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Part One

The Front Office






2%, The Front Office

Unit 1l Room Reservations

Dialogue 1: A Long Distance Call Reservation

R . Reservationist s

G:

Guest

Situation . Mr. Richard is making a long distance call. He wants to book

¢

R:
. Good morning. This is Richard calling from the States. I'd like to book

o=

o Q@

TOHOHOWON

a single room. in the. Star Hotel.

)

Good morning. Star Hotel. Reservation Desk. Can I help you?

a single room with bath at your hotel.

: When for, sir?

. From May 15th to the morning of the 19th. Do you have one room

available for those days?

Yes, we do.

: What's the rate for a single room per night? v

. It's 240 yuan per night. b

: OK. I'll book one. ‘

. Would you give me your full name, please?

. Richard Adams. - -~

.- Could you spell:that, please?

: R-I-C-H-A-R-D, A-D-A-M-S. : . ;

: Mr. Richard Adams... a single room: with. bath from May 15th to the

morning of the 19th. That’s four nights altogether. Am I correct?

. Exactly.

: Thank you for calling, Mr. Adams. We look forward to seeing you.

3
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G:

Goodbye.
Goodbye.

Dialogue 2: A Group Reservation

R
G:

Reservationist .

Guest

Situation. A guest walks into the Star Hotel. She wants to make a

©

T @ @

QWO W TQ

o

. By the way, will they be coming by air?
R Yes.
: Could you give me the flight number, please, in case the pléme’s late?

: Oh, sorry. I don’t know the flight number. But I'll let you know by

reservation for a group of scholars.

1 Good afternoon, madam. What can I do for you?

: A group of American scholars will be attending a convention tour next

month. I want to reserve rooms for fifteen. N

: When do you want them, madam?
. From September 6th to 9th, altogether 3 nights.

: One moment please, madam: Let me check the reservation list. Yes,

we can confirm those dates for you.

: Thank you very much.

+ We have deluxe suites, deluxe 'double rooms, standard rooms, and

single rooms. Which would you prefer?

: One suite for the group head and seven TWBs for the rest.
: OK. One suite for the head and seven TWBs for the rest. Is that right,

madam?

: Right. What's the discount for group reservation? r
: As usual, we'll give you 15% .off.
. That's great! I confirm the booking then.

phone in an hour.

. Thank you, madam: Goodbye!
: Goodbye! . . . , P



Part One The Front Office

Dialogue 3: An Individual Reservation

oF
G:

Operator - S
Guest

R . Reservationist -

Situation : Bob Sura is making a reservation at Holiday Inn Hotel through

FOEOEO 0RO

@

QW om o

=

a long distance call.

. Holiday Inn Hotel. May I help you? .
: I'd like to book a room, please. .

: One moment, please. I'll put you through to the Front Office.

: Thank you.

Good morning! This is Advance Reservation. Can I help you?

. I'd like to book a single room with Internet access, please. |

When for, sir?

. I will be in Shanghai on October 15th. . \

Excuse me, just a moment, sir. I will check... We can confirm a

single room on that day. How many nights should I book it for?

. Two nights, from October 15th to the 17th. I will be leaving Shanghai

on the 17th. By the way, what’s the rate of a single room with shower?

: It's $ 50 per night.

. That sounds OK. Please reserve a room for me. “
. What's your name, please? '

: Mr. Bob Sura. S-U-R-A.

: Mr. Sura, a single room with shower, from October 15th to the 17fh.

. That's right. By the way, I'd like a quiet room away from the street if it

is possible.

: A quiet room away from the street is preferred. OK. Could you pleaSe,

confirm your booking in writing as soon as possible?

. Yes, I will. ’ -

: Thanks for calling, Mr. Sura, and we look forward to seeing you.

Goodbye.
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= Words & Expressions

reservation [ reza'veifon] n. FiT
reservationist [ rezo'veifonist] n. HITH
available [a'veilabl] a. AT, AT HR{ERY
scholar [ 'skolo] n. %¥#

convention [ kan'venfon] n. £
reserve [ri'zorv] wv. TiiT ‘
confirm. [ ken'form] v, #iA, B s !
deluxe [di'laks] a. BE&H . L '
suite [ swirt] * n. B

discount [ 'diskaunt] n. #7730, T4

individual [ indi'vidjusl] a. 4~ AHY B Ta
Internet [ 'intonet] n. FHEEM, EEER - e
access [ '®kses] n. (LR HFEARML)EKE
operator [ 'sporeita] n. ELR

advance [ad'voxnsj a. W

shower [ 'faua] n. G, WK -

front office §i)T

reservation desk FiT4t

to look forward to H#iff

group reservation BE{ATRIT

as usual FHE .

by the way JH{@¥i—7F : ' '
in case * A (F—) e

individual reservation #&EHiT

to put:... through #----- BiE(HE)

rz Notes

1. a long distance call resérvation <& i ¥5& 4T :
WA WIETFIT A a local call reservation, W, % 7 4~ % A& ¥ & 7% local
calls, M & % 3% intercom calls, ¥ # % 4% long distance calls 2 trunk
calls, B F: ¥, & international calls #= i % % 7% emergency calls,




