
                            ANG-5554  LETTER TO A HOTEL 

 

Writing an email to ask about making a reservation 

1. Include all relevant information in your email:  

 your complete contact information,  

 vacancies 

 date and time of arrival and departure,  

 number of days of your stay,  

 type of room and any special needs or requests such as a smoking or non-smoking 

room. 

 questions about what is available at the hotel 

 questions about what is in the area surrounding the hotel, including transportation 

2. Be polite and start your email by "Dear sir or Madam"  

4. Example: 

Dear Sir or Madam,  

 My wife and I will be visiting San Francisco on August 4
th

 and we found out information about 

your hotel on your website. We are looking for a non-smoking room for two. We will arrive at 5 

o'clock in the morning and will be spending three nights. Would it be possible to know the price, 

if you have any rooms available? 

We both try to stay active so we would like to know if you have an exercise room or a pool at the 

hotel. In addition, we would like to listen to some local music during our vacation. Are there any 

clubs or concert halls around the hotel? I would also like to know about good restaurants in the 

area. Finally, because we won’t rent a car, could you tell us how far it is from your hotel to the 

tourist district in town.  

 Thank you for your time and attention. 

     Leo Tolstoy 

     468-678-9098 

    (cell.) 343-654-7675 

 

 



Could you please give me information about…? 

I would like to know… 

Is it possible to have information about…? 

Write a letter to a hotel of 150 words, minimum. Try to limit your writing time to 30 minutes. 

     

                 Vocabulary 

http://www.myenglishpages.com/site_php_files/vocabulary-lesson-hotel-words.php 

Vacancy lodge   lobby 

Resort bed and breakfast  

 Inn  all-inclusive   

 

hostel 

A lodging place, with dormitory accommodation and shared facilities, especially for young 

travelers. 

In a hostel toilets are shared by all guests.  

inn 

A hotel. 

This is an old inn where many stars have stayed. 

lobby 

A large area near the reception.  

I was waiting in the lobby when I saw her coming to the reception desk. .  

 

 

 

http://www.myenglishpages.com/site_php_files/vocabulary-lesson-hotel-words.php


reception 

A desk at hotel where visitors or guests are received. 

Hotel guests may ask for WiFi password at the reception desk.  

single room 

A room in a hotel that has a bed for one adult. 

suite 

A number of connected rooms in a hotel forming one living unit. 

The multi-millionaire is staying at the royal suite.  

People 

bellboy 

A male worker at a hotel who carries luggage for guests.  

Please, let the bellboy carry the bags for you. 

hotel manager 

someone who is in charge of managing a hotel. 

maid  

A woman servant who cleans the rooms and the linen. 

valet 

A hotel employee who performs personal services for guests. 

Don't worry about the car! The valet will park it for you.  

 

 

 

 



Verbs 

book a hotel room  

To reserve a hotel room. 

I want to book a hotel room for next Friday.  

check in 

To register at a hotel, to announce or record one's arrival at a hotel. 

Let's check in at this hotel before visiting museums.  

have / offer room service 

a hotel service enabling guests to choose menu items for delivery to their hotel room for 

consumption there, served by staff.  

This hotel offers room service. 

make a hotel reservation 

To reserve a room in a hotel in advance.  

Did you make a hotel reservation? 

 

Things  

amenities 

amenities refer to anything that would benefit a lodging. Examples of amenities include: WiFi , 

dining, parks, swimming pools, golf courses, health club facilities, party rooms... 

baggage / luggage  

traveling equipment (bags, suitcases...) 

Please, will you help me carry my luggage? 

linen 

articles such as sheets, blankets, tablecloth...  


