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Assignment Feedback

Name:  Kelly Wong

Module:  A1

Date submitted:  24 July
	Area
	Comments
	Mark /5

	Grammar
	Good!  No big problems.
	4

	Vocabulary
	We use advise when giving advice.  When we give information, we can say tell (someone), let (someone) know, inform (someone):

I advise you that this may be difficult.

I advise you to fill-in the form as soon as possible.

Please tell me what you require.

Please advise me what I should do.
	3

	Style / Tone
	Always thank the reader for their email / phone call, especially when they are a client.

Finish the email with a positive reference to the future: I look forward to seeing you soon; Please let me know if I can help you again…
	3.5

	Content
	Make sure you are specific when talking about what information someone has to provide – give examples if appropriate.
	3.5

	Format / Layout
	Good.  Nice and clear.
	4.5

	In general, a clear email with good tone and style – friendly but professional.
	18.5


