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_ Make Reservatiors.
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1. Preliminary Inquiries #1% &i8
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Model 1. Information About Holiday Areas (BB
HH)
Gentlemen,

I intend to come to Scotland for a holiday in the
summer and am Particularly interested in Edinburgh
and the Isle of Skye.

I should be most grateful if you would send me
some illustrated brochures of these two areas, as well
as lists of recommended hotels.

Could you also let me know what reductions in
railway fares, if any, are granted during the summer
months?

Yours faithfully,
Wang Hua

Model 2; Hotel Inquiries (if£1E % 1)

Dear Sirs,

A friend, who stayed at your hotel last year,
suggested I write to you. He strongly recommended
your service.

I expect to arrive in Brighton on June 23 and
would like a single room with bath. I shall be staying
for five days and wish to have all my meals at your ho-
tel.

Would you please let me know whether you
have a room available, and advise of the fully

iit‘
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inclusive cost?
Y ours faithfully,
Li Ming

Model 3:Room Booking Inquiries (B A i 5 1)

Dear Sirs,

Your guest house has been recommended o me
by a friend, Mrs. Mary Simons. Would you please
send me details of your terms and let me know if you
have any vacancies during July?

We would need two double rooms, facing the
sea: one room would be for my husband and myself,
and the other for our two sons aged 5 and 8.

Would you Please let me know if there is any re-
duction for children?

Yours faithfully,
Sherry Jones

Model 4; For Party (iRJER & & #1))

Dear Sirs,

We are planning a buffet lunch party for our vis-
iting group on 1st September and your hotel has been
recommended to us.

We expect to invite about fifty guests and would
appreciate it if you could send us sample menus, wine
lists and details of your room charges.

Would you also confirm that the Banquet Hall is

P 2
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free on the date we have chosen, and how soon we

must confirm our reservation?

Yours truly,
Mike Smith

2.Various Types of Reservations &fHE

BENMERMBEHN, TEHRNEHIEET
TESEIE IR 0L BT R R E F T A HUE .
X LI R 5 H R

Hotel Reservations{ BiEIK{E )
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Model 1:

12 Kingston Drive
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Pensacola, FL 32506
December 15, 1999
Hotel Elizabeth
St. Adele
Montreal, Quebec

Gentlemen,

Please reserve a single room with shower, at a
rate not to exceed $ 21 for the night of Thursday,
January 2.

I am scheduled to arrive in Montreal by Air
Canada, Flight 128,at 4 p. m. Please hold my room
until T arrive.

Please confirm this reservation.

Yours truly,
John Q Walker

Model 2.

Gentlemen,
Please reserve a single room for me for September
20, 21 and 22, a room at a rate not exceeding 32 dol-
lars. _
I will be arriving about 7 p. m. on the 20th, so
please hold the room for late arrival.
Your immediate confirmation of this reservation
would be appreciated.
Yours truly,
Ding Yong

P
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Model 3:

Dear Sir,

I shall be in New York on Wednesday, 28th Oc-
tober, and would appreciate your reserving a single
room for me for that night. One on the third or fourth
floor will suit me very well.

Yours truly,
James

Model 4:

Dear Sir,

This confirms the booking made by phone today
of a single room with bath for the night of Thursday
15th April, in the name of Mr. Zhou of the Chinese
Embassy.

Mr. Zhou wishes me to point out that he will not
be arriving until after 7:00 p.m.

Yours faithfully,
Li Tao
Secretary

Model 5:

Dear Mr. Alleni,

" Mr. Tredennick will be in Rome from May 2, on
a business visit and hopes that you will be able to ac-
commodate him at your hotel again.

Edy
Ey

UNIT 1 Make Reservations &




8 =

He would greatly appreciate it if you could let
him have the same room as last year, or in any case a
quiet room at the back of the hotel.
I shall be glad to have an early reply so that I can
complete arrangements for Mr. Tredennick's visit.
Yours sincerely,
Mary Sugden

Letters Changing a Hotel Reservation(B{Z & )

A BARA BT, X FESL T, R HRE A
OBRTE, ANEIEDR UV ROR R 18R S R BE B B
A 3% o

Model 1.

Dear Sir,
Just over a month ago I booked six room May 2-
8. Would you please reserve two extra rooms for us as
our delegation now has two more members?
I look forward to your confirmation. _
Yours faithfully,
Chen Feng

Model 2:

Dear Sir,

Last week I wrote to say that I would stay in
your hotel until May 5. But I have now decided to
stay a week longer—that is until May 12. Please re-

PN 1
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serve the room up to that date.
I look forward to your early reply.
Yours faithfully,
Wu Ting

Letters Canceling a Hotel Reservation(BXHTE )

5 16 7B 7 B IR0 BUE , AR RS B
P AL A SRR R AR S A Y K
Z o

Gentlemen,

Please cancel my reservation of December 28 for a
room with twin beds and bath for Anne Martini and
myself for the week of January 22 to 29.

I am sorry that we are unable to come to Red
Maples as we had planned, as we must attend a spe-
cial college conference from January 23 to 25.

I hope this cancellation does not cause you any
inconvenience.

Yours truly,

Tom Fugerson
Reservation for Air Travel{ FRZEHLER)

s HLEE A, B ABIE L T AR A
BOE L%
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Model 1; Confirming Reservation (Ha A REATRE)

Dear Sir,

This is to confirm our conversation on telephone
this morning. Please reserve one seat for me on Flight
No. C438 leaving Delhi for Madras at __ on __. A
crossed cheque for __is enclosed.

I should be grateful if you could also let me know
the connections between Madras and Cochin during
the first week of September.

Yours truly,
Jack Ford

Model 2: Asking Somebody Else for Reservation (i
KA BUE )

Gentlemen,

Mr. Wang, our technical director will be arriv-
ing in London next week and will then proceed to
Sweden and Finland. We request that you book a seat
for him on a Plane leaving Britain on or about the 21st
for Stockholm.

Your account for the fare and booking fee will be
paid by the Bank of China who have instructions to do
so on our behalf.

We thank you in advance for your attention to

W HE
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this matter.
Yours truly,
Li Xin
Model 3; Changing Air Reservation (MAETE)

Dear Sir,

Just over a fortnight ago 1 booked a flight to
Zurich by Swissair on SA312 for Friday 17th Febru-
ary. [ have now decided to stay longer in England and
would like to travel by the same flight one week later-
that is on 24th February.

I enclose my ticket and would be grateful if you
could make the necessary alteration,

Yours Truly,
Zhang Xiang -
3 Other Letters Conceming Reservation F i HizE

Reserving train seats(BEXFR)
Model 1: Concise Train Seats Reservation (fRTETE)

Dear Sir, ]

I wish to reserve a first-class corner seat, facing
the engine, in a non-smoking compartment on the
10:00 a. m. train to Edinburgh, on Friday, 18th
June.

[ enclose a P. 0. for £50 as a deposit and a
stamped addressed envelope.

Yours faithfully,
Chen Xing

#
Di“\
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Model 2. Refer to Reservation Fee (BRPHE )

Dear Sir,

Would you please reserve two seats in a first-class
non-smoking Compartment on the 14:18 p.m. train
from Euston to Leeds on Tuesday, 20th June? 1 shall
pay the reservation fee as soon as you let me know
how much it is.

I enclose a postal order for £ 20 as a deposit, and
a stamped addressed envelope.

Yours truly,
Ni Ping
Ship Reservations(FE M fiL)

Dear Sir,

I should like to book two first-class passages to
New York, and would appreciate it if you would let
me know what accommodation you have available on
the QUEEN ELIZABETH sailing from Southampton
on 14th June.

If the QUEEN ELIZABETH is already booked,
please let me know what is the first ship by which you
could book us, and the date it sails.

Yours faithfully,
Robbie West

TR Hix
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Car Reservations( &R ZE)

Dear Sir,

I would like to rent a car as specified in a recent
issue of The Far Horizons.

[ shall arrive at the airport at 3 p.m. on Omega
Airlines Flight 628. I should like the car to be
delivered to the airport. The car will be driven for
a week and will be returned to the airport March 2 at
2 p.m.

My Hatton Bank credit-card number is A560-
331. I have a California drivers license No.061-2349.

Yours truly,
Bobby Robison

Dinner Reservations( FiE & {41 )

Dear Sir,

Our delegation will arrive in New York next
week and would like to hold a banquet in honor of our
business friends. Some of our colleagues have recom-
mended your restaurant. Would you please reserve a
table for twelve with a good view of the city on June
23 at6p.m.?

We thank you for your attention to this matter.

Yours faithfully,
Zhao Qiang

L2L)
3
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