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Beyond the Itinerary

A Strategic Framework for Corporate Travel, Meetings and Event Travel
Services

How integrated planning can improve visibility, strengthen traveler care, support policy goals and protect the
business value of every journey.

Prepared for executives, travel managers, procurement teams, HR leaders and corporate meeting planners

THE CENTRAL IDEA
Travel and meetings are not separate transactions. They are connected business

systems—and they perform better when managed that way.
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01 | EXECUTIVE SUMMARY

Travel is a business capability—not simply a booking
function.

Corporate travel, meetings and events bring employees, customers, partners and ideas together. Yet many
organizations still manage these activities through disconnected tools, departments and suppliers. That
fragmentation can hide total cost, weaken policy adoption, complicate traveler support and make it harder to
measure value.

An integrated management model aligns transient travel, group movement and event operations around
shared goals: visibility, governance, service, resilience and outcomes. It does not mean forcing every trip into
the same process. It means creating one operating framework with clear ownership and the flexibility to
support different traveler and event needs.

EXECUTIVE TAKEAWAY
The strongest program is not the one with the lowest visible fare or room rate. Itis the

one that balances total cost, traveler experience, organizational risk and business
purpose.

What this paper covers

o Why fragmented travel and event programs create hidden operational costs.
e The five capabilities of an integrated corporate travel and meetings model.

e How procurement, HR, finance, security and meeting stakeholders can align.
e A practical scorecard for assessing your current program.

A better question

Instead of asking, “How do we book travel more cheaply?” leaders should ask, “How do
we help the right people reach the right place, prepared to achieve the right outcome—
with appropriate control and support?”
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02 | THE FRAGMENTATION PROBLEM

The booking may be visible. The full journey often is
not.

A corporate traveler may book through an approved channel, join an event managed by another team, change
plans through a supplier and submit expenses through a separate platform. Each step can work
independently while the overall experience remains difficult to see and manage.

Five common symptoms

Incomplete visibility

Travel, meeting registration, hotel blocks, ground transportation and event spend live in separate
systems.

Reactive support

Teams discover disruption only after a traveler or attendee asks for help.

Policy without usability

Rules exist, but the approved process is slower or less intuitive than booking outside the program.

Supplier overlap
Multiple contracts serve similar needs without coordinated volume, service standards or
accountability.

Unclear measurement

Reports focus on unit price or spend while overlooking time, productivity, risk and event outcomes.

The cost of fragmentation

Hidden costs show up as rework, manual reconciliation, avoidable change fees, duplicated sourcing,
inconsistent communications, traveler frustration and missed negotiation leverage. The problem is rarely one
vendor or platform. It is the absence of a shared operating model.
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03 | THE INTEGRATED MODEL

Five capabilities create a stronger program.

Technology matters, but integration begins with governance and service design. The following capabilities
provide a durable framework across routine trips, executive travel, meetings, incentives, conferences and
complex group movements.

Capability What good looks like

1. Strategy & governance Clear objectives, decision rights, policies, service levels and escalation
paths.

2. Traveler & attendee A supported journey from invitation or trip request through return and

experience reconciliation.

3. Sourcing & financial Decisions based on total program value, not isolated transaction prices.

stewardship

4. Risk & continuity Preparation for disruption, traveler communication, duty-of-care support
and recovery.

5. Data & improvement Connected reporting that turns patterns into program decisions.

Integration does not eliminate specialization

Corporate travel and event travel have distinct requirements. The objective is coordinated expertise: shared
policy and data where helpful, specialized service where necessary, and one accountable view of the traveler,
attendee and business objective.

DESIGN PRINCIPLE
Standardize what creates control. Personalize what creates value.

POTHOS e pothos.us | 4



POTHOS | CORPORATE TRAVEL, MEETINGS & EVENTS

04 | CORPORATE TRAVEL MANAGEMENT

Build the program around the traveler’s real journey.

A well-designed travel program should make the approved choice the easiest reasonable choice. That
requires more than online booking access. It requires human support, thoughtful policy, reliable traveler
profiles, supplier knowledge and a clear response when plans change.

Core service components

Program discovery: stakeholder interviews, spend review, traveler patterns and policy objectives.

Policy design and adoption: practical rules, approval logic, exceptions and communication.

Booking and fulfillment: air, lodging, rail, ground transport and special service needs.

Traveler profile management: preferences, loyalty details and approved traveler information.

Disruption support: itinerary changes, cancellations, re-accommodation and escalation.

Reporting and supplier management: actionable program trends, service review and negotiation support.
What executives should measure

Lens Question Example indicators

Financial Are we managing total trip cost? Advance purchase, changes, leakage,
supplier mix

Experience Can travelers get help when it matters? Response time, resolution, satisfaction,
adoption
Risk Can we locate and communicate with Profile completeness, alerts, escalations
travelers?
Purpose Did the trip support a business Trip reason, client impact, project milestone
outcome?
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05 | MEETINGS & EVENT TRAVEL

The attendee journey begins before arrival.

For meetings and events, travel is part of the experience design. Air schedules affect agenda timing. Hotel
strategy affects attendance and budget. Ground movements affect first impressions. Registration data
affects communications and support. Treating these as separate workstreams creates gaps precisely where
the attendee experiences one continuous journey.

A connected planning sequence

Define
Clarify audience, purpose, success measures, budget and risk profile.

Source

Evaluate destinations, venues, contracts, access, total cost and operational fit.

Mobilize

Coordinate registration, traveler data, air, room blocks, ground transport and communications.

Deliver
Operate attendee support, vendor management, on-site logistics and exception response.

Reconcile
Close financials, review performance, capture learning and report outcomes.

Where specialist support adds value

e Complex or international group movements and VIP itineraries.

e Venue and hotel sourcing with contract and operational review.

e Manifest management, rooming lists and arrival/departure coordination.

e Cross-functional communication among planners, travelers, suppliers and leadership.
e Contingency planning for schedule, weather, supplier or destination disruption.
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06 | GOVERNANCE, RISK & RESPONSIBILITY

Resilience is designed before disruption occurs.

Travel risk management is an organizational discipline. ISO 31030 provides guidance for managing risks to
organizations and their travelers. In practice, a resilient program connects policy, traveler information,
communications, supplier processes and escalation responsibility.

Four questions leaders should be able to answer

Who owns the decision?

Define responsibility across travel, HR, security, finance, procurement and meeting teams before an
incident.

Who is traveling—and where?

Use approved channels and current profiles to improve visibility while respecting privacy and access
controls.

How will we communicate?

Establish reliable channels, templates and escalation thresholds for routine changes and major
events.

How will we recover?

Document alternatives, supplier contacts, after-hours support and post-event review procedures.

IMPORTANT DISTINCTION
Duty of care is not a single alerting tool. It is a coordinated management approach
supported by policy, people, information and response capability.

Shared ownership model

Executives set risk appetite. HR and security shape traveler care. Procurement governs supplier expectations.
Finance defines control. Travel and meeting professionals operationalize the journey. A capable management
partner helps these functions work as one system.
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07 | PROGRAM ASSESSMENT

How mature is your current program?

Use this scorecard to identify the most productive starting point. Rate each statement from 1 (not

established) to 5 (consistent, measured and improving).

Assessment statement

Governance

Policy

Visibility

Experience

Sourcing

Risk

Measurement

Improvement

Owners, objectives and escalation paths are documented.

The approved process is clear, practical and widely adopted.

Travel and meeting data can be viewed together when needed.

Travelers and attendees know where to get timely help.

Supplier decisions consider total value and service performance.

Traveler communication and disruption procedures are tested.

Reporting connects cost, service, compliance and outcomes.

Stakeholders review performance and act on findings.

Interpreting the result

e 8-18: Stabilize fundamentals—ownership, policy, traveler data and support.
e 19-29: Connect workstreams—align sourcing, meetings, reporting and risk processes.
e 30-40: Optimize—use performance insights to improve experience, value and resilience.

1

1

1

1

1

1

1

1

2345

2345

2345

2345

2345

2345

2345

2345

The score is a conversation starter, not a grade. A focused discovery process should validate priorities, constraints and quick wins.
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08 | FROM ASSESSMENT TO ACTION

A more connected journey starts with one
conversation.

POTHOS is a full-service meeting, event and corporate travel management company serving corporate
planners and organizations that need experienced, responsive support. Our approach combines hospitality
expertise, global perspective and disciplined execution across the complete journey.

A practical first engagement

Discover
Review stakeholders, traveler and attendee needs, current workflows, program data and service
expectations.

Prioritize

Identify the highest-impact gaps in visibility, experience, cost control, sourcing or risk readiness.

Design

Create a right-sized roadmap with clear ownership, service standards and measurable outcomes.

INVITATION
Schedule a Corporate Travel & Meetings Program Review with POTHOS.

619-546-0621 | travel@pothos.us | pothos.us

POTHOS is a service-disabled veteran-owned business based in EL Cajon, California.

Selected resources

POTHOS — Corporate Travel Management and Meeting & Event Management service pages: https://pothos.us

International Organization for Standardization — ISO 31030, Travel risk management — Guidance for organizations:
https://www.iso.org/standard/54204.html

Global Business Travel Association — business travel research and industry resources: https://www.gbta.org

Meeting Professionals International — education and resources for meeting professionals: https://www.mpi.org
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