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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

1) 
i. Due to high demand of business and the competitive market to buy/sell products, businesses have to expand to travel within the UK and around the world to provide the best of their services. As the business grows from small then expands their interests and demand may change and international markets will be of greater interest to them. 
ii. Using a travel agent is an efficient and quick way to arrange travel no matter where your employer may need to travel to. Large travel agencies will be able to assist to make specific demands such as reservation of hotels. 
They may also be able to assist in all inclusive deals which may suit your boss and their needs for that trip. This means their trip is customised to their needs. 
Their service may be very quick to arrange especially if you are on a tight time schedule. 

	iii) Advantages of business travel by plane:
If your boss frequently travels with both domestic and international flights its advised to use the Official Airline Guide to help. 
Business travel is good for claiming expense reports for the trips.
Quick and effective way of booking the journey via plane as it may reach destinations a lot quicker than other methods of travel.
Networking and conferences – attending specific conferences to build your business up further and meet similar minded people. 
Business Lounge means you can still work while you are waiting for your plane.
Disadvantages of business travel by plane:
Sometimes travelling back and forth to similar places or same places can become a boring exercise for the individual.
Bad travel experience may mean that you could miss an appointment due to delays or cancellations due to weather changes etc.
Plane tickets can be expensive however the wait of the check in and security for short flights could be another disadvantage. 

Vision Statement: 
This can help to describe the organisations purpose. Vision statements will give direction for the employee behaviour and help provide inspiration. Having a strategic plan will require marketing strategy to inspire consumers to work with the organisation. 
It will describe a company’s long and short term goals / plan to achieve or be able to accomplish with what help and assistance they require. The vision statement gives everyone a description of what they're working towards.

2. When making travel arrangements a PA will need to consider the following:
- What is the purpose of the trip? There could be important aspects which you would need to look further into.
- What are the times/dates of the travel to ensure there are no delays for that person
- What type of transportation does your boss need?
- Are there any extra members of staff who are attending with them?
- Do you have an itinerary to ensure everything is provided?

It is important to get a full picture of where and when your boss needs to travel to avoid any disappointments and delays to the trip. Figuring out the best way of travel and the most effective way can also mean their time is used wisely to ensure they reach the destination in good time. If there are any extra members of staff attending with them it means you have to coordinate them together and ensure everyone is travelling the same. Having an itinerary will give an insight of their plan when they are on the trip and it will give you an insight as to when you would need to book the travel or if you need to include any extra arrangements for them. 

3.
1. Find out details of the trip such as, date/time desirable of travel, destination.
2. Search what the options are for flights using a travel website. If you boss is going to a popular destination try and book the flights early to ensure they are definitely secured. Search for non-stop flights where possible to ensure they get to the destination in timely manner. This would reduce the risk of your boss showing up late due to a lengthy lay over or missed transfer flights which are popular. Check beforehand to confirm they are happy with the flights before booking them & ensure they provide you with the correct personal details such as full name on passport/passport number/DOB etc.
Check if they need baggage to add to the flight. Secure a seat to ensure they are allocated before hand. 
3. Pre book a good quality accommodation that is nearby. If they are attending a conference at the relevant hotel you may be able to ask if they have any deals they can offer. Check where the hotel is so that it is easy for transfers and near by to local shops/centres etc.
4. Making reservations for food if they have requested to do so. Find out the amount of people attending and where they would like to eat. 
5. Outline an itinerary – once finalised the trip you need to have a detailed plan. This should details how meetings and other appointments fit with the reservations you made. Point to where they may have the free time so they can have personal time.  Confirm if they are happy with the plan and check if there are any other additional activities etc they may want to do throughout their time. 
6. Pre book transfers and good transportation to and from places. Sometimes you may be able to find a personal driver who can be present throughout the trip for your boss. 
7. Prove your boss with the final itinerary, flight details/tickets. Even if they are an E Ticket ensure you provide them with print out’s just incase. Check they have the relevant insurance in place for their trip. 
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