T@%\J Transport '
i O O

Foida A Fostda A (=N Tt il

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.

HOME\ PLANNING AND REPORTING \ ACTIVITY A

Activity A Overview

@ Admin Open reports View Share Publish Sustainability report (PDF)  Audit report (PDF)  Sustainability certificate
—_— |Suppl\ers Sustainability check‘ 0 &g
switchasia H |

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.




1.Company characteristics

Spplier stinaliy cek

R et

Brands, products, and/or services

2.Activities

General best practices / all activities 1-35

Visiting Communities

“Community-based Tourism’

36-40

" Activities 44— 447

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.

“Community-based Tourism®

Activities

Action EvQm
2.41 Product and experience ‘f = 000
development (min)

2,42 Management & technical == ©®¢
functions (min)

2.43 Governance (min) Yy — 000

2.44 Local guide capacity (min) v == ©®®®

2.45 Community impact vy =— ees
reporting (adv)

2.46 Community conservation == ®®@®
(adv)

2.47 Community development == ©©@
(adv)

€ switchasia [

2.41 Product and experience development (min)

CBT products, services and experiences have been developed through a broad,
systematic, documented consultation and training process, and are based on
aspects of local life which community members feel comfortable to share with
visitors.

Guidance Remarks Action plan| Best practices | How to audit

Yes O No
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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.

“Community-based Tourism”

Activities

Action i

1 Product and experience  f = ©©0©
development (min)

2.42 Management & technical
functions (min)

2.41 Product and experience development (min)

CBT products, services and experiences have been developed through a broad,
systematic, documented consultation and training process, and are based on
aspects of local life which community members feel comfortable to share with

vam visitors.

2.43 Governance (min) v
2.44 Local guide capacity (min) v/

2.45 Community impact v
reporting (adv)

2.46 Community conservation /
(adv)

Coaching templates

Ahmet Basar 22 July, 2023

2.47 Community development
(adv)

Theme overview

A

itor remarks

Reporting Guidanchﬂon plan Best practices How to audit

Internal notes

Save

Previous  Next

Click on the “PLANNING & REPORTING” to go back general supplier list after you review the specific
supplier checklist.




Planning and reporting

“Community-based Tourism”
Activities

Action EvyQm

2.41 Product and experience  f = @00
development (min)

2.42 Management & technical ==

functions (min)
2.43 Governance (min) v -
2.44 Local guide capacity (min) y/ ==

2.45 Community impact Y =
reporting (adv)

2.46 Community conservation ==
(adv)

2.47 Community development /==
(adv)

E3Ea

2.41 Product and experience development (min) @

CBT products, services and experiences have been developed through a broad,
systematic, documented consultation and training process, and are based on
aspects of local life which community members feel comfortable to share with

visitors.
Reporting | Guidance Action plan | Best practices  How to audit
Auditor remarks Internal notes
Coaching templates
George Green  22-Jul-2023 save (X

Previous | Next

After checking the Suppliers Sustainability checklist the auditor completes the Individual audit reports
for the suppliers selected for on-site audit.
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Audit report

B All documents
Bl Overvie

The selection can be made from the list of suppliers In the excursion audit's Suppliers tab, as shown

below.
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Excursion Auditor Logout

Planning and reporting

Open all

Auditing

[¢]
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General

Locations visited

IName |Of‘ﬂce - work point | Location ‘Ch\ang Mai ‘ Date| 11-06-2024 | o

Add new item

Save

Persons met / consulted

‘

|Position [sustamab\lity manage ] Date | 11-06-2024 ‘ o

IName |George Green

Add new item

Save

Remarks and non compliances

Overall impression
Additional remarks
Auditor recommendation

Signatures




Excursion audits

Excursions  Suppliers  Final audit

Supplier First name Last name Report Type Status Onsite audit Approve
Transport out B Trans B %‘FJ Transport v
(] (]
Transport Int A Trans A T@,‘}J Transpart v
(]
Guide A Guide A TG?J Tour guide -
(] (]
Tour B Tour B %\J Tour guide -
(] (]
Test Food Supplier Test Food %\J Food -
O O
Activity A Act A %\J Activity provider v
O
Test Transport Test Transport %\J Transport -
O O
Gearge Green George Green T@ﬁ Tour guide -
(] (]
Restaurant A Res A T(}‘}J Food -
(] (]
Activity B Act B T@,‘}J Activity provider v
(]

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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Excursion Auditor & o

Travelife jg2

Home ning Planning & Reporting Suppliers

Excursion audits

Excursions  Suppliers | Final audit

-~

Scope of the certification o o . . o
The certification covers all aspects of the tour guide’s services, from pre-tour planning to guiding guests
throughout the journey. It ensures that the guide adheres to sustainable practices, complies with safety
regulations, and provides informative, engaging experiences for clients. This scope also includes training
in local cultural heritage and environmental stewardship te enhance guest experiences.

P POWERED BY TINYMCE
ol

Scope of the audit ) . . . ) ) )
The audit examined the guide’s operaticnal procedures, including adherence to ethical standards,
knowledge of safety protocols, and competency in both local culture and natural history. The audit
reviewed tours across different locations to assess consistency and the guide’s effectiveness in delivering

high-quality services. Interviews with guests and observations during live tours were conducted to
evaluate customer engagement and feedback management.

P

RED BY TINYMCE
hal

Overall imp

The tour guide demonstrated a thorough understanding of local histery, geography, and cultural
significance, which enriched the guest experience. Safety and sustainability practices were consistently
applied, enhancing both the quality and ethical standards of the tours. Guest feedback was
overwhelmingly positive, noting the guide’s professionalism, friendliness, and preparedness.

P

RED BY TINYMCE
o]

Additional remarks : ; o ) : .
It was observed that the guide could benefit from periodic training on emerging eco-tourism practices to

stay current with industry standards. Although overall service quality was high, slight improvements in
group management efficiency would enhance guest satisfaction further during peak travel times.

P

RED BY TINYMCE
hal

Audit conclusien The tour guide successfully meets the certification requirements, demonstrating strong competencies in
zafety, cultural knowledge, and client engagement. With a few minor enhancements in operational
efficiency, the guide’s services would align perfectly with best practices in sustainable tourism. It s
recommended that certification be awarded, with a follow-up in one year to assess further development
in these areas.

P POWERED BY TINYMCE

The audit will be closed after this.




The audit examined the guide's operational procedures, including adherence to ethical standards,
knowledge of safety protocols, and competency in both local culture and natural history. The audit
reviewed tours across different locations to assess consistency and the guide’s effectiveness in delivering
high-quality services. Interviews with guests and observations during live tours were conducted to
evaluate customer engagement and feedback management.

Change company status

Do you want to sign the excursion audit? By signing the audit will be closed.

Audit and sustainability reports can be downloaded from the overview:

Assigned excursion audits

Company Date created PAX Auditor

Sawasdee Horizons 29-11-2024 7203 Excursion Auditor

Suppliers audit report

Suppliers audit report
Suppliers Sustainability check

Sawasdee Horizons
Auditor: Excursion Auditor

29 November, 2024

—

If all Suppliers are approved the excursion is approved:

switchasia [
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Sustainability report

Audit report

Tools

Open




Excursion audits

Excursions  Suppliers  Final audit

Excursion

pax Suppliers Status
Koh Phi Phi Adventure 3 6 v
Bangkok Temples & Canals 2700 3 v
Chiang Mai Elephant Sanctuary Experience 4500 2 v

Excursicn approved

Assigned excursion audits

Company Date created

Sawasdee Horizons 28-11-2024

> switchasia [ ]

Sustainability report

Audit report.

Tools

Open




