
ROOM RESERVATION FORM

Please fill in the form below and return to both Ms. Natalie Yu at cateringsales.beijing@swissotel.com and Ms Jiao Xiao Li at jiaoxiaoli@beijing-olympic.org.cn.  

Block code: BO0924CG

Hotel Contact Person: 
Ms.      Natalie Yu


Tel:
  +86-10 65532288 ext. 2308



Fax:  
  +86-10 65014255

Mobile:  +86-13801260596 




                   

E-mail:cateringsales.beijing@swissotel.com 




Website: http:/beijing.swissotel.com/
Guest Name:  ____________   

Mr./Ms:  __________   
Arrival Date: __________                                                                                                                      
Departure Date: __          _                                                                                       
Flight No.                            
Estimated time of arrival                    __                                 
Flight No.                       
Estimated time of departure              __
( if known_)

Pick-Up:   □ Yes
□ No
Room sharing with: Guest Name                 Mr/Ms: _________                                     
Organization:                       _

Title:                              _        

Address:                                                                    _  
Country:                           _    
E-mail:                         _                                                                                               
Phone:
                           _                                                                                          

Fax:  ______________
[image: image1.jpg]we P D B L MR
swissdtel BeiiinG




	Select
	Room Type
	Daily Room rate (RMB)

Single / Double
	Note

	□
	Superior Room
	897.00/1019.00
	1. These rates are inclusive of 15% service charge and daily buffet breakfast.

2. A RMB 210.00 charge will be applied for an extra bed in guest rooms.

3. Single room contains one bed, double room contains two beds.



	□
	Swiss Advantage Room
	1100.00/1223.00
	


1. Reminder:

· All reservations are on a first come first served basis. If capacity for your preferred room type has been filled, a room one level higher will be reserved for you, with your approval.
· The hotel will send a confirmation letter with a confirmation number.
· Hotel has been blocked 150 superior room and 100 Swiss Advantage room for the delegation.
2. Terms:

· Official check in time is 14:00
Official check out time is 12:00
The above is official hotel policy, however, if you have any special request for early check in or late check out, we will endeavor to accommodate these whenever possible subject to room availability. In the opposite, we can arrange on place to take a rest until you are leaving the hotel, and also can arrange a space to store your luggage.
· When making reservations a deposit of one night's room charge is required to guarantee your booking. This deposit can be paid to the hotel either by credit card or by bank transfer to the hotel account upon check in. In the case of bank transfer, a copy of the remittance advice should be forwarded to us. This request will be ensure your safely reservation due to peak season.
Bank account information 

Beneficiary :

HONG KONG MACAU CENTER (港 澳 中 心)

Account No : 

000-206-180-94014 (USD$ Account)

Bank Number : 
BANK OF CHINA –HEAD OFFICE (中 国 银 行 总 行) 

Bank Address : 
1, FUCHENGMENNEI DAJIE， BEIJING 100818, CHINA
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Credit card information

Credit Card No.              __________ ___            


Expiry Date              __________ _________ 

Card Holder Name              __________ ________ 
Signature              __________ ________ 

· For guaranteed bookings, no penalty fee will be charged for cancellations received by the hotel up to 24:00 hrs prior to check-in, in writing or via fax or email. Otherwise, no deposit will be refunded.
· No show will be subject to a charge equivalent to one night’s accommodation plus any applicable airport transfer charge.
· Request

□ Smoking Room    □
Non-smoking Room    □Wheelchair Accessible Room 

□   King size bed
     □  Twin bed

· Others

 
· Internal Use:

Reservation Agent: ___________________           
  

Date:  __________________     
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