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P T ERMEN, ETLEERA “REER" WZRFR, UG
RO NSRS T8 TR MO %5, R 25 i AT R
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A7 MR 95 AR T T
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—. BARSAIE (INHEIEE)
(—) R i iE (Titles)
L ZEdfe g /KR,
Mr. /Mrs. Lee
2.0/ a
Sir/Madam
3. AN A
Gentlemen/ladies
4. EAr /i,
Ms. /Miss Wang.
5. James #Fz/ A /P A
Prof. /Dr. James.
(=) a8 (Greetings)
L AR%EF !
How do you do? /How are you?
2.9 /T B!
Good morning/attnoon/evening.
3. AR ¢ I B 5
Nice to meet you. /Glad to konw you. /Pleased to know you.
4. PRI S 7
— § —



How are you thesedays? /How is everything going thesedays?
5. BRI R SR 7

How is Mr Chen recently? /Is Mr. Chen ringt theseodays?
(=) iE (Welcoming)
1. AR 6 o

Welcome.
2. VM T ARARE .

Welcome to our hotel.
3. T A E 2P 5 T B U £

On behalf kf our staff,] would like to present you our sincerely welcome.
4. W RO I .

Welcome you back.
5. O GG AL . D

It is truly a pleas;re for us to welcome you to our hotel.
(1Y) 4E #)3% (Inquires)
W R TSN DIWN DN

Could you tell for which dates you want to book the room, Sir?

May 1 know how many nights you will stay, Madam?
3. B IR Wi ek AR AR T VR Rl g ) 7
What kind of rooms do you prefer, Mr. Charles?
4. EHEREZ AT
How long do you intend to stay?
5. T A 5 L k7
May | konw your naem, please?
6. BRAE T A — k7
Would you please say/repeat it again?
7. AT ERR S K ?
How Would you make your payment sir? /How could yor account?

8. T AT AT 25 i F R B IR AG 7



Is there anything else I can do for you?
9. WRIBAHBHITHE?
Have you made room resevation, please?
10. i a) G2 LA HER) 2 F 1T B9 57
Do you konw by which name the booking was made?
L E AMERILE.
Please fill out the registration form.
12. R e,
Would you please show me your ID card/passport?
13. WHEH — B M B ng 7 ‘
May 1 have your passport please?
14 HEX BES,
Please sign here.
15, W 8 B T 1k 42 A o, 30 0l S % 24 5 BT R 3 9
Would you please leave your name and telelphone number? 1 will in-

form the guest to call you back.

(F) N %& & (Answering)
LA

That’s all right. /You are welcome. /My pleasure.
2. KA,

Never mind. /Don’t mention it.
3. 4709, Jot . IR LLERIT JLr .
All right,sir. I cad offer you a 10% discount,
0 =G SR L /N - R (ER R S R BN
Mr. lee, you could book the room by company rate, but you bave to com-

firm itby fax.
B IE) A, 3] DL R HEE AR .

Certainly, 1 will arrange you a Non—Smoking Room.

6. FEH) . /NH. BATIRBEIEFE RS .

Yes, Miss. We offer shuttle—bus service.

w
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WIS & N = LB P e S SUL N
Well, Mrs,Chen,1 will tell Mr. Chen that you have called.
8. M. &b, AU E R AK.
Yes,Madam.you could pay by American Express Card,
9. 4Fhy . FRATS B —E 5.
All right. We will change you into another room at once.
10. ) agh o2 50T LA 453 2ok D s el R 2 D A A K AR

Mzr. Bob.vou could check your bill by the circus television in dthe room

-]

directly.

(73) BRif 1 (Tribute)

LAY 3T B FRATT AR S G
Tank you for your booking.and we are looking forward to your coming.

2. ) sy R I el .

Tanks you very much for your cooperatign.

3., XA R
Thanks.here is your credit card.

4 00 BRI LR X AR AR B SR R, R 3B O R 55 . (S
D)

We sincerely appreciate your constant supporing and hope to extend our
service ever since.

5. Lh b we kAT T v L7 o7 W R T R REAL AT A M. (A D
We would be so grateful if you could notice the Reception immediately
in case kf any updating in the information above.

(&) E#K i (Apologies)

LAAE.

Sorry./1’m sorry.

2. 4L
I’m teribly/badly sorry.

3R AR GEEAS T

I’m sorry to keep you waiting.
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10.

11.

12.

13.

14.

10

XN ARHER E £ BT T

I am sorry really sorry but all the standard rooms bave been booked

out.,

AR 1818 A EANET .

I’m terribly sorry that Room 1818 has been accommodated to an otheer

guest,

S -;;u

BB X RS S

Excuse me, would you please sign here?

AR BUT IHE M A DS T

I'm badly sorry that the reservationist has mis — spelled your name.

RFASE RATARUE B AT AR BN

I'm sorry sir, but there is no such a guest call Lin wensheng living in our

hotel

ARFLHL  BeAT BN [R] B FRATTAS RESE i3 1] 5 7 4 VR 46

I'm terribly sorry, sir. But 1 can’t tell you the guest’s room number
without his permission.

XA e d: BrEe 2B T .

Sorry.Mr. Gu has already checked out this moring.

FLRIATIE B A < XRS5,

I am sorry that we have no snch a service in our hotel.

J7 53 3K . e 45 fs g — (a] B3 w] LA UG 7

I am terribly sorry,would you like me to change you another room?
FLXP AN 1S DU T RS2 1 BB S B0 4% f Ak ke ng 2

I'm so sorry that the receptionist forgot to ask you sign the registration
form.Would you please vome to the Reception to finish it.

e R ATE DR EM TR R T .

Sorry, the bell boy has mis—taken your luggage.

BTN S 2 AN BT DR

I am so sorry for the inconvenience during your stay.



