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Front Desk

Unit 1 Check In

Use ful Sentence Patterns(1—60)

1.

o

Good evening,sir. Can 1 help you?

Mo B3, SEHE . AT RLR ARG

. I'd like to reserve a room.

HABT—NF B,

. What kind of room do you want?

R EA AR 7

.I'd like a double room, please.

HHE A .

. For which date?

AT — X7

. How long do you intend to stay?

I BEEL A

. How many guests are there in your party?

RiT—HE £ AN?

. With bath or without?

REBHBE?

. How much is the room?

fg— ) £ 87

10. A single room is $ 60 per night.

BB B 60 £IT,

11. May I know your name?

Y L4 5 VR 45 44 0



LRSS

12. How do you spell that?
HHEAYE

13. May I have your telephone number?
LA R R A B 3 S A g 7

14. And your address,please?
a7

15. Hold the line, please.
NEHEW,

16. I'll check if we have a vacancy.
REBEL—-TFTREESE.
17. Thank you for waiting,sir/madam,

EAET /It

18. I’'m sorry, but we’re fully booked for single rooms. Would you like to have a double

one?

XRE, BAGE AT AT LA
19. We are fully booked for all types of rooms on that night.

AR b &R LRI RIBHART .

20. I'd like a room with a sea view.
RE—BES LS EMBERE,

21. When did you make the reservation?
B 28B40 7

22. Shall I make a reservation for you?

ERAGTLG?

23.T'd like to extend it for two more nights,

REBFEKFE L,

24. We'll extend the reservation for you.
RIS HEEKTAEN.

25. We hope we’ll have another opportunity of serving you.
BNBEE BN HERT .

26. Good morning,sir. Welcome to our hotel,
B b, d., wARIERITERE.

27, Let me help you with this,
WHiLRERFEHREXA.

28. Is this all your luggage?
T TIE?

29, Is there anything valuable or breakable?
A REELSBHYHE?

30. Just a minute,please. I'll bring a trolley.

HHE, REE-FIERE.
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31.

32,

33.

34.

35.

36.

37.

38.

39.

40,

4],

42.

43.

44,

45,

46,

47.

48,

49.

Follow me, please.

WHWREE.

This way, please.

XA

I'd like to check in,please.

REBFILETS,

Please {ill in the registration form.

HHERERIER.

Please sign here.

BHEXHEEF.

May I see any identifications?

REEE B IS HHIEHG?

How would you like to pay your bill?

BATH BT ER?

In cash. /By credit card, /By traveller’s check.

ERARE/MERR/IRITIRRATK.

Here is your room card and your key.

KRB R MPIR,

Please remember to return your key before you leave the hotel.
HEERFEEATZRAK.

Have an enjoyable stay.

S HEEMR!

How do you like this room?

BB XN FEEE AR

I’m always at your service.

3 B I R RO RO

It’s very kind of you.

HRKEFT.

I'm afraid we don’t accept tips.
BRAIAREZ AN

Thank you all the same,
RGN, i BB,

May I ask who is calling,please?
RS T A

I beg your pardon? /Pardon?
A8 7 |
Please hold the line.

H AW

&
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50. The line has been cut off.

HBiEH T .
51. We have IDD and DDD services.

BINAEEREEMENERRS .
52. Mr Lee,phone call for you.
Lee fo 4 , RAYHTE .
53. Sorry. He’s just stepped out.
Xf A, At B E FF .
54, The bathroom is there on the left,and here’s the closet.
I RB VR xR,
55. Dinner is served between 6:30 pm and 11:10 pm,
BRRET RN 6 HEE 11 5 10 4,
56. The Shopping Center is on the second floor.
W oL R
57. The gift shop is on the first floor.,
ALt s TE— .
58. You can send your fax in the business center,
RAT LB &5 0 R
59. For sending a fax,it’s 16 yuan per minute,for a minimum of 3 minutes and with
15% service charge.
K B4 16 JT,3 ArRERE, 5 15 0 KR 55 2
60. Shall T arrange a taxi for you,sir?

fd  BRyEZHHHEEY?
Dialogue A

Making a Reservation
RC:Reservation Clerk G:Guest
RC:Fortune Hotel. Reservation Desk. Can I help you?
G:Yes. This is Henry Smith calling from Paris. I'd like to book a room, please.
RC:Yes, Mr Smith. For when?
G:From June 14th.
RC:How long will you be staying?
G:About a week.
RC:What kind of room would you like, Mr Smith?

G:I'd like a double room for my wife and myself. By the way, what’s the rate of a
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double room?
RC:It’s 480 yuan for a double with bath and 400 yuan with shower. Which one would
you like?
G:400 yuan a night is OK. It is about 50 US dollars,isn’t it?
RC:Yes, Mr Smith,a double with shower.from June 14th to June 21st. Am I right?
G:Yes. That’s right.
RC: Thank you for calling, Mr Smith. We are looking forward to your coming.
Goodbye.

Dialogue B

Luggage Service
B:Bellboy G:Guest
B: Welcome to Holiday Inn. Let me help you with your luggage.
G:Thank you.
B: How many pieces of luggage do you have?
G:Two,a suitcase and a handbag.
- B:All right. I'll show you to the front desk. This way, please. (Go to the front desk
and wait)
B:Shall I put your luggage here?
G:0K,thanks.
B:How do you like this room?
G:It’s all right,

B:1’m always at your service. Have an enjoyable stay.
Dialogue C

Check In
C:Front Office Clerk G:Guest
C:Good afternoon. Welcome to Fortune‘ Hotel. May I help you?
G:Yes,1'd like to check in,please.
C:Certainly, sir. May I have your name, please?
G:I'm Lawrence Brown,
C:Do you have a reservation with us, Mr Brown?

G:Yes.
C:Just a moment, please, I'll check our reservation record. Thank you for waiting, Mr

Brown. Your reservation is for a twin room from March 5th to 7th for three nights.

&
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Is that right?

:Exactly.

:Could you fill in the registration form,please?
:Fine,

: How would you like to make payment?

a0 a0

:By American Express Card.
:May 1 take a print of the card, please?

:Sure, here you are,

O o .

: Thank you, Mr Brown. Your room number is 508, that’s on the 5th floor. A bellman

will show you the room. Please enjoy your stay.
Dialogue D

At the Information Desk
C:Clerk " G:Guest
C:Good afternoon. This is the Information Desk. May 1 help you,sir?
G:Yes. Is George Brown in the hotel?
C:Mr Brown? What's his room number, please?
G:Sorry,1 don’t know.
C:Where’s he from?
G:He's from England.
C:What’s he?
G:He’s a lawyer.
C:Just a moment,please. I'll see if he is registered. Yes, Mr Brown is in our hotel. I’ll'
call his room for you.
G:Thank you very much.

C:It’s my pleasure.

Words and Expressions

intend [in'tend] v. BE,fTH

bath [ ba:ff ] n. B=E

reserve [ ri'zawvv | o HiT. %% 8
reservation [ rezo'veifn ] n. F#
extend [ ik'stend ] . R, EM
bellboy ['belbor | n. TR IEEIRF R
enjoyable [ m'dzoebl ] adj. > APEKH
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pardon [ 'paxdn ] n. FHE, IR
closet [ 'klozit | n. BEHE

fax [ feeks | n fEE

arrange | a'reindz ] v. BHE

fill in HE

double room XA B

single room YN

all types of BRI

service charge AR %5 %

sea view o

reception desk BeE

front office RT.HI&

check in Bt AE

help sb. with sth, BREAR/E

cut off FTHR, PR 4

business center B il
Notes

1. double room: XX A 6], &k & 5 — M 5 H : single room H A [H] (FRFRK SGL), double
room YUA fi] (JR#R DBL, BE & — DA B, — Bt K Z D, twin room BUR ] (B
HPHBAR, XEXFFAEMBE P LERK, IFFRAR AR, Bl Standard Room) #l
suite EB (£ B X 4} executive suite 7 B E JF. de luxe suite £ HE E K M
presidential suite RHEEF) .

2. American Express Card: EEZ@ K UEHAFEH—F.

3. Information Desk: [&if 4t .

Passage

The Front Desk
The front desk is the term that designates the counter where the guests register, pick
up their keys and mail, request information, deposit their valuables and pay their bills, It is
also called the reception area and is located in the lobby of the hotel. The lobby is the
public entrance area that gives access to the guest rooms,restaurants, bars, shops and other
facilities in the hotel.

The employee who checks in arriving guests and assigns them to their rooms is the

&
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room clerk. When the guest arrives, the room clerk checks his reservation or the
availability of rooms if the guest does not have a confirmed reservation. When the room
clerk has confirmed the availability of the accommodations,the guest fills out a registration
card with his name,home address and any other pertinent information. The room clerk fills
in the room number and the rate the guest will pay.

All of these steps,which take only a few moments in a smoothly functioning system,
make up the check-in or registration procedure. When it is completed, the room clerk calls a
bellman and gives him a slip with the room number. The bellman then gets the room key

from the room clerk and escorts the guest to his room.
Words and Expressions

designate ['deZIQneIt 1 . W EE
register [ 'redzista(r)] wvi. Bid, HEM
bellman ['belman ] n. (J1JE)Fr&

deposit [ di'pozit | wvt. L

lobby ['lob1 ] n. KT KB ZE

confirm [ ken'tsm ] vt #—HE
registration [ redzis'trerfon | n. B, M

Notes

1. The front desk is the term that designates the counter where the guests register,
pick up their keys and mail, request information, deposit their valuables and pay
their bills. §j & B3 BE &0, WAL AEE 44, M F , FAREY S AL RRES .
XRE—NHBRERNEF . that 3l RMEHRNGEMW term, XD WA 3CH —4
where 5| R #E1EMNE, NMJHE RN FHINWHEESE., FEKIILRLIZE . RES
HET .

2. The employee who checks in arriving guests and assigns them to their rooms is the
room clerk. R EIPEAETE FEH NN LEHFRMZEHBILH.
A AR —AE A4, F4) K : The employee...is the room clerk, H1[8] f who ¥3| 5
— A B M A& The employee,

3. All of these steps, which take only a few moments in a smoothly functioning
system,make up the check-in or registration procedure. {¥ 55 FI 0% frF F 48,
RIpFEIG , LT H 2B AT I 5E
All of these steps,which..., make up...iX £ — /& & 4], All of these steps...make
up...J& F 4] s which 5| B8 — P EREHE TN AEM All of these steps,



