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IMPORTANT ABBREVIATIONS

AA Automobile Association.

AATTA Arab Association of Tourist and Travel Agents.
ABTA Association of British Travel Agencies.
ADC Advice of Duration and Charge.
AHMA  American Hotels and Motels Association.

AMA American Marketing Association.

AP American Plan.

ASP Average Seat Profit.

ATO Accommodation and Taxi Order.

BB Bed and Breakfast.

BIT Bulk Inclusive Tour.

BOP Balance of payment.

CcC Carbon Copy.

CCC Civil Consumer Corporation

Ccp Continental Plan.

DB Double Bed.

DD Direct Dial.

DIT Domestic Independent Tour.

EBU European Broadcast union.

EEC European Economic Community.

EP European Plan.

FB Full Board.

F &B Food & Beverages.

FIT Free Individual Tourist.

GDP Cross Domestic Product.

GIT Group Indusive Tour.

GNP Gross National Product.

HTN Hotel Television Network.

TAA International Automobile Association.
IATA International Air Transport Association.
ICAO International Civil Aviation Organization.
IDD International Direct Dialing.

IFCC International Federation of Camping and Caravaning.
IFTO International Federation of Tour Operators.
IHA International Hotels Association.

IMPS Integrated Menu Pricing system .
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IRA International Recreation Association.
ISD International Subscribed Dialing.

IT Inclusive Tour.

ITA international Touring Alliance.

ITU International Touring Union.

IUOTO International Union of Official Tourist Organizations.

ITUOTPO International Union Of Official Tourist Publicity

Organizations.
IYHF International Youth Hostel Federation.
MAP Modified American Plan.
MBO Management By Objectives.
NCR No Carbon Required.
000 Out Of Order.
PC Publicity/Personal Copy/ Personal Computer.
PR Public Relations.
RORP Rate of Return Pricing.
SB Single Bed.
Sp Sales Promotion.
STD Subscriber Trunk Dialing.
TA Travel Agent.
TB Tourist Bureau/Tourist Balance.
TE Tourist Expenditure.
TIC Tourist Information Center.
TR Tourist Revenue.

UFTAA Universal Federation of Travel Agents Association.

UN United Nations.

USP Unique Selling Preposition.

VAT Value Added Tax.

vIP Very Important Person.

VMS Vertical Marketing System.

WATA World Association of Travel Agents.
WB World Bank.

WTO World Tourism Organization.
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YMCA Youth Men's Christian Association.
YWCA Youth Women's Christian Association.
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GLOSSARY OF COMMON TERMS IN THE TOURISM INDUSTRY

A&TO

Accommodation and Taxi Order. A voucher issued by airline passengers whose
flights have been canceled or delayed and is redeemable by the airline at face
value. It usually covers the cost of accommodation, breakfast, a main meal and

return taxi fare from the airport to the hotel.

ACCOMMODATION Rooms

ADC

ADVERTISING

Advice of duration and charge . The cost of a call made by an operator will be

notified to the caller on its completion.

A paid communication by an identified sponsor through a non-personal medium.

AFFINITY GROUP

AIRLINE

AMENDMENT

AMENITIES

A group bound together by a common interest. Where charters are
concerned , this common bond makes the group members eligible for charter

flights under some conditions and concessions.

Any air transport enterprise offering or operating a  scheduled international air

transport.

Charge from the original course of action .

Features which enable a visitor to enjoy various attractions and which draw him
to a destination and for the use of which he normally has to pay. these refer to

recreational and entertainment programs. Cultural and art centers, hotels,

restaurants, transport services, etc.
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ANTIQUITIES

ARRIVAL

ATTRACTIONS

BACK-TO-BACK

RESERVATION

BELLDESK

BELLBOY

BOOKING

BROCHURE

BULLETIN

Art objects which are more than a hundred year old and which cannot be traded.

Time that guest registers into the hotel.

Natural or man-made features which collectively or singly create the appeal of a

country.

Certain accommodation is booked by travel.

Agents/tour operators over a period of time and as one  group of their guests

departs, another group takes the place.

Desk in the lobby where bellboys are positioned and can be contacted .

Porter who delivers guests baggage and dose miscellaneous errands.

Reservation of facilities.

A pamphlet of a hotel bound in the form of a booklet.

Brief. periodically-issued mailing or promotion piece, often devoted to

trade news. Painted outdoor display.

CALLBARRING

An unobstractive way of keeping expensive. unofficial calls to the minimum. The
system can be instructed to prevent individual extension from making certain

calls such as [DD and STD.
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CAMPAIGN
A connected , integrated and organized series of advertising

and promotion efforts.

CANCELLATION

When a room or facility reservation is withdrawn by the guests.

CHANCE TRADE/ CHANCE GUESTS
A guest has no previous reservation in the hotel , or business which comes from
guests who take meals or drinks in the hotel which are not included in the terms

of their reservation and have to be charged to them.

CHARGE Payment of credit.
CHECK IN Arrival of a guest who has registered at the reception.
CHECK OUT

Department of a guest who has settled his bills.

CLASSIFICATION

Quality rating given to hotels.

CLEARANCE

When housekeeping has prepared a room for sale.

COFFEE SHOP

Restaurant where light, pre-prepared meals are served.

COMMISSION

Amount payable to travel agents for arranging group stay in
the hotel.

CONDUCTED TOUR

A pre-paid. pre-arranged vacation in which a group of people travel together

under the guidance of a tour leader who stays
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with them from the starts to the end of the trip. Also referred to as an “escorted tour”.

CONFIRMATION
Confirming a reservation by sending letter or card which acknowledges a deposit,

the type of accommodation reserved and garage space if necessary.

COUPONS
Documents issued by tour operators in exchange of which  travelers receive pre-
paid accommodation. meal, sight - seeing trips, etc. Also referred to as vouchers.

CULTURAL TOURISM
The form of tourism whose objects is, among other things, the discovery of
monuments and sites. It contributes to their maintenance and protection and in
doing so, brings social, cultural, and economic benefits to people.

DEPARTURE
Time when the guest leaves the hotel.

DESTINATION
The place at which the traveler terminates his journey. The ultimate stopping place
according to the contract of carriage.

DESTINATIONAL TOURIST
A tourist who terminate his journey at a particular country for the purpose of
making a tour, traveling from one place to another for pleasure in that
country.

DISCOUNT
Benefit or privilege given on price /tariff.

DISPLAY In general, Whatever attracts. The way things are demonstrated and assorted for

attraction.
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DOMESTIC TOURIST
A local person who makes a tour traveling from one place to another for pleasure ,

business, etc. within his own country.

DOMESTIC INDEPENDEN TTRAVEL

A tour constructed to meet the specific desire of a client within a single country.

DOUBLE ROOM

A room with one large - sized bed.

DD Do not Disturb. A service whereby all calls can be noted to the operator or
where the guest is not to be disturbed during the time of the display of DD sign.

EARLY DEPARTURE
A guest who checks out before his/her scheduled departure date .

ESCORT TOUR

A professional tour escort often called tour manager or courier.

EXCHANGE VOUCHER
A document issued by a carrier or its agents re-questing issue of an appropriate
passenger ticket and baggage check or provision of services to the person named in

such document.

EXCURSIONIST

A temporary visitor staying less than twenty four hours in the country visited.

FACILITIES
Services which enable the tourists to enter and move around the country with the
maximum of ease and the minimum of obstacles and secure maximum enjoyment

of their visit.
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FOLDER One piece of illustrated paper which can be folded. It is usually printed on a single
sheet and then folded for easy handing.

FREESALE

Term used when a room is available for sale.

FRONT OFFICE
Department that reserves, registers, assigns and acts as a continuous source of

information in the hotel.

GROUP INCLUSIVE TOUR
A tour which includes group , air and ground , arrangement for a minimum of 15
persons. They may or may not stay together as group for both the land and air

portion of the trip.

GUARANTEED ARRIVAL
Offered to travel agents’ companies that deal regularly with the hotel and can be
relied upon to guarantee their commitment that payment will be made
for the accommodation reserved the guest arrived or not. This type of
guarantee will reserve the 6 p.m. release procedure governed by their air . Sea. or

rail travel arrangements.
GUEST Person who used the services of a hotel.
GUEST FOLIO

Master bill on which all cash and credit transaction by the guest are recorded.

GUEST HISTORY
Data of guests who have stayed before in the hotel.

GUIDED TOUR
A tour conducted only by local city guides.
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HEALTH CLUB
A club which provides gymnasium, health baths massages. etc. for the purpose of
improving health.

HIGH/PEAK SEASON
The time of the year, usually the holiday and summer period highest occupancy

rates are achieved and when the highest tariff is quoted.

HOTEL DISCOUNT CARD
A card which entails holders to some discount on the hotel facilities as a special

privilege.

HOTEL TELEVISION NETWORK
This service by national advertisers in British is an addition to the normal TV.

channel to three to five-star hotels in London.

HOTELIERS
A person, firm or corporation that provides hotel accommodation and/or meals,
refreshments, etc. to visitors.

HOUSEKEEPING
Department responsible for the cleanliness, maintenance and aesthetic upkeep of
the hotel.

INCLUSIVE TOUR
Tour which includes all elements of an itinerary making it unnecessary for a
passenger to spend money for anything except personal extras during the course of
the tour.

ITINERARY
Pertaining to a journey, a tourist itinerary is a composition of operations that are a
result of the study of the market.

JOINT AGENT

A person having authority to transact business for two or more organizations,

especially transportation lines.
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LEAD TIME
The time between the booking and the arrival date.

LETTABLE ROOMS

Rooms available for sale.
LEFT LUGGAGE
Guest baggage kept in custody of the hotel after the guest has checked out which

will be later collected by him.

LOBBY Common lounge for all resident and non-resident guests.

LOGBOOK
Record of happenings in the hotel.

LOW SEASON
The time of year when business is at its quietest usually in winter. generally the
lowest tariff is quoted during this season.

MARKET Actual and/or potential buyers of a given product or services in a specified

geographical location at a given point in time or during a given period of time.

MARKET SEGMENTATION
Process of identifying groups of buyers of the total market with similar buying

desires or requirements.
MASS TOURISM
Large scale movement of travelers and the development of a

standardized product.

MINUS POSITION
When the guests expected exceed the available capacity of the hotel.
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MOTEL A place which provides wayside amenities for tourists traveling by road. It
provides under one roof all usual facilities expected by tourists including attached
bath.

MULTIPLIER EFFECT

The money spent by the tourist circulates through the economy and stimulates it,

as it changes hands and is spent a number of times, triggered off by the “injection”

of the tourist dollar into a destination economy.
NO SHOW A guest who doesn’t appear in site of a confirmed reservation.
OCCUPANCY
No. of rooms/beds/seats sold to the total corresponding number.
ON REQUEST
Status of a room wherein a personal reservation is made subject to confirmation at
a later date.
OVER BOOKING

Accepting a percentage of more reservation than there is accommodation available

to achieve maximum occupancy rate.

PACKAGE TOUR
A travel plan which includes most elements of a vacation  such as

transportation, accommodation and sight-seeing.

PENSION A French word, widely used throughout Europe meaning guest house or boarding

house.

PLUS POSITION

When rooms available exceed guest arrivals.

POSITION Status of rooms available for sale.
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POSTER A pictorial representation of an idea. It is intended to attract attention

rapidly to a single word or idea .

PROMOTION MIX
Group of activities and techniques employed to produce and increase sales
including advertising .personal selling. telephone selling, telephone selling sale
letters, public relations,publicity,sponsorship,membership,

merchandising and sales promotion.

PUBLIC RELATION
The means by which the various significant public of an  organization are
identified and communicated with to the organization through personal and non-

personal media.

PUBLICITY
Unpaid communication by an unidentified sponsor through non-personal media.
RECEPTION
Counter in a hotel that registers guests.
REGISTRATION
Formalities at arrival of guests.
RESERVATION

Counter that receives documents reservation requests.

RESERVATION RACK

Whitney rack that maintains all reservation requests on reservation slips.

RESIDENT One who stay in the hotel.

RESORT A spot which is frequented by tourists. It is a place which has all facilities for the

comfort of the visitor.
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RELEASE ( 6 P.m. )
The accommodation will be released for reletting if the guest fail to arrive by 6

p.m. unless the hotel is previously notified by the guest.

REST HOUSE

Semi-hotel establishment situated in out-of-the way place.

ROOM RACK
Witheny racks maintained at reception in the chronology of

room numbers.

SALES LETTER
A direct mail through which an attempt is made to gain agreement or favorable
action from guest towards a product or service or simply as a reply to his inquiry
letters.

SALES PROMOTION

Any behavior that triggers temporary incentive aimed at customers, channel

members or salesman .

SLEEPERRoom available for sale but not sold.

SCANTY BAGGAGE
Term used for any guest with light baggage.

SHOULDER PERIOD
The mid season of hotels business through which neither high nor low traffic is

quoted .

SINGLE ROOM

Room with one bed.

SKIPPER Guest who departs without paying his bill.
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SOCIAL TOURISM
All the relation and phenomena resulting from the accession to tourism of low

income groups, made possible or facilitated by specific social measures.
SOLD OUT Room not available.

SPECIAL COMMISSION BOOKING
Reservation made through travel agents, tour operators or certain companies, are

usually subject to special rates and commission.

STATUS Position.

STATUS BOARD
Board which indicates the position of rooms on various dates in terms of
availability.

STAY ON A guest who extends his/her stay beyond the original reservation .

STUDIO Room with one bed and a sofa-cum-bed.

SAUNA System of cleaning one’s body through perspiration by dry heat.
SUIT Two rooms inter-connected with one room as living room and the other as
bedroom.

SUPPLEMENTARY ACCOMMODATION
Various types of accommodation other than the conventional hotel type ; it
includes accommodation for travelers in youth hotels, motels, camping sites, guest

houses, etc.
TorP Take or Place. Hotels sometimes offer T or P booking to people, usually regular

business clients who are only able to reserve their accommodation at a very short

notice. The dient will be offered a room if there has been a “ No show” or
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cancellation, and failing that, accommodation will be found for than at a

comparable hotel, Usually within the ~ same chain of hotels.

TARIFF The published rates of the hotel rooms.

TOUR CONDUCTION

A professional employee of a tour operator, who accompanies a group on tour .

Not to be compared with the tourist guide.

TOURIST A temporary visitor staying at least twenty-four hours in the country visited and
the purpose of whose journey can be classified under one of the following
headings: ( recreation, holiday, health, study, religion and sport ), business,
family, mission and meeting.

TOURIST LODGE
A small house providing temporary accommodation to a tourist. The
accommodation provided is inexpensive as to a conventional hotel . The lodge also
offers meal.

TRANSIT VISITOR
A visitor who is passing over or through a country in route to some other
destination. Unlike destintional tourist, he spends limited time and visits a few
places of tourist interests.

TRAVEL AGENT
A person, firm or corporation qualified to provide tours, cruises, transportation,
hotel accommodation, meals transfers, sight-seeing and all other elements of
travel to the public as a service.

TRAVEL KIT

A sort of container which contains accessories or tools. Travel folders, pamphlets,
exhibits, presentation item, give away, etc., which help travel managers in

promotional activities.
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TOUR OPERATOR

One who derives tour package to various destinations.

TWIN ROOM

Room with two single beds.

VALET Laundry attendant who receive & delivers guest’s laundry.

VOUCHER Document issued by the tour operator in exchange for which travelers
receive pre-paid accommodation. meals, sight seeing trips, etc. Also referred to as
coupons.

WALK-IN Guest who registers himself without a prior reservation.

WAKE-CALL

A line given to the front office telephone to call on phone to

wake a guest.
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