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Unit of Competency 
Organise Business Travel 

BSBADM406B 

 

Unit Descriptor 

This unit describes the performance outcomes, skills and 

knowledge required to organise domestic and overseas 

business travel, including developing associated 

itineraries, booking travel and accommodation, preparing 

travel-related documentation and making travel 

arrangements. 

No licensing, legislative, regulatory or certification 

requirements apply to this unit at the time of 

endorsement. 

 

Employability Skills 

The required outcomes described in this unit of 

competency contain applicable facets of Employability 

Skills. The Employability Skills Summary for the 

qualification in which this unit of competency is 

packaged, will assist in identifying Employability Skills 

requirements. 

 

Pre-requisite Units  Nil  

 

Application of the Unit 

This unit applies to individuals employed in a range of 

work environments who are responsible for the 

organisation of business travel. They may work as 

individuals providing administrative support within an 

enterprise, or may have responsibility for these tasks in 

relation to their own workgroup or role. 

 

Competency Field Administration – General Administration 
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Element 2 2 Make travel arrangements 

 

 

 

 

Performance Criteria 

When you have finished this section you should be able to 

demonstrate your ability to: 

� Make bookings in accordance with organisational 

policies and procedures for business travel 

� Identify and arrange travel documents in accordance 

with itinerary and individual requirements 

� Confirm and check travel arrangements and despatch 

confirmation documents to the traveller within 

designated timelines 

� Negotiate and confirm alternative arrangements in 

response to changed requirements 

� Record travel details and itinerary in accordance with 

organisational requirements 

� Negotiate and confirm communication arrangements 

in accordance with organisational requirements 
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2.1 Make bookings for business travel 

“Make bookings in accordance with organisational policies and procedures 

for business travel.” 

What are organisational policies and procedures?  

When you begin your job at a new workplace, you should find out what methods, rules or systems 

are used in relation to your job specification. In most businesses there are informal as well as formal 

rules.  

Informal procedures  
 

Informal 
Informal means ‘relaxed and friendly’, or ‘not according to 

prescribed or customary forms’.  

Formal 
Formal means ‘following established conventions’; ‘methodical 

and organised’. 

 

The informal or ‘unwritten’ rules could be called ‘the way things work’ or ‘the way we do things here’ 

and they are not generally written down in a workplace manual.  

You are likely to find informal procedures in small companies, where there is only a small number of 

staff. Because of this, the requirements are generally not in written form, but are passed on verbally 

from more experienced staff members or management to new employees. However, just because 

the procedures are not written down, it does not mean they should not be observed and followed 

carefully.  

If unsure, ask  

You will need to find out about and remember the procedures in your workplace if you are to do well 

and avoid making errors. It is always difficult at first to remember everything—people’s names, what 

they are responsible for, and all the procedures—so don’t be shy about asking questions.  

As a new employee, your co-workers will expect you to want to find out as much as possible about 

the company and its policies and procedures. They won’t expect you to learn and remember every 

detail in the first few days. It is much better to risk appearing foolish by asking more than once than 

to make a mistake because you did not know what to do and didn’t ask for help. That’s even more 

foolish!  
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Keep a notebook handy  

To help you remember all the new information, and until you become familiar with the various 

procedures, keep a notepad or journal on your desk for jotting down things you learn such as 

people’s names and their positions, and policies, procedures and requirements. Then, if you need to, 

revise everything you have written down each day or each week.  

Your journal will become a helpful personal handbook about your workplace and your duties. 

Gradually, as you become more familiar with routines, you will need to refer to your journal less and 

less, but it will still be a trusty guide when you are unsure about something.  

Formal procedures  

Companies that employ a large number of people have a greater need for formalised procedures and 

policies. This type of company would have its own printed manuals and reference materials outlining 

company policies and procedures. Alternatively, the information could be stored on the office 

computer network.  

If the information is in printed form, your supervisor or manager should provide these materials to 

you along with any instructions that relate directly to your job when you begin work.  

An example of formal procedures in a book publishing company could be where the wording of 

contracts needs to be straightforward and unambiguous. The policies and procedures for dealing 

with authors and their manuscripts, such as keeping records of and confirming discussions and verbal 

agreements, need to be observed strictly.  

 

Unamibiguous 
Unambiguous means ‘having a clear meaning which can only be 

interpreted in one way’.  

 

Organisational procedures  

Most companies have developed procedures that work best in their particular line of business. These 

procedures have been created to help their employees work efficiently and safely; that is why it is 

important for you to find out which procedures relate to your job.  

Once you have learnt a particular procedure, it will make planning and performing your tasks quicker, 

and easier for you to accomplish. In addition, by following company procedures you will quickly gain 

confidence and feel a part of the team. Examples of organisational policies and procedures could 

include:  

� being aware of occupational health and safety issues  

� the correct procedure for dealing with telephone calls  

� how to contact clients to make appointments  
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� how to respond to instructions and how to give instructions  

� policies governing the use of voice mail and e-mail 

Check your office standard  

How you perform your various tasks will depend very much on your workplace procedures and the 

instructions and expectations of your supervisor. However, it is your responsibility to ensure that you 

are following the company guidelines and the procedures provided in the staff manual or the 

instructions given to you directly by your boss.  

Make sure you get all the facts  

When you are asked to make travel bookings, and before you begin working out timetables and 

accommodation, you must make sure that you are given all the necessary details.  

Refer to Prepare itinerary, page 37, which shows a list of travel demands or requirements, followed 

by explanations of each item. You could use the list as the basis for gathering all the information you 

need to make the necessary bookings or to brief the company’s travel agent on the traveller’s 

requirements.  

However, if the travel arrangements are simply for an interstate business trip, there will be fewer 

details and less complex bookings to arrange.  

Making bookings for business travel  

As has been stated above, every company develops its own methods and procedures for 

accomplishing a desired result. For example, you may find that in your office staff usually make travel 

arrangements directly with the providers by phone, or where appropriate, through face-to-face 

discussions with the travel agent, who will arrange every aspect of the travel and accommodation 

requirements. Yet in another office, staff may use e-mail exclusively or make reservations with 

airlines and hotel bookings on the Internet.  

In the early stages of your job, ask someone you work with or your supervisor which method(s) you 

should use. Also, ask your manager or the person whose business travel you will be organising how 

they wish you to do this—they may have a preferred method or a system (a protocol) they have 

worked out with a previous employee.  
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Exercise 8 – Organisational procedures and making bookings 

1. What is another way to describe informal procedures? 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

2. Explain the difference between informal and formal rules. 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

3. What sort of businesses are likely to have informal procedures? 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

4. Name a type of company that is likely to need formal procedures. 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  
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5. What would be the advantages to you of learning and following organisational procedures? 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

6. Give three examples of organisational procedures. 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

7. Write some reasons of your own as to how you might use a notebook or journal when you 

begin a new job. 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

8. List three methods you could use to make travel bookings. 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

 

 

 


