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Communication regarding the training and follow-up

Travelife Coach and Auditor virtual training, 10, 12, 14, 18, 20 January 2022 - Sent on: 05 January, 2022

Greetings from Amsterdam,

| am pleased to inform you that you have been selected for the TRAVELIFE virtual training for Coaches &
Auditors!

Chi Nguyen (tour operator sustainability) will host this 5-day training via Zoom with the below details:
January 10, Monday, 09:00 - 12:30 CET

January 12, Wednesday, 09:00 - 12:30 CET

January 14, Friday, 09:00 - 12:30 CET

January 18, Tuesday, 09:00 - 13:00 CET

January 20, Thursday, 09:00 - 13:00 CET

Access link to the training: https://usO6web.zoom.us/j/83685579878

Meeting ID: 836 8557 9878

Details & agenda (on the last pages) of the training can be found in the invitation attached. It is important that
you have a basic understanding of the online platform before the training takes place. To prepare for the
training, please log in to the platform at Travelife.info and follow the below instructions.

Login details:

Username: your email address (the one you use for registration)
Default password: travelife

1) Review of the documents

To find the documents, after logging in, please go to My Space--> My Profile--> Documents. You will be able
to see all the listed documents and download them.

The most important ones are (1) Welcome pack; (2) User manual for companies (which gives specific details
on how the online system works); (3) Step by step guide towards our certification process (4) Useful supporting
documents (other documents not specifically mentioned) (5)Technical guide for Coaches (you will also find
this last one under Learning--> My Seminars --> click on the icon next to "Tour operator sustainability Coach
and Auditor virtual training, 10, 12, 14, 18, 20 January 2022"--> under "Training Material" you will find the PDF
file of the "Technical Guide for Coaches".
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2) Study of the sustainability criteria

After you log in go to the "Planning & Reporting page". Here you will find the sustainability criteria divided into
10 themes. The file "User manual for companies" will explain how to view each criterion. You must go through
all criteria prior to the training. On each mandatory criterion, you'll see a tab called "How to audit", which gives
instruction on how to evaluate the compliance of a company.

Please note that taking part in the training for Coaches and Auditors does not mean that you're already
qualified, nor guarantee future assignments as a Coach and/or Auditor.

Looking forward to e-meeting you next week!

Chi Nguyen
Tour operator sustainability trainer

Coach and Auditor virtual training - further instructions - Sent on: 07 January, 2022

This email is to inform you that we have created a "Test Desk audit" on which you will need to work on during
the 3rd Day of the Training as an online desk review exercise. Chi Nguyen will give you more instructions during
the training.

If you wish, you can already have a look at it! Hence, I'm already giving you instructions on how to access it:

e After logging in, please go to My space > My companies > you will see Test Desk# (each of the

(]
)

participants will have a different number assigned) click on the "reporting" icon

e Alternatively, you will see My space > My companies > click on Coached companies - [your name] >
you will see Test Desk# (each of the participants will have a different number assigned) click on

-~ s

the "reporting" icon

Inside, you will find the sustainability criteria divided into 10 Chapters. The file "User manual for companies"
(under "Documents" - please see my previous instructions) will explain how to view each criterion. You must
go through all criteria prior to the training. On each mandatory criterion, you will see a tab called "How to
audit" (see screenshot below), which gives instructions on how to evaluate the compliance of a company.

Contact details 0.1 Sustainability coordinator

Action Sy QW

=

Guidance || Remarks || How to audit

Completed O Not yet completed

If you want to adjust the sustainability coordinator, please do so in your company profile,
under the «Coordinator tab» in the «Admin section» of Travelife's website. ANVR
members should inform ANVR through betterholidays@anvr.nl.
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Wishing you a lovely weekend and good luck with your preparation!
Best regards,

Chi Nguyen
Tour operator sustainability trainer

Follow-up on Travelife coach & auditor training seminar - Sent on: 21 January, 2022

Greetings from Amsterdam!

We've made it! Thank you for attending and your commitment to the virtual Travelife coach & auditor training
seminar on 10, 12, 14, 18, 20 January. | hope you found it informative and useful for understanding the
Travelife certification, coaching & auditing process. Travelife staff did have a good time and learned a lot from
the discussions.

All presentations from the 5-day training, the PDF version of all Certified criteria, the Technical Guide for
Coaches, photos and the certificate of completion are published on our platform. You can access them by
logging in travelife.info with your registered email, default password "travelife" (if you haven't changed it

yourself) / Learning / My seminars / Click on the file icon next to the auditor training seminar. It will bring
you to the page where you can download all documents, photos and your attendance certificate from the
seminars, displayed in separate tabs.

Please note that the attendance certificate is only available for those who attended the full three sessions of
the training seminar.

We would also like to see your information updated on our platform regarding your CV, a portrait photo and
personal details. To upload your info, please go to My Space / My profile / Personal Data / Upload your info /
Click on Update to save.

You will receive more information in the next 2 weeks for the follow-up steps to complete the full TRAVELIFE
Coach & Auditor training program, including conducting a test desk audit, shadowing a third-party audit and
the final exam.

Last but not least, we'd love to hear your feedback on the training seminar to better understand how we can
improve and work more smoothly and efficiently with the growing community of coaches and auditors. It
only takes less than 10 minutes via this online

survey: https://docs.google.com/forms/d/e/1FAIpQLSeXogGZkoLSGWKiZbZI8OUHzgD1a-

pY8 ajglLKWDOPylnYhaQ/viewform.

Many thanks and | hope you all have a nice weekend ahead!

Chi Nguyen
Tour operator sustainability trainer

Selection process for Travelife Coaches & Auditors - Sent on: 28 January, 2022
| hope is all going well with you!

This is to inform you that the selection process for Travelife Coaches & Auditors has finally been opened and
here below is the explanation of the steps you will need to take. Before starting with the next steps, please
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make sure to watch the online recordings of the training sessions that you might have missed. Lacking the
above requirement might lead to failure in your selection process.

Step 1: We have now opened a Test Desk Audit for you, accessible by clicking on "My space" > "My
companies" > click on "Coached companies - [your name]" > you will see "Test Desk #" > click on the reporting

icon . This is for us to test your skills in conducting a Desk audit. The report has only 33 criteria from
Chapter 0 to Chapter 9, you are then requested to assess every single criterion using both the Traffic Light and
the Remarks tab "Questions to/from coach" to assess and write your remarks for the company. Always check
the Techincal Guide for Coaches and the User Manual for Companies under "My Space" > "My Profile" >
"Documents” if in doubt. Please note that you will have 1 month time to complete your Test Desk from the
reception of this email. Once you will complete the Test Desk, please kindly inform me. From the moment you
submit your Test Desk, it will take approximately 1 month to receive the final result from the Amsterdam team.

Step 2: After completing your Test Desk, if we consider you as sufficiently qualified, we will then send more
instructions for the final Coach & Auditor Exam.

Step 3: A shadowing audit will be required for people interested in becoming a Travelife Auditor, however,
this can be discussed at a later stage more in-depth.

Please note: if you will pass all the steps, that means that you can be considered a qualified Coach or Auditor,
however, that does not mean that an assignment will be handed to you right away. You will belong to a
group of experts to which we can reach out in case we need your service in the future.

| remain at your disposal for any other questions.
Wishing you a lovely weekend and Good luck with the Test Desk Audit!
Best wishes,

Chi Nguyen
Tour operator sustainability trainer
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