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Chapter 1

BIEIT S ANEF&E
Hotel-booking and Check-in

Among the six elements in tourism, accommodation plays a key role. As to a certain
extent, it decides the comfort level of travel. Generally, tourists need to book a hotel before
they reach their tourist destination. They may choose to book either by themselves or through a
travel agency. If they fail to do so, they may face the embarrassment of no hotel to

accommodate or high rates. Therefore, booking a hotel in advance is necessary.

Mike Brown wants to spend his holiday in Sanya and he calls Paradise Hotel to book a room.
(O operator M: Mike Brown R: reservation staff)

0. Paradise Hotel. How can I help you?
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: Hello. I'd like to book a room, please.

Hold the line, please. I'll put you through to the Reservations.

Reservations. What can I do for you?

[ will spend my holiday in Sanya next month and I'd like to book a room in your hotel.
OK. Could I have your name, please?

Mike Brown. B-R-0-W =N,

OK, Mr. Brown. When would you like to come?

I will arrive there on 20th of December and leave on 23rd.

That will be 3 nights. What type of room would you like? Single, double or suite, Mr. Brown?
. I'd like a single room.

Smoking or non-smoking?

: Non-smoking, please.

OK. Mr. Brown, a single room for 3 nights, from 20th of December to 23rd. Is that right?

. Yes, exactly.

PERPERPERERERERLE

Right. I've made the reservation. We look forward to seeing you on 20th of December. Is

there anything I can do for you?

— M: I want to know the rate of the single room
| Good afternoon, =

| can | help you? and how long I can keep the reservation.

R: Single room is 650 yuan per night
including breakfast and we will keep your
reservation until 6 p. m. on that day. Is
that OK for you, Mr. Brown?

M: OK. Thank you very much.

i

Could you reserve [ /| v R: You are welcome. Goodbye, Mr. Brown.

' a room for me?

~ Gl

M : Bye

\

Room Reservation Form

Title; Mr./Mrs./Miss

Arrival Date: Departure Date:

No. of Rooms: No. of Guests:

Room Type: Room Rate:

Remarks:

Booked by: Tel.:

Confirmation: []Yes [ No

Taken by: Date:
KApproved by: Date: )
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Mary is going to Sanya and she goes to a travel agency asking for some information about the hotel.

(R: receptionist M: Mary)

R: Good morning. What can I do for you?

M: Good morning. I am going to Sanya for a trip next week and I'd like to find a convenient
and comfortable hotel to stay at.

R: Take a seat, please. Could I have your name, please?

M: Mary Miller.

R: Would you please spell it?

M: M-1-L-L-E-R, Miller.

R: OK, Miss Miller. Here are several good hotels available for your choice, and my first
recommendation would be Bright Harbor View Hotel. It is one of the first-rate hotels in Sanya.

M. Is it at the beach or in the downtown?

R: It is at the beach, but not far from

downtown, just 10 minutes’ drive.
M: What about the service there?
R: You may feel at home there as the service

is excellent and efficient. Many guests

highly recommend it.
M: How about facilities there?
R: There are both outdoor and indoor swimming
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pools. You can relax yourself at any time. There is also a recreation center with modern

facilities. You can enjoy yourself free of charge during your stay there.

: Sounds nice.

: Besides, a big shopping center is within easy reach. If you want to buy some souvenirs, it

is the first choice.

: Really? That’s great.

The Duty Free Shop is just 15 minutes’ walk from the hotel.

Great. I'd like to choose Bright Harbor View Hotel.

OK, Miss Miller. Let’s fill in the reservation form. When would you like to go to Sanya?
Next Tuesday, December 7th, and I will leave there on 10th.

That would be 3 nights. What type of room would you like to choose? Single room, double

room or suite, Miss Miller?

M. Single, please.

R: Right. Let’s see the rate. Here, single room, 860 yuan per night including breakfast. 3
nights would be 2,580 yuan. Is that OK for you, Miss Miller?

M: Well, that’s all right. Tll take that.

R: Fine. How would you like to pay, Miss Miller?

M. By credit card. Here you are.

R: Thanks. Just a moment, please. (a moment later) 1 am sorry to have kept you waiting.
This is your card and slip, Miss Miller. Could you sign your name here, please?

M: Is that all right? .

R: Yes, thank you. Here is the hotel reservation form, Miss Miller. When you arrive at the
hotel next Tuesday, please show this form to the receptionists or just tell them your name,
they will help you to check in.

M: OK. ‘

R\; Is there anything else I can do for you?

M. No, thanks.

R: You are welcome. Have a nice trip to Sanya, Miss Miller. Goodbye.

M: Bye.

M " Hotel Reservation Form ﬂ

Booking Reference: Destination:

Name of Hotel :

Type of Room: [] Single [J Double [ Triple [ Suite
Arrival Date: Departure Date :
No. of Guests: Room Rate:

Name of Guest:

Eype of Payment: [] Cash [ Credit Card [] Traveler’s Cheque [ Others
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Tourists need to check in and pay the
deposit at the front office when they get to the
hotel. In fact, the service of receptionists
greatly influences the impression that the
hotel gives to the tourists. Receptionists’
good mastery and proficient application of
foreign languages are extremely important to

international hotels. It is helpful for recep-
\

tionists to check in smoothly and get to know tourists’ needs and then offer necessary help.
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Mr. James comes to the front office of Bright Harbor View Hotel and he will stay here for 3 nights.
(R: receptionist J: James)

R: Good morning, sir. What can I do for you?

S

Good morning. I'd like to check in now.
: Yes, sir. Have you made a reservation?
Yes, I have. I booked a single room through a travel agency last week.
May I have your name, please?
James. J— A -M -E -8S. Mike James.

Thank you, Mr. James. Would you please wait a moment? I'll check on our computer. (a

o om

moment later) Sorry to have kept you waiting, Mr. James. You booked a single room for 3
nights. Is that right?

S

Yes, exactly.
Mr. James, would you fill in this registration form?
Sure. Is that OK?

: Yes, it is right. Thank you, Mr. James. Here is your room key. Your room number is

o = =

1606, a non-smoking room.
Oh, thank you.
R: My pleasure. Mr. James, please take the lift to the 16th floor and turn right. Would you

G
.

like the porter to help you with your luggage?

G

Yes, please.

R: Tll call the porter for you. By the way, breakfast is served from 7 a. m. to 9 a. m. and
check-out time is before 12 at noon on the day of departure. Enjoy your stay here and let
us know if you need any help.

J: Thank you. Could you bring my luggage down to the lobby at 11 a. m. on my day of departure?

R: Sure, sir. How many pieces of luggage do you have?

S

Three. 1 have three pieces in all.
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R: Could you please place your luggage at your room door by 11 a. m. ? The bellman will go to
pick them up.

OK.

: Is there anything else I can do for you?

No. Thank you very much.

: You are welcome. I hope you will enjoy your stay here, Mr. James.

Thank you. See you later.

ol - - B - -

: Bye.

/w Registration Form h

Surname: Given Name: Sex:
Nationality ; Date of Birth:

Type of Identification: No.:

Type of Visa: Period of Validity:
Permanent Address:

Date of Arrival : Date of Departure :

Room No.:
Type of Payment: [] Cash [] Credit Card [J Traveler’s Cheque [ Others

Remarks:

This rate is subject to 15% surcharge and any other ~ |Front Desk Staff Signature:

applicable government tax. Safe box provided at the
Front Desk or in the guest room is available for use Guest Signature :

free of charge.
%, %
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2 Reading Materials

Luxury Deluxe Hotel (Z¢fEi)E)

Luxury deluxe hotel is an independent specialist tour operator promotes extensive

10



