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What does the business traveler need and how does it differ from the leisure traveler? 
Learn about special contract agreements and the special needs of the business traveler. 
An ideal class for administrative assistants and anyone working in the business world. 

IV. MAJOR LEARNING OUTCOMES 
Upon completion ofthis course a student will be able to: 

A. Identify the specific needs of the business traveler. 
B. Design a proposal for a new business client. 
C. Evaluate the different frequent flyer programs and recommend the best solution 

for business clients. 
D. Assess accounts receivable and payable as they relate to the business traveler's 

expense accounts. 
E. Arrange and plan a convention and/or an event for a major company. 
F. Differentiate the needs of business travelers from leisure travelers. 

V. CONTENTS 
A. A. Types of Business Travel 

1. Training 
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2. Meetings 
3. Sales 
4. Consulting 
5. Conventions 
6. Incentive 

B. Services for the Business Traveler 
1. Air 
2. Accommodations 
3. Ground transportation 
4. Translators, personal assistants 
5. Special client needs 
6. Documentation 

C. Sales and Marketing 
1. Identify potential business clients 
2. Steps to understanding the business client 
3. Proposals for individuals and companies 
4. Differentiating between leisure and business travelers 

D. Incentives 
1. Frequent flyer programs 
2. Frequent stay programs 
3. Reward travel 
4. Coupons and upgrade certificates 
5. Other incentives for the business traveler 
6. Clubs available for business travelers 

E. Convention and Meeting Planning 
1. Who, what, when, where, how, why 
2. Lead time 
3. Needs 
4. Group Travel arrangement 
5. Contracts 
6. Payment schedules 

F. In-house Travel Departments 
1. Affiliations 
2. Costlbenefit analysis 
3. Training 
4. Comparison with full service travel agency 

G. Accounting 
1. Accounts payable and receivable 
2. Per diem rates 
3. Billing procedures 
4. Credit card payments versus cash 
5. Expense reporting/reimbursement 

H. Business Travel Etiquette 
1. Cultural difference in international business travel 
2. Dealing with suppliers 
3. En route problem solving 
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VI. INSTRUCTIONAL METHODOLOGY 
A. Assignments 

1. In-Class Assignments 
a. Group discussion of out-of class research on potential venues for a 

convention. 
b. Group presentation of a city chosen for a convention using criteria 

appropriate for the organization they are planning for. 
2. Out-of-Class assignments 

a. Research on either the development of a convention, training seminar or 
meeting for a business. 

b. Group research and production of a proposal to a business group for 
planning the venue and travel for a convention or annual meeting. 

B. Evaluation 
1. Quizzes on such topics as: how a business traveler's needs are different than a 

leisure traveler or listing the most important criteria in selecting flights for 
business travelers. 

2. Tests: For example write an essay outlining the steps you would take to plan a 
multi -stop itinerary for a business traveler. 

3. Midterm exam on such topics as what criteria a business traveler should use in 
choosing a frequent traveler program or what are the travel options for a 
particular business traveler traveling to a particular destination. 

4. Final project as outlined in 2b above. 
5. Comprehensive final exam on such topics as what are the documentation 

requirements for a specific country and a specific passport holder or 
explaining how per diem rates work for business travelers. 

C. Textbooks and other instructional materials 
1. Instructor developed material such as Power Point presentations on how to 

plan air travel for a business travel or how frequent traveler programs work 
and what criteria should be evaluated in choosing one. 

2. Business Travel News online version (www.businesstravelnews.com) 
3. Frequent traveler websites such as American Airlines AAdvantage 

(www.aadvantage.com), The One World Alliance (www.oneworld.com),or 
the Star Alliance(www.staralliance.com) 

VII. TITLE 5 CLASSIFICATION 
CREDITIDEGREE APPLICABLE (meets all standards of Title 5. Section 55002(a)). 
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