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INSTRUCTIONS TO THE CANDIDATE 
a) You will be allocated 20 minutes to prepare
b) You have 2 hours to carry out the task as outlined.
c) Record all your tasks in the materials provided

CANDIDATE PRACTICAL ASSESSMENT
Instructions: Assume you are the operations manager for Voyage travelers, you have received a client’s request for your company to do a reservation in a hotel.

You are required to:
a) [bookmark: _Hlk129010093]Respond to the client’s enquiry by writing a letter.
b) Write a reservation letter to the hotel for booking.
c) Respond the feedback to the client on the status of the booking through a letter.
d) File the information in a tour file. 
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