Travel Resource Office

How to Complete Research for a TRO Client Request
To conduct travel research for a TRO Client Request, complete the following steps:

1. Check In-box: Open all requests and note date received on the bottom where indicated

2. Sign log for a client request and prepare folder

3. Conduct research as follows: 


a. Print CultureGrams for the destination:  Go to http://onlineedition.culturegrams.com and select World Edition or States and enter cypress (username) and atc (password). 

BE SURE TO VIEW THE PDF or ACCESSIBLE VERSION and PRINT THE PRINT VERSION as it will print in far fewer pages.  

b. Find brochures at a local travel agencies or bookstore or in our TRO file cabinet or in brochure racks (If we have no brochures on your destination, you can request them online or visit a local agency and request brochures).

c. Conduct Internet Research (use the attached Travel Links and check several sources such as Orbitz, Travelocity, Expedia, STA, etc.)  Remember that airlines like JetBlue and Southwest do not “interline” so you have check their websites directly.  

d. Check the official tourism website for the location you are checking.  Print “travel tips.”

You can do this by going to GOOGLE and typing in official tourism for Australia, etc. Often these sites will mail you brochures, so plan ahead.  

e.  Be sure to check the U.S. State Department website for travel requirements/advisories.  

http://travel.state.gov/
4. Prepare a cover letter highlighting what you have found for your client. Be sure to include the best values that you found.  (For assistance, the format for the letter is on the computers in the new Travel Resource Office).   Print a draft copy of your letter and submit with your research folder to instructor for proofing.  Make any changes and print final copy.  

5. Final Package Checklist:


___Your Cover Letter
___Client’s Request (the one they completed)


___Culturegrams 

___Brochure(s)

___Internet Research



___Comment Card 

___List of Travel Resource Links (available on TRO Website or at office)

6.  Make an extra copy of the client request and the final draft of your cover letter and give to the Travel Resource Office for our records. (Keep another copy of your letter for your Career Portfolio).

7. Sign-out on the log that you have completed the project.  Give to Kathleen for mailing.  Our goal is a two-week turn-around.  

NOTE:  While working on research, leave the package in the “In Progress” box.  Never take the original home!  You may make a copy to work on it at home, but please leave the original in the office.
