Get ready to

Arranging accommodation
Look at examples

1

10

Look at the email enguiries about holiday
accommodation on the oppesite page and answer
questions a-¢.

a What type of accommodation is each group enquiring about?

b Wha are the pecplein aacl-;-'grnup?
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8 Social ond Travel

2 Read the two examples again. Then answer
these guestions.
a What do the e enguinies have in common? How
are thevy different? Think abaut the following:
— the mathad of writing and sending
~ the detailed information sent
~ @y specal requirernents menticned

.......

b How mﬂ'ﬂ:ﬂwﬂ'ﬁ af paying for accommadation
different fram each other?
credir cond /4 debit card / cheque / bank transfer

¢ Thewrierof thoe first enguiry wants full boand, What
oitver kinds of accommodation do hotels affer?
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Mountain View Infermation Request ¥emir
Lamimanis,
H'ﬂ”ﬂ. Spearigl Meads,
I harve just found dedsls of your hobel on the Intarmel. You i
soarm 1o offer exacty the kind of faciifies | am looking for

| reguire acenmmodation for mysslf and 4 graup of
cofeagues for four nights in Septembar next year, Thesa ane
our datails

» [lates: 2-5 Geplembar

» Rooms: four dowbla moms + baid Single noms

« Confarence faciliias for ten peopa

« We requie full board

| shauld axplain thal we ane 8 group of college graduatas
from Cenmark wha ans n the process of seliing up our awn
company. Jur main reason for visiting Ausirala i bo kave

& retaxing holiday with our partners, buf we Wi also nead

& room when wa can spend e on our business plans. |5
thiare & maeting roam In your holel whers we could meet for
2-3 hours sach day of our slay? I so, doss tha room have
gisdio-vizual facliles: projector, sereen, intamet access ate,?

Wi ook foraand to heanng from you
Best wishes,
Mils Andersan

Plan

Somewhere to stay

Could you Set us know haw msany

rooms and beds there are at-the

cottage? Wae naed (he fallowing:

& daubéa reom far my partnar and

mie, twin bads for aur e bovs,

a cot for the baby, and a single

bed in a downstalrs room for my

disabled father,

It is also Impartant far L=t Know

wheather thare is whealchair atoess

to the cottage from the drivensay,

Wy father iz complately dapandant

on his wheselchair,

| have three more questans:

= Haw far is the cottage from the
nearast supermarket or food
shopsT

= g the surmounding counirssda
gultabia for walking and cycling?

* |5t poasible to pay in euros?

Scottish Coltages |

3 You are going to write an email to a hotel stating your requirements and asking

for further information.

a Resd shout three hotels and choose the one you would ke to stay in for a short break

The Swan Hotel, The Central Hotel,

near Oxlord, England

Melbourne, Australio

k-

The Swan Hotel, situated in s The Central, onginally bilt
quilet. raral arvi i the srartivwes] ond openod In 1961 e
of Engdand, has an interpationnd bean completely renowated
reputation for sophisticated and upgraded to a d-stor
elegance, 1t s ideal for ayome piandard, The 84 hitel rooms
wiarting & complese bend Trom and sUites: restoumst ano
their stresaful everyday Hfe, Bar hiave all besn tharoughhy
Exeellent foold served in an rafurbishad, Racent oodiion:
plogant resEurant; Spacious, Include of fresco eating amas,
{-mﬁ:'urr-.a.'hl.l- linmies and café barand fully-equipped
pulaxing gardens. e ling rocms,
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b You are writing the email on behalf of a small group of frends you will be
travelling with, One of your group is blind, In preparation for writing, make
nates under these headings:

— the mam purpose of your stay: holiday / business? —

length of stay .

number of peophe (adults / children?)

type of roomis) required :

spedal requirements or extra faciities you need ,

questions about the area wherethe hotelis

= guestions about miethads of payment

& Plan your email, paragraph by paragraph, in your notebook. Uise the emails on

pape 11 1o help you.

— Pamagraph 1/ Say where you faund out about the hoted

— Patagraph 2! Explain the purpose of your stay If you feel it is necessary,
then desorbe your man requirerments concisely, but in detail,

— Paragraph 3: Enquire about the suitability of the hotel for your blind friend,

~ Paragraph 4: Ask for any further information you would ke Read the hotel
description again carefully to find out if you need darification or more
detailed information.

Focus on .- @
il 50/ if nod i
When you ask a ¥es / No guestion in & letter or email, you will sometimes |

want to ask a follow-up question or make anather statement,
Yol can use:

~ If 50, o mean i the answer fo my question i yes ...
o
— I not to mean I the answeyr [ my QUesian is nd. ..

Examnple;

s there o meating room in your hotel where we could meet? if so, does the
room have audicwsual focilites? iF mok, would 1 be possible for us to Lse one
of the lauwnge areas?

Write f s, and # not follow-up questions for these enguines:
& Does the hotel cater for spacial distany neseds?

L

b Dioes your hotel have family rocms for parents 'I.H‘lﬂ':l young children?

¢ Do your rooms have intemet docess?

Wrrite

4 In your notebook, write
a draft of your email in
150-200 words. Refer to
your paragraph plan and
the emails on page 11. Your
writing should be polite,
concise and businesslike.
= b= full verh formis:
I have just foung rather tham:
I've just found ..
— Avoid slang or vague language:
2=3 hours cach day rathier than
a couple of hours o day
for ten people rather than for
about ten people
— Wirita in shar, chear sentences.

Check

5 Read your email carefully,

checking these points.

= Content
Have you stated your
teguirements clearly?
Have you made the special
needs of your blind fnand dear?
Hirwe you asked far further
infarmation based on the hatel
achertsement?

— Stuciure
ts the &rmiail organized in dear
paragraphs?

- Shie
I your writing, polite, concise and
businesslike?

& Write the final version of
your email, making any
necessary corrections and
Improvements.

Class bomis

| Exchiange srmads with another
student, ther read and check
Suggest comections and offyer
improvermnents o each other's
ermails.

Z Imagine you work for the hotel
and you receve your parmer's.
email. Write a brief reply,
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Compsate the Hotel Registration ane =

Farm oppasite. Compiete the Spedal e

requirements section af the: form Hotel Registration Farm

in & smmilar way 1o the person who

ompleted the second example o e ki

papa 11 =
Lest Mamo [

Compary/Trganeation; |

Accommodation regulrements
Mumber af double fooms '
Murmber of single raams |

Lrrival dats

Somewhere to stay

Departure dats

.SIp&ciE-ll_re-:u.nmmanra lHaaEJT.-" l:lletm'l.l_nf-l:i
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Can-do checklist
Tick what you can do
I can it an emiall in condse, polite, businessliks Englsh, statng
| my accomimiodatian requeements and asking for further infarmation,

| can coenplete a booking form stating my requirements and
asking about the avadabdity of accommadatian.

| can understand and use a range of accommodation wocabulary
and axpressions.

Can do

" Need more practice |




