Beach guesthouse ﬁ Q G O

Beach Guesthouse

Crest Road
Seascape
Devon EX91 WU]
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I'W be busy this momi@.
Cowld you make out next weeks bookipg sheet ”

Do W wm pencd In case we have o Make chamges lates
Show we. when youwve Finidhed .

s Penhaepre

® The Allens are. i racm 33— theyre st'ayo\? ol
Thwrsday 1ith, so their |ast nght Wl bE the 10t .

@ Mr. Greogle will be m Rooms. He wilh be Ie.owi@
o Wednesdan, 10t .

So they dout agpear ow next weeks et .

PS Also enclosed are some bookings from ages ago.
Could you please put them on the booking sheet?
Make swre Hhey get suwitable roowms. The ploans show
what eaclh room 5 Like.

() The Ragers and the Peters will &2 Icawvg? 6h Mohday .
&
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Beach guesthouse floor plans

|
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Beach guesthouse room bookings

Name of receptionist

Night Date Room 1 Room 2 Room 3 Room 4 Room 5
Monday 1* June Mr 4Mrs Mr S&nds Ms Quick Mr & Mrs John
night Jones Frederick Frederick

|
Tuesday 2" June Mrs Singh
night
Wednesday | 3™ June Mr & Mrs
night Anderson

]
Thursday 4™ June
night
Friday 5" June Mr Patel Mr & Mrs
night Allen

| L A
Saturday 6" June Mr & Mrs Mr George
night Rogers
- [ [

Sunday 7" June Mr & Mrs Denis Peters
night Peters

v
Night Date Room 1 Room 2 Room 3 Room 4 Room 5
Monday 8" June
night
Tuesday 9" June
night
Wednesday | 10" June
night
Thursday 11" June
night
Friday 12" June
night
Saturday 13" June
night
Sunday 14" June
night
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Beach guesthouse room bookings continued

Night Date Room 1 Room 2 Room 3 Room 4 Room 5
Monday 15" June
night

Tuesday 16™ June
night

Wednesday | 17" June
night

Thursday 18" June
night

Friday 19" June
night

Saturday 20" June
night

Sunday 21% June
night

Night Date Room 1 Room 2 Room 3 Room 4 Room 5
Monday 22" June
night

Tuesday 23" June
night

Wednesday | 24" June
night

Thursday 25" June
night

Friday 26" June
night

Saturday 27" June
night

Sunday 28" June
night
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Beach guesthouse Booking enquiry log sheet

Name of receptionist

Notes for the receptionist

Your job is to check the emails and answer the phone, and deal
with booking enquiries.

When people want to make a booking, book them in if you can.

You may not be able to give them exactly what they want.

In this case, offer them what you can.

Fill in the Booking enquiries log sheet.

Fill in what they asked for and what you agreed.

Mrs Penhaligon
Date | Time | Name Booking requested Reply

(type of room, with

dates)
4" | 6.15 | Mr Patel Single with bath, | Agreed to book
June | pm | (email) 5 and 6 June single without bath
4" 6.45 | Mr & Mrs Peters Double and single | Booked as asked
June | pm | and son (telephone) | for 7 June

(double with bath)
4" | 8 Mr Baynes Single for 8 June. | 8 June booked. At
June | pm | (telephone) May stay longer if | the moment we still

weather is good

have space for the
rest of the week,
but we cannot
reserve a room
unless he says
definitely
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Beach guesthouse Booking enquiry log sheet

Date

Time

Enquirer

Booking requested
(type of room, with
dates)

Reply
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Beach guesthouse messages
11 cards over 3 pages

This sheet and two further sheets contain
booking requests and related messages.
They are listed in chronological order.

They can be copied/laminated/cut and can
be given to pupilsin onegoorina
staggered fashion.

Pupils will also need the initial six pages of
the pupil stimulus.

To: George Mackie [gmackie @dotmail.co.uk]
From: Beach Guesthouse

Subject: Roomreservation

Sent: 19/05/10 09:12

Dear Mr Mackie
This is to acknowledge receipt of your booking
request. | confirm we can meet your request and

look forward to seeing you on 8th June.

Beach Guesthouse

From: George Mackie
To: Beach Guesthouse
Subject: Room reservation
Sent: 19/05/10 08:35

My wife and | would like to reserve a double room
with a bath, and with a view of the sea if possible.

We will arrive on Monday 8th June and stay until
Friday 19th.

George Mackie

14 Richmond Street

L ampthorne
SucCks

237 Apri

Dear Madsm
We would ite to sta va
e

ve 3

/{ew 31/5 in\/une, if you
Suif&bfe Voom .
My husband i§ )isabled s0

We need s voom om the ground
,l’foar with s own bafhreom .

If you do have a room fite
'”H_S we would [ike 1o come /4’01«
the 1ith fo the /Pfhjune.

Yours ﬁ}thﬁ«ﬂy
A Bessed (Mrs)
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TELEPHONE MESSAGE
FOR: Mlecenion DATE: 5t4,
FROM: AA. ane MAS. Rchmonel TINE. 9 26 aw
PHONE NUMBER: 01706 714- 214
MESSAGE:

g&“»ﬁaﬁ:&&aﬁ
fnsferaily wnlhy o o bakh foy nead

Q\Mﬁ&k@\ \\wa&\ut&y.\ ..\e&k\n\a.v one nghi.

TELEPHONE MESSAGE
FOR: /Qecepton’ DATE: 5thy fuse
FROM: %&M\« QS%T& TIME: 7/.00 am

PHONE NUMBER: \anh E
MESSAGE:

%at.@\&gn\%u:c\oe

ERAIL

From: M Heard

To. Beach Guesthause
Subject: Room reservation
Sent: /0610 10:00

I would like a single room with bath for next
weakand. | will arrive Friday evening 12 June and
stay until Sunday afternoon.

Miss Marjorie Heard

EMAIL

From: M Stain [mstain323@dotmail.com)
To: Beach Guesthouse

Subject: Room reservation

Sent: 5/06/10 11:15

I would like to book a single room for two nights
from Wednesday 10 June. Please can you confirm if
you have one available.

Michael Stain
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EMAIL

From: Mrs J Evans [mrsevans21@dotmail.com)
To: Beach Guesthouse

Subject: Room reservation

Sent: 5/06/10 11:30

| am arriving Thursday 11 June for a long weekend
stay. | will need a room until Tuesday lunchtime.

Mrs J Evans

TELEPHONE MESSAGE

FOR:  Keaphom DATE: S fual
FROM: Sadly Guled TIME: 1.05 pw.
PHONE NUMBER:

MESSAGE:

She wants o wom fov
Saturron 3@:&&?&?&5&

a sox view and bath .

TELEPHONE MESSAGE

FOR: Receptuom DATE: 5th June
FROM: Mrs. Blakeley TIME: 2.30pm
PHONE NUMBER: 72.3114 wntll Sunisy banchtime
MESSAGE:

Wouwld Uke to come for a week, nxihcam
on Monday, lawing on Frioy).

Do you howe o douwble room?

TELEPHONE MESSAGE

FOR: amn%?.q:

FROM: Mr. Baynes
PHONE NUMBER: Cel box
MESSAGE:

He esterciay) and booked for Monday
E@ﬁ&xﬂ%g new oecded he wowd

Liee o stay Wh Friday mering.
Wiy ome at adl.

DATE. 5thh June
TIME: 3.00 pm
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