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Missing logo and title of the letter

Justify Text

Grammar
1

2
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Missing manual signature



Referencing missing
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Good information for future guests

You could include further details of your great facilities and location for example.
Do you have a guest loyalty card or anything you may want to promote?



As per element 1, the format needs to be reviewed

Justify Text

11

Be positive and offer solutions instead of of making excuses.
this sounds very negative and it isn't what the guest wants to
hear.



13



QM

QM

FINAL GRADE

50/100

Portfolio.doc
GRADEMARK REPORT

GENERAL COMMENTS

Instructor

Please see Rubric for a detailed breakdown of your
grade.

Moderated by MJ
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PAGE 2

Text Comment.  Missing logo and title of the letter

Justify Text

You could justify your text to make it look neater on each side

Grammar

Grammatically incorrect

Comment 1

good to include this information

Comment 2

inappropriate

Comment 3

are they staying complimentary? this is unclear.

Comment 4

punctuation
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QM

Comment 5

this is confused. If you are sending them a letter they are not in the hotel room!

Comment 6

Great touch and recognition of preferences

Comment 7

You don't own the team

Text Comment.  Missing manual signature

PAGE 4

Text Comment.  Referencing missing

Comment 8

Change the font

Comment 9

This is straight to the point but doesn't cover enough details to be efficient and reassure
future guests

PAGE 5

Comment 10

Font

PAGE 6

Text Comment.  Good information for future guests

Text Comment.  You could include further details of your great facilities and location for
example. Do you have a guest loyalty card or anything you may want to promote?

PAGE 7

Text Comment.  As per element 1, the format needs to be reviewed

Justify Text



You could justify your text to make it look neater on each side

Comment 11

The

Strikethrough.

Text Comment.  Be positive and offer solutions instead of of making excuses. this sounds
very negative and it isn't what the guest wants to hear.

PAGE 8

Comment 13

Complimentary night would be more appropriate a discount always looks cheap. And
remember we learnt in lectures the importance of being generous.

35

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

GRADING FORM: HAFO PORTFOLIO

LILIA CHETRUSCA 50

You demonstrated knowledge and understanding
of the task. You acknowledged problems offered



13

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.

2

RESEARCH & LITERATURE /10

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

some solutions but some were too brief or not
realistic. Offer of compensation wasn't always
made and clear. You could work in selecting better
words to sound more empathetic.

The layout of your portfolio was poor and needs
improving as noted throughout. Some minor
inaccuracies in grammar and spelling.

You are not including a source or have referenced
according to the UWTSD Harvard Referencing
Guide.


