


B6  

a i 1 Document has a suitable title must include ‘August’ and 
‘Management Board’. 

1 1 

2 Logo inserted in bottom left of document. 1 2 
3 Text from the files AUGUSTMTG1, AUGUSTMTG2 and AUGUSTMTG3. 1 2 

ii 1 Total income and revised income calculated in Task A2 inserted. 1 2 
2 Recommendation about discount included. 1 3 
3 Recommendation is sensible – e.g. reflecting possible increased income 

from some hotels but overall loss of income for the hotel group. 
1 3 

b  1 Consistent use of font style and sizes for title, subheadings and 
body text. 

1 2 

2 Consistent alignment of text. 1 2 
3 Appropriate use of spelling and grammar checker to remove errors in 

spelling and grammar. 
1 2 

4 Report fits to one side A4 – balanced with no excessive white space 
and is fit for purpose. 

1 3 

Total for Task B6 10  


