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4 —%  Front Office (Ai)THRSSES)

§;.,m.\._:.,,;_,..:....'._,_:M;.s'
T RAER
1. TH# Unit 1 What Is a Hotel
2. BABEREEIR Unit 2 Froat Office

3. %3 Unit 3 Communication
4, B Unit 4 The Cashier

g.'...,',‘.,.'...__.__:...,'.....'...\:'
g 3 b
T RRAH -
Front Office

1. What Is a Hotel?
2. Front Office

{1) Reservation

(2) Bell service

(3) Checking-in

3. Cammunication

(1) Telephone service
(2) Sending a fax
{3) Information Desk



(4) Messages

4. The Cashier

(1) Foreign exchange
(2) Checking-out

PSR S DRI RS S S
T EARBER L

ia9€%

1. T#% Unit 1 What Is a Hotel

TR

(1) %48 Words, Useful Terms and Expressions

(2) %18 Notes

(3) FE4E Exercises (Il WHATs and HOWs in Qur Business, lI. Structure and Vocabulary
Drills . IV. Skills Developing P ] Translate the following into Chinese)

(4) T##E Reading Comprehension

(3) ERUUE BB - M35 B I AL £k B iR

2. BheRBR [Tt 2 Front Office

B

(1) & Warm-up (ML, FEEREEME T ERE)

(2) BZRE YR Text The first representatives of a hotel

(3) B4R E R Dialog 1 A room reservation of call

(4) BEEEH Dialog 2 Welcome to our hotel

(5) #HALEYE Words. Useful Terms and Expressions

(6) HiB Notes

(7)) NEREIR Exercises (11 WHATs and HOWs in Our Business . . Structure and Vocabu-
lary Drills, V. Skills Developing H1f) Translate the following into Chinese)

(8) #M#EE 1R Reading Comprehension

(9) PN Listening Comprehension (M B2 ALl ST (7 4R )

(10) FRETSHEIT, BAF. tLE (J1E. 177F45) FRENHCELEIBHR

3. Z3R Unit 3 Communication

FHEER:

(1) ¥48 Warm-up (MAIEIC ., [EHEFBAE 5 W 2E48)

(2) P Text Guest foremost

(3) %4 Dialog | Telephone Service

(4) Zr45% 4 Dialog 2 Sending a f{ax

(5) #AL %42 Words, Useful Terms and Expressions

(6) Z4E Notes

(7) %38 Exercises (1. WHATs and HOWs in Our Business, II[. Structure and Vocubulary
Drills . 1V. Skills Developing #7BYJ Translate the following into Chinese )

2
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% &= Housekeeping Department (%= R

R

e

(8) %1 Reading Comprehension

(9) FREAGHN, 8F. FHP0 (HiFE. £H) SRFOHEXETLEIRRIE

4, BhALBAR Unit 4 The Cashier

FHEEK.

(1) PAGRER Wam-up (MIENL, BRI M EE)

(2) T &% Text The history of money

(3) #44.% 3 Dialog 1 Foreign exchange

(4) PAEER Dialog 2 Checking out

(5) %4 Words, Useful Terms and Expressions

(6) FAZFEE Notes

(7) BABL¥EYE Exercises (Il WHATs and HOWs in Qur Business. III. Structure and Voca-
bulary Drills, V. Skills Developing 414 Translate the following into Chinese )

(8) 4R Reading Comprehension

(9) BAYRER Listening Comprehension ( b BEER RN ) S8 7 1) 4246 )

(10) FEWRTHHNT S . G0 5 AR 45 B A28 % b 30 0

bain & £

L SR ATTERENR . BT RS AT LA B ER S3E,

2. MEAATHEEBSEE,

3. Ui A, MalTHEGRMHEALSRBENRSBERNEERES
B (GFEATa R, IR, BHR. ShHsLE. BHPo. tLE. BS), BEELR,
W, 5. FETHEES

%5 .3 Housekeeping Department

(&)

TERER L

1. ZRZRE4R Unit 5 Housekeeping Department (1)
2. E4E Unit 6 Housekeeping Department (1)

Housekeeping Department

. Housekeeping Depariment (1)



(1} Room Cleaning

{2) Providing something extra
(3) Damage Problems

2. Housckeeping Department (1I)
(1) Taundry service

(2) Baby-sitling service

{3) Dealing with Complainis

i9€s

1. B892 Unit 5 Housekeeping Department {1)

HHER:

(1) PR Warm-up (I, FEEETEA T W SE4R )

(2) #hipEiB Text Housekeeping Department—ihe backbone

(3) EREEEIR Dialog 1 Tum-down service

(4) %42 Dialog 2 Providing something exira

(5) ¥5EE Words, Useful Terms and Expressions

(6) BERELE Notes

(7) ZhEREIR Exercises (1L WHATs and HOWs in OQur Business, M. Structure and Voca-
butary Drills, IV. Skills Developing 5 ## Translate the following into Chinese)

(8) T f#% Reading Comprehension

(9) EREHBEA. AR, BEYSERE WACE LIS AR

2. %2 Unit 6 Housekeeping Depariment { L)

Z R

(1) Y Warm-up ( PIFC . DE 3 PBAE 77 ] 248 )

(2) #MEEYE Dialog 1 Aboul the laundry service

(3) %18 Dialog 2 Baby-siiling service

(4) T Words, Useful Terms and Expressions

(5) T Notes

(6) 4B Exercises (1. WHATs and HOWs in Our Business, II[. Structure and Vocabulary
Drills, 1V. Skills Developing #[¥) Translate the following into Chinese )

(7) %¥12 Reading Comprehension

(8) HAHGL R Listening Comprehension (S MIHEBMAHAI T L SCHR7 (%42

(9) ERBUEARS . MEFERIRS . B EUFFIAE X Ll B 51l

4ot & &,

L XE GRS AOC Rl AR TR R S AR
4



=% Food & Beverage Department (B R&EE)
2. MEAAFHIEESEE,
3. PARFZEsE YU R, SRERERMARAVEREMRSEFHERRSE
EH (RFEEMER. HOER. MEYR ., IRy, ERRE ., BETEBRRS, AMmE
&), Eambr, . 5. RS TRIEES .,

‘5—1%% Food & Beverage Department

(BKIRSFH)

CEmER

I, B4ZE AR Unit 7 Food and Beverage (1)
2. B ERE AR Unit 8 Food and Beverage (11)

[T S SOOI
~mmam

Food & Beverage Department

I. Food and Beverage (1)
(1) At the Bar

{2) Taking the Order

(3) Taking a Reservalion
{4) Breakfast

(5) Dinner

2. Food and Beverage (1)
(1) At the Bar

{2) Room Service

{3) Settling the Bill

(4) Dealing wilh Requests
(5) Dealing with Complaints

£9E5

1. LR Unit 7 Food and Beverage (1)
EEXRK.



AN o T
B9y RERFS EERE

(1) PGEE Warm-up (MAENC , FEEERR T ER)

(2) ##34R Text The food and beverage department always counts

(3) &R Dialog 1 At the bar

(4) B Dialog 2 Taking the order

(3) #EEIR Words., Uselul Terms and Expressions

(6) FMEEEIR Notes

(7) B EIR Exercises (IL WHATs and HOWs in Our Business, III. Structure and Voca-
bulary Drills, V. Skills Developing 5 (] Translate the Following into Chinese )

(8) I3 Reading Comprehension

(9) %38 Listening Comprehension { M [ {5EZRB R 72 HLXTIE F 0 B 42 )

(10) HEBEE, S3%, iTR. e (BE. £8) FR&HESE I ERNR

2, #ZEEIR Unit 8 Food and Beverage (IT)

HHEK .

(1) AL Warm-up (AW, [IREBH W) FHR)

{2) T % Text The story of chopsticks

(3) B4H48 Dialog | Room service

(4) B HEH Dialog 2 A complaint about the dining room

(5) #herdfE Words, Useful Terms and Expressions

(6) HiB Notes

{(7) EhZRE4R Exercises (IL WHATs and HOWs in Our Business, . Structure and Voca-
bulary Drills, I¥. Skills Developing HgY Translate the following into Chinese)

(8) #HHEIR Reading Comprehension

(9) %2 Listening Comprehension ( M EEPEMEAISE XTI 5 m &8 )

(10) EEFBARGSF . BITEMNS . AR TS S LS BB AR

foin & &

1. SERRE M T AR ENERSEE,

2. MHEAAFHMRSEE.

1uﬁ%iﬁﬂmﬁﬁm,ﬁ%ﬁ%%ﬁﬁ%&ﬁﬂ%ﬁﬁﬁ%%ﬁﬁ%ﬁﬁﬁ%%
ﬁm(@%ﬁ% Iz, L E3E, W, W, BHESRE, ABEIRE), EARL
Wr. i %mﬁm%%ﬁo

HVUE  Recreation (HKERNRSTS)

5.‘..,.,..,:._...;....;..,.;,...'A.;.s'.
TERBR
"T_'fn"“‘_'."".’"'""—\"«'T}
1. %2 Unit 9 Recreation (1)
6
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#00Z Recreation (ERERSE)

ad
N
ey

2. 4B Unit 10 Recreation {II)
§_—_,._:__..:.,_;........;....; .;_E

Recreation

1. Unit 9 Recreation (I)

(1) The kingdom of pingpong

(2) At the hairdresser’s

(3) At the Fitness Center

(4) At the Beauty Parlor

2. Unit 10 Recreation (1I)

(1) Exploring mystery of health and longevity
(2) Talking about the sauna

(3) Bowling

(4) Karacke

SamnaE

Fags

1. %3 Unit 9 Recreation (1)

(1) EiB Warm-up (AT, R T B ZE)

(2) FheEE 4R Text The Hotel Recreation Center

(3) %42 Dialog 1 The kingdom of pingpong

(4) %3B Dialog 2 At the hairdresser’s

(5) PB%iE Words, Useful Terms and Expressions

{(6) & Notes

(7) BIEEIE Fxercises (1L WHATs and HOWs in Our Business. III. Structure and Voca-
bulary Drills, [V. Skills Developing H9#J Translate the following into Chinese)

(8) BZREIR Reading Comprehension

(9) T## Listening Comprehension { M [R5 80HAF ) ] E38)

(10) ERFREEERIERYS . REERFRFRS KL ALHIE MR

2. %48 Unit 10 Recreation (II)

ERER:

(1) T Warm-up (JAIANL, (RIEREE %)

(2) E4R Text Bowling

(3) #AZkE4R Dialog 1 Exploring mystery of health and longevity



7! A2, =

5. 2u/N  BErERR A
== =g s H}X 55

(4) 4 Dialog 2 Talking about the sauna

{(5) %8 Words, Useful Terms and Expressions

(6) ZIE Notes

(7) ## Exercises (11, WHATs and HOWs in Our Business, [II. Structure and Vocabulary
Drills, IV. Skills Developing i Translate the following into Chinese )

{8) FhZREIR Reading Comprehension

(9) 2218 Listening Comprehension ( JAFBFIE 1% BR A EZEE)

(10) ERMEER, R . BRSNS R R IR S RS S AR

fois & 5
1. R ERIESHA LT RARFHIE S EE,
2. WS R TR SEE.
3. PARFR s U E R, RS KA EA S HBRAR S BTN EERGS

E (NSRS, DERWE, EEXERTOC. EFRE, RERE. REEB. ENTHFKT
H), BEIRANT. B, B, EPI A,

5 Hotel Service and Management

CRIERSS 5EBLR)

v g Emag L

1. #45 Unit 12 Service and Management
2. % Unit 13 Supervision

§;I‘_;_,__-,,,_',..,:....'.\.v.',-»-:::
.___:_Mb. PR ?‘-i;

Hotel Service and Management

1. Service and Management
(1) Service knowledge and culiure awareness (1)
(2} Service knowledge and culture awareness (1}
2. Supervision
(1) Talking aboul supervision

{2) When the hotel is booked solid



ss 72 Hotel Service and Management (IR/ERFES5E
;\;,...'. .\
o S MRER
LT

£98 %

1. EhehE R Unit 12 Service and Management

(1) %4 Warm-up (AFIBTIESR ., (R IR3BAE T )

(2) #EEEIR Text Service and Management

(3) #hH4E Dialog 1 Service knowledge and culture (1)

(4) & Dialog 2 Service knowledge and culture (1)

(5) FsEYR Words, Useful Terms and Expressions

(6) FHRFEE Notes

(7) B\E5%HE Exercises (I, WHATs and HOWSs in Our Business, 1. Structure and Vo-
cabulary Drills)

(8) ¥R Reading Comprehension

(9) 1 f# Listening Comprehension { M\ RTEFRM b in) %48 )

(10) EABYR)EE Py 6 S < HLE JR

2. WL EE4E Unit 13 Supervision

(1) %48 Warm-up (WAL, DOEERMETT M¥HR)

(2) FEREYR Text Supervision

(3) FAL5ER Dialog 1 Talking about supervision

(4) #h#E2 Dialog 2 When the hotel is booked solid

(5) g e Words, Useful Terms and Expressions

(6) BEREYE Notes

(7) 4B Exercises ( . WHATs and HOWSs in Our Business, [I. Structure and Vocabu-
lary Drills, IV. Skills Developing 74 Translate the following into Chinese)

(8) %18 Reading Comprehension

(9) [ #% Listening Comprehension ( WFIBFIER ., B8R e 548)

(10) FEHIRIEE A I NHEC T I iR

4012 % &
L ARG R4 SE T Tk RIEH R SR,
2. WEARFHERSEE,

3.0 BrFRRIE MY R, MEUNRE S EEMNERLFRENEERGGER (8
LR, BRER. OEEEHEMAE), BARAT. B, 5. BNTHNEES.
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—. WO (BEETAEWSCHERBELR, HEESSHEER
GEUESER)

1.

10.

1.

12.

13.

fraed
A. Bellman
L8]
A. Beer

B. Doorman

B. Liquor

- B HH

A, Housekeeping Department

C. Human Resources Department
CiEQRE

A, Checked out
TR

A Chest expander

B. Vacant

C. Rowing machine
i

A. Stay-in guest
I 5

A. Accounlant

B. Walk-in guest

B, Cashier

- B (KA

A. Bobbed
C. Chaplet style
my B {fg 5%
A, Morning call
MR %5- 2%
A. Surcharge
SF
A. tourist
H BYAVIR 5
A. B&B
C. Cafe
[ii=g: 00
A. the front desk
C. the Front Office

B. Ouiside call

B. Service charge

B. traveler

=

o w

( )
. Receptionist D. Waiter

( )
. Liqueur D. Table wine

( )

. Shopping Arcade
. Sales & Marketing Department

( )

. Occupied D). Vacant clean

¢ )
. Spring grip
. Muscle builder set

( )
- Walk-away guest D. No-show

( )
. Hostess D. Waitress

( )
- Shoulder length style
. Hair done in a bun

( )
. Inside call D. IDD _

( )
. Discount D. Tip

( )
. tour guide D. customer

( )
. Matel
. Self-service restaurant

( )

. the reception desk

“the Front of the House” Dept



14.

15.

16.

17.

18.

19.

20.

21.

22,

23.

23,

26.

27.

28.

29.

30.

A

A cwrency B. contact
ANEEIH]

A. a junior suite

C. a penthouse suite

A

A. floppy dise B. hard disc
SE%5b

A. dry-clean B. iron
¥R

A. cocktail B. coffee
=31

A. regular B. pin curl
F M

A. buying rate B. direct rate
EREE

A. cooperative B. courtecus
BRI

A. state-owned

C. tertiary industry

AFEZIEE

A. the Arrival list

C. Reservation form

R

A. Room Center

C. Business Center

ZEAN R

A. collect call

C. pay call

s

A_US dollars

C. French Francs

Mok

A. bureau B. night stand
EHE

A Aperitif B. Sherry
KB

A. bacon B. sausage

HOE, WEKN

RIERS S BEEEIEAERE

C. register

ol

me]

==}

=

==}

a deluxe suite

. a family room

. photocopy

. mend

. coca-cola

. cold perm

. indireet rate

. modest

. joint venture hotel

. foreign-funded hotel

. Waiting list

. Registration form

. Health Center

. Shopping Center

. extension number

. the general switchhoard

. British Pounds

. Japanese Yen

. bathtub

. Port

. ham

( )
D. deliver

( )

( )
D. typewriting

( )
D. wash

( )
D. soft drinks

( )
D. straight perm

( )
D. selling rate

( )
D. lofty

( )

( )

( )

( )

( )

¢ )
D. wardrche

¢ )
D. Gin

( }
D. toast

( )

Jd



