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Level 2 Diploma in Business Administration [image: ]
	
Principles of providing administrative services (Activity 2)
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Unit J/506/1899: Principles of Providing Administrative Services
Activity 1 – Understand the organisation of travel and accommodation (AC 2.1, 2.2, 2.3)
As part of your role you may need to arrange travel and accommodation for your colleagues. Complete the following activities about making travel and accommodation arrangements.
1. In the table below, identify different types of travel and the key features of each

	Type of travel
	Key features

	



	

	



	

	



	

	



	




2. In the table below, identify different types of accommodation and the key features of each
 
	Type of accommodation
	Key features

	



	

	



	





3. Why is it important that you clarify and confirm instructions and requirements for business travel and accommodation?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

4. Why is it important that you keep records of business travel and accommodation?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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