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'Room Reservation|

Listen carefully , and fill in the blanks with the words you hear from the tape.
1. Do you have one 1 room for two nights?

2. Iwould like fo 2 a double room.

3. I’'m sorry, but we are fully _3 on that date.

4. We have no double room available, but we can offer youa _4 _ room.
5. 1 would like fo 5 a reservation.

Listen carefully , and fill in the blanks with the words you hear from the tape.
Guest. How much is the room?
Reservationist: It’s 1
Guest: Is there any 2 service with that?
Reservationist: For $ 89 you can enjoy a color television, a 3, a complimentary _ 4

breakfast. With another 5, you can enjoy the broadband service.

Conversationy E

Scene : Room reservation at Front Desk

Reservationist =R  Guest =G

R . Good morning! May | help you?

. Yes. 1’d like to reserve a twin room, please.

. For which date?

. From August 25th for a week.

. That’s from August 25th to September 1st. Just a moment, please. We do have a
twin room available for those days.

. What is the rate then?

neO PO

@
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: 450 yuan per night.

: By the way, what services come with that?

: For 450 yuan, you will have a color television, a telephone and a free breakfast.
: OK, | will take it.

: Could you please tell me your name and your phone number, sir?

: Yes, it’s John Hilton, at 02-320-3437.

: How do you spell that?

: J-O-H-N, John, H-I-L-T-O-N, Hilton.

: Thank you. And at what time will you arrive at this hotel?

: Oh, at around 3 p. m..

: Please let me confirm your reservation. A twin room for Mr. John Hilton for a week

from August 25th to September 1st at 450 yuan per night. Look forward to servmg
you. Bye-bye, Mr. John Hilton.

: Good-bye.

Scene . Room reservation by telephone
Operator =O Reservationist =R Guest =G

PO P®MOP®OOGO

7UQ‘7UQ7UQ

: Huanghe Hotel. Good afternoon, what can | do for you?

: Yes, | would like fo book a room at your hotel.

: Hold on, please.

: Advance reservations. May | help you?

: Yes, | want fo reserve a room from the afteroon of October 4th to the morning of 8th.
: So that’s four nights. And what kind of room would you like?

: A double, please.
: Would you please hold the line’ for a moment, please? I’ Il check the room

availability. . .. We have two double rooms. One double room with a front view is
$ 40 per night; the other with a rear view is $ 36. Which one do you prefer?

. | think | will take the one with a rear view.
. Could I have your name, sir?

: Yes, it’s Scott Eliot.

: How do you spell it?

S-C-O-T-T, Scott, E-L--O-T, Eliot.

: And what is your address, please?

—_ 3 —
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: 206, Middle Way Street, Chicago, lllinois 23452, U.S. A. .

: Excuse me, sir. Would you please speak more slowly?

: OK, no problem. It is 206, Middle Way Street, Chicago, lllinois 23452, U. S. A. .
. Thank you, sir. When will you arrive at our hotel then?

: At about 5 p. m. .
: OK. Mr. Scott Eliot. One double room with a rear view at $ 36 per night for four

nights from October 4th to 8th. Correct?

: Yes. Thank you!
: Thank you for calling. We look forward to your visit. Bye-bye.

A reservationist is a clerk of the Front Office Department. He/She works in the Front Desk.
The reservationist takes upon a variety of responsibilities. He/She answers questions concern-
ing room reservations, confirmations, cancellations and revisions.

Advance reservation can be made in various ways. Some people go to the hotel directly
and book a room in person. Some people reserve a room by telephoning the hotel. Still others
send reservation letters fo the hotel. However, more and more people nowadays prefer to
make room reservations through emails. Therefore, a reservationist must be able to handie
those different types of reservations.

When filling out a room reservation form, the reservation clerk must make sure of the
following six items: name of the guest, room type, length of stay, room rate and time of arival.

Word Bank >

clerk /kla:k/ n. BiS A
department/di'pa:tmoant / n. #[7, 8% %
variety/vo'ratoti/ n. Fh¥, L5k ;
a variety of {F%ay

responsibility /r1,spansa'bilati/ n. F{E, 815 %
concern/kon'samn/ v. Wk, XER n Kb, XKl z form/form/ n. ##s R v. R, WK
confirmation/ konfo'meifon/ n. #aik,iFSs, Hink ;
cancellation/ kensa'leifon/ n. By
revision/ri'vizon/ n. &7, 8% z
advance/ad'vains/ adj. HRiH, TR z
various/'veorias/ adi. RIEIW, SN, £ Y

FE

book/buk/ v. HiiT

in person A
reserve/r1'za:v/ v. HiT
handle/'hendl/ v. 4b38,5%58

make sure i, #if5, L
item/'artom/ n. WH, &K
arrival/o'raivol/ n. %%
length/len®/ ». KB, mHEIMKE
rate/reit/ n. Hiff, L3, f#

— 4 —



Practical Terms and Expressions )

Terms

Single Room i A [d]

Double Room kK JBK[H]

Twin Room Bk FRAIIUA J8]

advance reservation RRIFIIT
reservationist ZHEFITHIEL R
operator %4k R

Triple Room — A[d] guest JEZE
Standard Room #5i#[g] tavern Zfk
Junior Suite ¥ HEERE vacancy T
Business Suite HEFERE resort S Rk
Duplex Suite EXERE rate  #T§

special rate  {EE M
off-season iz
peak-season REZE

arrival time 335 A7 ]
departure time B it

Connecting Room % 3ZE (5]
Deluxe Suite ZXEE(q]
Presidential Suite S SHERE
reserve 1T

book FiT

r & 0K 0K 30K 0K DOK DOK IO0K DOK I0€ W<

Hello, advance reservations. What can I do for you?

47, B HOTE, AT LU B35 2

Hi, reservations. Can I help you?

4, & B HUTES, AT LAY 05717

Good morning, Huanghe Hotel, room reservations. May I help you?

B LA, EIRE & 5 TTES, ol LA 357 7

ding out What the Guest |

What kind of room would you prefer?
TREH 2B E?
Which kind of room would you prefer, a single room or a twin room?

(AT LA R R TR R XA 8] 7 |
Would you like a room with a bath/a shower/a front view/a rear view/a Broadband?
CRE A RE/ B/ WEE P/ EEHE P/ 305 5 E 2

For which date?

WEITHR— K B ] 7



How long will you be staying here?

B LAE B KT8] ?

For how many nights do you plan to stay?

it EL ALK

When do you expect to arrive?

B A 2Bk

What time will you arrive at this hotel?

Bt 2 mt B BATEIE?

Just a moment, please.

HEE—2 Lo

Would you mind waiting a moment, please?
A RE-2ILS?

Hold on, please.

WRE—S L, WS,
Hold the line, please.

HERE—4 L, AN,

Thank you for waiting.

AR A OF R

I am sorry to have kept you waiting so long.

XA, LS T X A KEHE

What’s your name, please?

HRER R A7

Would you mind telling me your name, please?

TN BERFRENEAG?

May 1 have your name, please?

AT LA IR R R 45 157

What’s your address, please?

T 5] £ A ik R L 7

May I have your address, please?

AT LA R AR 4 57
And your address, please?

IR 6 Mkt 2 R L 7
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1.

2.

Front Office Department §j/7 B
Food and Beverage Department £ /X &f
Housekeeping Department & 5}

The reservationist takes upon a variety of responsibilities. S IEFTHIER FRIBF LI,
take upon. . . : AHE(FHE EFH) -

. Advance reservation can be made in various ways. ST BZMHARTITEB.

AA T B EES, S EhiE SR AR : F1E +be hiF + i £ A
in various ways: UUZRH R,

However, more and more people nowadays prefer to make room reservations
through emails. (8 2 , LMK 2 A ER A EFHAHTUTHE

more and more. . . : BEBEHY -,

prefer to do sth. ; W33 ; prefer A to B:A 5 B ML, EEK B,

Exercises)

I.

1.

Small group work
Questions for the comprehension.

(1) What department does a reservationist belong to? Where does he/she work?
(2) What is his/her duty?
(3) Are there many ways to reserve a room? What are they?

(4) Could you think of any other ways to make a room reservation?

(5) If you are a reservation clerk and taking a room reservation, what items should you

2.

1.

make sure of?
Recite the conversations, and practise them with your classmates in and after the class.

Oral work

Finish the following conversation.

Reservationist =R Guest =G

R

G
R :
G
R

: Advance reservations. _ 1 ?

. Yes, 1'd like to book a room for two from July 6th to 8th, please.

2, a double room or a suite?

: A double with shower.

37 Let me check the room availability for those dates. _ 4 , Madam. I’m sorry,

— 7 —



double rooms with shower are fully reserved on those dates. There is only a suite availa-

ble at $ 130 per night on those dates.

G ; Is there any discount?

R: Nowit’s 5 . I’m afraid there is no discount, Madam.

G:Then 6 7

R : For $ 130 you will have a color television, a telephone, a computer and a complimenta-
ry buffet breakfast.

G : That sounds nice. I will take it.

R: 7 , please?

G : My name is Mary Luther, Mrs. Mary Luther, at 4323-9864.

R: 8 7

G : At about 1 p. m. on July 6th.

R : Ataboutl p. m.. Thank you. _ 9 : asuite at $ 130 per night for two days from July

6th to 8th. Am I correct?
G : Yes.
R: 10 . Goodbye, Mrs. Mary Luther.

M. Structure and vocabulary drills
Fill in the blanks with the proper words and phrases given, and change the form if necessary.

| take upon ook forward to  in person  recommend  make sure  a variety of |

1. We a GDP growth rate of 8 percent next year.

2. He a teaching post tomorrow.

3. The chief hotel manager examined our work at the Front Desk.
4. Our rooms are available in
5. Our staff will do our best to that you enjoy your stay in our hotel.
6. Could you please me a pleasant hotel in Beijing?

styles.

IV. Reading comprehension
A recent development in the hotel advance reservation business is the introduction of a com-

puterized reservation network. It links different hotels in a hotel chain with each other, with major

airline seat reservation systems and with computer terminals in the offices of important travel a-

gencies. Thus the guest’s reservation is very much facilitated. For now the guest can simply go to

either a travel agency or an airline office or a hotel and have all his travel arrangements made.

1. The recent development in the hotel advance reservation business is
A. the use of the Internet

— 8 —



B. the use of a new clerk
C. the use of a new reservation method through Internet
D. the use of a computer
2. “It” refers to
A. the Internet
B. the computer
C. the introduction
D. the computerized reservation network
3. What are the service providers that the computerized reservation network links together?
A. Different hotels in a chain hotel, major airlines and important travel agencies.
B. Hotels, major seat reservation and offices.
C. Hotels, major airline seat reservation systems and offices.
D. Hotels in a hotel chain, major seat systems and important travel agencies.
4. Which translation for “facilitated” is TRUE?

A i B. &
C. &5 D. ffi---FEMK
5. What is the best title for this passage?
A. A New Reservation Clerk B. A New Reservation System
C. A New Hotel Business D. A New Computer

V. Listening comprehension
Listen to the dialogue, and then fill in the following form.

Reservation Form
Name of the Guest;
Phone Number of the Guest:
Room Type:
Date of Arrival:
Length of Stay :
Room Rate:

Complimentary Services:




Check:in:

Listen carefully, and fill in the blanks with the words you hear from the tape.
1. Haveyou madea 1 7
Would you like fo 2, please?

When a guest checks in, he should first 3 a form.

My bill will be paidin 4, not by credit card.
Please sign at the 5  Counter when you check out.

U o

Listen carefully , and fill in the blanks with the words you hear from the tape.
Receptionist: According to our reservation records, you have booked a 1 room for six
nights. And the room _2 will be $ 65 per night excluding 10 percent
3 and 5 percent service 4 . Will that be all right?
Guest: Yes.
Receptionist: How do you intend to pay your bill, by _ 5 orin cash?

Guest: In cash.

Conversation)

Scene : Register a guest with reservation

Receptionist =R Guest =G

R . Good afternoon, sir. Welcome fo Hilton Hotel. May | help you?

G . Good afternoon! My name is Dallas Nixon. | have reserved a junior suite a week
ago.

R . Just @ moment, sir. | will check our reservation records. . .. Yes, you did book a
junior suite in our hotel a week ago. Mr. Nixon, could | see your passport, please?

G . Here you are!



