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In a letter format the logo would be placed on the right and the address details would go to the left
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Well done, this is a great letter but contains minor errors as highlighted

Is this a signature?



Use the Harvard referencing guidelines to reference accurately.

Word



How can they contact you directly.

Would you provide any compensation?



Nor referenced accuratly

Very good answer with messages targeted to future guests, Well done



In a letter format the logo would be placed on the right and the address details
would go to the left
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Word

Very good letter, it includes solutions, empathy and an appropriate offer of
compensation. Well done



FINAL GRADE

79/100
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Text Comment.  In a letter format the logo would be placed on the right and the address
details would go to the left

Comment 1

Good start

Comment 2

Good use of given information

PAGE 3

Comment 3

No S

Comment 4

You would never disclose such confidential information within a letter

Comment 5

Maybe attach a copy or provide a link to access

Text Comment.  Well done, this is a great letter but contains minor errors as highlighted



QM

QM

Text Comment.  Is this a signature?

PAGE 4

Text Comment.  Use the Harvard referencing guidelines to reference accurately.

Word

You need to choose your words carefully in order for them to say want you want them to.
Here a better words could have been used.

PAGE 5

Text Comment.  How can they contact you directly.

Text Comment.  Would you provide any compensation?

PAGE 6

Text Comment.  Nor referenced accuratly

Text Comment.  Very good answer with messages targeted to future guests, Well done

PAGE 7

Text Comment.  In a letter format the logo would be placed on the right and the address
details would go to the left

Comment 6

Good to recognise this

PAGE 8

Word

You need to choose your words carefully in order for them to say want you want them to.
Here a better words could have been used.

Text Comment.  Very good letter, it includes solutions, empathy and an appropriate offer
of compensation. Well done

GRADING FORM: HAFO PORTFOLIO



49

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

25

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.

RESEARCH & LITERATURE /10

MD TASLIM OLID 79

You demonstrated great knowledge and
understanding of the task. You offered appropriate
solutions and compensations. You have used good
initiative throughout.

Your work is presented to a very high standard and
looks professional - well done. Some minor errors
throughout.
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Marks available 10 - You must reference your chosen reviews
accurately.

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


