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              THE KENYA NATIONAL EXAMINATIONS COUNCIL

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
	
05
	
	

	Items included in the Clients File:
· Correspondences (Letters, Emails, telex)
· Tour itineraries
· Invoices
· Reservation vouchers
· Tickets
· Receipts
Couriers file:
· Confirmed reservation forms for transportation and accommodation
· Copies of detailed Itineraries
· Rooming List
· Accommodation Form Sheets
Award one mark each
	



10
	
	

	Organized the Tour File:
· Selected the type of file to use
· Obtained a new file
· Labelled the file
· Prepared the Documents to be filed
· Separated documents by type.
· Entered the items in a chronological order and alphabetical order.
· Labeled the document categories using color codes.
· Disposed of unnecessary documents.
Award two marks for each
	

16
	
	

	Storage of the tour file
· Flat filing
· Vertical Filing
· Arch lever filing
· Cabinet filing
· Pigeon hole method
Award two marks for each.
	
10
	
	

	TOTAL
	41
	
	

	
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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