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Title:				Bulgarian Group Museum Visit

Intended visit date:		Five weeks from today

Overview:
We need to prepare for a visit by 25 visitors from Bulgaria who are coming to visit the centre 35 days from today, there are a number of tasks which must be completed prior to their arrival these are identified below.  Please create the following as a project using the software available on your PC.
The activities below are planned to take place:

· You need to contact the translator we have used previously for foreign groups, her name is Petra Roman, you will need to send the Information sheet we give to visitors by Friday of this week.  Translation tasks normally take 10 days, and when the Information sheet is returned you will need to ensure that it is checked.  You have a budget of £125 for the translation.

· Jayne needs to be tasked with preparation of name badges for the staff

· The audio headsets, which offer visitors an overview of the key points of interest within the museum should be used during the visit, you will need to speak to Jayne to arrange a day for this to be carried out by the engineers.  This needs to be completed at least 8 days before the visit.

· On the day the 25 visitors will arrive at approximately 09:45, they will need to speak to Jinni in the cafeteria to ensure that she has all of the foodstuffs she requires.  While you are speaking to Jinni regarding ordering, the group organiser has requested a light lunch, but you need to send an order form out to identify what each member of the group requires for lunch.  Jinni will be able to give you a timeframe in which she needs these returning to ensure that she can order food prior to the day.  Can I suggest that Jayne sends the menu and order form out to the organiser ASAP by the end of next week at the latest?  I would suggest that the food needs to be ordered two weeks prior to the day the group arrives, but check this with Jinni.

· Can you place a reminder in to the project to check with Jinni that the food has arrived and any other tasks that you feel you need reminders for that are critical to the task being completed from this briefing.

· Oh… just to let you know that budget for the refreshments including the lunch is £6.25 per person, please ensure this budget is stuck to.

· The group organiser has requested that by next week the coach company has a map indicating where the group should be parking when they arrive, can you ask Jayne to action this.

· Jayne has two weeks booked off, prior to the visit, you will need to schedule this into the project on the calendar.

· Finally can you ensure that you store all files associated with the visit in the Project folder and all file names should end with TWP so that we know they are part of this project.

Thanks Jeremy (Bales) 
