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JOHN GRIERSON

EVIDENCE:
S321 – ORGANISE BUSINESS TRAVEL AND ACCOMMODATION

Unit, PIs

My name is John Grierson and I work at Liberty Housing Partnership.
Here we provide social, affordable housing for the community of the
Western Isles. We have two offices one based in Benbecula which
covers the Uist and Harris area and one in Stornoway which covers
the Lewis area. Due to the vast area of different islands we cover
some staff do a lot of travelling, visiting tenants in different locations.
It is my responsibility to book their travel whether it be inter-island or
to conferences on the mainland as they request a travel booking to be
made.
On 9th October 2017 I received a travel request form from Mr Grey S321.1
one of the employees down in Benbecula, via email, which had been
signed by his line manager. He was looking to make a trip to Barra for
a property inspection as he is the Clerk of Works for the Barra area.
From this form he stated that he would like to go to Barra on the
10:15 sailing and return to Eriskay on the 15:45 sailing.

From this form above I was able to check on the Caledonian S321.3
MacBrayne website to see whether the sailings he had requested
were sailings that were running on the day of his travel. I then called S308.1/2
Caledonian MacBrayne and made the booking. I stated where the
booking was from/to and provided them with our customer ID number
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Knowledge

S321.3

S321.4
S308.2

as well as the details of the passenger.
Once this was completed I received an email confirming the booking.
The email came to the inbox for my Caledonian MacBrayne bookings
which I have separated from my regular inbox to distinguish what is
an email concerning travel and what is not. Here I had to check that
the details that were on the travel itinerary matched that on the travel
request form.
S321.5

S321.2

This is the email I received confirming the booking I received which
confirmed that the travel booking was made for Mr Grey.
In this folder I keep all my booking confirmations S321.6
that Caledonian MacBrayne have sent to me.
S350.2.4

From this I raised a Purchase Order for the travel booking. All
travellers need this when travelling with Caledonian MacBrayne so
that they are able to receive their tickets as this is used as a proof of
purchase. This is also used so that when the invoice comes in we are
able to see what each charge is for. This means that nobody is paid
the wrong amount and makes it easier for the finance team when
reviewing payments and doing the end of month accounts.
Purchase Orders however can only be used for Creditors that have
set up an account with us. From this I was able to email all the
documents to Mr Grey so that he had all the necessary
documentation to be able to travel without any problems.
S321.9
S350.1.2
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S321.9

Here is the confirmation and purchase order I attached to my email
message which I was sent to Mr Grey so that he was aware that the
travel had been booked for him.

On 21st September 2017 two of my collegues gave me a travel
request form to go to Uist so they could carry out training with the Uist
office. The ferry booking was made as described previously. This
booking however required an overnight stay.
I located our approved accomodation list from my PC, I telephoned S321.3
the Bed and Breakfasts that were set up as Creditors. However none
of these were available. Due to this I booked with the Orcadia Bed
and Breakfast. As with all business we have not used before we had S321.8
to set up a Creditor ID so that payments would be able to be made via
Invoice rather than Credit Card.
S321.4
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S321.10

Above is the Creditor Form I created for the Orcadia Bed and S321.7
Breakfast following organisational procedure for all new creditors. As S301.8
can be seen the bank details have been removed to comply with the
Data Protection Act. However all bank details were present when it
was sent to the finance team so that payments could be made.
I also requested a confirmation email from the Bed and Breakfast so
that we had proof that the booking was made so there was no
confusion on arrival. All confirmations were then sent to the travellers
so they had all the necessary documentation for their trip.
On 26th October I 2017 I received a travel request sheet from Mrs S321.1
Darroch who was looking to travel to Inverness to attend a national
meeting and visit another housing association to compare the way
things are done. It was important to get this booked quickly as there
were many aspects that needed to be looked at.

S321.3
S301.7

S321.1

As we live on an island we have very limited options of travel, due to S321.3
this Mrs Darroch had requested to fly so that she would not lose
valuable work time travelling. To do this I had to go onto the Loganair
website, and book a flight ensuring that I used the correct business
Air Discount Service code for Mrs Darroch to ensure that the
company did not spend more money than necessary for the flight.
The Air discount gives people living in the Western Isles a discount
when booking air travel
This is the confirmation of the booking I made for Mrs Darroch’s flight S321.5
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S321.5

to Inverness as requested.

However Mrs Darroch then decided that all the plans she had made S321.8
for her trip would not be able to be achieved within the timescale she
had first proposed. This then meant she had to cancel her travel
request form and resubmit another one. This however meant that the
flight times had to be changed. Once the travel request form had
been signed by her manager and he was aware of the cost
implication I was able to go ahead and change the flights to the new
updated times as shown in the booking reference and updated travel
request form below.

S321.5

Having had a look at public transport costs to and from the airport and S321.3
event, it worked out cheaper to hire a car for the 2 days she had
requested to be away for. Having spoken to my line manager and the
traveller we all agreed that this was the most cost effective and
sensible option. From this I went ahead and looked to find a low cost
car hire company which offered good value for money. The car hire
company which offered the best deal on an economic car was Arnold
Clark. I also had to get Mrs Darroch driving license number so that
Arnold Clark would be able to sort out her insurance for the two days.
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S321.11

S321.5

Once all the travel arrangements had been made I looked at S321.3
somewhere for Mrs Darroch to stay. She had requested the Premier
Inn on Balfour Road as per request form however the hotel which had
the best value for money was chosen to ensure that we spend no
more than necessary. Where available we try to book the flexible rate
so that any changes in travel can be accommodated for and we do
not lose any money on unused bookings which cannot be cancelled.
This was carried out with guidance from the Staff Expenses Policy
below.
This is our travel and subsistence policy S321.1
and shows the budget limits for travel
and accommodation when making
bookings for staff. I try to stick to this as
much as possible.

S321.3

As prices for the Premier Inn’s in Inverness were all at similar prices it
was agree with my line manager that the Balfour Road one was what
we would book as it was what they traveller requested. The reason
which we use the premier inn before any other hotel is that we have a
registered business account with them which means they charge the
business account card rather than charging by invoice.

S321.2
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S321.5

This is the confirmation I received showing the accommodation
booking in the Premier Inn for Mrs Darroch.
With all these documents I was able to prepare a travel itinerary for S321.9
Mrs Darroch so that she knew exactly where she was meant to be
and what time she was meant to be there at. This helped to ensure
that Mrs Darroch was not late for any of her meetings.
S308.1/2
S308.5
S308.6
S308.7

I then took this over to Mrs Darroch and made sure that all the details
matched those that she had requested ensuring that the itinerary all
made sense and she was able to understand where she was meant S321.10
to be at certain times. A copy of this was then given to her so that she
had a hard back copy with her at all times. I also emailed her all the
documents that she would need such as conformations for bookings
and purchase order numbers where necessary. As we sit near each
other in the office, I received verbal conformation from her, that she
was happy with her travel booking details.
Once Mrs Darroch had returned from her trip I asked her for some S301.10
feedback as to how she felt the trip was organised. This was so that
the next time I was carrying out a booking with many parts like this I
would be able to improve my performance where necessary. The
email conversation is as follows.
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S308.5
S308.6

S321.11
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ADDITIONAL EVIDENCE AND CLARIFICATION
This might be used to record additional questions or the candidate may use it to write an
additional paragraph.

COMMENTS/FEEDBACK TO CANDIDATE
John, this is an excellent first reflective account, you have written in good detail and you have
supplied lots of supporting product evidence showing examples of how you have organized
business travel and accommodation. I have added in some tracking to your other units and these
are marked in different colours, by doing this it is easier to see where your evidence covers more
than one unit. Well done, good work.
If witness testimony used please state who supplied testimony and relationship to candidate.

Witness Signature (if applicable):
Candidate Signature:
Assessor Signature:

Date:
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