Week Plan:

Master Oral English—English
for Hotels and Catering Service
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%—Ji  Concierge Services FLEMRSS T /1

A— Reserving Banquets WTE /2
Al Reception I =4ERF /9
A= Luggage Service 172555 /15

A Arranging a Car ZHERZE /21
AW Showing the Guest to the Table = AJF /26
AN Ordering Food Service & R% /31

55" J8  Reception Desk &5 RS /37

E— Making a Reservation % 1] /38
P81 I Registration BACAME /44
A= Exchanging Money 588 /51

A Message Service F 5 k55 /57
BT Complaint Handling PR /62
158 /AN Checking Out Z5MiR 5 /68

% =] Food and Beverage KES /74

A Booking a Table WlIT# 5 /75
BT Table Service BH S5 /81
A= Bar Service JHPEAR S5 /87

A Chinese Food Service HVENRS /93
BT At the Cafe 7EWIFET /99

BN Paying the Bill Z5MKAT3% /106
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VAR The Housekeeping KRS 11

EH— Room Service Z5IR55 /112

P81 Laundry Service JEA RS /119
A= Repair Service HEEMRSS /125
SR Phone Service HLIEARSS /130
BT Wake-up Call Service MERARS /135
AN Room Service & 5 &S /140

S HJH  Shopping Arcade BV /147

EH— At a Pottery Store TEEAEE /148

ST At the Toggery 1EIRZEE /154

A= Fine Wine and Famous Tea {EER4445 /160
P3| At a Cosmetics Store {EALITiHIE /165

A Jewelry and Crafts BRF T2 5 /170

BWI7S Traditional Penmanship Drawing {48 45 /177

55758 Hotel Clerical Staff English T SCRM i /184

BH— Arranging a Meeting LR /185

A Arranging an Appointment “ZHEZ)2: /190

2= Planning a Business Trip HRIFS5 kAT /195
AWV Handling Daily Affairs Zb35 H 35545 /200
AW Making/ Answering Telephone Calls $%F]HL 1% /206
BN Job Interviews SRIAIR /210

%5 Recreation and Fitness Center BESRENES /215

E— At Singing & Dancing Hall 7E5EET /216
i At the Concert TETTIRIT /222

A= At a Theatre FERIBE /227

SEHAPY At the Health Club 7Efi 5 57 /234
A At the Beauty Center TEEREFO /241
BN Business Center 45 H1.0> /248
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amount ’yﬁ H

banquet oy

buffet H BI& ; /NS 5 bt
cuisine BHEAR E
excuse me PO

in charge FEEE
menu S

order TI0A VT A5
pay up Bah)

pleasure Mt R

sea cucumber =

wedding WAL, B er

¥ ) Vit St

v¢ We need some slap -up food and beverage for the banquet. What can you offer?
DT TR B — L R A IR ARATT AT LS B A 2

¢ We'd like to have the banquet hall decorated. It would be better if a Christmas tree stands in
the middle with some colorful streamers .
Tl TR TR — 3 . ASRABTERIT P R — B AR Al i) SR S 1

¥¢ I’d like to give my friend a proper send -off. What would you recommend ?
FA N A A HE— A T R A AT

Y¢ What drinks would you like 7 17 7] AR E AT 2 FE TR 7K W 2

Y What size of party are you going to order and how many people will attend the birthday party in




our restaurant 7 fﬁﬂ‘ﬁﬁa‘ﬂl]%}?d}*/l\%jﬁﬂﬁ E@éE H /f:\% , jﬂ‘%%ﬁ%&")\?‘ﬁﬂ"
Yc We'll get everything ready in advance . oA TS FERTESIF—),
¥¢ How would you like us to arrange the tables ? 3 E WK I A /B H T W2
Y A deposit of U.S. $20 is required to secure your booking .
PRI TET 3 20 SETTif
¥r We can arrange all kinds of banquets for you . Ff 1] LI RR AL Fh L 2RSS |
v¢ The minimum charge for a 200-person dinner party is 10,000 yuan, excluding drinks.
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A : Xinhua Hotel. May I help you?

B.I want to ask if you could arrange a wedding party .
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One
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A :May I ask who’s calling?
B . This is Mary from Room 605.
A :T'll put you through to our Bamboo Restaurant. Could you hold a

second ?
B Sure.
C:Bamboo Restaurant.

B.I'd like to hold a wedding party on Sunday .

C.How many people will be attending ?

B . About 60.

C:That’s fine. There will be no problem. What’s your room number ?
B :Room 605.

C: Could you come to our office? We can discuss the details.

B

:See you then.
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A: Good morning, Banquet Department. What can I do é@"g@
=2 Y
for you? A

B:.I want to reserve a room for two hundred people to hold a Dialogue Two
dinner party.

A : When would you like to hold the party , ma’am?

B.On May 22th.

A :Just a moment, please. I'll check whether the function hall is available. .. Yes, ma’am, our

’

function hall is available on that day.

B . What’s the charge?

A : Would you like buffet dinner or normal dinner , ma’am?

B.I prefer buffet.

A :Then the minimum charge is two hundred and thirty dollars per head , excluding drinks ,
with a minimum one hundred and fifty people .

B . Then how do you charge for the drinks ?

A : We either charge the organizer for all the drinks ordered or we agree a fixed price with the
organizer and let the guests drink freely within the limit .

B:.I see. Let me think about it. By the way, I have to make a banner and some backdrops . Do
you provide this kind of service ?

A:Yes, we do provide simple backdrops and a standard banner. But if there are special
requirements , we normally advise the guest to deal with the contractor directly .

B:.I see. Could you fax the buffet menu to me ? 1 would like to have a look at it.

A :Certainly , ma’am. We have three different kinds of buffet. May I have your fax number ?

B.lIt’s 28734246. Please specify for Mrs. Chen.

A :28734246. Thank you very much, Mrs. Chen. I'll fax it to you immediately.
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A:Excuse me, I want to find the manager here.
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B .I'm the manager here, sir. Can I help you?
A :I'm inviting some friends to dinner in the evening the day

after tomorrow. Where should I order the meals?

=

:Here is the menu, sir. And what kind of dishes would you

like, Chinese food or Western food ?

A :Two tables of Chinese dishes , please. 9
B :How many people will be with you and how much do you want to pay for each person ?
A Twelve, I'll pay up to 100 yuan for each person.

B:Yes, sir.

A .1 would like sea cucumber to be served.

B . What kind of drinks do you like ?

A :If you don’t mind, I will leave the choice to you.

B.OK, sir. I will show you the menu tomorrow. Will you please pay the deposit ?

A :How much should I pay now ?

B:You may pay either the whole amount or half of it.

A :Here’s 600 yuan, half of it.

B . Thanks. Here’s the receipt. Is there anything else you want us to do for you 7

A ; Nothing else, thank you.
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A :Excuse me, | want to order a banquet , who is in charge of %
)
that?
B:.1t’s me, sir. What can I do for you?

>

;I want to hold a wedding party in your restaurant on Sunday

TIE I

evening, can you do it?

=

:Yes, sir. It would be our pleasure. How many tables do you
want to order?

. About 10 tables.

:How much would you like to pay for each table ?

:I'll pay up to 600 yuan for each table.

= o> T

:OK, sir. We have three kinds of menus for this price. You can choose one of them and also
you can decide the menu by yourself.
. What is the difference ?

:Our menus have a discount and have Beijing , Sichuan and Cantonese flavors. This is the

= >

menu.
:OK, T'll choose Beijing flavor.

:Yes, sir. Will you please pay the deposit ?

:Sure. How much should I pay now ¢

:1,000 yuan, please.

:Here is 1,000 yuan.

:Thanks. Here’s the invoice. Would you like anything else ?
:No, thank you.

= > " ® =R

: Bye-bye.
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A : Good morning, Banquet Reservations. What can I do for you? /3 v

B:Yes, I'd like to book a banquet in a private room at

6:00 p. m. the day after tomorrow.

A:Would you like Chinese, Western, Japanese or Korean Dialogue Five

cuisine ? j' iﬁ L
: Chinese food , please.
: For how many people ?

:Let me see. .. uh, 12 people.

> W o =

:Yes, sir, 12 people. How much for the food per person? The minimum charge for a private

room is 100 yuan per person.

=

:150 yuan per person.
:150 yuan. And what drinks are you going to have 7

= >

:Just get ready some Hennessy X. O. We're going to order other drinks at the dinner time .
All the drinks are on consumption basis .

A:Yes, sir. May I have your name, please?

B :James, John James.

A :How do you spell it?

E—F =EREH
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@ B.JOHN, JAMES.
A:J-O-HN, JAME-S. Yes, and your telephone number ?
B .660-538-48. By the way, could you fax the menu with the name of the banquet room ? My
fax number is 660-53849.
A:Yes, 660-53849. We'll be sure to fax you the menu with the name of the banquet room . Is

there anything else 1 can do for you, Mr. James?

B :No, thanks.

A :So, allow me to confirm the reservation :the reservation is made by Mr. James, for a Chinese
banquet for 12 people at 6:00 p. m. in the evening, the day after tomorrow. The price is
150 yuan per person excluding drinks. We'll prepare Hennessy X. O.

:That’s fine. Thank you.

:My pleasure. We look forward to seeing you soon , Mr. James.
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cable (AR P4 BY) B4, R
credit card FHR &R

form By

hotel SR RIS AR

key card ( FSRTF I s T8 ) E Rk
reservation i)

slippery JGCHT ) TR

& Wi Ftinces

¥r Please wait for a moment. TI'll cheek the hotel list. iH55—F , Fo & —& A k5 1944 24
¢ Would you please take a seat while 1 am looking into our list .
e —T R BAE—FRAT AT,
¥ Do you have a reservation with us ? 78 ] FA 11759
Y¢ If you are ready, the bellboy will take you to your room.
WERGER I 1T IR S5 ARl R 2 ]
¥¢ Please remember to bring your key card down to the front desk .
T LR PR BT 5k
v¢ Do remember to return your key before you leave the hotel , please.
T —E 1L TR B RSk P R AL
¥¢ Good morning, sir. Welcome to our hotel. 54z | . [ UG B F A T iE 4
¥ Very glad to have you here. JF % 5 24 RRE 23X K
¥¢ Good afternoon , madam and sir. Did you have a nice trip? XA JeA=, T4, g g i bns 2
Y¢ Is this your first trip to Beijing ? XIS — ORI Tt
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A:Hi! Can I help you?

B:Yes, I have a reservation.

A :What’s your name , sir?

B : Arnold Schwartz from Syracuse , New York. Dlalogue One

A:Yes, sir, we have your reservation. Could you fill out these TIE=S
forms, please?

B . The reservation was for a double for three nights , wasn’t it?

A:Yes, sir, that’s correct. How will you pay your bill , cash or credit card?

B . Credit card. Here you are.

A:Thank you, sir. You’ll be staying in room 1901. Here are your keys. The bellboy will take
your luggage upstairs. Have a nice stay, sir.

B :Thanks.
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A: Excuse me, but are you Mr. Smith, the Best package @""’33
group leader? (&
B:Yes, I am. You must be Miss Mo Li, are you? Dialogue Two 2
w2

XTIE =

A:Yes, I am Mo Li from the Great Wall Hotel and have come

to meet you. I have been looking forward to meeting you.
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B . Thank you very much. Nice to meet you.

A': Altogether, this group has sixteen guests , right? Is everybody here ?

B:Yes, we are all here.

A : After a long journey, I'm afraid you must have a rest. We’'ll directly go to the hotel , all
right?

:All right. We’ll follow you.

:Have you got your baggage ?

:Yes, everything is OK.

> W > =

:Very good. Let’s go, our bus is just over there , in the parking place. May I help you with
your baggage ?
:I can manage it. Thank you.

:This way, please.
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A :Good afternoon, ma’am. Welcome to the Blue Sky Hotel.
B . Thanks. Good afternoon.

A'; (Opening the trunk , taking out the baggage and looking at

Dialog

the name on the baggage tags) I'm the doorman, Mr. Short. Ok 71
Let me help you with your baggage .

B.It’s so kind of you.

A :The reception desk is straight ahead. After you, please.

( After a while, another lady comes up. )

C:Good afternoon , is this Blue Sky Hotel ?

A:Good afternoon , madam, here it is. Who are you looking for?

C:No, I'm not looking for anybody , I want to stay here.
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