




SAMPLE QUESTION



QUESTION 1 (2 MARKS)
VASO’S SATNAV STATES THAT IT SHOULD TAKE 3 HOURS 30 MINUTES TO MAKE THE 200 MILE JOURNEY FROM 

MANCHESTER TO HEATHROW AIRPORT. OUTLINE ONE REASON WHY THE JOURNEY MIGHT TAKE LONGER THAN 

THIS. 

• TRAFFIC CONGESTION/RUSH HOUR 

• TIME AVAILABLE/CONTINGENCIES 

• ACCIDENT/BREAKDOWN 

• MAY NEED TO TAKE A BREAK – TIREDNESS, REFRESHMENTS, COMFORT BREAK 

• ROADWORKS/ROAD CLOSURE/DIVERSION IN PLACE 

• SATNAV MAY NOT ALWAYS BE ACCURATE 

• MAY NOT DRIVE AS FAST AS SATNAV PREDICTS 

• MAY GET LOST/MISS A TURNING. 

• EXEMPLAR RESPONSE: E.G. VASO MAY NEED TO TAKE A BREAK DURING HIS JOURNEY (1) BECAUSE OF TIREDNESS DUE TO HAVING BEEN 

AT WORK ALL DAY (1). 



QUESTION 2: 12 MARKS
VASO IS CONSIDERING WHETHER TO DRIVE HIS OWN CAR TO THE AIRPORT OR HIRE A RENTAL CAR 

FOR THE JOURNEY. 

RECOMMEND WHETHER VASO SHOULD DRIVE HIS OWN CAR TO THE AIRPORT OR HIRE A RENTAL CAR 

FOR THE JOURNEY. GIVE REASONS FOR YOUR CHOICE. 



EXAMPLE ANSWER
• IF VASO DECIDED TO HIRE A CAR HE WOULD HAVE A CHOICE OF MODEL (L1). 

• HE COULD HIRE A MORE STYLISH CAR THAN THE ONE HE CURRENTLY DRIVES (L2). 

• THIS MIGHT GIVE VASO AN IMAGE MORE BEFITTING OF AN EXECUTIVE WORKING IN A MANAGERIAL

POSITION (L3). ON THE OTHER HAND, BOOKING AND COLLECTING A HIRED CAR TAKES TIME (L1). 

• VASO IS SHORT OF TIME, AND HAVING TO BOOK AND COLLECT A HIRED CAR WOULD MAKE HIM EVEN 

BUSIER (L2). SINCE VASO CANNOT SET OFF FOR THE AIRPORT UNTIL HE HAS FINISHED HIS DAY’S 

WORK, THE ADDITIONAL TIME NEEDED TO COLLECT THE HIRED CAR WOULD MAKE IT MORE DIFFICULT 

FOR HIM TO GET TO THE AIRPORT FOR HIS 8.40 PM CHECK-IN TIME (L3). 

• GIVEN THE TIGHTNESS OF TIME FOR THIS JOURNEY I RECOMMEND THAT VASO TAKES HIS OWN CAR 

TO THE AIRPORT. THIS WILL MEAN THAT HE WILL NOT NEED TO SPEND TIME COLLECTING THE HIRED 

CAR, ALLOWING HIM TO SET OFF ON HIS JOURNEY TO THE AIRPORT AT THE EARLIEST OPPORTUNITY 

(L4). THIS IS ESPECIALLY IMPORTANT BECAUSE VASO WILL BE TRAVELLING, FOR AT LEAST SOME OF 

THE JOURNEY, IN RUSH HOUR TRAFFIC (L4). 



TASK: ARRANGE A MEETING AND 
ACCOMMODATION

• GET INTO PAIRS

• READ THROUGH BOTH 

SCENARIOS.

• PRODUCE A PP THAT 

ANSWERS THE 

QUESTIONS UNDER 

EACH SCENARIO.



SCENARIO 1 – MEETING IN AMSTERDAM
• 2 EMPLOYEES

• MEETING STARTS AT 11AM (LOCAL TIME) – 1 HOUR AHEAD

• MEETING FINISHES AT 4:30PM

• OPTION 1: FLY FROM MANCHESTER (2 OPTIONS – 1ST TO 3RD AUGUST)

• TOTAL COST FOR TRAVEL = £326.60 OUTBOUND AND £326.60 INBOUND = £653.20

• TAXI = £48.00

• AIRPORT PARKING = £29.99

• HOTEL? = £230 (3 STAR, WIFI, 2 ROOMS, BREAKFAST ETC)

• SUSTENANCE COSTS = £50 PER DAY X 3 DAYS INCLUDING TRAVEL = £300

• TOTAL COST = £1261.19

THINGS TO CONSIDER – TIMES OF THE FLIGHTS/OPPORTUNITIES TO COMPLETE TASKS IN 

HOTELS/JOURNEY ETC (MAYBE A PROBLEM HOWEVER AS THE WORKERS MAY NEED TO BE IN THE OFFICE).



SCENARIO 1 - AMSTERDAM
• FERRY – HULL TO ROTTERDAM

• COST - £677.00

• FUEL COSTS FOR DRIVING – EMPLOYEES CAN CLAIM AROUND 45P PER MILE (DEPENDING ON BUSINESS):

• 109+68.1= 177.1 

• 177.1 X 2 = 354.2

• 354.2*0.45 = £159.39

• SUSTENANCE = £100

TOTAL - £936.39

• ARRIVE AT 09:00 – 1HR 21 TO AMSTERDAM (ONLY LEAVES A 40 MINUTE WINDOW FOR TRAFFIC AND TO FIND THE MEETING 

AREA AND TO FRESHEN UP AND PREPARE). 

• LONG JOURNEY TIME (TIREDNESS

• LACK OF OPPORTUNITY TO COMPLETE WORK IN A CAR

• LOST TIME AS OVER NIGHT

• WILL THEY MAKE THE FERRY BACK AFTER THE MEETING? – SHOULD DO



SCENARIO 1 - AMSTERDAM
• FERRY OPTION 2 – COST = £406.00

• TRAVEL COST (614.6 MILES)

• 614.6 X 0.45 = £276.57

• SUSTENANCE = £120

• TOTAL = £802.57

• ARRIVE AT 08:00 – 1HR 10 TO AMSTERDAM ((LEAVES 1HR 50 MINS BEFORE METTING)

• LONG JOURNEY TIME TO HARWICH (TIREDNESS)

• LACK OF OPPORTUNITY TO COMPLETE WORK IN A CAR

• LOST TIME AS OVER NIGHT

• WILL THEY MAKE THE FERRY BACK AFTER THE MEETING? – SHOULD DO



SCENARIO 2 
• 3 COLLEAGUES TRAVELLING TO TO YORK (2 FROM LONDON AND 1 FROM LANCASTER)

• NEED HOTELS – NIGHT BEFORE 

• MEETING STARTS AT 08:30 (EARLY,  SO HOTEL NEEDS TO BE CLOSE TO THE VENUE – BUSY CITY CENTRE)

HOTEL: 3 ADULTS FOR 1 NIGHT (BOOKING.COM - £80 FOR 3 ROOMS) – CITY CENTRE LOCATION/FACILITIES/CLEAN ETC

TRAVEL:    

- LANCASTER TO YORK = 118 MILES X 0.45 = £53.1

- LONDON TO YORK = 208.7 X 0.45 = £93.9 (CAN CAR SHARE – LEAVE FROM OFFICE TOGETHER)

NB – TRAIN FARE APPROX. £224 RETURN (ADD ONS NOT INCLUDED)

PARKING:  24 HOUR £20.50 EACH CAR = £61.50

SUSTENANCE: £120 (ALL 3) – DINNER, LUNCH – BREAKFAST INCLUDED

TOTAL = £408.50



SUMMARY QUESTIONS
• WHAT 5 FACTORS INFLUENCE MEETING ARRANGEMENTS – BRIEFLY EXPLAIN EACH 

INCLUDING EXAMPLES

• WHAT 3 FACTORS INFLUENCE TRAVEL ARRANGEMENTS – BRIEFLY EXPLAIN EACH 

INCLUDING EXAMPLES

• WHAT 3 FACTORS INFLUENCE BUSINESS ACCOMMODATION  ARRANGEMENTS -

BRIEFLY EXPLAIN EACH INCLUDING EXAMPLES

• IS COST ALWAYS THE MAIN FACTOR WHEN BOOKING TRAVEL?

• HOW MANY SPECIFIC REQUIREMENTS EFFECT CHOICE OF ACCOMMODATION?



RESOURCES

• HTTP://WWW.SEEDSFORCHANGE.ORG.UK/MEETING

• HTTP://LIVINGSTA.HUBPAGES.COM/HUB/PLAN-AND-ORGANISE-MEETINGS-NVQ-LEVEL-3-

DIPLOMA-IN-BUSINESS-AND-ADMINISTRATION

• HTTP://WWW.BUSINESSBALLS.COM/MEETINGS.HTM

• HTTP://LIVINGSTA.HUBPAGES.COM/HUB/PLAN-AND-ORGANISE-MEETINGS-NVQ-LEVEL-3-

DIPLOMA-IN-BUSINESS-AND-ADMINISTRATION

• HTTP://WWW.WIKIHOW.COM/TAKE-MINUTES

• HTTP://WWW.BIZMOVE.COM/SKILLS/M8L.HTM

http://www.seedsforchange.org.uk/meeting
http://livingsta.hubpages.com/hub/Plan-and-Organise-Meetings-NVQ-Level-3-Diploma-in-Business-and-Administration
http://www.businessballs.com/meetings.htm
http://livingsta.hubpages.com/hub/Plan-and-Organise-Meetings-NVQ-Level-3-Diploma-in-Business-and-Administration
http://www.wikihow.com/Take-Minutes
http://www.bizmove.com/skills/m8l.htm

