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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 
night 

1st  June Mr & Mrs 
Jones 

Mr Sands Ms Quick Mr & Mrs 
Frederick 

John 
Frederick 

Tuesday 
night 

2nd  June 
 

 Mrs Singh    

Wednesday 
night 

3rd  June   Mr & Mrs 
Anderson 

  

Thursday  
night 

4th  June      

Friday  
night 

5th  June  Mr Patel Mr & Mrs 
Allen 

  

Saturday 
night 

6th  June    Mr & Mrs 
Rogers 

Mr George 

Sunday 
night 

7th  June Mr & Mrs 
Peters 

Denis Peters    

 
Night Date Room 1 Room 2 Room 3 Room 4 Room 5 

Monday 
night 

8th June      

Tuesday 
night 

9th June 
 

     

Wednesday 
night 

10th June      

Thursday  
night 

11th June      

Friday  
night 

12th June      

Saturday 
night 

13th June      

Sunday 
night 

14th June      
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Beach guesthouse room bookings continued 

 

Night Date Room 1 Room 2 Room 3 Room 4 Room 5 

Monday 
night 

15th June      

Tuesday 
night 

16th June      

Wednesday 
night 

17th June      

Thursday  
night 

18th June      

Friday  
night 

19th June      

Saturday 
night 

20th June      

Sunday 
night 

21st June      

 

Night Date Room 1 Room 2 Room 3 Room 4 Room 5 

Monday 
night 

22nd June      

Tuesday 
night 

23rd June      

Wednesday 
night 

24th June      

Thursday  
night 

25th June      

Friday  
night 

26th June      

Saturday 
night 

27th June      

Sunday 
night 

28th June      
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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  
(type of room, with 
dates) 

Reply 

4th 
June 

6.15 
pm 

Mr Patel  
(email) 

Single with bath,  
5 and 6 June 

Agreed to book 
single without

4th 
June 

 bath 

6.45 
pm 

Mr & Mrs Peters  
and son (telephone) 

Double and single 
for 7 June 
(double with bath) 

Booked as asked 

4th  
June 

8 
pm 

Mr Baynes 
(telephone) 

Single for 8 June.  
May stay longer if 
weather is good 

8 June booked. At 
the moment we still 
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 pupils in one go or in a 
staggered fashion. 

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