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Tools to help you run your business 

• Following up. How to never forget! 

• Trip planning. How to make sure nothing falls 
through the cracks 

• Client itinerary. Your product needs to be useful, 
complete, easy to read, and ideally pretty. 

• Email list. How to build one. 

• Invoices and expenses. How to keep track. 

• Customer testimonials. Where to put them. How to 
get them. 

• And more! 

Tools 



How to never forget to follow up: 
Boomerang! 
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Boomerang 
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Examples of when I use Boomerang: 

 For clients: after my “Thank you for contacting Italy 
Beyond the Obvious” email. Set to 1 week 

 For clients: after the email I send with the agreement 
and invoice. Set to 1 week. 

 For clients: after I send client questions. Set to 1 week. 

 For clients: after I send hotel recs. Set to ~4 days. 

 For anyone: after any email re scheduling a phone call 

 For hotels: when they say they will pay commissions. 
Set to a month after the date they say they will pay 

 For hotels: when I request a booking. Set to 
“tomorrow morning”. 
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Boomerang for client follow-up: tips 

 Boomerang a message as many times as you want. I 
usually follow up 3x. After no response I stop 
following up 

 Use Boomerang to “send later”. Useful for weekends! 

 No need for starred messages! Boomerang messages 
will appear back in your inbox. 

 

 

 

Cost: I pay $50 / year for boomerang 
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Trip Planning Tools 
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Project Management Tool 

Treat each trip like a project. The tool should: 

 

 Create projects 

 Checklists 

 Due dates 

 Message board 

 Calendar 

 Documents 

 

 

Cost: I use Basecamp and I pay $49/month 

Tools: Trip planning 



Trip Planning Tools: Basecamp ex  
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Client Itinerary: AxusTravelApp 
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Axus 
example: 
itinerary 
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Axus 
example: 
itinerary, 
cont. 
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I highly recommend Axus!! 

Benefits of Axus: 
 Pulls hotel descriptions, address, phone number from the 

web 
 Allows you to create a library and pull in tours etc that you 

book often 
 Add your logo – looks professional 
 Has a client messaging functionality 
 Clients get live updates when you make changes 
 Clients LOVE the app! 
 Everyone with a smartphone can see the itinerary 
 
Costs $240 / year. If you invest in ONE tool, make it Axus. 
 
That said, see included FREE itinerary template. 
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Axus 
example: 
back end 
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Itinerary Template 
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How to Build your email list 

1. Sign up for Sumo (free trial) 

2. Sign up for MailChimp (free until 2k subscribers) 

3. Ideally create a free giveaway. Examples: 
a. Ebook 

b. Free 1-week Itinerary 

c. 10 Travel Tips 

4. Create Sumo pop-ups with your free giveaway 

5. Create an email newsletter template 

6. Put yourself on a monthly email newsletter schedule 

 

Remember the wise words of Kevin Kelly in 1,000 True 
Fans (google it, read it). You don’t need thousands of 
requests – you need only a few good ones! 
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Use Sumo to grow your email list  
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Invoicing & Expenses 

I recommend Freshbooks or any program that: 

• Easy to create invoices 

• Send invoices directly to your client 

• See when they’ve viewed the invoice 

• Client can “click to pay” to make it easy 

• Run reports 

• Connect to your accountant 

 

Cost: Freshbooks is about $550 / year. 
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Testimonials 

Customer testimonials are important!! 

 

 Create a page on your website 

 

 Google My Business 

 

 Facebook page 

 

 Yelp (if you can) 

 

 Tripadvisor (if you can) 
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Testimonials: Google My Business 
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Testimonials: Facebook 
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Steps to asking a customer for a review 

1. “Welcome home! How did your trip go?” 

 

2. After they respond with details… 

 

3. “I’m so happy you had a great trip! I’d love a review 
from you here [hyperlink] or here [hyperlink]. 
Reviews are huge for small businesses like mine.” 

 

4. Follow up in a month if they haven’t left a review 
(Boomerang!) 

I ask every single client for a review and probably 20% of 
them leave one. 
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More Useful tools! 

Canva 

Free and easy graphic design. Use it for Facebook 
headers, posters, pamphlets, ebooks, thank you 
cards, blog posts and more 

 

Zoom 

Free video conference calls, and what I’m using to 
record this course! 

 

Toggl  

Free time-tracking software 
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More Useful tools! 

FreeConferenceCall.com 

For talking to clients in different places 

 

Pomodoro Technique 

Set a timer for 25 minutes; 10 min break; 5 min break 

Tools: More! 
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