Guests’ Requests
On the phone:

	        Can

       Could
	           I
	       have

     speak to


	The reservations office, 
the booking officer,
	      Please?

	     I’d like to 
	      book a 

    reserve a 
	  type of room 
	     for 
	      length of stay


Receptionist
How to ask for            When do you require the room?

details about dates     For when, madam/sir?

 and the length of       When will you be arriving?
stay                            How long will you be staying, madam/sir?       For how many nights?  

How to ask for            What type of room would you like, madam/sir?
details about the

type of room and        How many of you are there?
number of people

                                                                                                               the street 
How to propose          Yes,      there is        a type of room     bath      overlooking   the park
accommodation                     we have       with                     shower                      the courtyard                
or suggest                                                                              in a nice, quiet position
special offers                                                                          with sea view
                                   Yes,       there is   a special package for families
                                                           we have      a special plan     for a child 
                                                                                                                                 sharing the room with two adults
How to ask for      What is your name,                                                             
personal details    Your name and address,                                                
                                     Can         I have      the details of your credit card,               please?
                                  Could                   your name and telephone number,

                                                    you spell your surname,   


How to sum up     So, your booking   for the date      for type   type of      at the price   p.p 
and confirm          is confirmed           from the date   of room  hotel rate  of currency   p.p.
booking                                          to the date                                       and amount .p.n
by phone                                                                                                         p.r.
                                            You will receive written confirmation of this booking

How to say there I’m very sorry but we have no type of room available for that date.
are no                  I’m afraid we are fully booked for that period.
vacancies            I’m really sorry but we have got no rooms available for tonight. The     

                                 hotel is very busy today.                
How to suggest    I can give you the name of another hotel/of the local tourist office.
a solution             I can give you a type of room instead.
                                 Would you like to leave me your telephone number so that I can ring 

                                 you if there is a cancellation?
