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1 Business Letter Formats/ Basic e—mail(1)
2 Basic e-mail (2)
3 Responding to General Inquiries
4 Letters of Confirmation
5 Collection Letters
6 Responding to Referrals
7 Thank you Letters
8 Banquet Space Inquiries
9 Reservation Inquiries
10 Invitations
11 Spacial Rate Notices
12 Exam
13 Hotel Facility Descriptions
14 Reservation Changes
15 Guest Madical Requests
16 Repeat Guest Sales Promotion Letters
17 Guest Inquries
18 Responses to Guest Inquiries
19 “Thank you for returning -**” (Hotel Property)
20 Apology Letters
21 Hotel Descriptions for T.A.'s
22 Negotiation Letters
23 Negotiation Letters & other correspondence
24 Exam
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I am looking forward to helping increase everyone's language ability by practicing and learning how to correspond in English.The contents
should be helpful in practical use in business.

U E




