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Comment 1

Hotel address. date and recipient address missing.
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Comment 2

Sentence structure needs addressing

Insert:
Insert word

Insert:
Insert word

Run-on
Run-on sentence:
The sentence contains two or more independent clauses. Separate the clauses with a period
or semicolon.

WC
Word choice error:
Sometimes choosing the correct word to express exactly what you have to say is very difficult
to do. Word choice errors can be the result of not paying attention to the word or trying too
hard to come up with a fancier word when a simple one is appropriate. A thesaurus can be a
handy tool when you're trying to find a word that's similar to, but more accurate than, the
one you're looking up. However, it can often introduce more problems if you use a word
thinking it has exactly the same meaning.

Sp.
Spelling error

Comment 3

Sentence structure needs addressing

WC
Word choice error:
Sometimes choosing the correct word to express exactly what you have to say is very difficult
to do. Word choice errors can be the result of not paying attention to the word or trying too
hard to come up with a fancier word when a simple one is appropriate. A thesaurus can be a
handy tool when you're trying to find a word that's similar to, but more accurate than, the
one you're looking up. However, it can often introduce more problems if you use a word
thinking it has exactly the same meaning.

Insert:
Insert word

Comment 4

They may not be available to book this weekend so maybe you could have suggested that
they contact you to arrange a suitable date?



QM

QM

QM

QM

QM

QM

PAGE 2

WC
Word choice error:
Sometimes choosing the correct word to express exactly what you have to say is very difficult
to do. Word choice errors can be the result of not paying attention to the word or trying too
hard to come up with a fancier word when a simple one is appropriate. A thesaurus can be a
handy tool when you're trying to find a word that's similar to, but more accurate than, the
one you're looking up. However, it can often introduce more problems if you use a word
thinking it has exactly the same meaning.
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Comment 5

No brackets necessary

Insert:
Insert word

Sp.
Spelling error
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Comment 6

sincere apologies

Comment 7

sounds too informal

Missing ","
Missing comma:
Though it may not always be grammatically necessary, a comma can often help to prevent a
misreading. When a sentence opens with an introductory element (a phrase, clause or word
that is logically related to another phrase or clause in the same sentence), it is a great help
to your reader to place a comma after that introductory element. Such phrases will often
begin with words like "because," "while" or "although," as in the following example: "While
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everyone was fighting, the bear wandered away." As you can see, without the comma, the
sentence would be confusing.

Missing ","
Missing comma:
Though it may not always be grammatically necessary, a comma can often help to prevent a
misreading. When a sentence opens with an introductory element (a phrase, clause or word
that is logically related to another phrase or clause in the same sentence), it is a great help
to your reader to place a comma after that introductory element. Such phrases will often
begin with words like "because," "while" or "although," as in the following example: "While
everyone was fighting, the bear wandered away." As you can see, without the comma, the
sentence would be confusing.

WC
Word choice error:
Sometimes choosing the correct word to express exactly what you have to say is very difficult
to do. Word choice errors can be the result of not paying attention to the word or trying too
hard to come up with a fancier word when a simple one is appropriate. A thesaurus can be a
handy tool when you're trying to find a word that's similar to, but more accurate than, the
one you're looking up. However, it can often introduce more problems if you use a word
thinking it has exactly the same meaning.

WC
Word choice error:
Sometimes choosing the correct word to express exactly what you have to say is very difficult
to do. Word choice errors can be the result of not paying attention to the word or trying too
hard to come up with a fancier word when a simple one is appropriate. A thesaurus can be a
handy tool when you're trying to find a word that's similar to, but more accurate than, the
one you're looking up. However, it can often introduce more problems if you use a word
thinking it has exactly the same meaning.
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KNOWLEDGE & UNDERSTANDING /60

Available Marks 60 - Responses should be empathetic, realistic and
personal. Problems should be acknowledged, and necessary measures
addressed. Offer an official name and point-of-contact for further
references. Recognise staff where appropriate. Offer realistic solutions.
Make useful recommendations. Do not offer compensation in a public
response. Recognise the effect of the Covid19 pandemic and use
initiative when inviting guests back to Hotel Trinity

11

PROFESSIONAL PRACTICE /30

Marks available 30 - Letters must look professional, with a logo, contact
details, date etc. Font must be appropriate (Arial, 12) and look
professional. Make sure that your text is justified. All correspondence
should have accurate spelling & grammar. Pay attention to detail of
specific instructions provided for each element of the portfolio that can
be found in the task description.

Letter to Mr. & Mrs. Jones: A more empathetic
approach was required due to the loyalty of the
guests. Negative review: You could have
commented on the positive compliments towards
the staff (the sandwich approach that we
discussed in lectures). Positive review: You could
have focused on the positive aspects more in your
opening and closing of the response. Complaint
letter: I think you were a little confused about Ben -
Mr. Cloake complimented him on his service.

You have not presented your assignment in the
correct format - Arial 12/1.5 line spacing/justified
text. Hotel and recipient address not inserted at
the top of the letter. However, hotel address can



RESEARCH & LITERATURE /10

Marks available 10 - You must reference your chosen reviews
accurately.

2

be found at the bottom of the letter to Mr. & Mrs.
Jones. Paying attention to sentence structure is a
great way to look at the rhythm of your writing
more carefully. Sentence structure is how the basic
grammatical elements of a sentence are put
together. May I suggest that you attend study skills
at UWTSD to assist with assignments next term.
You can book a session online or email -
studyskillsdistance@uwtsd.ac.uk. Be mindful of
the differences in British English and American
English spelling.

Screen shot and information available, but no
website or link provided.


