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Module One

Preparing for Reception
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Learning Objectives

When studying this module, you will learn about:
» making room reservations for foreign guests;

‘ > preparing gifts for foreign guests;

» arranging initial meetings; and

» some reception etiquette.
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1. Vocabulary

Match the following English words with their Chinese equivalents.

1) reception A. 1LY
2) reserve a room B. 4%y
3) business card C. Mt
4) make introductions D. X B
5) welcoming dinner E. M4
6) sightseeing F. FiT /5 /a]
7) shopping G 4h
8) gift H. 4%

2. Pair Work

Discuss with your partner the following questions and then present your viewpoints to the
class.
1) Have you ever received a foreign guest? Talk about your experience with your partner.
2) What should you prepare before you are going to receive a foreign guest?
3) What are the typical stages of receiving guests?

T ask I Making Room Reservations for Foreign Guests

x

€

;?

Activity 1 Pair Work

What should you take into consideration when making reservations for foreign guests in a

hotel? You can discuss with your partner from the following aspects:

2
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1) number of guests

2) names of the guests

3) duration of stay

4) type and number of rooms

5) service and facilities the hotel can offer

6) the way to pay

Activity 2 Listening

Listen to the dialogue about room reservation and answer the following questions.

1) How many rooms does the caller reserve?

A. The caller reserves one room. B. The caller reserves two rooms.
C. The caller reserves three rooms. D. The caller reserves four rooms.
2) What is the name of the hotel?
A. The Riverside Hotel. B. The White Swan Hotel.
C. The Garden Hotel. D. The Baiyun Hotel.
3) Which one of the following is not the facility offered by the hotel?
A. Satellite TV. B. Coffee and tea making facilities.
C. Separate toilet and shower stall D. Safe deposit box.

4) How long will the guests stay there?
A. The guest will stay there for three nights.
B. The guest will stay there for four nights. .
C. The guest will stay there for five nights.
D. The guest will stay there for six nights.

5) In what way are the rooms confirmed?
A. The rooms are confirmed by fax.
B. The rooms are confirmed by e-mail.
C. The rooms are confirmed by credit card.

D. The rooms are confirmed on the phone.

Activity 3 Listening

Listen to the following dialogue and fill in the gaps.

Chen Yang, the sales manager of ABC Company, is calling to book a room for her foreign guest
in the White Swan Hotel.

Receptionist: Good afternoon! 1) . MayIHelp you?
Chen Yang: Yes, I'd like to 2) ,please.
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Receptionist:

Certainly. When for, madam?

Chen Yang: March the 23rd.

Receptionist: How long will you stay?

Chen Yang: 3 .

Receptionist: What kind of room would you like, madam?

Chen Yang: Er... 4) . I’d appreciate it if you could give me a room with a view
over the Pearl River.

Receptionist: Certainly, madam. I'll just check 5)  .Yes, we have a room on the
4th floor with a really splendid view.

Chen Yang: Fine, how much is the 6) ?

Receptionist: ~ Would you like breakfast?

Chen Yang: No, thanks.

Receptionist: It’s 500 Yuan per night.

Chen Yang: That’s fine.

Receptionist: Who’s the booking for, please, madam?

Chen Yang: Mr. and Mrs. Ryefield, that’s R-Y-E-F-I-E-L-D.

Receptionist:  Okay, let me make sure I got that: Mr. and Mrs. Ryefield. Double with
bath for March the 23rd, 24th, and 25th. Is that correct?

Chen Yang: Yes. It is. Thank you.

Receptionist: Letme giveyou __7) .It’s 8) I’ repeat that: 8) .
Thank you for choosing the White Swan Hotel and have a nice day. Goodbye.

Chen Yang: Goodbye.

Activity 4 Role-play
Mini Task 1

Suppose you work in a textile trading company. Your company will have 6 guests (2 female and 4
male) coming from the US for the Canton Fair. They will be arriving in Guangzhou on 13th
October and staying for one week. They will have a two-day meeting in a hotel and a city tour on

the last day. Please make a preparation list for making reservations for them.

Checklist for Making a Reservation

Number of gueéts

Name

Telephone number

Duration of stay

Type and number of rooms

Facilities

The way to pay
4




Module One Preparing for Reception #:£FHE % “

Mini Task 2

Suppose you are now calling to book rooms for your guests, make a dialogue and act it out

according to the above situation. You may refer to the following words and expressions.

Words and Expressions in Task I

Words:

inquire v 9FE, W&, WH facility n. &k, &&

double room A B queen size bed Am K RAK

available adj. TR, TARTILA 4 twin size bed £ AR

put through 4@ half board -FJE

reservation n. TE full board 4%

balcony n f[8& charge n. %A

amenity n. X confirmation n. A »
Expressions:

1. I’d like to inquire whether there are two double rooms available from 20th June to 25th

2. I'll put you through to the reservation.

3. There is a satellite TV, coffee and tea making facilities, a bathrobe and bath slippers, a

Lo 3 S A b

10. How much is the charge per night?

June.

separate toilet and shower stall, and 24-hour room service. You can choose between a
queen size bed or twin beds.

Will you pay by credit card?

We are looking forward to seeing you here.

I’d like to book a room.

How long will you stay?

What kind of room would you like?

I’d appreciate it if you could give me a room with a view over the Pearl River.
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T ask II  Preparing Gifts for Foreign Guests

Activity 1 Reading

Read the following dialogue and answer the questions below.

Mr. Brown, a foreign client of Lin Feng, invites Lin Feng to have dinner at his house. Lin Feng

is talking about what he should bring for Mr. Brown and his wife with his foreign friend Tom.

Lin Feng:

Tom:
Lin Feng:
Tom:

Lin Feng:
Tom:
Lin Feng:
Tom:

Lin Feng:

Tom:

Lin Feng:
Tom:
Lin Feng:
Tom:

Questions

Mr. Brown has invited me to a dinner party tonight. I have no idea about what
I should bring.

In fact, it is absolutely unnecessary for you to bring anything.

But I don’t feel good if I go empty-handed.

If you insist on bringing something, it should be a small, inexpensive item,
such as a toy for his son, or some flowers for his wife, etc.

Since we’re going to have a get-together, so I prefer to bring some food.

I’ve got an idea.

What’s that?

Since Mr. Brown likes Chinese food very much, so you can cook a Chinese
dish and bring it. Or you can bring something to drink.

That’s a wonderful idea.

And I was told that Mrs. Brown is especially interested in traditional Chinese
arts and crafts, and your wife is good at carving shells, so why not give her
some shell carvings?

A good idea. I’ll try that. Thank you very much for your help.

You’re welcome. Have a good time!

Thanks. Bye.

Bye.

1) Why does Lin Feng want to bring some gifts for Mr. Brown?
2) What does he decide to bring to Mr. and Mrs. Brown and why?

Activity 2 Imitation

Listen to the following two dialogues and imitate the speakers with your partner, paying

attention to the sentences in bold.



Dialogue One

Mr. Brown who comes from America is a client of Li Yan’s company. After finishing the visit to Li

Yan’s company, he is going to go back to America. Li Yan sends him a gift on behalf of Mr. Zhang,

the general manager of Li Yan’s company.

B=Mr. Brown

L=Li Yan

L: Thear you’ll go back to America.

B: Yes, thank you for your consideration.

L: I’ll consider your proposal and contact you soon. This is a gift for you from my
general manager Mr. Zhang. Please take it.

B: Thanks a lot. May I open it now?

L: Yes, please.

B: Oh, what a nice bracelet!

L: 1It’s great that you like it.

B: Then I'll take it. Thanks a lot.

L: You’re welcome.

Dialogue Two

Lin Hong sends a gift to her client, Miss White.
W=Miss White
L=Lin Hong

g0 g

T E

Just a small gift from our company, Miss White, please take it.

You are so polite. May I open it now?

Yes, of course. I hope you like it.

Oh, it is silk. It’s very beautiful and I like it so much.

Oh, great. You like it. It’s our own product. You see, it is produced in the factory that you
visited yesterday. It will be a great honor if it becomes a good memory for you.
Thank you very much for sending me such a beautiful gift.

You are welcome.

Activity 3 Reading and Understanding

Read the following passage and try to get some cultural knowledge.

Gift Giving Tips

Just like Chinese, westerners give gifts on many occasions, such as on birthdays of




