REPUBLIC OF SOUTH AFRICA

nnnnnnn

, higher education
; &gtrainin < aQ NoRTHERN cape  BRES
Doparment L4 @ URBAN TVET NOSA
; Higher Educelion and Treinng L E COLLEGE -

‘ MEMORANDUM
SUBJECT: TRAVEL OFFICE PROCEDURES | EXAMINER: MS DE LEBETHE
TIME: 3 HOURS GROUP: N4
MARKS: 200 DATE: APRIL 2025
NAME OF THE STUDENT: MARKS OBTAINED: _ o
200 = Yo
LEVEL OF 4 3 ' 2 1
COMPETENCY EXCELLENT HIGHLY COMPETENT NOT YET
OF STUDENT COMPETENT COMPETENT
MARK 90%-100% 60%-80% 40%-50% 0%-30%
ALLOCATION
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INDICATE WITH
X |
MEMORANDUM
SUBJECT OUTCOME LEARNING OUTCOMES | ASSESSMENT
STANDARDS
SO1 | MAIL LO1 | Complete the mail register and THEORY
the remittance register.
SO2 | CONFIDENTIALITY LO2 | Five ways to keep personal THEORY
information secure.
S0O3 | BANKING LO3 | What is a bank card? | THEORY
| SO4 | SECURITY LO4 | Briefly explain the purpose of THEORY
the POPI Act?
SO5 | CONSUMER BEHAVIOUR | LO5 | Name and explain five phases of | THEORY
, family life cycle.
SO6 | SOCIAL MEDIA | LO6 | Explain the term social media. | THEORY
APPROVED BY: MODERATED BY:
SUBJECT LECTURER: DATE MODERATED:
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QUESTION 1
1.1
1.1.1 DW
1.1.2 AW
1.1.3 AW
1.1.4 BW
1.1.5 AW
1.1.6 BW
1.1.7 CW
1.1.8 DWW
1.1.9 BW
1.1.10 BW (20)
1.2
1.2.1 Culturev¥
1.2.2 Social MediaVy
1.2.3 Social NetworkingVv
1.2.4 MotivationVV
1.2.5 Collaborative Projectsvy
1.2.6 Target MarketVy
1.2.7 Consumptionvy
1.2.8 Consumer OrientationVv
1.2.9 Attitude VW
1.2.10 BlogVV (20)
QUESTION 2

REMITTANCE REGISTER I
DATE | RECEIVED | TYPE OF AMOUNT HANDED RECEIPT
FILEDV FROM | PAYMENT TO NUMBER
EXAM George EFTY R17 015. John | 2058V
DATEV CampbellV 00+ PhillipsV
EXAM ABSAY | Travel R40 500,00V | John 2060+
DATE~ Wallet/Bank PhillipsV

Cardv
MAIL REGISTER
DATE | NUMBER | CORRESPONDENT | CONTENTS | HANDED TO
FILED
EXAM 04 German VisasV John
DATEV ‘ ConsulateV MichaelsV
EXAM 05+ Mrs Sue MalanV QuoteV Nelisiwe
DATEY | MashabaV |
(22)
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QUESTION 3

3.1

3.2

Employees should avoid work-related discussions with friends, family or staff
outside office. VV

Employees should never travel with confidential information unless they have
no other options. Vv

Employees should avoid viewing confidential information a crowded
restaurant. Vv

Laptops and other electronic devices should be password protected. Vv
Employees should avoid sending confidential information by fax or email from
public locations. Vv (20)

Filling cabinety

Concertina filesV

Alphabetical book file (sorter) ¥

Hanging filesV

Spike filesV (5)

QUESTION 4

4.1.1 Any card issued against an account is called a bank card. The card is therefore
linked to a specific account and most of the time the account the account number as
well as the name of the account holder is printed on the card. Vv (2)

No need to carry large amounts of cashvv

Easy to withdraw moneyvV

Interest received on balanceVv

You can make electronic paymenty~ (8)

EFT (Electronic Funds Transfer) vV

Checking balancesVV

View recent transactions

Paying accounts/bills Vv

Prepaid airtime(cell phone banking) Vv

Online shopping VvV

Booking flights, hotels, etc. Vv ( Any four 8)
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4.2 The purpose of the POPI Act is to ensure that all South African Institutions use
your personal information in a responsible manner when coliecting, processing,
storing and sharing it. VWV The Act will hold them accountable should they abuse or
compromise your personal information in any way. Vv (5)

4.3

4.3.1 Electronic Miscellaneous DocumentsVy

4.3.2 Global Distribution Systemvv

4.3.3 International Air Transport Associationvv (6)

QUESTION 5
5.1

* Self-actualisation: ¥V pursue inner talent, creativity, fulfilment. Vv

o Self-esteem: VVAchievement mastery, recognition, respect. vV

e Belonging-love: VY friends. Family, spouse, loveryv.

o Safety: Vv security, stability, freedom from fear. Vv

» Physiological: \V food, water, shelter, warmth. Vv (20)

5.2 Phase 1
NEWLY-WED~

» Economically active, both work and combine their income.
¢ No dependentsV
o Often afford to buy expensive products and luxuries.

Phase 2 v
FAMILY GROWTH PHASE

¢ Children are born ¥
e Changes in consumer behaviour, money spent on childreny
e Changes in holidays taken, bookings to suit the needs of the whole family.

Phase 3
MATURITY PHASEY

¢ Children are now teenagersy

e Children developed their own attitudes, personally and preferences

e Children are asked their opinion and influence the choice of a tourism
product/destination.
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Phase 4
POST-PARENTAL PHASEY

¢ All children left home

o Empty nesty

o Parents spend less on household

e Money available for travelling

e This is a phase where a lot of travelling takes place

Phase 5
SOLE SURVIVORY

e One spouse remains

e Spending money much different than beforeV

» Travel often family related, to see children and grandchildrenv

e Will travel in groups, usually all-inclusive. (15)

5.3

9.3.1 Income is, in simple terms, the total amount of money that a person receives
during a month or year. The main source of income for an individual will be a salary.
An income is used to pay living expenses like transportation, accommodation, food,
school, cell phones etc. Vv

5.3.2 The disposable income is any money left after all the essential expenses have
been paid. Disposable income is what is used to pay for travel and tourism as that is
extra money and not needed for essential living expenses. People with a lot of
disposable income will be able to go on holiday often. Vv

9.3.3 The willingness of consumers to purchase a product means how likely they are
going to buy the specific product. If there is a high willingness, the consumer will
most likely buy the product. If the willingness is low, not a lot of customers will buy
the product. vV (6)

QUESTION 6
6.1 Product

This is the tourism product or service that you will present to the customers to satisfy
their needs. Market research must be done to determine the product the customer
will pay money for. New products must be developed constantly to keep up with the
needs of customers. Vv
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Place

Place refers to providing the product at a place that is convenient for consumes to
access. Place goes hand-in-hand with distribution. That is why it is so important to
choose the best location for your business. Vv

Promotion

Promotion represents all the methods of communication that a marketer may use to
provide information to different parties about the product. Promotion comprises
elements such as advertising, public relations, personal selling and sales promotion.

W

Price v

The price is the amount a customer pays for the product/service. The price is very
important as it determines the company’s profit and therefore also survival. The price
of product/service must be suitable for target market. Vv (12)

6.2 Introduction v

A new product is introduced to the market. It is not very well-known yet so the sales
are low. Marketing must be done to bridge the gap between the production and
consumption. VvV

Growth v

Consumers get to know the product and sales grow rapidly. Profits are being made.
The competitors now see the good product you have and they develop something
similar. v

Maturity v

Competition gets tougher as there are now similar products on the market. Sales are
lower. Profits go down as competitors cut prices to attract more consumers and your
business must follow suit.

Decline v

The sales of this product declines as new products are introduced to the market.
More conservative and loyal customers might still buy older products. (10)
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QUESTION 7
7.1 Social media are website and applications (for cell phones) that enable users to
create and share content or to participate in social networking. Vv (2)
7.2 BlogsV and social-networking sites. v (2)
7.3

o TwitterV

o Facebook V

e LinkedInv (3)
7.4

e TwitterV: The travel company can tweet or broadcast what is happening to
millions of customers as it is happening. V

o Facebook: VThe Travel Company can start a Facebook page with its name
and give special offers to the general public. ¥

o Linkedin: V the travel company can motivate clients to give their business a
recommendation on the company’s LinkedIn page. ¥ (Any two 4)

QUESTION 8
8.1

Step 1: Have adequate knowledge of the product.

Be fully prepared. Familiarise yourself with the product you are selling
And the company. V¥

Step 2: Locate and identify the buyer.
Tourism magazines and trade magazines as well as social media. YV

Step 3: Approach prospective customers (buyers)
Reach out to potential clients and set up a meeting with them to
Show them the product or service you are offering
Phone, email and arrange a meeting. Vv

Step 4. Present and provide selling points
Use visuals and demonstration to show the benefits. Vv

Step 5: Answer questions and objections

Understand and overcome customers objections, recognise buying signals,
Present alternatives to any objection. Vv
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Step 6 Close the sale
Give reasons why the deal must be taken today. Make the sale by getting
A commitment such as credit card number, emphasis the gifts and benefit
That come with a sale. YV
Step 7: Follow-up (non-sale activities)
Establish goodwill, enquire whether the trip went well afterwards, keep
Customers on a mailing list. Vv (14)
8.2
e BravoV
» RomeoV
o Alfay
e Novembervy
e DeltaV (6)
GRAND TOTAL 200
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