


Module 3- Conduct intercultural 
tourist routes 

Unit 1- Organize the logistics of the 
visits



TOPICS Organize the logistics of the visits

• Getting started
• Importance of visits’ logistics
• What is a logistics plan?
• What do visit logistics include?
• How to create a visit logistics plan
• Before the visits: Logistics that set the stage
• Helpful day-of-event logistics tools
• Conduct a post-visit debrief and attendee surveys
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Getting started
• The logistics of a visit are the 

processes that get the people, 
places, and things in place for 
the big day

• The logistics of a visit include the 
management of technical 
support services and the 
competent management of the 
flow of participants on the day 
of the visit 

• To cope with multiple tasks 
successfully, you must 
understand the 
different components of a 
logistics plan for a visit and come 
up with an effective visit logistics 
plan.



Definitions
& explanations



Importance of visits’ logistics

• The logistics of a visit include the management of technical support 
services and the competent management of the flow of participants.

• It’s important to consider a few key factors, such as:
• the estimated attendance; 
• duration of the visit; 
• Budget; 
• sites to visit; 
• etc.

• Planning the logistics for a visit is all about the integrated planning for 
everything to be at the starting/meeting point on time and in the 
most efficient and cost-effective manner.



What is a logistics plan?

• The task of a visit organiser is to provide high-quality logistical 
support during the route preparation and on the day of the visit, 
which will ensure the smooth running of the same. 

• Organisers can coordinate every detail and promptly respond to 
emergency situations, helping the entire visit run like a well-oiled 
machine. This skill is only gained with experience. 

• Never underestimate the importance of visits’ logistics for success



How to create a visit logistics plan

• To create an effective visit logistics plan, consider the following:

• Visit goals & strategy
• Budget
• Target group
• Theme of the visit

• Number of participants
• Weather
• Program
• Promotion

• Of course, the list of things you need depends on what type of visit 
you are planning. 



How to create a visit logistics plan

• Make your logistics list in advance and 
markdown whether you have 
considered everything you need.

• Possible changes should be quickly 
integrated into the overall plan since it 
is necessary to “foresee the 
unforeseen” and be able to quickly 
identify optimal solutions.



Examples



Before the visits: Logistics that set the stage

• Your visit goals are the things you or your client wants to achieve by 
the end of the visit. It could be knowing the city through the eyes of a 
migrant; learning how the city welcomes migrants and integrate 
them, etc.

• Create a visit value proposition focused on the visitor experience, so 
that your visits aligns with their top needs and interests.

• All decisions, including logistics, should flow from these goals.

1. Clarify your visit goals and your visit value proposition



• Keep your visit logistic requirements on 
track with a detailed visit planning 
timeline. 

• This timeline should include key time and 
tasks, from early planning visits

• Share the timeline with your team and 
have them add tasks to ensure nothing is 
skipped out.

2. Create an event planning timeline



• Visitors check-in. Identify the arrival of 
your visitors with guest check-in list.

• Communication devices. Check if your 
communication devices are working 
(important especially with larger groups or 
in noisy locations)

• Security. Make a list of emergency 
numbers; check for strategic exit points if 
an emergency occurs during the visit 

3. Helpful day-of-event logistics tools



4. Keep improving!

• Conduct a post-visit debrief and attendee surveys
• It’s all too easy to charge onto the next visit without 

taking a breather. But take time to discuss the pros and 
cons of the visit with your team members while it’s still 
fresh.

• Post-visit surveys provide overall guest impressions of 
the visit, from where it exceeded their expectations to 
where it fell short. Use survey apps, such as 
SurveyMonkey or Wufoo, to build simple, brief surveys.



4. Keep improving!

• Questions to ask include:
• Did you enjoy the visit?
• Was the visit according to your expectations?
• Did you learn things you’ll remember?
• Did you like the visit points?
• Would you recommend this visit to your family or friends?



Questions & 
conclusion



WHAT YOU NEED TO KEEP IN MIND…

• Define visit goals
• Create a visit value proposition
• Plan the visit – Define an effective logistic plan
• Make a list for each visit
• Anticipate emergency situations
• Review and improve



TO DEEPEN THE TOPIC

• https://www.gevme.com/blog/event-logistics-plan/
• https://www.socialtables.com/blog/event-planning/how-to-get-

logistics-right/
• https://www.globalsignin.com/blog-events/elements-of-event-

logistics/
• https://conferencesandevents.yale.edu/academic-year-

services/logistical-planning



https://citiesbyheart.aeva.eu/
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