THE BOSS IS AWAY . . .
Business Communications and Presentations – Culminating Project

Your boss has had an emergency and will be out of the office for a few days.  He needs you to complete the following tasks for him.  You are judgment to complete the tasks unless he has given specific instructions.

Situation:
He is planning a conference for all the company executives.  He has not decided on the location yet, so you can do that.  It does not need to be held in the continental United States.  Please use the Internet to conduct research on locations for the best place to go during January.

Things required when selecting a place:

· Easily accessible by air from all major cities in the U.S.

· Weather should be nice in January – suitable for outdoor activities

· Resort with golf courses, spa and pool
· Arrive on January 17 and depart on January 21

· Meeting space available to accommodate 500 people at once and other meeting rooms to accommodate 50-100 people for breakout sessions

· Restaurant at resort and others near the area

Required Documents:

· Telephone script for resort reservations for your boss

· Letter confirming reservations for resort for your boss

· Informational resort flyer for participants

· Flyer – promoting off-site FUN activity

· Agenda for meeting

· Conference Registration Form

· Email to participants

Specific instructions are given below for each document.

1. Write a Telephone Conversation script for your boss – write a telephone script of you and the reservations clerk making reservations for the resort you chose and the dates you will be staying there with all the necessary accommodations that the boss required.  Also make sure that a reasonable rate is quoted for the room.  Make sure you receive a confirmation number of your reservation.
2. Write a letter to the resort confirming your reservation based on the telephone conservation you had with the reservations clerk.  Make sure that the correct dates, rates, and accommodations are listed specifically based on what the boss requested.  Because this hotel is a resort area, a deposit is required; include with your letter a $100 check.
3. Prepare an information flyer for the conference participants about the resort that was chosen.  Make sure the flyer “grabs” the attention of each employee so that they will want to attend this event.  Include the following on your flyer:

a. Picture of the resort

b. Resort amenities (health club, restaurants, entertainment, extras)

c. Golf course information

d. Guest room information

e. Other places of interest near the resort

f. Room rates

g. How to make reservations

4. Create another flyer to promote participation in a “FUN” off-site activity.  

a. Research using the Internet to find a fun activity for everyone to do.  It should include dinner.

b. There is no cost for the participants but they do need to register for the event.  Registration deadline is December 31.  They may also bring a guest but they must tell you by the registration deadline.
5. Prepare an agenda for the conference meeting that includes the 5-day stay.
Day of week, January 17, Year

Conference participants will arrive between 1 p.m. and 6 p.m. From 7:30 – 8:30 p.m. there will be a reception at the pool.

Day of week, January 18, Year

From 8:30: a.m. – 9 a.m. there will be a Continental Breakfast.  The Opening Session will begin at 9:00 and end at 12 noon.  Stephen Covey, author of “7 Habits of highly Effective People” will be the guest speaker.  The participants have until 2 p.m. for lunch on their own.  At 2 p.m. there will be 5 breakout sessions.  The sessions will last 1 ½ hours.  The topics are:  Time Management for Executives, Effective Presentation Techniques, Communicating for Success, Marketing Our Products on the Internet, Stress Management.  At the conclusion of the breakouts, the participants are on their own for the rest of the day.
Day of the week, January 19, Year
Participants will have free time until 12 noon.  At noon there will be a luncheon that will last 2 hours.  We will give company awards at the luncheon.  At 2:15 and at 4 p.m. the breakout sessions that were conducted on Wednesday afternoon will be repeated.  At 6:30 p.m. we will do the “fun” activity that you planned.

Day of the week, January 20, Year
There will be a continental breakfast at 6:30 a.m.  The Closing Session will begin at 9 a.m. and last for 2 ½ hours.  Bill Gates, Chairman of Microsoft, will be the closing session speaker.  At the conclusion of the closing session, participants are free to spend the afternoon however they choose.  We will have a party with dinner and dancing beginning at 8 p.m.

Day of the week, January 21, Year

Participants will check out and go home.

6. Prepare a conference registration form (sample attached) for participants to complete.  Include the following information:

a. Register; no fee

b. Register any guests – (only one allowed)

c. Register for meal functions held during the conference

d. Include name; home and business address; home and business phone numbers
e. Registration deadline – December 31, Year

f. Mail materials to you at Dream Corporation, 124 Dream Way Highway, Atlanta, GA 30303
7.  Prepare an email to conference participants asking them to complete the attached conference registration form and email it back to you by the registration deadline.
