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Ever dream of being a professional escort? 
Perhaps I should rephrase that. 
Ever dream of escorting groups? 
 
Whether you have dreamt of it or not, you may be called upon to render this 
essential service. Once you enter the group game, escorting may be very 
important. 
 

Some groups already know this and need you.  
 

The rest don’t real ize how pivotal this service can be.  
 

As a travel professional, you’l l  need to know when it could mean 
the difference between sweet success and potential disaster! 

 
As a travel professional in a competit ive marketplace, you can 
use this service to help increase your sales of high qual ity 
groups. 

 
How will you know when you are needed? When the agenda or people get 
complex. Some groups easily fit into the pre-structured format, particularly if they 
are primarily leisure and casual in nature. You wouldn’t need to be there (unless 
they request your company). 
 
If your group plans private activities, be they social or business, the risk of failure 
increases along with the number of special requests. This is true if many of the 
guests have special needs as well. 
 
Let’s say you choose to bid them farewell and stay home. You may have done 
stellar work setting up and confirming the complex agenda, but what actually gets 
delivered may be entirely different. Changes come from the provider (i.e. cruise 
ship) or the client – or both! 
 
The group leader may be a seasoned onsite coordinator and you won’t be needed. 
Most group leaders, however, would rather participate in the functions and enjoy 
time with fellow guests than carry around a clipboard and become the worrywart. 

 

 
 

How the Professionals 
Escort Groups 

(about 100 salient tips) 
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I  can’t give you a hard and fast rule about when agents should 
stay home or go. I can tel l  you that any group of 20 or more 
guests may need you to go. 

 
My best advice? Make this determination DURING the selling process and not after. 
Why? It will be extremely difficult (and painful to your pocketbook) to add a group 
escort after pricing is confirmed and sales begin. 
 
I suggest you ascertain this as the group spel ls out their needs, during 
the ‘qual i fy ing’ stage of the sale. With each special need, you might ask, “It is 
important that we have all elements of the big cocktail party meticulously planned 
and delivered, yes?  The microphones, music, hors dourves and signage – even the 
room temperature – to play out perfectly, yes?”. 
 
Over the years I have witnessed too many agents losing lots of money and time out 
of the office because they felt obligated to be the onsite coordinator FREE. 
 
Even if you are a not-for-profit enterprise, you will incur serious expenses that still 
need to be paid. Unless you are independently wealthy and don’t care about 
money or time away, I encourage you to: 1) present your services professionally; 2) 
cover your expenses; and 3) include a profit margin (because you’re worth every 
penny).  
 
A significant benefit of being the onsite coordinator is how you can transform the 
experience from good to great. Not only will you prevent disasters from occurring, 
but you will raise the bar on the event itself. Your income will grow exponentially: 
money is earned for these specific services and from future bookings.  
 
Being a great group escort positions you as an invaluable part of the organization. I 
know you will reap the rewards of repeat and referral business! Be prepared to 
make your case if you know they NEED you! 
 
By the way .. if you cannot or choose not to provide this service directly, find 
someone who can work for you in this capacity. Pay them well. 
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A word of caution and inspiration before I reveal how the professionals do this:  
 
“This ain’t no vacation. Expect to work your tai l off. 

Give your group a truly remarkable experience. 
There will be plenty of time to celebrate success after – 

and for many years to come!” 
 
 
Here’s what the pro’s do to get the best groups by 
leveraging the ESCORTING service: 
 

1. They expertly sell their services by determining that the group will be more 
successful with an onsite coordinator than without. 

2. They position themselves as being a participant at the event and thus being 
an indispensible component. 

3. They review in fine detail the features and benefits of how their services will 
play out minute by minute. 

4. They include all expenses plus a fair fee for services. 
5. They first seek permission to include an escort before presenting and asking 

for the business. 
6. They include this cost in an inclusive package so it is baked into the per 

person cost of the trip. 
7. They share testimonials of prior successes and anecdotes of how they 

‘saved the day’ or ‘raised the bar’ in the past. 
8. They assure clients that during the event, their actions will be visible yet their 

presence will be invisible. 
9. They include these services in the group agreement letter down to the finest 

detail. 
 
 
Here’s what the pro’s do DURING the event: 
 
They arrive early. 

1. Arrive at least one day before the guests. 
2. For more complex group arrive ever earlier. 
3. Arrive early especially during winter months when travel delays are a risk. 
4. Suggest that the group leader arrive early, too. 
5. Request early boarding (for cruise groups) well beforehand for approval. 
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They arrive prepared. 
1. Arrive armed with a minute by minute game plan to use time wisely. 
2. Prearrange meetings with key onsite people and confirm prior to arrival. 
3. Bring agenda copies, use binders, label packets, etc., (anything to look 

professional and be fabulously organized). 
4. Invite key people out for a meals (i.e. power breakfasts, dinner meetings). 
5. Do a thorough walk-through of the agenda with the cruise ship or hotel staff. 
6. Review rooms and times, food service, set up and break down times. 
7. Don’t skip over any detail. They know If it doesn’t feel perfect now, it won’t 

go perfect then. 
 
They meet and greet. 

1. Personally welcome guests as they arrive airport, hotel or cruise ship. 
2. Be visible, have signage, have handouts, even bottled water or snacks. 
3. Seek permission FIRST to set up a welcome station. 
4. Wear comfortable shoes and wear all-day-smiles. 
5. Have a notebook ready to handle issues. 
6. Have a copy of everybody’s arrival schedules. 
7. Know who is traveling together or on same flights. 
8. Have a copy of the manifest – with guest cell phone numbers. 
9. Manage luggage transfers expertly through a trusted third party. 

 
They meet immediately with group leader & the onsite group 
coordinator. 

1. Do a thorough walk-through of the agenda with the group leader first in case 
of changes. 

2. Next, do a walk-through with the group leader and the onsite coordinator 
present 

3. Confirm both parties are 100% synchronized. 
4. Bring a notebook as details are modified or new ideas arise. 

 
They know where to find the onsite coordinator. 

1. Know everything about the onsite contact person including regular and 
emergency numbers, office hours, office location and after hours protocol. 

2. Provide reciprocal information should the onsite coordinator need to reach 
them. 
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They set-up a hospitality desk. 

1. Seek approval in advance from the hotel or cruise ship. 
2. Make the desk centrally located and well-signed. 
3. Communicate clearly what hours the desk will be staffed. 
4. Have manifests, agendas, and popular supplies on hand 
5. Keep a notebook handy to capture details of issues, reminders or new 

ideas. 
 

They go above and beyond. 
1. Anticipate needs before they arise. 
2. Stay a step ahead yet behind the scenes. 
3. Wear the t-shirt, cap, badge or lanyard to be easily identified. 
4. Think of little things like door magnets and order in advance. 
5. Celebrate occasions with balloons on doors, cakes at dinner or room 

deliveries. 
6. Carry around a map in order to accurately direct clients. 
7. Are well prepared to be ‘concierge’ and make dining and activity 

suggestions. 
 
They balance work and play. 

1. Know this is a business trip and not a pleasure trip. 
2. Behave appropriately and discreetly even if when granted permission to 

interact socially with participants.  
3. Are extremely aware of alcohol consumption and know when to stop even 

when guests don’t. 
4. Remain keenly aware that once they step outside their cabin, THEY’RE ON. 
5. Identify break time in the agenda to disappear, relax and refresh. 
6. Don’t attempt relaxing in public or risk being approached and engaged by a 

group member. 
7. Go off-duty on their verandah and savor the quiet and privacy. 

 
They anticipate change. 

1. Expect something to change or to go wrong and handle with patience and 
grace. 

2. Realize handling change is a wonderful opportunity for to shine and be truly 
remarkable. 

3. Are flexible, creative, and know the facility and city layout and options. 
 
They think on their feet. 

1. Are prepared to make instant decisions when time is of the essence, as in 
the case of a sudden weather or illness event. 

2. Do their homework and have back up plans for sudden issues that arise.  
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They take special care of special people. 

1. Take extra special care of the group leader or of high ranking ‘officials’.  
2. Know who in the group is a critical contact and requires high touch. 
3. Know who has special needs let them know they are aware and prepared. 
4. Know which people expressed concerns beforehand and connect with 

these guests immediately and throughout the trip. 
5. Know (and meet) the onboard or closest nurse or doctor particularly as it 

relates to travelers with particular meds or risks. 
 
They stay sober. 

1. (Need I say more?) 
 
They always keep the next booking in mind. 

2. Bring flyers to sell the next trip, catch the momentum and get deposits. 
3. Consider offering offer early deposit incentives. 
4. Constantly ask for feedback to know what is going well and what is an 

evolving problem. 
5. Have guests complete survey before they disembark and offer a treat if 

100% are turned in. 
6. Respond to issues that are revealed on the survey BEFORE guests 

disembark or depart. 
7. Collect business cards or contact information from guests who request 

follow up for travel or friendship. 
 
They remember to bring the right supplies before they head out. 

1. Extra cash for tips (i.e. maître d), to fix problems and to buy treats. 
2. Batteries. 
3. Chargers. 
4. Laptop, tablet, phone. 
5. Computer cables or presentation devices, etc. (Office supplies are more 

expensive to purchase while traveling). 
6. Small printer for schedule changes, under-door notes and handouts. 
7. Camera & video camera. (Take pics of the group in action –but incognito – 

make it a surprise, do not publish (they may not want them public) – send 
them a link or a disc). 

8. Bring lots of business cards. 
9. Notebooks, pens, folders. 
10. Digital recording device (in lieu of a notebook). 
11. Extra agendas. 
12. Extra manifests. 
13. Extra ‘special needs’ list. 
14. Extra ‘emergency contacts’ list. 
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15. Cell phone (with international plan if necessary). 
16. Device with confirmed Wi-Fi access based on destination. 
17. Basic first aid supplies. (Pick up a basic first aid travel kit which will include 

items like first-aid manual, sterile gauze pad, adhesive tape, adhesive 
bandages in several sizes, elastic bandage, a splint, antiseptic wipes, soap, 
antibiotic ointment, antiseptic solution (like hydrogen peroxide), 
hydrocortisone cream (1%), acetaminophen and ibuprofen. 

 
 
 

### 
 
 
 

“There are no traffic jams when you go the extra mile.”  
- Zig Ziglar 

 


