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gafamslisnasludaeman saufithusndnnasofulpdaudiann dsvaimy
lutlaguivlfaciudidryiugsiauinisanniu lagawizedieddudunisdaaiion
warlsausn AviunsiadedeandudeiidniuwerdrAyannmeZunmssniugifia
dndudasdinslszaunuiuszidadags o luesdnssaatansiadefass sz
a9AnIuazanAn fensindafasisluileatiudunisfadedaadsirudefivainuans
WU anndng Bna wAnt waziuiinga (dufu

dawilunnilaziunindaufeonisdaasifiaafugsanisliuinnsludnu
A9 7 LAWA N199a9lsusd NMFENANNIgaad NFTadFaunIgLyLINIg N1sRaunaL
apvanafecdou n1sdusnnisliuinag nisreunFuaarEitiwEN nnsiauani sl
Usnng waznasfaniwld szl

n1svdoulsolisy
(Making a Hotel Reservation)

Tunngaadlsasalaidnasiiumsaaaradszguvfanisaasivnlulsausy Al
UsziaudranylunislewsAa SuRasdszgauTad1in dssinnuasdas anuaudui
ARINITITYEd WATTAARATDIN B9V Y
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o081 MisiZgusoIfiaiUssyuilioaus:su

260 High Street West Yorkshire
Tel +44 0844 800 8885
Fax +44 0193 752 8836

8" October 2014

Mario Hotel

239 Flaminge Road,
Las Vegas, NV 89103,
United States

To Whom It May Concern,

JC

International Group

We are writing this letter to make a conference' room booking in your hotel
for the 10™ and 11" of November from .8 a.msto 5 p.m. We need to conduct®

a training® course for our employees for twe days. The employees in attendance

would be no more than 90.

We alsc request you for the Use of its facilities® that includes tables, chalrs,

projector, and the sound system. We would alsc lke the hotel to arrange for

breakfast and lunch.

Kindly provide us with. the above arrangements, so that the activity could

proceed® smoothly®.

We look forward to recelving a letter confirming’ our reservation soon.

Your faithfully,

Sl

Melinda Brown
Manager
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260 laansn sasaafnziunn
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wdguranneatiuiifatesiasdseeslulsausuvesvinilwdnn 10 waz 11 wgednieu
fawsinan 8.00-17.00 w. w1 ndudassndunisiandnansdnovsudiniundnaiuvaas
Wuszeznan 2 Ju wilasuiidisiunisusgudituauliiAu 50 eu

wivaldgunsaidrneanuazninaagluiesdiun 1oy 1418 1adedusianmed uaz
wioadss uanvndisndanndszasdbiniglswsudanissomsdiuazeinisnalsiuy
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@
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G2081) NIsIdeUloIRaIlN

i p<send i [M iR

[reservation for a hotel room

Dear Mr. Robins,

| would llke to book a double room® In your hotel for two nights. | will be
arriving on 12" December at approximately 11 a.m. Departure will be on 14"
December at 11 a.m. A quite room far away frcm all hotel entertainment’
facilities with Internet access is preferable. Morecver, | would like to have

wake up call at 6 a.m. and full English breakfast.

| look forward to receiving your confirmation the reservation'® as scon as

possible.
Sincerely,

Lisa Young

- R |

[ reception@mariohotel.com ]

| [ansiasnniulsousy }

e anulsdud

Fufpsnisveakasinfeagiiuay 1 ee Wunan 2 Ay Suasdrialutud 12 $unes
Jsznanan 11.00 U, wazazeanainfdiniudl 14 Sumen a1 11.00 u. andunsd
snduldFeaid sumedidnuaroginanindetufisvadsmsufmanes vanantuduasan
Wlnsfuivannaud 1al 6.00 w. wazarvissuuding vy ive)

) Y F7ry) o er ' 2 A Al P 2
Funainerlafunisiudunisrasnrnvinundifiasmin e uldle
YakANIANTUDRS

Avn €4
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» ESSENTIAL * Vocabulary and Phrases

conference (aau'waBuy) n. nasUssyy, nsyuyY

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

muauummmmumﬂum @‘LLL‘E"]G]‘“I

_(//

’rrolnlng (ma‘u’ua) n. m';rEflﬂtJ*u ANsEnausy

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

VNP mem”ﬁﬂ ﬂ’m_l‘ilﬁfl winneaulvunwilnanulvy

( b 2
a

facility (Wea’a%) n. 8eduauaanuasaan, Anuazaan

TAsanasaadsalesniiunasuasausil 2657



10

nsiBaufiadossAvinaofumsiiusms

+ ESSENTIAL + Vocabulary and Phrases

smoothly (ausd) adv. adnsnuiy, adwslifiguassadavang

nasissgudiiunishletnegausu

confirm (Fwfldy) v. fludu, Susas

............................................................................................ fehissierusrissurrierarrarrarsires

Please confirm your attendance as s00n as p@ss@ie

_ ngunfiuunigidngusadavauliig mmmmm Lﬂu”Lﬂ"Lm

(/)

double room (ﬁu’n,ﬁa-%u) n.
7Wedn, wmwnmmmm’twm 1 Ag9 Wnld 2 vinu

............................... S s e sBus ey 2.u._:4~.n........................................................................

| would L|He tWD @double nooms

AUR @sflﬂ"]‘iﬂ__@,f\“’l"@ ’ @mm'-

\ 4

enterfainment Lowmanny dun) n. fafuds, nistfmanumwdamau

WINR VIR ULAUIRAAIUTULIY

reservation (sawas’ 9%u) n. nngans, NNTRIU, NI

gulAaadlsausuiumangaru
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nisaaaiasdszguuviadasinlulscusnlanadldifinaciuianainannnis
aeaslunionas andudeaiouiadndianiznicuazdiuaulunisdiawldiig
WaaFaaadilaingaiu Tagddruenildiuunivany Al

VEVAO G IR CECEW W How to make a hotel reservation

AraadlsinsNat1ilsm

TunssaaiasdszguvTadacinlulswsnaisszydayaliasudw  lawn
PUoUR eI adnis Uszinnarasianld Junldrias s uouaunltves

(hagvdiulunisidgy

@fmm iﬂismﬁ‘@ﬁmmﬁﬁ@ (ﬂ@jmﬂmmﬂﬁ’lﬂfﬁ’m)
v -

¥ We are planning to hold a one day training course for our employees

and would like to reserve a conference room for this purpose on

Wil .
December 7. We hope very much that the conference room will be

available on this day.

S aJe

WUz arvangesiinausidussuzisn 1 Tuldniuwdneuvawsn
wazfiaudszasdasaaeiosscquiatagussaed lutuf 7 dusieu

uwindusy1edeinvoednuszyuazT1eludusangn

(ﬂizmmmﬁmﬁqm)

¥r We are writing this letter to make a conference room booking in your

hotel for the 10" and 11" of November from 8 a.m. to 5 p.m.
A
(‘iuﬁﬁmmﬂ%’ﬁm)

wAouarnuvaduiiesswiosdssyululswsiaeeinulutud 10 ua:

11 WhAINIUU FsL2A7 8.00 - 17.00 1.
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(ﬂmﬂmmﬁ’mﬁﬂm)
b

77 | am writing this letter to reserve accommodation for a suite room

in your hotel for two rliqhta for two guests. (rq"mqu@uﬁm“’qﬁn)

(f-i’ﬁmuﬁ'u/ﬁuﬁ’lﬂfﬁ’m)

Uiy uasrugaUULIUL RN B IET A 1LY 1 Wadlulsasuveoevinu

WunandasdudmiuidWndaasau

(ﬂmﬂmmﬁ’mﬁﬂm) (f-i’wuquﬁ'u/ﬁuﬁ’lﬁ’m)
v h 4

77 | would like to book a douhle room in your hotel for two nights.

o 2-

usaantTagsiasRniAo e 41udu 1 vioe Wduan afu

ne

¢ | am writing this letter to make arrangements for the stay during
the weekend at your hotel and to get more information on the

places of interest and different activities nearby.

o

AUy aTui T Aea s nwn Iz v 9 Tuny AgR R Tl TuIuva g
vinunaziievadayainuinuanuAfuaulauafianssusine 9 Tugudy

e e ¥

How to end a letter of hotel reservation

AzaUaAUNIgaadlsinsuat19lsA

lagdnfusdsnsdausasiasindnidudinaifiosanazacn somfa Dediulo
wazladidganlddae Fudlafinisszudayaifasiunisaasnds amnsnauaavanald
il lnguaacie@aiaanddlifaunaunsusn Wy Aadnisaavanaiugunisaad

FAINITNIIUATLTANE 1WA
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thadvdiuiunisidau

¥r Thank you for your attention, | would like a letter confirming the

reservation at the earliest possible.

vorauR A mTUA Ml lAvew L dudaenisanuuiodudunisaael
paungusngavinfaz dululs

¥r You could send me the detailed information through email or fax
no later than the LOLQLnyamber with the total cost of stay during

the weekend. fmﬁﬁvmmimmumiﬁuﬁu)

vaaungu v udwiayauinfuliunduneGuariauand i fuTud
10 wAAnTou weous ol dan A iR e e AR E e

¥r Thank you for your prompt attention to the above. | look forward

to receiving a letter confirming my reservation soon.

vpvauRudrIuAYldlRad Wiu e winusaTayat ey dunTe

Tz b SuanuoduTunisapsvatau b Tyl

& (R R RN
| &
. Ny i
o s & = 2~ ks ar k2 1 |
N ANVANNT M T andszinnaasiasanlsausy Taum... n
. . 2 £ o Ale A P o o s ~ .
»  single room PHNETY  WAIRNANIRLUAYT NN @M TURTAULALN o
. g 2 ar et e | =4 ar DL?/ 4 .
.  double room uNEne  NaAnNRRadlun 1 1R Wnla 2 AU UalLRg m
n WAeai MNIEiugaIdnsseuTatiauain n
. . = % or el =y o 2 ar = .
y  twin room UNNET  NRIANAH 2 1Feg Wild 2 AU UaunuANazIfes o
n LANIZ LN AUTIHIUAR BIANFIN AU n
y standard room  WHILOY  WEIRNAIATIIY ludasszauFunuaaddsusy o
. T P k% o o o ﬂ = = 1 L d d .
y superorroom  vianafiy  viawinszauthunans Ainsadncvias standar g
[ | room (]
g EEEEEEEEEEEEEEEEEEEEEEEEEEEEn®
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_:.'f-----------------------------.'

deluxe room wnete  Mesinszauge dnsanndiiad superior room

suite room NHNET  ReIEINUTaY eI AT ALNIYIAkENAadual

AANANNEIUTUTAINAN

RE SRR
s mmmn?

NNSYNIANNISDOD
(Cancellation of Reservation)

minaadsawsalduan wiiiamaRvinliladaansndinlamaTunazinani
rvrualdfinasuddliniddsansansiuasonddawdwidadinlddesndy 2 4w

G061 MisiBgugniAnmsaolisiisu

Fpsend (M &

| reception@marichotel.com

\cancellation of reservation

Dear Mr. Rebins,

| am writing to request for.a cancellation' of hotel reservation number GT29052007
on February 68" - 8". | yused the online system to make my reservation and the credit
card used to book this room was a VISA card with the last three digits® of 359.
| was charged® a deposit of $400, to my credit card, upon booking this reservation.

Due tc circumstances’ that are beyond my control’, my plans have unexpectedly6
changed, and | must cancel my reservation. According to your hotels cancellation
policy’, | am entitled to a full refund, as | made my cancellation 24 hours prior to®
lsting’s local check In time (or 3.00 p.m. if not specified) on the day of check in®.
| am requesting a cancellation at least nearly 10 days in advance so there should
be no problems getting this reservation cancelled and a refund of my initial deposit”.

Thank you for your kind understanding and cooperaticn. Any inconvenience caused
by this cancellation is most regretied.

Sincerely,

Adam Connell
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ipSend @i £

e
I

| [reception@mariohotel.com

| [waanidinnisaag

E=) = &
Feu Aalsdud

Halfpus e vesnidnniseealsuiy w@efl 6129052007 Tudufl 6-8 nuatius wals
adlswwsuleeldszvuaauladuasldUnsashn VISA flasinaday 3 f fAa 359 luang
999%09 wuld¥unasiSentAudusiuiy $400 andrsmsinvansluniseeiadsd

3/ ~

Tosdnedmnanidoivilonisarvauveuy dualiununisvendfoaddsundasagis

=

LYY [=

yiusy pudsdndudaseadnnisaas auuleunsvaslsasaviyg lun1sendnnisoeiuy

=]

A A

HudEnslasuduanifudiunu Wosmnuldvasendnarmin 24 dalasrounandnu
fiseyld ona 15.00 wanbildimuald) vordufivindy Fuuildvesnifinagadoniu
a1 10 Fuand seluamitadldidguwiluniseatdnnsremiiiisazlaSutulingfy

nufnnladisyluidasdy

vovaunszeudmiunndilowasadngigvdaiiueg1sfivasiiu minfenanslilazean
1o 9 annn1seadnluadell daswnadoiliuag14ds

YDWARIAINNTURD

969 ADULLAR
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» ESSENTIAL ~ Vocabulary and Phrases

cancellation (wauwwaia’®u) n. nrsundn, nisuanidn

WFraznIvunsunandnasunidnie o

digit (9'an) n. dusudous 0-9

The security code is a three-digit number on the Qébh of your

credit card.

i e e e e e e ey, e A S e
sWaRulaanfuAafiianauiiiag aILATARNIS ATRIYIY

charge (1759) wv. L‘iHﬂLﬂUN‘u AnmAnldany

------------------------------------------------------------------------------------------------------------------------------

VI"]U"QSQT’] Gen L_f’-l_"ﬂl,x‘l‘liﬂ"ljﬂﬁhﬂ"]@’]M’]‘iLLﬂzLﬂ‘iﬂdﬂlJ

— —

" b

circumstance (wa’duaiiive) n. gaanuansel, a9, wanisel

Cancellation under certain circumstances is covered by your travel

insurance policy.

nasum@ntuunsdl Feralafunisdursaanasligaulunislsyiuds

NASAUNIIBRINIU

control (dulnsa’) n. Arsaquaw, nrsfidnunawmila

TwawmaniiaguaniviianisAnuaunaagy
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» ESSENTIAL ~ Vocabulary and Phrases

unexpectedly (duinaiwand) adv. agnsliaiada, WWaaud

I’m sorry. | was unexpectedly delayed.

suralnerty SulyulAaauilsantasy

pOliCV (waa'az?) n. ulaune, Wannis

........................................................................................... R R A S S

It is our policy to return goods for a fuLL refund within 7 days.

------------------------------------------------------------------------------------------------------------------------------

TuiluulsuisvaasilunisAugudous z'_l,ﬁ"‘i‘umel,mmqmuma"[,u 7 Tu

-

- - —

prIOI' fo (lwsiaas ) phr. nauniia, funnau

...................................................... ,s«.“.. P S e S T e e

This project had been dane pr‘lor‘ to his arrival.

............................................... R R R R R R R R R

Trsanastildviaesasemdetudanaufiwaasuai

F.v y |

check In (1n 8u) phrv. smsidauiiadawn,
aanzidouiauasrnufegunuiu

i v & o | | v o | i = &
naudadindunauayates 1 flusnauwnyiiulstiu

deposit (Awaa'dn) n. [udadn, Fudan

You will pay 20% deposit at time of booking and pay the balance

within 2 weeks before travel.

NAuarans [ duRan 20 wasiEusidatnduazangiudaniglugaigdmnny
ARUABNLAUNI
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Language ‘@- Focus

TunsidguwAeaniannisaas I3afrAttatedsziauaayinasdludanny
Lo
1) F1989D9N1T9BINHIUNT WU LaARNNT e TuANEuNITaes WU

2) lmnnadvinlud acanidnnisaas Wy Hupgadduirilanisacuny
quanld® aniwainiAaa g

3} AUNLENNIFAA

4y aaadaviibiifinanuldazaonyiantdgiaan

5
s ar

Aﬂy [~3 o 2 1 ﬂdy 1 Lr Lo (= Q/Lg 1 A:g e ~
muﬂimumﬂmmmum%gﬂ@umﬂim TUBYTULIUBVIUNTITNITITYU

Cancelling the Reservation '“ng tggCancel the reservation

wsefilannisaasatalsd

anunuitldlunisaniannisaeadunis@awdjiasadagain aosseytaaimg
NAauNENNIIaadfle] iakandbiiiudnduvnanidasss

taagwvdiulunisidgu

¢ Unfortunately, my plans have unexpectedly changed, and | must

cancel my reservation.

e luF LN un15veetuin 1Tl undaeeg 1ans iUy wazdusaeunudn

f17798
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i I'm very sorry to have to inform you that owing to circumstances

bheyond my control | must cancel my reservation.

dudmudulafdowddliviunsiviuflasanniwegaidumisnisaiumgs

P09RY DUIW BIIDUNENNITIDIIDIDU

¥r | regret having to cancel my reservation for the weekend of January
N

th th ar i =
10" and 11™. (quﬁ HNLANNITA m)

dwdolaffawndnniseeslutunyrgrdUntua 10 uaza unsay

> BREF

¥r Much to my regret | must ask you to delete my reservation

concerning my bad health conditions. (quwaﬁlﬁﬂgaﬂﬂ’]j"%@q)

sruau A ladusg 198y dusperaliviatonid@nnisaosaedu

- A v oo
LR BNALE WA

¥r Regrettably, it won’t be possible for me to fly to Osaka on the mentioned

Wlasuaindannguaiwdudiugvo s

a ae

date as my meeting has been cancelled due to a political situation.

(LW@NﬂﬁﬂﬂLaﬂﬂ’ﬁ‘ﬁﬂd)

vuuwdolaagredenduludunanduldlamidbdiauiuisz yld aeain

nsUszuvawiulignundnaanusnisainteniadio g

(ﬁwuw/ﬂwmmﬁmﬁ%q) (iuﬁﬂm?mmmm)
-

ned

¥r Regarding the booking for 2 suites from 2

to 4" May, | am sorry

to convey to get my bookings cancelled for the 2 suifes due to

sudden official work. (Lwlwﬂﬁﬁmﬁﬂmmm) (fimqu/ﬂizmmﬁmﬁ@m)

puf b aneipeddndiuiy 2 Waedusdud 2 89 4 wiuataudy dud
AUy la P awdeT1veundnnisaa9iaedinye 2 Weaesenaniiaeann

FAF911F T3
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¥r | realize that this cancellation means lack of business to you and,

therefore, | authorize you to keep my deposit.
dumszvdniTnisundnefidinanszvusogiiavew 1y Aedududy

Susauldv1whutuiadtvasanty

Expressing Apclogy How to apologize for inconvenignce caused

azaalnwAn liinaalw Iiaghanlaasngls

WHalsdauaniannisaadldndafansuandsatididalannaldiiiaaniuly

=y 1 J=!|I =y 5
ACAINVIAAINYILINNLAATU

thagvdiulunisizsu

7t Please accept our apologies for any inconvenience caused.

nyurFunt1Tra i duiuauldazaanie g fAfindu

7% Any inconvenience caused by this cancellation is most regretted.

wantirAulddazanag annisundnlussed dovanaduiduadteda

¥r | apologize for the trouble this may cause you. | would appreciate
your immediate attention to the matter.
durasAvd1uiualiuy N inTuiuvinu duardusdeainyinu

NANTeUNTDID oY 1T IF U
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Tunsdislddasnisaniannisaadldiag widasnisidasundastayas

AT UTalaau udaAn atamaulelaelda1uaus aluld

This letter is to inform you that unforeseen business engagements
oblige me to postpone my stay at your hotel from 25" - 27" August to

10™ - 12" September.

ar ﬂdyd A‘—%’ A:!I k74 1 1 k7 - ﬂd‘ 1 1 k7 o k74
AL ATU LA LU ABRIITWIN Aranigiasilanua i vinlg
SUFALADUNTIIWNALIIUTHIDINIUSINAUR 25 - 27 BIUIAN LHUTUR
10-12 fugIeu ‘

Kindly change my accommadation inte a single room with shower
instead of a double with bath.

ngudanwaTasdiussagnaraen luAnnaassuidwiasageduiings
wnunaziduiasgniaunaa19a1u1

| am celebrating. our wedding anniversary with my wife, so | was
wondering if there is any way you could upgrade my room to the

best suite before my time of arrival.

HNra9a 2l Ua a9ATUT AU URANIUAUNTIEN HABHINNTIUINRZ AN UA
MUaIHIs0anszauRadinradnailuias s Iniangarauinsszantaladng

Please extend my reservation by two nights more, that is, up to 28"

March instead of 26™ March.

NINNALINETZHIIAINITWNATUA A ML ANENaadAY AatANlUautadun
28 dunanununaziduiun 26 dunas

'----l----'----l---'.--------'.l.’

EEEEE,
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Dear Sir or Madam,

Regarding my reservation for three nights on 10", 11" and 12" of April, I'm afraid

| cannot push through with my stay at your hotel. | have tc settle important family
matters cn those days. Would it be possible tc change the date of the booking
to 5" 6" and 7" of May? | would appreciate if the amount that | previously paid
will be used for my upcoeming stay. Thank you for your consideration. An early

confirmation is highly aporeciatec.

sincerely,

Crl

Gina Kelly

= ' ET 2
L8 V]']UEIJJLﬂFJ'JGU'E]ﬂ

muAfduldvasiasindunataiufuludui 10, 11 way 12 wwieuty fdunsei

=1

sldarusad i ilswsurosiuld esndduiaarsieduaseun afidasdanis
TuFunandy weeudululd nuezddsuszvaidoutuisadlduiudl 5, 6 way 7
wen1ny Afuszdufidusd 1admnduiduseluarmdieendunaldid udwnlu
afwroldfifdiezanied seveunszandfiorsan asBuduniiu q sradiufdy

WILA MY
YDREARIAINNLULD

Emlt

U1 Aad

N1sSodISauUNSIKUSNIS
(Making a Service Complaint)

Tuns@nglduinasiiaaoaladfanalasanisbiuinisaaamuagausng

2

s laausa F1uAY Fauevas vragsnanisliuinasay o MinlFRlausnaslala
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FUANNAZAINLUNITIINFUUTNT YIalATUANMA LI aRNASIANIT LA UINITUa
Wantadl glduinisaanasnivdesfesFawladliuinandaldudladgw ifinis
yianmuszuuni i usnisnaldluauianls

G081 MsidousaldounsiBusmsyolisiisy

Martin Harnett
25 Morton Street
New York 10014
Fhone: (212) 653-9600
Fax: (212) 853-9840

11" Nevember 2014
Hamton Hotel
1310 Missicn Street
San Francisco, CA 94103
Fhone: {(415) 820-7880C-6
Fax: (415) 820-7999

Dear Customer Service Manager,

| am a frequent' traveler and have been a onal2 customer of your hotel for
many years because.l appregiate your emphasis® on value and excellent
service. Yet a recent episode’ at your hotel has made me question my loyalty.

| and my wife stayed in. rcom 809 from November 8" - November 14", When
we got to the roomy"we found that the bathroom plumbing® was faulty and we
could not take a bath. After complaining®, a technician was sent up, who later
infermed us 1o use the shower instead. When we asked 1o be moved to ancther
room, we were told all rooms were completely booked.

| have been staying in your hotel for more than ten years and have never had such
service. Even though | had to pay for the entire” week up front, | left after two days
and went 1o another hotel. | asked the front receptionists® for a refund but they
were less than willing® to accommodate™. | would lke a full refund of my money
that | spent in your hotel that week. If can be sent to the address above.

Yours sincerely,

Man.

Martin Harnett
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