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GUEST DIRECTORY ORDER GUIDE

1)	Property Name: _ ___________________________________

	 Address:  ________________________________________

	 City, State ZIP: _____________________________________

	 Telephone: ________________________________________

	 Fax: ____________________________________________

2)	Contact: _ ________________________________________

	 Email:_ __________________________________________

CALL, FAX or EMAIL
Your Order To

t. (800) 645-3856
f. (800) 351-4110

Binders
n Padded front & back
n 1/2” ring
n Black interior
n Two inside pockets

One-Time Setup Fee: $40.00/pg

Guest Room Inserts
n 100# gloss cover stock
n Full Color
n 3-hole punched

Price per page
50................... $79.95

100................. $89.95

150............... $109.95

300............... $139.95

Ring Size: 1/2”............ Included

3/4”........Add 55¢ ea.

1”..... Add $1.00 ea.

Logo: Gold Foil.................... Included

Silver Foil................... Included

Debossed......... Add $1.00 ea.

Cut: Straight

Staggered
(Page 1 is 6 1/2” x 11”,  pages 
increase in width by 1/2”.
 Page 5 is 8 1/2 x 11”.)

Room Layouts 
Please include a copy of 
your current room layout(s) 
with this form.

Color:* Black

Blue

Brown

Burgundy

Green

*Not all colors are approved for each hotel brand.
  Consult the catalog or your Customer Service Representative.

Quantity
50

100

150

250

Other: ______

($50.00 setup fee for debossing per location)

Pages:

Single-Sided

Two-Sided

50..............$11.95 ea.
100..............$9.95 ea.
150..............$8.95 ea.
250..............$7.95 ea.

MSGRB.5

BINDERINSERT
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COVER PAGE & WELCOME LETTER

2)	Property URL: ________________________________________________________

1)	Brand Logo: _________________________________________________________

3)	Welcome Letter

TELEPHONE SERVICE

http://www.westernhotelsupply.com
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AMENITIES

http://www.westernhotelsupply.com
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TRANSPORTATION

INTERNET SERVICE

http://www.westernhotelsupply.com
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PLACES OF WORSHIP

HOSPITALS

http://www.westernhotelsupply.com
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AREA ATTRACTIONS

RESTAURANTS

http://www.westernhotelsupply.com
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TV CHANNELS
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Safe Deposit Boxes, Door Locks, Electronic Key Locks, In-Room Kitchens, ADA Equipment:

ACCESS & SAFETY

Fire Safety Procedures:

http://www.westernhotelsupply.com
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	Property URL: 
	Brand Logo: 
	Telephone Service: *Please modify provided text or add in your own information.


Front Desk / Operator: Dial 0
Messages: Dial 0
To call another guest: Dial room number
To place a local call: Dial 9 + area code + the number
Place a long-distance call (billed to your room): Dial 9 + 1 + area code + the number
International: Dial 9 + 011 + country code + the number
Operator assisted calls: Dial 9 + 0
	Welcome Letter: *Please modify provided text or add in your own information.


Thank you for choosing the YOUR PROPERTY NAME. We strive to deliver a memorable stay and quality that will exceed your expectations. Please be certain that our staff will do everything possible to ensure your stay with us is comfortable and enjoyable.
Our guest directory has been provided to familiarize you with our property and our amenities.
Thank you for visiting. We hope next time you visit you will choose to stay with us again.

Please note that our check-out time is 12:00noon.
	Amenities: *Please modify provided text or add in your own information.


Business Center
Our business center is located in the hotel Lobby, operating 24 hours a day. Services include: computers, a printer, scan services, copy services and fax service (free of charge). Postage can be purchased through our Front Desk. FedEx service can be arranged through the Front Desk. 

Check-In Time/Check-Out Time
Check-in time is 3:00pm. Check-out time is 11:00am. 

Complimentary Breakfast 
Our complimentary hot breakfast buffet is served daily featuring an array of hot and healthy selections. Breakfast is served Monday through Sunday 6:30am to 10:00am. 

Cribs and Rollaways 
Cribs are available upon request and complimentary to our hotel guests. Rollaway beds are available upon request at $10.00 per bed. Cribs and rollaway beds are limited and will be provided on a first-come, first-served basis. Please inquire at the Front Desk or dial “0” on your in-room telephone to reserve a crib or rollaway bed. 

Fitness Center
Get in your workout from 6:00am to 10:00pm.

Forget Something?
Complimentary combs, razors, shaving cream, toothbrushes, toothpaste and sewing kits are available at the Front Desk.

Housekeeping
Service is provided to our guests daily. For additional services or amenities please contact the Front Desk. 

Ice Machine 
Ice machines are available for our hotel guests and located on the first floor of the hotel.

In-Room Features
For your convenience we have provided within your guest room a flat screen television, microwave, refrigerator, iron, ironing board, coffee maker, hair dryer and clock radio.
If you have questions regarding the operation of these items or your heat and air-conditioning unit, please contact the Front Desk by dialing “0”. 

Laundry Services 
Coin-operated washers and dryers are available for our hotel guests in the guest laundry room located adjacent to the pool area on the first floor of the hotel. Dry cleaning services are available. Please inquire at the Front Desk.

Lost and Found
Please contact our Front Desk for articles that have been lost or found. 

Mail and Messages 
The flashing light on your in-room telephone signals a message. Dial 0 on your telephone to retrieve your messages. 

Newspapers
Newspapers are available in the hotel Lobby and the breakfast room Monday through Friday. 

Pool and Spa 
Our pool area is open daily 7:00am to 10:00pm. The pool and whirlpool spa are for registered hotel guests only. Pool rules are posted and we ask guests to abide by these rules for their safety and the safety of other guests. An adult must be present when children under the age of 18 are in the pool area. ADA approved lifts for guests with disabilities are available. No glass allowed in the pool area. 

Safe Deposit Box
Please do not leave money or valuables in your room or vehicle. Under state law the hotel cannot be responsible for the loss of articles. We encourage guests to properly secure valuables in the safe located at the Front Desk. 

Travelers with Disabilities
This hotel is committed to providing accessible facilities for travelers with disabilities. If you encounter barriers during your stay, please contact our Manager on Duty. If in the future you should require an accessible room, you can assist us in meeting your needs by making advance reservations and requesting an accessible room. 

Wake-Up Call
All rooms offer a clock radio which is equipped with an alarm clock. If you would prefer, wake-up calls can be scheduled through the Front Desk by dialing “0” on your in-room telephone.
	Internet Service: *Please modify provided text or add in your own information.


Play your favorite games, check your email, or surf the internet. Our wireless network has you covered.
In today’s high-speed world, quick and easy access to the Internet is essential.

Connecting to your fast-paced world
To connect to the internet from your room, you can use any wireless device such as your smartphone, tablet, or laptop.

Wireless Internet Access Instructions
Step 1	Power on your device and make sure your wireless is enabled.
Step 2	Connect to the wireless network: “YOUR PROPERTY WIFI”. Contact the Front Office for the password.
Step 3	Open your web browser (Chrome, Firefox, Safari, etc.). You will be redirected to the landing page.
Step 4	Read the the terms and conditions and click "Accept" if you accept. Then, enjoy the internet.
Technical support is available 24/7 by calling the Front Desk, dial 0.

By using our internet services, you hereby expressly acknowledge and agree that there are significant security, privacy and confidentiality risks inherent in accessing or transmitting information through the internet, whether the connection is facilitated through wired or wireless technology. Security issues include, without limitation, interception of transmissions, loss of data and other programs that can corrupt or damage your computer.

ACCORDINGLY YOU AGREE THAT NEITHER BEST WESTERN <YOUR PROPERTY NAME>, NOR BEST WESTERN HOTELS & RESORTS IS LIABLE FOR ANY INTERCEPTION OF TRANSMISSIONS, COMPUTER WORMS OR VIRUSES. LOSS OF DATA, FILE CORRUPTION, HACKING OR DAMAGE TO YOUR COMPUTER OR OTHERS THAT RESULT FROM THE TRANSMISSION OR DOWNLOAD OF INFORMATION OR MATERIALS THROUGH THE INTERNET SERVICE PROVIDED.
	Transportation: *Please type in the name of the transportation service then type in the phone number in the following format: (000) 000-0000
If you would like the address to be added, please place it on the line below.


Taxi Service:
Name	(800) 000-0000

Shuttle Service:
Name	(800) 000-0000

Airports:
Name	(800) 000-0000
	Hospitals: *Please type in the name of the hospital then type in the phone number in the following format: (000) 000-0000
If you would like the address to be added, please place it on the line below.


Hospital 1	(800) 000-0000
Address

Hospital 2	(800) 000-0000
Address
	Places of Worship: *Please type in the name of the church then type in the phone number in the following format: (000) 000-0000
If you would like the address to be added, please place it on the line below.


Church 1	(800) 000-0000
Address

Church 2	(800) 000-0000
Address
	Restaurants: *Please type in the name of the restaurant then type in the phone number in the following format: (000) 000-0000
If you would like the address to be added, please place it on the line below.


Restaurant 1	(800) 000-0000
Address

Restaurant 2	(800) 000-0000
Address
	Area Attractions: *Please type in the name of the attraction then type in the phone number in the following format: (000) 000-0000
If you would like the address to be added, please place it on the line below.


Attraction 1	(800) 000-0000
Address

Attraction 2	(800) 000-0000
Address
	TV Channels: *Please list channels as follows:
Channel number followed by the channel name.

1 TNT
2 HGTV
3 USA
4 ABC
5 Freeform
6 NBC
7 TNT
	Safe Deposit etc: *Please modify provided text or add in your own information.


Your safety and the security of your personal property are of the utmost concern to those of us who welcome you as our guest.
We urge you to take advantage of the following precautions:

Double Locks
For additional security, utilize the deadbolt on your door upon entering. This will prevent the door from being opened by a regular room key. As an additional precaution, please secure the safety latch.

Admittance
Do not admit persons to your guest room without first making identification A door viewer is provided in your door for your convenience. Never sit in your guest room with the door open and never invite strangers to your room. If there is any doubt about the person’s identity, please contact our Front Desk staff.

Safety Deposit Boxes
Personal items, as well as all valuables, should be placed in the safe and then locked for proper security.

Keys
Do safeguard your key. Do not leave it in your room or in the door. Do not give your room key to others.

Fire
Please familiarize yourself with the location of the nearest exit stairway. In an unlikely event of a fire, please move quickly and calmly to the stairs. Report fire or smoke to the hotel operator.
Do not use the elevators.

Vehicles
Do not leave valuables in your vehicle. Lock your vehicle when you are leaving it.

Parking
Always look around before entering large parking lots. If you notice someone or something suspicious, do not continue into that area. Return to your room or to a house phone and contact management. Escorts may be provided if necessary. Hotel is not responsible for any damages to vehicles or thefts in our parking lot.

Surrounding Areas
Not all areas of any city you are visiting will be safe. As in any downtown city, caution should always be exercised when venturing out and about. Contact management about safety of an area before venturing into it.
	Fire Safety: *Please modify provided text or add in your own information.


Fire Safety Tips
Never smoke in bed or cook in your room.
Always unplug personal electrical appliances, such as irons, hair dryers and curling irons.

Please Plan Ahead
•	In case of fire, smoke may reduce visibility so plan ahead.
•	Study the emergency evacuation route located behind the room door.
•	Determine the location of the two nearest exits, fire alarms and extinguishing equipment.
•	Count the number of doors between your door and the exit door.
•	Keep your room key readily available.
•	Do not use elevators.

IN CASE OF FIRE
•	If you detect a fire, pull the nearest fire alarm if you can safely do so and notify the hotel Front Desk.
•	Move quickly, but calmly, to the nearest exit. DO NOT use elevators.
•	If you hear a fire alarm, DO NOT PANIC. Remain calm, take your key and go the door of your room.
•	If you room is smoky, get on your hands and knees, and crawl to the door.
•	Feel the door and door knob. If it is HOT, DO NOT OPEN the door. If it is cool, open it slowly.
•	If the hallway is smoky, get on your hands and knees, stay next to the wall, and count the doors as your crawl to the exit.
•	Take your room key with you so you can crawl back to your room if the exit is unavailable (remember the number of doors between your door and the exit).

IF YOU CANNOT LEAVE THIS ROOM
•	Call the Front Desk and let them know where you are.
•	Fill the bathtub and sink with cold water for firefighting.
•	Wet your sheets, towels or clothing, and stuff them in all cracks around doors and vents.
•	Using an ice bucket or other container, keep doors and walls wet.
•	Check to see if there is smoke outside the window; if there is no smoke and the window can be opened, hang a sheet of light-colored material outside.
•	Make yourself visible to rescue personnel through any window. DO NOT JUMP.
•	If your room is smoky, fold a wet towel in a triangle and tie over your nose and mouth, stay low.
	Submit: 


