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Executive Summary – not included in the word count
A brief summary of the key points in the report

Introduction
Introduce the Audit and why it has been written – a request has been made by the manager, in response to the Covid-19 pandemic. Introduce the Covid-19 pandemic, briefly, with a little discussion about how it has affected hotels in the Hospitality Industry. Introduce the hotel you have chosen to write about. Include a little background, not too much. 

Main Findings
Within this section the analysis should take place. Using PESTEL, SWOT and 2 other models, such as Porter’s Generic Value Chain, McKinsey’s 7S Framework and Porter’s 5 Forces. 
Define the framework that you use, what it is and why it is used – briefly. Then apply the framework to the chosen hotel – identify and discuss in detail only 5 key issues in total (for the entire audit).  
*For example – When using PESTEL to analyse the macro environment, you may identify Political Factors such as Legislation and guidelines affecting the hotel industry, Economic issues for the Hospitality issues in Economical, the advancement of technology within the industry to promote contactless processes – to prevent the spread of Covid, Technology. You may wish to mention that the analysis has identified the afore mentioned issues, however the report will discuss in detail the Technological and Political – then detail the findings. 
The report should discuss in detail 5 key issues/findings you have identified as a result of the analysis. 
The analysis should include discussion about customers, competitors, capabilities, resources – tangible and intangible, sales, profitability ratios etc. Future threats such as Airbnb could be considered – due to the changing habits and requirements of hotel guests, and the possibility of another wave of Covid-19 that could potentially threaten the hotel and its ability to remain open.  Frameworks such as VRIN and VRIO can be used to establish the validity of the hotels’ assets/capabilities and resources. Ensure each analysis is clear and that you have clear data/outcomes from each
What is the key issue/finding? How does it impact the hotel now and possibly in the future? How does it affect the competitive edge/advantage? Have you included discussion about the resources and capabilities? What does the financial data identify? How might the hotel respond? How could the hotel manage the finding/issue? How can the hotel use this key finding as an advantage? (If it is a positive finding). 
When discussing your findings and how the Hotel might respond, consider the Reactive and Proactive responses. Is this something that might assist your response to the potential/identified key finding? 
You may wish to have a new subheading for each framework of analysis and findings. Remember the analysis is about both the current and future external and internal environments. 

Recommendations
You should then give at least 3 recommendations based on your findings. The recommendations should be realistic and assist the Hotel and it’s marketing department. 
Conclusions
A brief summary of the key findings within the audit – no new information! 

Reference List 
This should be written using Harvard Referencing style – at least 25 references should be included within the report
