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Part One Conversational English for Receptionists

Moy MBEFRREBEZS

1, Situational Dialogues 1ERX415

1.1 Making Room Reservations i3T5 &l

Dialogue One 1% (1)

Receptionist:
P -3
Guest:

RE
Receptionist:

BN

Guest:

A

Receptionist:

Good morning, madam. Welcome to Beijing
Hotel. Can I help you?

F 47! k. REBBLTIRE R, ALK
% ?

Good morning. I'd like to reserve some rooms for
a tourist party.

F B4 RA A — AR T 5.

All right. We have various types of rooms. Which
kind of room would you like to reserve?

Wy, BNA B LR 5N, EAITARR?
You see, we are tourists whose requests are
different, so please tell me more about it,
will you?

i, BMNRRKHG, ZRETHRA, HINE
—EX G @R, F5?

It's my pleasure. We have single rooms, double
rooms, suits and deluxe suits, etc. Well here is an
introduction to our hotel.




R

>R % 2P
¥

AR
Guest:

RE:

- Receptionist:

BiER:
Guest:

R

Receptionist:

BIFER:

Guest:

RE

Receptionist:

HHER:
Guest:

B

Receptionist:

BIFR:
Guest:

FRE

4
BIRERE, BME LS BAG BERERE
5%, B, ZRBAIVBEANEA.
That’s great. I'd like to book three single rooms,
five double rooms and two suits.
AT, KBTI HEAL. 5 RARALF 2
£5.
All right, madam. For which dates do you want
to book the rooms?
e, o, BAITHILRE?
From tomorrow till October 28th. That's five days
in all.
MEAXE| 10 A28 B, &45XK.
I see. Now please fill out the form while I pre-
pare your key cards for you.
HHB T . HEHIFIRE, RARSRMNF
NE, |
Here you are. Is everything done?
EYIFT, BTS2
Just a moment, madam. You should pay a de-
posit of US $ 1,000 beforehand.
HE—TF, &+, GEHA 1000 XTHTE,
No problem. Here you are.
AL, AAEZIL,
Thank you. Please keep this receipt and check in
tomorrow morning,
Wi, FEIFAKKE, AR EFELHEA.
Thank you. By the way, is there any preferential
rate for the party?
#ift. MRF)—T, RFEHARFAHER?
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Receptionist:
BN
Guest:

R
Receptionist:

BHFR:

BB HiEEGAKIESIE

Yes, there is a 10 percent discount.

A H, K 10% k&,

That's wonderful. Thank you very much.
ARBIT .+

You're welcome. I hope all of you will have a
good stay here.

TR#, ARERMNEZILAFF S,

Dialogue Two 3% (2)

Receptionist:

BFN

Guest:

B
Receptionist:
BHFR:
Guest:

R

Receptionist:

BHR:
Guest:

R
Receptionist:
BHR:
Guest:

B

Good afternoon. This is Advance Reservations,
the Great Wall Hotel. May I help you, sir?
T, XRRBIREEETTH, AL
", RA?

Good afternoon. I'd like to have a reservation at
your hotel.

THAE! RALEFTEEBOTER.

Certainly. May I have your name, please?
LRI, FHIRL FERFR, 57

Yes, it is Blake, John Blake.

oy, BRI, A8 AR,

Thank you. Mr. Blake, when would you like to
reserve the room for?

WG, ARAALE, GEITHRRG LN ?

On August 10th.

8 110 8.

How many nights will you stay?

£ JLANBR £ ?

For a week.

—NEH.
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Receptionist: How many guests of yours will stay here?

BIFR: RAINA % Y AEL£EZIL?

Guest: We'll be four altogether.

g AKANEH 4N,

Receptionist: OK, what kinds of rooms do you want?

AN 7. BRITEHNEN?

Guest: Two single rooms with a bath and one double
room.

AR 7R 18] 7 S5 E Y A e — A A

Receptionist: Mr. Blake, we have some rooms facing the south
and some rooms facing the north, which do you
prefer?

#AFR: A RSk, BANVA L B Bk, A7 51 R 4k
), BERAF?

Guest: I think I prefer the rooms facing the south.

RE RBREERAG G,

Receptionist: No problem. Your room numbers are 2605, 2606,
2868. By the way, what time are you arriving here?

BN R PR. ARM 4955 R 2605, 2606. 2868, NRfk
Fl—TF, HRMNHFLELEER)R?

Guest: About 4 o'clock p.m.

HE RKHYTHFA5 LA,

Receptionist: Very good. See you on August 10th.

BHER: RN, 8A10BFEL,

Guest: See you then.

R B,



