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E Warm-Up

Section A
Listen carefully and write down the words you hear from the tape.

1. Thank you for calling Beijing :

2. isthe standard room?
3. My boss will stay for ~ nights.
4. Could youplease  your name, sir?
5.May Imakethe  ?
Section B

Listen to the passage carefully on the tape and fill out the missing words.

This summer Annie is going to in Europe on her vacation. She is eager to
many different countries. She wants to a lot of pictures to show her friend Sally.
Right now Annie is a call. She is a single room with a good view. She hopes she

her vacation.

l Conversations

A. Reserve a single room.
Clerk=C Guest=G

C: Good morning, Palace Hotel. May I help you?

(: Yes, I’ d like to reserve a single room for 3 nights.

C: Certainly. For what date?

G: July the 10th.

C: Just a moment, please. ... Yes, madam. We have a room available.

(5: What is the room rate?

C: $120. Will that be all right?

(5: Yeah, that will be fine. May I make the booking?

(: Certainly. Your name and address, please?

(i: My name is Annie Johnson, that’s A-n-n-i-e, J-o-h-n-s-o-n. And the address is No. 323,
Allan Street, London 221, England.

(: Thank you. And your telephone number, please.

(5 My phone number is 0044-0253-665288.

(' Thank you. So it’s Ms. Annie Johnson, No. 323, Allan Street, London 221, England and
your phone number is 0044-0253-665288. And you want a single room on July the 10th for 3
nights.

(: Exactly. Thank you.

C:It’ s my pleasure. We look forward to your arrival. Bye.
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Room Reservations

B. We are fully booked.
Clerk=C Guest=G

(: Good afternoon, sir. May I help you?

(i Good afternoon. I’ d like to book a double room from May 1st to May Sth.

(: One moment, please. Let me check...I’m sorry, we’re fully booked on those dates since
it’ s the peak season.

(5: Oh, that’ s too bad!

(' Don’ t worry, sir. We may have cancellations. Would you like me to put you on our waiting list?

(i: That’ s fine, but could you let me know as soon as possible?

C: Sure. Besides, you can log on the website to check whether you have the reservation or
not. Our website is www. palace hotel. cn.

(i: Thank you. That’s very kind of you.

C: My pleasure.

E_Words and Expressions

1. available adj. Al R AR, BURCRTE A
e.g. We have a room available. /114 %5 4 1 a]

2. reserve v AT
reservation n. i

e.g. I’ ve reserved a room in the name of Johnson.
A ) 2 F T T — A,
I made a reservation for you last week. F_F & HARTIIT T EE] .,
[ Xd]: book
e.g. I’ d like to book a single room with bath. FZE T — [ A E 1B AFE .
May I make a booking? W] PATiT] J5 &)1 2
3. exact adj. WaYIRy, UERRR
4. look forward to 32
e.g. We look forward to hearing from our mother. %11/} 22 5 10 10 /4 kA= .
5. cancellation n ‘ BUH
cancel 4 BUH

E Practical terms and expressions

1. Offer help.
a. Can/ May [ help you? I n] PAHF 15?2
b. What can I do for you? e EMEHt 42
2. Find out what the guest needs.
a. How long do you intend to stay? #3758 (F% A2
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b. How many nights will you stay? %} JLHF?
c. For what date(s), please? 3THE JL5 Af:?
d. What kind of room would you like?  #AH A2 T i) 5] ?
e. Do you want a room with a lake view? AR —A~0] DA 2 W 54 5 a2
3. Give information about room rate.
a. What is the room rate per night? a1 H& 2% /02
b. What sort of price do you want to pay? #ZAEBH 2 L1 ]2
c. Breakfast is not included in the room rate. i A& FE& .
d. There is a 10% deduction for children under 10. +%PAFHILE, ENE 0%,
e. We have a 10% discount for a group reservation. P {ATTT EEIET, FATETFT10% 1
Prm,
4. Accept the booking.
a. Yes, we do have a single room free for those days. 21, FPLRIKNIE SR,
b. Yes, we have a double room available from ... to ... 2, FRATM - E<I| EERE 231y
BN TE]
5. The hotel is fully booked.
a. Sorry, we’re fully booked on that date. X AE, il 2.
b. Sorry, we’re book solid, since it’s in the peak season. Xf A2, BT HIERIEZS,
T E .
6. Give information about the hotel.
a. Our hotel is a 5-star hotel. FATXFRIE ZSERIWE .,
b. Our hotel is located in the city centre.  FA 13X ZUE L T 0,
c. Our hotel has a fine view of the sea.  F{ 13X Z4E A] AR B 5=-.
7. Expect the guests.
a. We look forward to your stay at our hotel.  FATHARE AHI ALE,
b. We are expecting your stay with us. FRATHFEEF I AL,
c. We look forward to your arrival.  FR{THIREE SR 25k .

_____________________________________________________________________________

1. BJFJA . single room (B A [f]), double room (XU A Jf]), suite (&), deluxe
' suite (BEAEE ), triple room (= A JA]), standard room ($R¥E[A]), family suite (REEE D),
i presidential suite (#4452 %), double room with twin beds (4 Fi 3 8. A B IR ],
E 2. peak season (HEZ), off season = low season (JRZ),



Unie @

Room Reservations

Do you know?

I . Study the following chart and think about the question how Front Office is organized.

Front Office Organization

Front Office MGR.

(T EHEH)
7 ~ 0 7 ~ 5 ~21l a2l o2l | &
% & LE| (B3| |EF| |2Y| (28| |HE| |@E|
B 2 Za| | #E i 8 gy |2E| |@mg | %al
= 5 %5 b g i & e Be| |He | &
i B — < < 8 < |;_g;§ | i 8 }“'l‘g’
~ ‘/w ;VE ‘vgi
st

II . Important factors in making a reservation for guests.
<> Guest Name or Name of group, Code.
<> Contact name; Telephone number; Company name; Address.
<> Room type; Number of Rooms.
<> Number of Guests.

<> Nationality.
<> Date of Arrival/Departure; Time of Arrival /Departure; Length of Staying.

I | Exercises

1. Small group work
1. Questions for the comprehension.
Conversation A Answer the following questions.

a. What type of room does the guest want to reserve?

b. How long does the guest intend to stay?

c. What is the room rate per night there?

d. Where does she live?

e. Why does the clerk repeat the guest’ s information at last?
Conversation B Decide these statements are true (T) or false (F).
a. The guest wants to book a double room from May 1st to May 4th.

b. Double rooms are fully booked on those dates.

c. The clerk suggests the guest another hotel.

d. The guest thinks it is a good idea to put his name on the waiting list.

e. The hotel’ s website is www. palace hotel. com.
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2. Oral work: Finish the following conversation.

A: ?

B: Yes, I’ d like to book a room for September 10th.
A: ?

B: Tom Smith.

A: ?

B: A single room with bath.

A: ?

B: Three nights. What is the room rate per night?
A: ?

B: Sure. I Il take it.

A: ?

B! My phone number is 0044-687001.

A: °

B: Thank you and bye.
II. Structure and vocabulary
1. Fill in the blanks with the proper words and phrases.

a.I’dliketobookaroom  my boss.
b.For__ date?

c.What _ of room would you like?
d. How many nights willyou  ?

e. Just a moment, please. ... Yes, we have a room
2. Translate the following sentences.
a. BABFT—E 107 S H B A S5,
b. FAVARFE EHIFI K,
c. HM%, LHRE-TREFZR.
d. XTFHETT, BATHL10%HEE.
e. fRAK, AKRABNFECETITH,
£ BAVBIELL T H L
II. Listening practice
A. Listen to the tape and choose the one which you decide is the most appropriate answer.
1. a. We have rooms free.
b. We’ 1l arrive on 26th.
c. 60 dollars per night.
2. a. R-i-c-h-a-r-d-s-o-n.
b. This is my phone number.

c. My name is Richardson.



3. a.I’d like 3 single rooms.

b. 3 nights.

¢. The room is for 3 people.

4. a. Let me check.

b. I’ m not sure. Bye.

c. Yes. I’ d like a single room.

5. a. OK. Let me write it down for you.
b. Sorry, I don’t know the address.
c. The dress is very pretty on you.

B. Listen to the tape and fill in the reservation card.

IV. Role play

Unit €

Rose Hotel
Reservation Form
Name
Arrival date
Departure date
Room type
Booked by
TEL.
Taken by
Approved by
Date

A new couple wants to spend honeymoon in Beijing.

| The couple is going to visit Beijing.

{

It’ s very expensive, but they will take it.

They want to reserve a deluxe suite with a good view.

The clerk helps with the booking.

e

{ Information:
Greet the guest and introduce your hotel.
Ask about the type of room.
Tell the room rate.

B T LB

e T T T vt

Room Reservations
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E ‘Warm-Up
Section A
Listen carefully and choose the words you hear from the tape.
Programs mind Leave brochure turn
l.Canyou _ on the air conditioner for me?
2. the luggage with me.
3. Are there any English ~~ onthe TV?
4. Where can [ get yourhotel ~ ?
5.Please  your hands in the revolving door.
Section B
Listen to the passage carefully on the tape and fill out the missing words.
October 20, 2005

Dear mum,

Right now I'm _ this letter to you from Palace Hotel in Beijing, China. My room is
comfortableand . It’s already 8:00 in the evening. I have justhada __ buffet.

Yesterday, when I was busy with  out the registration form, I put my mobile phone
aside. After finishing the form, I went up to my room __ with a bellboy. Suddenly, I realized
that] ~ my mobile phone. I felt so worried. At that moment, there wasa _ on the door.
I opened it and  that he was the bellboy with my mobile phone in his hand. He came to

it. He told me it was his duty. [ was very excited and appreciated his help.

Tomorrow I will ~ the famous Forbidden City. I hope that the weather will be fine.
See you next week!
Best Wishes,
Annie

E Conversations

A. Greet the guest at the door.
Doorman=D Guest=G
D: Good morning, madam. Welcome to our hotel.
(! Thank you.
D: How many pieces of luggage do you have?

G: 3 pieces.

D: 2 suitcases and one handbag. Is that right?
(! That’ s right.

D: 1711 show you to the Front Desk. Follow me, please. May I put your suitcases here?
G: OK, thank you.



