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TVL FOOD AND BEVERAGE SERVICES – GRADE 12 
 
Name: ______________________________________ Date: ____________________ 
 
Grade: ______________________________________ Section: ___________________ 
 
 
Quarter:   1   Week:   1   SSLM No.   1   MELC(s): Take Table Reservations 

Ø Objectives: 1. Define Reservation and its type; and 
2. Identify the parts a reservation form. 

Ø Title of Textbook/LM to Study: TVL-HE Food and Beverage Services Q1 SSLM 1 
Ø Chapter: None Pages: 7-13 Topic: Reservation and the Reservation Form 

 
 
 
 
 

RESERVATION 

 Reservation is the advance arrangement requested by customer to hold and secure a 
table or seats before their arrival date and time. This will be agreed by the customer and the 
receptionist during the reservation process. To cover losses in case of no-show, restaurant 
accepts deposit as guaranteed payment as part of their policy, hence the reserved table will 
be no longer available for other customer on the agreed schedule. With reservation, the 
restaurant assure customer for a scheduled date and time and have enough time to be 
prepared for necessary arrangements, but there are also restaurants who serve customers on 
a first come – first served basis. 

Types of Reservation Process 

1. Manual Reservation – this is a traditional way of reservation which requires a receptionist 
to answer a phone call or assist guest during reservation, record all the details about the 
customer’s requests and gather information as guarantee for the said arrangement. 

2. Online Reservation – this is a new trend of a restaurant reservation that requires the use 
of an electronic device such as computer, laptop or mobile phones with an internet 
connection to search for the restaurant’s website. The customer will personally key in the 
details needed for the reservation or simply choose from the available options depending 
on the restaurant’s website layout. 

Parts of the Reservation Form 

Reservation form is a form or tool used by a receptionist to gather details of the 
reservation given by the customer. This will be filled out by the receptionist or the individual 
who will take the reservation. It sometimes vary depending on the type of restaurant’s offered 
food, beverage and services. 

Let Us Discover 
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A. Mode of Reservation shows on how the reservation was taken. It could be a walk-in 
customer, or the reservation was taken thru voice/call, e-mail, fax/text, or social media such 
as messenger account and others. You only have to check the box provided before the 
selection. 

B. Reservation Details includes the details about the date and time of customer’s arrival, 
name of the event, expected total number of guest, number of senior citizen and number 
of kids during the event. This details are important for the restaurant to prepare for the 
customer’s arrival. 

C. Customer’s Details includes the details of an individual who wants to have a reservation 
such as name, address, event in-charge/booker, contact number, e-mail address, type of 
vehicles and remarks if any. 

D. Special Requests includes meal and serving arrangement. This is filled out in case the 
customer wanted to inform the restaurant in advance about their meal and serving 
arrangement. 

E. Setup arrangements includes the decorations, color motif, theme, sound system and 
music required or requested for the event. Filling out this portion depend on the customer’s 
needs or request. 

F. Other requests – written here are other request by the customer which are not included in 
the list but made available during or on the date of the reservation. 

G. Billing arrangements provides information about the agreed payment arrangement of the 
event such as payment right after the event, charge to the account, deposit and mode of 
payment. 

H. Policy shows other important information that the customer should know before the 
confirmation of the reservation. This depends on the standard operating procedure set by 
the restaurant. Example: the 10% service charge to be added from the total bill. 

I. Booking Remarks – this is where other remarks or additional information were written 
related to the reservation. 

J. Confirmation Details – this is where the name of the receptionist or individual who 
receives the confirmation of the reservation and approved it which also includes the date 
and time. 
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COMPLETE ME 
Direction: Complete the definition of the following terms by filling-in the blanks. Write your 

answer on the space provided. 

1. Reservation is the advance     requested by customer to secure a table 
or seats. 

2. Manual Reservation is a traditional way of reservation which requires a    to 
answer a phone call or assist guest during reservation. 

3. Online Reservation is a new trend of a restaurant reservation that requires the use of an 
   device such as computer, laptop or mobile phones. 

4. Reservation Form is a form or tool used by a receptionist to     details of 
the reservation. 

Let Us Try 
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TRUE or FALSE 
Direction: Write the word TRUE if the statement is correct about Guest’s Reservation; FALSE 

if it is incorrect. Write your answer before each number.  

  1. The reservation arrangement should be agreed before reservation. 

  2. The customer will personally key in the details needed in online reservation. 
  3. Restaurant accepts deposit as guaranteed payment as part of their policy. 
  4. The reservation details are important for the restaurant to prepare for the guest’s 

arrival. 
  5. All restaurants have the same policies anchored to the standard operating procedure. 

 
 
 
 
 
 
ACTIVITY 1: MATCHING TYPE 
Directions: Identify the details needed in each part of the reservation form in Column A from 

Column B. Write the letter of the correct answer before each number. 

 Column A Column B 
  1. Mode of Reservation  A. Meal and serving arrangements 

B. Account number, Deposit, Mode of Payment 

C. Total amount is subject for 10% Service Charge 

D. Decorations, Color motif, Theme, Sound system 

E. Name of receptionist with date and time of booking 

F. Balance of 5,000.00 charged to the company’s 

account 

G. Walk-In, Voice/Call, Email, Fax/Text, Social Media 

Account 

H. Chocolates and other fingered foods display at the 

entrance 

I. Arrival date & time, Event name, Number of 

expected guest 

J. Customer/company’s name, address, event in-
charge, contact number, Email, vehicle, remarks 

  2. Reservation Details  

  3. Customer’s Details  

  4. Special Requests 

  5. Setup Arrangements 

  6. Other Requests 

  7. Billing Arrangements  

  8. Policy  

  9. Remarks 

  10. Confirmation Details 

 
 

Let Us Do 

Let Us Apply 
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ACTIVITY 2: SPEAK YOUR MIND 
Directions: Answer each question in one or two sentences only. 

1. What is the difference between Manual Reservation and Online Reservation? 

            
            
             

2. What is the importance of a reservation form? 

            
            
             

 
 

 
 

Activity 2: Speak Your Mind Rubric 

Criteria 5 
Excellent 

3 
Satisfactory 

1 
Fair 

Relevance of 
answer to the 
question 

Answer showed 
relevance to the question 
with sufficient details 

Answers showed 
relevance to the question 
but with significant errors 

Answer not 
relevant to the 
question 

Organization 
and logic of 
answer 

Answer stated clearly 
and logically 

Answer showed minor 
problems on the 
organization or logic 

Answer is not 
clear and 
organize 

 
 
 
 
 
 
CG TLE Food and Beverage Services: Code: TLE_HEFBS9-12RS-IVa-b-1 pages 17-18 
TVL Food and Beverage Services 12 Self-learning Module. Take Table Reservations. 
Tumaning, et.al, pp. 7-13. 
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