STUDENTS WORKSHEET
Step A:

Research other tours in the marketplace

Careful planning is required when developing an itinerary for your tour a helpful exercise is to take a tour which will be similar to the tour you wish to develop and obtain copies of other tour brochures for comparison. This will help you develop ideas for your tour, give you an idea of what is already in the marketplace, give you detailed information on terms and conditions and provide possible ideas for brochure design and content.
Step B:

Name your tour:

Step C:

Map out the duration, frequency and departure point of your tour

When will your tour depart? am / pm

When will your tour return? am / pm

What days/date will the tour operate?

Where will the central departure point be?

Will you offer accommodation pick up? yes / no

Step D:

List the major locations and highlights of your tour.

Where will your tour travel to? What are the main locations and highlights that visitors are going to experience?
	1

	2

	3

	4

	5

	…..


Step E:

Research your tour content and commentary

List the main topics you wish to include in your commentary, such as flora, fauna, history, culture, as well as the main points to consider with each of these topics and the resources you will use to find the information.
	Topic
	Main points to consider
	Resource

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	…..
	
	


Step F:

List any third party activities, attractions, entrance fees and inclusions

List any activities offered by other companies or entrance fees and determine if they will be included in your tour price or offered as extras. For examples: cruises, bike rides, entry
	Description

of activity


	Supplier -

name of company/

organisation/

government agency


	Cost per

person


	Included in price

	1
	
	
	y/n

	2
	
	
	y/n

	3
	
	
	y/n

	4
	
	
	y/n

	5
	
	
	y/n

	…..
	
	
	


Step G:

Organise suppliers for meals you will provide during your tour

What meals will you provide during your tour - morning and afternoon tea, lunch or dinner? You may wish to provide meals yourself or make arrangements for a restaurant, roadhouse, hotel or farm to provide them for you. Should you choose to prepare your own meals, you will need to ensure you have adequate food handling knowledge, food supplies and cooking facilities. You may also need to seek food handling approval from your local council and meet health department regulations.
	Type of

meal


	Description

of food

Supplier

- name of

company/

organisation
	Cost per

person


	Included in

price

y / n

	1
	
	
	y / n

	2
	
	
	y / n

	3
	
	
	y / n

	4
	
	
	y / n

	5
	
	
	y / n

	…..
	
	
	


Step H:

Organise any accommodation needs for your tour

Whether you are passing through, stopping for meals or visiting attractions, it is imperative you obtain permission in writing from the property owner prior to accessing any private property. If travelling through property managed by the parks and wildlife you will need to apply for a commercial operator’s licence. If your itinerary includes entering area that needs permission, you will be required to apply for entry permits from the local institution or government. List the locations for which you will need to gain access approval below:
	Location
	Location

Supplier -

name of company/ organisation/

government agency

License needed

y/n
	License needed

y/n

	1
	
	y/n

	2
	
	y/n

	3
	
	y/n

	4
	
	y/n

	5
	
	y/n

	…..
	
	


Step I:

Perfecting your tour timing

It is crucially important to map out your tour itinerary accurately to ensure that you arrive on time for activity and meal stops and return to your original destination at a reasonable time.
	Time
	Location


	Type of stop /

Meal, activity

	Start
	
	
	

	Stop one
	
	
	

	Stop two
	
	
	

	Stop three
	
	
	

	Stop four
	
	
	

	Stop five
	
	
	

	……
	
	
	


After you have completed this activity sheet, create a travel brochure based on the information you found. 

