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Preparation
for Reception

@ What kinds of preparation must a tour guide do to make a good tour?
@ What skills are necessary for a qualified tour guide in your view?
® What roles does a tour guide play?

tour guide B domestic flight E Rk
tour group Jifk Y7 A entry visa AR
tour leader Jitk Jife A 4 A flight number WS
freshwater fish WK folk custom tour BAB Ui
pluck YN natural wonder AR
light food BRI BEY scenic spot A
add-on Fffn i © selected itinerary ok pR 2k

baggage claim card % special service requirement  $FRI iR 55 E5K



Unit
Preparation for Reception

( TG=Tour Guide
TG: Hi, good morning. This is Li Hua.

Li Hua/Linda; TA=Tour Agency—Smart )

TA: Good morning, Li Hua. This is Smart.

TG: What can I do for you, Smart?

TA: We will have a 12-person tour group from America, and you will be their tour
guide during their stay in China.

TG: Reéally? Oh ... Wait a moment. I need more information about the group.

TA: OK, I will send their information to you. Please check your e-mail.

TG: Great.
(After a while)

TG: Hi, Smart. This is Li Hua.

TA: Can I help you?

TG: Yes. May I have the tour leader’s telephone number?

TA: You mean Frank Brown? OK, his number is 18912312312.

TG: When they arrive in China, do I need to reserve a hotel for them?

TA: I’'m not sure. You’d better give Frank a call.

TG: Thanks. I’ll call Frank in a minute.

( TG=Tour Guide—Li Hua/Linda; TL=Tour Leader—Frank Brown )
TG: Good morning. Is that Frank Brown?
TL: This is Frank, and who’s that?

TG: This is Li Hua, and you can also call me Linda, and I will be your tour guide

during your stay in China.
TL: Thanks. Glad to know you!
TG: Glad to know you, too. In order to be given a better service, would you give

me more information about your group?
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TL: It’s my pleasure.

TG: Thanks. According to your plan, when will you arrive in China?

TL: We’ll leave at 10:00 a.m. on May 1st, and if the flight is on time, we will
arrive in China 14 hours later.

TG: OK. I will wait for you at Beijing Capital Airport Exit. I will hold up a
tour-guiding flag and a greeting card. I know there are 12 members in your
group, but how many rooms do you need?

TL: We need three twin rooms ... and three double rooms.

TG: Do you have any specific requirements about the hotel?

TL: We prefer a scenic spot hotel, and above all we want good supporting
facilities.

TG: What about the food?

TL: We all like light food. You should avoid supplying the pluck. What’s more, no
freshwater fish (J& 7K 1) .

TG: Thanks, I got it. May I beg your pardon? What’s your flight number?

TL: FM845.

TG: About the tour, does your group like natural scenic spots or folk custom tour?

TL: Both.

TG: Thanks. I will make an itinerary for you, and send it to you the day after
tomorrow. Looking forward to your coming.

TL: Thanks. Bye.

TG: Bye.

cene Three

( TG=Tour Guide—Li Hua/Linda; FD=Front Desk )

FD: This is Shoudu Hotel. What can I do for you?

TG: This is Li Hua. I need a room for three days from May Sth to May 7th. Do
you have any vacancies?

FD: Yes. What kind of room would you like?

TG: I'd like three twin rooms and three double rooms, please.

FD: No problem, Madam.
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Preparation for Reception

TG: How much will that be?

FD: It’s RMB 456 per night for a twin room and RMB 400 for a double room.

TG: That’s a little high. I am told that your hotel is offering a discount now.

FD: Yes, but the offer ended yesterday. I'm sorry.

TG: Oh, I see. Then can you make it less expensive?

FD: I’'m sorry, Madam.

TG: OK, I'll take them. By the way, does the price include breakfast?

FD: Yes, it does. Now could I confirm your name, please?

TG: Li Hua.

FD: Thank you. How many nights would you like to stay?

TG: Three nights, from May 5th to May 7th.

FD: Certainly, Miss Li. Our check-in time is before 6:00 p.m.. We’re looking
forward to seeing you.

TG: Thank you.

1) Hi, I will be your local guide when you arrive in China. / %41, RIEVRAITE A E i JiE 6]
)50 -

2) May I have your name, please? / i & JF 3 #6514 £ 4715 2

3) Do you have return tickets? / /R4 11T IR FEHLZE 7 1 2

4) Do you have any special needs or services? / {84 4 ik Z Rk 1 2

5) Please don’t hesitate to ask me for help. / A 75 Z i L BN 45 73K
6) Glad to help you. / & K.

1) Preparation for Tour: itinerary preparation; language & knowledge; material preparation;
personal preparation; psychological preparation

2) Itinerary Preparation: make an itinerary; make schedules; reconfirm the reception
information
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3) Preparations: a. Material Preparation: necessities, microphone, tourists’ information,
tour-guiding flag, tourist guide certificate, guests’ book; b. Personal Preparation:
comfortable clothes and shoes, business card, memo; c. Psychological Preparation: be
prepared for hardships and complaints.

4) Confirm the Following Information: the tourists’ information, the transportation
information, the restaurant and hotel; make contact with the national guide or the tour

leader; get familiar with the scenic spots.

5) Job Sheets:
Job Sheet (I)

Team Information
 MaleNumber: ~ FemaleNumber:
| Children Number: Total:
 Flight Ariving Time:
' Personin Charge: TelNo.:
' Leaving Time: Return Flight:
' Requirements and Contraindications:
T i Confirmation = KRG
-~ TourBuws
"BusType: . BusNo.
Driver’s Name: Driver’sTel. No.:
 Meeting Time: Meeting Place:

"""""""""""""""""""""""""""""""" S e S
 Hotel Name: Room Type:
| Hotel Address: Room Price:

TelNo.: ~ RomNo.:

Job Sheet (II)

Leaving Time:
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Itineraries in Detail:

e D
> I O T £33 S04, 0 D A S R e e T ey e A

Simulate situational dialogues with your partners: one plays as the tour guide; one plays

as the tour leader; and others play as the tourists.

If you are a tour guide, what will you do in the following situations?

1) Alice is a vegetarian.

2) Peter dislikes your itinerary.

Practice

1) Match each picture with the correct description below.

@
i3
(A) (B) ©)



