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Your manager, Miss Patti Walker, has sent you some notes for a conference
she plans to attend in Orlando, Florida. She asks you to research and make
reservations for the trip. You should also key an itinerary for her trip. Work
with a classmate to complete this assignment.

1. Open the PDF file CHOS Conference from the data files. This file con-
tains an e-mail from your manager with notes about the trip.

2. Using a printed airline guide or an airline Web site, research flights for
Miss Walker’s trip. You could also telephone airlines for flight informa-
tion and costs. Miss Walker prefers coach nonstop flights if available.
Choose the flights you think are most appropriate, considering the
costs and the schedule. Pretend that you have reserved these flights for
Miss Walker. Make a note of the flight information for her itinerary or
print the information from the Web site if possible.

3. Miss Walker would like to stay at a hotel near the Orange County Con-
vention Center. Use a printed hotel guide or a Web site to find a hotel
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