Assessment 4

Travel arrangements

1.
I. Why is business travel becoming more commonplace and important?

In an era when mobile phones and video conferencing are present, some people question the need for business travel at all. Many companies view business travel as simply an expense and don’t see the benefits that come from it. Sitting in an office and staring at a glowing screen is not a replacement for putting your feet on the ground. There are four key reasons why business travel is still important.

· Closing a Deal or Signing New Business
Face-to-face meetings are important to closing business.
The rate of converting customers nearly doubles when a face to face meeting ha happened. Some companies will not sign contracts without a face to face meeting between company leaders. If you think about it, would you trust your future on someone you have never met before?

· Networking
[bookmark: _GoBack]Networking is very important, as you can meet up with people you have never met before and find out you have similar business interests. You can build a rapport with the person and maybe open new things within your company and sign up new contracts. Even if you are planning to meet up with an existing customer there maybe someone new there that you have never met before and therefore can gain their interests. You broaden your book of business with customers old and new just by networking. You never would have uncovered these opportunities without meeting face to face. 

· Leadership
Leadership is very important as you want to inspire others to have confidence in you and your company and to motivate others, even if you lack authority. You need to be visible to colleagues and customers to do this and not hiding behind a screen. Taking the time to meet with people in-person can help them feel that you are invested in their success.

· Human Interaction
This is the biggest reason why business travel is so important, meeting with people face to face can increase understanding and empathy and reduce miscommunication. You can build certain relationships with someone during a face to face meeting that would not have happened on phone calls or video calls. Business travel is not only a cost to your business; it can also result in tremendous benefits and yield new business opportunities.



II. What are the benefits of using a travel agent?

It can be very beneficial to use an estate agent to help you with your companies travel needs, especially if the hotel you are needing does not have any availability left. Travel agents have rooms blocked out for their customers, therefore giving you what is requested. The travel agent will be happy to help with all your needs with the hope you will eventually become a regular client of theirs. A competent agency can provide a host of services. It can: recommend hotels and make reservations; make airline, ship, and rail reservations; take advantage of special fares you may not be aware of; issue tickets; make car rental reservations; assist in securing passports and visas; provide tickets to shows, the theatre, sporting events, or a special event occurring in one or more of the cities on the itinerary; and mail all these tickets and reservation information directly to you.

III. Explain some of the advantages and disadvantages of business travel by plane

There are many advantages of travelling by plane for business.
· It can pretty much get you to any country needed without having to change your mode of transport.
· You can get from place to place quicker than most other transportation methods.
· It is more economical traveling by plane
· You don’t get stuck in lots of traffic
· Additional aid to safety and health
· Efficiency, a plane can haul many people at one time for groups. 

As you can see there are a good few advantages to traveling by plane, but there are also some disadvantages.
· It can be very time consuming going through the airport and security.
· Air tickets can be expensive if you want to travel comfortably. 
· Traveling by plane will be no good if you have a fear of heights.
· Flights are not always on time and can be delayed.
· You may lose your luggage at the other end
· You must check your passport is in date for travel

There are many advantages and disadvantages of using a plane to travel, depending on the destination and the cost this will al factor into the business and they will then decide on the best way to get to their destination.

iv. What is the purpose and value of a vision statement?

The purpose and value of a vision statement is to keep everyone up to date with the purpose of the organisation.  It is a short formal statement about what the company/organisations aims to do. It is the reason the organisation exists and keeps everyone involved focused. It can give a positive outlook into the future. 

2.  List the information the PA/secretary needs to gather before making travel agents. Explain why each considering is important.

As a PA/secretary you need to have all the relevant information to hand before looking to arrange any travel arrangements. 
· Your name and the name of the person/s travelling, this is important, so the agent knows who they are dealing with and who`s name they need make the booking  for. 
· The traveller’s office address and office contact number, this is for future reference and use to agent again, and also if anything happened, they could contact the office.
· Date and time of departure and return, this is very important for the agent to know so they can book the correct dates and times of the flights, hotels, cars etc. 
· The traveller’s preferences: specific carrier, if desired; general time of departure, such as early morning or evening; general time of return; and type of service desired, such as first class or economy class. The agent would like as much information as possible so they can book the correct preferences for the needs of the traveller. 
· The travellers home telephone number and mobile number, they take this for a means of contact, if there are any problems with the booking or they need additional information they can contact the traveller as needed. 
· Your home telephone number and cell phone number (in case an emergency should arise, such as a change in return-flight time or a return-flight cancellation, and the boss needs to be notified while away)
· The travellers email address, all booking documentation will be sent to this email address, so the traveller is aware of all times and bookings. Some may even send the tickets over via email.
· Your email address in case the boss needs to be notified about something while away. We can then deal with the matter or contact the traveller as needed to pass it on to them. 


3.  from the perspective of a PA, write a step by step plan for organising an international trip for your employer, including the question you`ll need to ask along the way.

The PA would first need to find out the details,
· Look up what the policies and precedents are for making travel arrangements
· What is the nature of the trip?
· so, when is the employer wanting to travel?
· how long the trip is for, departure and return times and dates. 
· how many people does it need to be booked for? 
· What is the budget for the trip?
· What is the point by point itinerary for the trip?
· What is the best of means of transport at the desired location?
· Accommodation preferred 
· What class they would like to fly 
· What method of payment do I need to use? 
Then they would need to make sure they book it well in advance to avoid disappointment of being booked up. If the employer does not want to use an agent, then you would  

Need to get onto it and look at flights for the desired times and dates, you will need all the relevant information to hand, employers full name, company address and contact number, personal contact number, passport number. This all needs to be ready prior to looking at booking the flight. If you manage to find the correct flights, with the correct coach class, then you need to look for suitable accommodation in the desired area, again they will need the employers name, contact details and the reason for staying, pleasure or business. If there is availability for the flights and accommodation, then these can now be booked using all the information that was gathered beforehand. I would not book one before checking the availability of the other. 
If the employer is happy for you to use an agent or previously used certain agents, then you can also use this way, look to see if an agent has been used for the company previously, or look up a reputable recommended agent. You will need all the same information as before, but instead of you searching for it all individually the agent will do this for you. 
The agent will ask you your name and the name of the employer, the company address and contact number, an email address of the employer and your email address, they will need the employer’s passport number. They will ask the destination and the reason for the trip. They will want to know the location of where the employer is needing to be, and they will look to see what accommodation is close by for them to stay. They will look at flights for the desired times and days for departure and return. They will usually put a package together for the employer and the flight and accommodation will be booked together through the agent. They can also help with sorting out transportation at the desired destination if needed. Some agents will charge a small fee for this service to companies but many of them do it for free as are paid through the hotels themselves. You would then let the employer know of the arrangements made for them so they can arrange their time accordingly around the travel time.   

  



















 
