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	You must be able to: 

	1. Be able to negotiate and agree tour briefs with clients

	1.1 Negotiate and agree the main features of clients’ tour needs
	
	
	

	1.2 Confirm that the clients’ needs can be met
	
	
	

	1.3 Identify and gain the co-operation needed from others connected with the tour
	
	
	

	1.4 Identify personal responsibility and authority in relation to the tour
	
	
	

	1.5 Negotiate and agree appropriate reporting arrangements with the client
	
	
	

	1.6 Confirm the brief with the client in writing or in the appropriate format
	
	
	

	1.7 Keep any negotiations and agreements relating to the brief confidential
	
	
	

	2. Know how to negotiate and agree tour briefs with clients

	2.1 Describe the features of different clients’ groups in relation to their tour needs
	
	
	

	2.2 Describe how to communicate and negotiate with others effectively
	
	
	

	2.3 Describe the limits of own personal authority, ability and responsibility when negotiating and agreeing tours
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	2.4 Give examples of how to match tour features with clients’ needs
	
	
	

	2.5 Describe the organisation of services and resources involved in tours
	
	
	

	2.6 Describe the various contractual arrangements between tour operators and tourists
	
	
	

	2.7 List possible situations that could mean other tour arrangements need to be made
	
	
	

	3. Be able to negotiate and agree tour routes and timings

	3.1 Confirm that the tour routes and timings are realistic and appropriate to the client, and can be operated within relevant legal requirements, including drivers’ hours
	
	
	

	3.2 Confirm that co-operation from others is available if necessary
	
	
	

	3.3 Take account of necessary stops and possible events in the routes and timings
	
	
	

	3.4 Agree personal responsibilities and authorisation in relation to the routes and timings
	
	
	

	3.5 Present the itinerary details in a format that is appropriate to anyone who could receive it
	
	
	

	3.6 Confirm the routes and timings with the client in writing or in the appropriate format
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	4. Know how to negotiate and agree tour routes and timings

	4.1 Describe the limits of own personal authority, ability and responsibility when negotiating and agreeing routes and timings
	
	
	

	4.2 Describe how to match tour routes and timings with clients’ needs
	
	
	

	4.3 Describe the logistic factors involved in tour routes and timings
	
	
	

	4.4 Identify sources of itinerary information
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