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Bookings and Confirmations

Bookings & CONFIRMATIONS

Main points to consider when planning 

	a Booking  Letter


	a Confirmation Letter

	When planning a booking letter you should

a.
refer to previous letter if any

b.
state the accommodation required clearly or enclose a booking form

c.
ask for a specific service (a transfer car service, a meal out of time)

d.
ask for a written confirmation

Useful verbs:
to reserve / to book / to arrange accommodation / to require

Accommodation / period requirements:

a single with bath for a two night stay

a double room with bath or shower from... to...

a twin with bath en suite for the nights of....

a single room for two weeks, from 2nd May

a twin room with private bath from 7th to 15th May inclusive

Food plans

on bed and breakfast terms

on half-board terms:bed breakfast and evening meal
on full-board terms: bed, breakfast, lunch and evening meal 

on  EP (European Plan) terms: room rent and no meals
on AP (American Plan): full-board terms

on MAP (Modified American Plan) terms: room rent and two meals a day, namely breakfast and either lunch or dinner.
on CP (Continental Plan) terms: room rent and complimentary free breakfast.
	When planning a confirmation letter you should

a.
thank for the reservation letter

b.
confirm the availability of the accommodation required

c.
give details of the accommodation

d.
express hope of welcoming clients

When the accommodation required is unavailable, your letter may follow this pattern:

a.
thanking for the reservation letter

b.
expressing regret for being unable to meet the client's requirements

c.
suggesting an alternative

d.
expressing the hope of being of service in future

Useful verbs:

to thank for / to confirm / to accommodate / to reserve / to assist / to assure / to welcome / to be available / to regret / to suggest.

Phrases

I am pleased to confirm your booking relative to..

I have much pleasure in confirming your reservation as follows:..

We are pleased to inform you that we have reserved you...

You may rest assured we will do our best to meet your requirements

We look forward to welcoming you

We are sorry to inform you that we cannot offer any accommodation

We regret that we are unable to offer you the accommodation you require

We regret we cannot accommodate you because we are fully booked for the period you require

We hope to be of service to you in future



Booking accommodation
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Cowley

Oxford OX4 2PH

The Manager

5th April, 1993

Hotel Des Bergues

33 Quai Des Bergues

CH1201 Genève

Suisse

Dear Sir,

I should be obliged if you would kindly reserve a double room

with bath or shower for the nights of 15, 16 and 17 June next.

I should prefer a room with a fine view of the lake.

I should also like you to arrange for a private car to pick

me and my wife on our arrival at the airport by flight BA 305

scheduled at 15.00 hours.

Please give me confirmation of this booking by return of

mail.

Yours faithfully,

Thomas Nuffield


Practice

1. Write which functions are represented by the following sentences

	I should be obliged if you would kindly reserve a double room with bath or shower for the nights of 15, 16 and 17 June next.
	I should prefer a room with a fine view of the lake
	I should also like you to arrange for a private car to pick me and my wife on our arrival at the airport by flight BA305 scheduled at 15 hours.
	Please give me confirmation of this booking by return of mail.

	...............................

...............................
	...............................

...............................
	...............................

...............................
	...............................

...............................


2. Write appropriate synonyms for these words

1.
obliged
...................................................

2.
reserve
...................................................

3.
prefer
...................................................

4.
view
...................................................

5.
like
...................................................

6.
arrange
...................................................

7.
pick up
...................................................

8.
scheduled
...................................................

9.
confirmation
...................................................

10.
booking
...................................................

3. Complete these phrases into complete sentences

1.
I should be grateful if you..

2.
We should like you to...

3.
Please confirm...

4.
....................by return.

5.
Will you please arrange for...

6.
Please reserve...

7.
Would you please send me...

8.
The room I need should...

9.
I recommend you to...

10.
In view of...


Confirming accommodation
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Language Notes

	I should be...if you would reserve..
	(Sarei grato se Lei volesse riservare). In questa frase 'should' ha funzione di ausiliare nella formazione del condizionale presente, mentre 'would' è forma difettiva che esprime il congiuntivo imperfetto del verbo volere. Altri esempi con la stessa struttura:

I should be grateful if you would allocate me a room giving on to the square (Sarei grato se volesse assegnarmi una stanza che dà sulla piazza).

	to arrange
	(= provvedere, fare i modo, dare istruzioni per, stabilire, fissare) Questo verbo assume le seguenti costruzioni:

to arrange for someone to do something

to arrange for something to be done

to arrange to do something

to arrange something / for something
Esempi: Please arrange for a porter to take up my luggage = Vogliate provvedere a che un facchino porti su il mio bagaglio. I have arranged for a taxi to be here in a few minutes = Ho disposto che un taxi sia quì fra pochi minuti. I will arrange to dispatch this package immediately = Provvederò a spedire questo pacchetto immediatamente. Please arrange my flight booking  = Vogliate provvedere alla prenotazione del volo. We can arrange meals and sightseeing = Possiamo provvedere ai pasti e alle escursioni.

	to face
	(= affacciarsi su) Sinonimi: to look onto, to overlook, to open on, to give on to. The window opens on/overlooks the square.

	in compliance with
	(= in conformità con). Espressioni con lo stesso significato sono: complying with, in accordance with, according to, in conformity to. Es. In compliance with your instructions we have arranged for the equipment you require = In conformità con le vostre istruzioni abbiamo provveduto alle attrezzature che vi occorrono.

	to welcome
	(= accogliere, dare il benvenuto, fare buona accoglienza).

Nota: you're welcome = prego, non c'è di che. I'd welcome your suggestions = Gradirei i vostri suggerimenti. A welcome guest = un ospite gradito.

We welcome the prospect of having as our guest = Ci piace la prospettiva di avervi come nostro ospite.


Practice

2nd March, 19..

The Manager 

Park Hotel


Dear Sir,


We request you hereby to reserve the following accommodation for our executive Mr Jeremy Jordan who will be attending the trade fair to be held in your town next month.



A single room for the three nights of Monday, 7th to Wednesday, 9th April.


Kindly confirm this booking by return.








Yours faithfully,








Norma Castle

1. Refer to the letter above and complete the paragraphs below

1.
On 2nd March last, Ms Norma Castle sent a reservation letter to the Manager of 


Park Hotel asking him.............................................................................................


................................................................................................................................

2.
The accommodation she required included.............................................................


................................................................................................................................


................................................................................................................................

3.
She then asked........................................................................................................

2. Fill in the blanks with the words below

require / from / brochure / his / and / that / for / herewith / to / forward.

5th March, 19..

Dear Ms Castle,


I thank you  ...........your letter of 2nd March......... am pleased ........ inform you ......... I have reserved the accommodation you .................... for Mr Jordan, namely a single room for three nights ............ Monday 7th April.


I enclose ............... a copy of the hotel ..................... and look ................. to welcoming Mr Jordan on ......... arrival.







Yours faithfully







Colin Hunter

Offering alternative accommodation
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Practice

1. Check the language functions in the box and put them in order as they are expressed in letter 3

Hoping to accept alternative accommodation / Stating inability to accept a booking / Offering alternative accomodation / Thanking for sending a booking / Giving information about alternative accomodation

1.
..............................................................................................................

2.
..............................................................................................................

3.
..............................................................................................................

4.
..............................................................................................................

5.
..............................................................................................................

2. Write sentences expressing these functions

	Hoping to accept alternative accommodation
	..................................................................................

..................................................................................

..................................................................................

	Giving information about alternative accommodation
	..................................................................................

..................................................................................

..................................................................................

	Stating inability to accept a booking 
	..................................................................................

..................................................................................

..................................................................................

	Thanking for sending a booking 
	..................................................................................

..................................................................................

..................................................................................

	Offering alternative accommodation
	..................................................................................

..................................................................................

..................................................................................


3. You are the Reservation Clerk at the West Rocks Hotel, Grand Parade, Eastbourne, Sussex BN21 4DL.

[image: image2.png]



1. Write to Mr J.Wilkins, 13 College Road, Windermere LA23 1BY and confirm the reservation of a single room with bathroom from 2nd to 7th August 199.. Enclose hotel rates and a brochure describing services and facilities available.

2. Send Mrs Angela Clark, 10 Portland Place, Penrith CA11 7QN a brochure of your hotel as well as a detailed dépliant of the rates you charge for single rooms with and without bathroom. Explain that the prices are quoted per person per day and are inclusive of service, VAT and full English breakfast.

3. Messrs J.Carter & Co., 137 London Road, Blackpool FY2 9TA asked you to reserve 5 singles and a double all with bathroom for the nights of 3, 4 and 5 Sept. next. Confirm the reservation of the 5 single rooms and add that, since you have no doubles available for the above period, you have also reserved a twin room with bathroom adjoining the singles.

4. Refer to the advertisements below and write the letters requested.

	Scrivi una lettera al sig. Luigi Forte confermando la prenotazione di una camera singola con bagno dal 10 al 19 luglio 199..

Come richiesto dal cliente, fornite una descrizione della camera e delle principali attrezzature dell'albergo.
	[image: image3.png]GLOUCESTER HOTEL &
COUNTRY CLUB
Roblnswond Hill, Gloucester





	Gloucester Hotel and Country Club is one of the largest comprehensive hotel and leisure complexes in the country. In addition to the superb accommodation - all bedrooms have en-suite facilities - the leisure facilities include golf, squash, skiing, snooker, pool, solarium, jacuzzi, sauna, multi-gym, etc.

Rooms: 10 singles, 55 doubles, 5 family rooms, 70 with private bath or shower.

Rates: singles £30/£35

doubles £45/£60

family rooms £70


	Il sig. Enrico Piazza ha chiesto, con lettera del 5 aprile scorso, quanto segue:

se è disponibile una camera doppia con bagno dal 1 al 15 agosto prossimo;

se l'albergo è fornito di ristorante;

il prezzo giornaliero per persona del soggiorno a mezza pensione;

se l'albergo dispone di garage privato.
	[image: image4.png]WELLESLEY COURTHOTEL
Clarence Square, Cheltenhar




	A Regency hotel situated in a quiet Georgian  square close to the town centre, coach station, race course and Pitville leisure complex. The restaurant has both Table d'Hôte and à la Carte menus, bar lounge, lift and car park. All rooms have colour TV, radio alarm, tea/coffee making facilities. No children under 6 years please.

Rooms: 6 singles, 15 doubles, 2 family rooms, 4 with private bath or shower.

Rates: singles £27/£30

doubles £40/£50

family rooms £65


	Comunicate al sig.Gianni Mazza di Roma che non avete alcuna camera familiare disponibile nel periodo 21-27 giugno prossimo. Suggerite in alternativa una camera matrimoniale con letto aggiuntivo che siete disposti a concedere senza supplemento di prezzo. Descrivete la camera e i piatti che vengono serviti al ristorante.
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	The Lismore Hotel, owner managed, is an elegant Victorian home, offering excellent moderately priced facilities. All rooms have colour TV and kettle - most have en suite facilities. Freshly cooked food (chargrilled steak, game, fish, vegetarian dishes) is served in the oak panelled dining room - open to non residents. Fine wines - real ale.

Rooms: 5 singles, 5 doubles, 4 family rooms, 6 with private bath or shower.

Rates: singles £15 / £20

doubles £20/£30

family rooms £35/40
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Bar & Restaurant
Ogen 1o Non Residents
86A Banbury Road, Oxford
OXFORD §12120/9

Fres Parking

Spacious 52-bedroom
hotel, all with private
bathroom, colour TV
direct dial telephone and
central heating
Fully licensed restaurant
‘and Jounge bar
Open seven days a wock
Conference and banquet
Facilities. Wedding
receptions and parties of
up to/130 people ctered
for.

ALL MAJOR CREDIT
CARDS ACCEPTED.




	





Via A.Von Platen, 49







96100 Siracusa







Italia







10 June, 1993

The Manager

Cotswold Lodge Hotel

66A Bambury Road, 

Oxford

 Dear Sir,


Will you please reserve the following accommodation on half board basis:



One double room with bath from 2nd to 7th



July (5 nights).


I will be arriving on 2nd July at 5.30 pm and will be departing on 7th July after having breakfast. Please let me know if I have to remit you a deposit.


I would also appreciate receiving a brochure showing the location of the hotel.





Yours faithfully





  Aldo Donato




5. Since the accommodation requested is available, confirm the reservation above

�





�
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