ITO Assignment Breakdown
Scenario
· As a specialist Travel Agent / Travel Agent and Tour Operator / Events Organiser you are tasked with design a Package Tour and an E brochure 
· Event of your choice (Convention, Conference, Sports Event, Festival, Wedding or other Special Event) or plan a  specialist educational tour. 
· In packaging the tour you are either working as a commercial tour operator/travel agent/events organizer  packaging the trip for profit, or a University or society/club trip organiser arranging the trip at the lowest budget without profit. 
Individual or group work 
· The package could be outbound, in bound or domestic depending on whether you wish to work alone, in pairs or a small group of 3 or 4.  
· On your own or in a pair and plan a shorter tour or inbound/domestic tour to an event or destination in the UK.  
Team working -  
· Allocate individual roles and responsibilities in order to complete the task. 
· Hold regular meetings and provide evidence (emails/minutes) of how you have planned the itinerary demonstrating specific responsibilities. 
· Assessed on your individual roles and responsibilities and evidence provided as well as the overall performance in addressing the task. 
· If you elect to work as a group students you are required to design a specialist international tour for the group to a destination / event relevant to their studies.
· Individuals will also need to provide detailed breakdowns of their planning and packaging.
Assignment in 3 parts – 
1.  Client Portfolio & E-brochure (50%)
2. Presentation/pre recorded video (5 mins per student) (25%)
3. Trade travel package document (25%)

Packaging your tour;
Design a bespoke tour to meet their individual needs, student numbers, budget and trip criteria. 
The actual client’s needs will be agreed between you and the tutor at the start of the academic year in tutorials and you should confirm this via an email to the tutor.
Be aware of the industry constraints and issues facing you whichever role you take on and you need to agree – 
· the client’s budget, numbers and consider actual costings and profits from the outset, as well as providing  a detailed breakdown of these. 
· Consider the current and future covid-19 restrictions and possible impacts of Brexit.
· Must use legitimate suppliers and trade contacts and that you consider the importance of ABTA and ATOL bonding possible issues of cancellation, insurance claims, covid-19 pandemic and travel disruption as well as accidents and international situations or terrorist attacks. 
· Consider what competitors could offer and how you can outperform them.

ASSIGNMENT ELEMENTS
1. Client portfolio 
Include;
· E-brochure, 
· printout of the presentation and package details, 
· a formal and detailed risk assessment 
· additional relevant  information handout that would be given to the client in order to sell the package. 


1. Client Documents (E brochure & Portfolio)
These should sell the trip and events package portfolio and should include-
· travel and accommodation information, 
· detailed itineraries, 
· timings, 
· planned excursions, 
· a range of optional social activities, 
· detailed risk assessment, 
· budgeted costings for the trip and any needed cost breakdowns. 
· Include a detailed resort and destination information and health / travel advice as well as detailed tourist guides and the depth will depend on whether this is an individual portfolio/e brochure or a group document. 
· Aim of documents -  help persuade the client to purchase your tour rather than a competitor’s tour. 
· Consider branding, 
· The importance of insurance and ABTA and ATOL Bonding and any other supporting information or videos.
· These may be designed by the individual or group or may be the property of a tourism destination management company in which case you must cite the source fully and accurately in the text and in the bibliography.

2. Trade package document 
Include;
· evidence of all the research undertaken 
· actual costings and profit breakdowns
· details of meetings/emails to the client and suppliers which is evidence which would not be provided to the client. 
· any trade agreements. 
· Group Working Evidence 
Group Working Evidence include– 
Please note students working in groups need to provide a detailed breakdown of their individual contribution to the assignment including a peer assessment so they can be awarded an individual mark based on the actual roles allocated to each individual and the contribution of each student. It is therefore required that a detailed breakdown of individual responsibilities and peer appraisal is agreed from the outset and that this is included in the trade document.

3. Video/presentation element
You will be responsible for organising a presentation or pre recorded presentation and video to sell your educational tour to the client. 
Include; 
· selling the product you have designed to the client, 
· Presenting an E brochure for the planned tour, 
· detailed information portfolio on your selected destination and / or event, package itinerary (travel and accommodation), excursions, social activities risks assessment and detailed costing options. 
· Questions will be asked about your presentation/video
Use Harvard referencing throughout
