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ASSESOR’S GUIDE
PRODUCT CHECKLIST
	Candidate’s name & Registration No. 
	

	Assessor’s name & Reg. code
	

	Unit(s) of Competency
	

	Venue of Assessment
	

	Date of assessment
	

	Items to be evaluated:
	Maximum marks to allocate
	Marks 
obtained
	Comments

	File Information
· Name of Company
· Contact Details
· File Reference No.
· Name of Group/Client
· Clients Contact Details
· Neatness of the file
	2
2
2
2
2
2
	
	

	Items included in the Clients File:
· Response to clients enquiry 
· Request for reservation 
· Confirmation for reservation  
Award 2 marks each
	
2
2
2
	
	

	Response to client’s enquiry 
· Use official letter format (address, salutation, date, reference number)
Key information on client’s enquiry Award 2 marks each
	
8
	
	

	Request for reservation 
· Use official letter format (address, salutation, date, reference number)
Key information on reservation Award 2 marks each
	
8
	
	

	Confirmation for reservation  
· Use official letter format(address, salutation, date, reference number)
Key information on confirmed reservation Award 2 marks each
	
8
	
	

	Organized the Tour File:
· Labelled the file
· Separated documents by type.
· Entered the items in a chronological order and alphabetical order.
· Labelled the documents categories using color codes.
Award 1 mark for each
	

04
	
	

	TOTAL
	40
	
	

	
The candidate was found to be:                       Competent                   Not yet competent


       (Please tick as appropriate)
    (The candidate is competent if s/he gets 50% of the total items correct. 

	Feedback from candidate:


	Feedback to candidate:


	Candidate’s signature:
	Date:

	

	Assessor’s signature:
	Date:
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