Date Assigned_________________

Date Due_________________


OFFICE MANAGEMENT

STUDENT ASSIGNMENTS

Travel Arrangements

1. You are the Office Manager for Fun Technologies.  Your office has been given the opportunity to attend a conference at a location popular for vacations.  The meetings only last for three days and your boss has agreed to let your office employees stay an additional three days to have some vacation time.  Being the Office Manager, you have to make the arrangements for this vacation and key an Itinerary for everyone.  


Conference locations (choose one)

· Denver, Colorado

· Chicago, Illinois

· Orlando, Florida

· Honolulu, Hawaii

2. You will be leaving Dallas/Ft. Worth International Airport on Sunday, May 6, 2001 and returning to Dallas on Sunday, May 12, 2001.

3. Conference meetings have been scheduled as follows:

· Monday, 9:00 – 11:30 a.m., conference session 


      
12:30 – 1:00 p.m., lunch


               1:30 – 4:00 p.m. meeting with district representative

· Tuesday, 9:00 – 11:30 a.m., conference session

              
12:30 – 1:00 p.m., lunch


          
  1:00 – 3:00 p.m., committee meeting

· Wednesday, 9:00 – 11:30 a.m., conference session


      
     12:30 – 1:00 p.m., lunch

 

       1:00 – 3:00 p.m., closing session

· Thursday, Friday, and Saturday is vacation time.  Schedule any fun activities that you might be able to find before leaving on the trip.  Schedule dinner for all nights at restaurants of your choosing (allow 1 ½ hours).  Schedule an activity for at least one meeting night.

4. In searching for vacation packages, keep price in mind.  You may choose the airline, which you think, is best.  Once again, the airline can make a big difference in price.  

5. In choosing hotel accommodations, take price into consideration.  You need to choose a hotel that is in between the cheapest and more expensive range.  You will be staying for 7 nights.  

6. You will find information two ways:  1) search for everything individually, 2) search for a package deal.

7. Complete the Travel Costs form.

8. You will need to rent a car for 7 days.  Don’t forget to put in your itinerary that the car will need to be picked up at the airport when you arrive and returned to the airport the day you leave.  

9. There will be four people, including yourself, going on this trip.

10.
Helpful Websites:


www.iflyswa.com

www.twa.com

www.val.com


www.adventuretours.com

www.delta.com


www.travelscape.com

www.nwa.com


www.economytravel.com

www.continental.com

www.cheaperholidays.com

www.aa.com


www.travel200.com

www.alamo.com

www.avis.com

www.budget.com

www.dollar.com

www.enterprise.com

www.hertz.com

www.thrifty.com

www.mapquest.com

www.mapblast.com



There are many Websites that you can use.  If you find other websites, feel free to use them.

11.
Design a luggage tag representing your company.  Everyone’s luggage can be easily identified with matching luggage tags.  The company name is Fun Technologies.  Use Spring Hill High School’s address, 633 Hwy. 355 W, Hope, Arkansas 71801, 870-722-7430.  Design the luggage tag however you wish.  Be creative.  Use a clipart that represents technology.  You will need to print one in color.  Use your name on the luggage tag.  This can be created in publisher in the labels category.  Find the luggage tag.

12.
Search for maps on the area you are staying.  Include maps of the different tourists areas you plan to visit.  Print the maps.

13.
Your boss has asked you to create a brochure about your trip when you return.  Place pictures/graphics in your brochure.  Use as much information that you find in your research to place in your brochure.  This will require additional research.  This brochure needs to represent your trip as if you were really there.  This is your final step.  The brochure must include the following:

· At least six pictures/graphics

· Location of your stay

· Hotel

· Rental car

· Restaurants

· Activities available at this location

· Descriptions of activities

· Any additional information to “dress up” the brochure

14.
While searching for your information, copy graphics/clipart to a folder called vacation in your home directory.  Also, copy any text that will be helpful to this folder.

